
 

 

Imported Units of Competence – Harvesting, Wood Panel Products, Sawmilling 
& Processing, Timber Manufactured Products and Merchandising 

Number Unit Title Page 
Number

FPIL319A Lead & motivate firefighters 1

FPIL320A Monitor work team 3

FPIL322A Monitor wildfire prevention activities 5

FPIL36A Monitor fire / incident operations 7

FPIL38A Monitor & carry out fire suppression 9

FPIL44A Carry out fire investigations 11

FPIL53A Command / control a major incident 13

FPIFGM004A Manage Seed Collection 15

FPIFGM011A Prepare seed bed 19

FPIFGM047A Prepare sites for forest establishment using tracked or wheeled 
equipment 

23

FPIFGM058A Rehabilitate tracks, quarries and landings 27

FPIFGM073A Develop an inventory program 29

FPIFGM108A Conduct tip truck operations 33

FPIFGM115A Manage tending operations - native forest 37

FPIFGM131A Conduct a pests and diseases assessment 41

FPIFGM133A Conduct a wood volume / yield assessment 45

FPIFGM134A Conduct a site factor assessment 49

FPIFGM143A Plan timber extraction activities 53

FPIFGM149A Conduct grader operations 57

FPIFGM151A Plan a quarry 61

FPIFGM155A Interpret and use aerial photographs for forest management 63

FPIFGM156A Arrange contract  67

FPIFGM158A Respond to, and prepare, a tender 69

FPIFGM159A Construct and maintain roads/tracks 71

FPIM3016A Plan and set up product assembly 75

FPIM4019A Sell, quote/estimate specialised products and services 79

FPIM4020A Implement stock control procedures 83

FPIWPP203A Pack assembled products 87

FPILGCT41A Undertake the tendering process 89

FPILGCT43A Administer contracts 93

FPILGMT43A Manage finances within a budget 97

FPILGMT53A Devise & conduct community consultation 101

FPILGRC32A Monitor areas under jurisdiction 105

RUAAG2011CHA Manage a chemical spill / leakage 109

RUHHRT223A Climb small trees 111

RUHHRT309A Remove trees in confined spaces 113



 

 

Number Unit Title Page 
Number

RUHHRT355A Undertake complex tree climbing 117

TDTA1297A Pick and process orders 121

TDTC197A Drive a vehicle (core skills) 125

TDTC297A Drive light rigid vehicles 129

TDTC397A Drive medium rigid vehicles 133

TDTC497B Drive heavy rigid vehicles 137

TDTC597B Drive heavy combination vehicles 141

TDTC697A Drive multi combination vehicles 145

TDTD1097A Operate a forklift 149

TDTD1197A Conduct advanced forklift operations 153

TDTD1297A Operate specialised load shifting equipment 157

TDTD1397A Move materials mechanically 161

TDTD197A Shift materials safely 165

TDTD297A Use manual handling equipment 169

TDTD497A Load and unload goods/cargo 173

TDTD797A Prepare cargo for transfer with slings 177

WRRCA.1A Operate retail equipment 181

WRRCA.2A Apply retail office procedure 189

WRRCA.5A Operate retail information technology systems 197

WRRCS.2A Apply point of sale handling procedures 205

WRRCS.3A Interact with customers 213

WRRCS.4A Co-ordinate interaction with customers 221

WRRF.1A Balance register/terminal 229

WRRF.2A Perform retail finance duties 235

WRRF.3A Produce financial reports 243

WRRF.4A Prepare payroll 251

WRRI.1A Perform stock control procedures 259

WRRI.2A Maintain stock control 267

WRRI.3A Order stock 275

WRRI.4A Buy merchandise 281

WRRLP.2A Minimise theft 291

WRRLP.3A Maintain store safety 297

WRRLP.4A Maintain store security 307

WRRLP.5A Apply store security systems and procedures 313

WRRM.1A Merchandise products 321

WRRM.2A Perform routine housekeeping duties 329

WRRM.3A Co-ordinate merchandising presentation 335

WRRM.4A Co-ordinate housekeeping 343

WRRS.1A Sell products and services 351



 

 

Number Unit Title Page 
Number

WRRS.2A Advise on products and services 359

WRRS.3A Co-ordinate sales performance 365

 



 

 

 

 



FPIL319A Lead and motivate firefighters 

FPI 99  1 
© Australian National Training Authority  

Description 

This is a unit from the Australian Fire Agencies National Competency Standards, 1994.  

1 Instruct and direct firefighters 

 1) Instructions and directions are communicated to employees through the use of 
simple, concise language. 

2) Communication is clear, unambiguous and in line with identified needs. 
3) Communication is maintained to re-emphasise work directions and to keep 

firefighters focused on key objectives. 
4) Firefighters are encouraged to continue in a two-way communication process 

to ensure that messages are clearly understood. 
5) Firefighters are informed and advised on agency procedures and industrial 

award conditions according to agency directives, agreements and legislative 
requirements. 

6) Different styles of leadership are used where appropriate. 
7) Effectiveness of leadership is evaluated. 
8) Individuals are motivated to achieve identified objectives. 

2 Solve problems and make decisions 

 1) Problems are solved and decisions are made to ensure optimum efficiency of 
operations and are in line with management objectives. 

2) Personnel are involved in important decisions that affect the workplace and are 
encouraged to contribute in a two-way communication process, to ensure 
effective decisions and resolutions to the problems. 

3) Consultative mechanisms are developed, implemented and maintained. 

3 Provide advice for personnel appraisal 

 1) Advice is provided that is accurate and comprehensive to assist supervisor 
with compilation of appraisals to allow guidance for progress in agency. 

4 Provide feedback on individual performance 

 1) Feedback is given to individuals on their performance in a regular manner that 
reinforces achievements. 

2) Individual performance problems are addressed in a constructive and timely 
manner leading to improved performance. 
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Range of Variables 

• Methods of providing instruction and direction may include:  training manuals; classroom presentation; 
personal contact 

• Policy and conditions may include:  agency policy; award conditions; operational procedures; State/Federal 
legislation; Firefighters and Officers Industrial Awards 

• Problems are solved utilising:  knowledge base; access to relevant documentation; practical experience; 
appropriate training 

• Personnel assessments will include:  fireground behaviour; personal interaction; workplace routines 
• Assessments will be conducted in accordance with:  agency policies; Assessment Guidelines; skills, 

knowledge and attributes 
• Feedback to staff on individual performance will be confidential 
• Work may be without supervision and the work of others may be supervised, or teams guided and 

facilitated. 

Evidence Guide 

• Work may be without supervision and the work of others may be supervised, or teams guided and 
facilitated. 

 



FPIL320A Monitor work team  

FPI 99  3 
© Australian National Training Authority  

Description 

This is a unit from the Australian Fire Agencies National Competency Standards, 1994.  

1 Delegate tasks 

 1) Tasks are delegated to individuals together with the appropriate level of 
responsibility to maximise the training and development opportunities to those 
individuals. 

2) Tasks are delegated which are within the competency and confidence of 
individuals. Staff work towards improving workplace efficiency and 
effectiveness. 

2 Participate as a member of a work team 

 1) Participation in the work team proves effective contributions which ensure 
activities and projects are completed on time and on budget and desired results 
are achieved at the specified level of quality. 

3 Interpret and administer awards and agreements 

 1) Awards and agreements are correctly interpreted and administered in 
accordance with agency procedures and priorities to ensure that agreed 
conditions are maintained. 

4 Implement and monitor the agency's occupational health and safety 
policies, procedures and programs in the relevant work area 

 1) Relevant occupational health and Safety information is provided to the work 
team regarding the agency's occupational health and safety policies, 
procedures and programs. 

2) Members of the work team are consulted regarding occupational health and 
safety issues, and occupational health and safety issues are referred or resolved 
according to procedures, with feedback provided promptly. 

3) Existing and potential hazards in the work environment are identified and 
reported so that risk assessment and control procedures can be applied. 

4) The agency's procedures for controlling occupational health and safety risks 
are implemented and monitored. 

5) The agency's procedures for dealing with hazardous events in the work 
environment are implemented when needed. 

6) The agency's procedures for providing occupational health and safety training 
are implemented and monitored. 

7) The agency's procedures for maintaining occupational health and safety 
records are implemented and monitored. 
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Range of Variables 

• Delegation of tasks will include consideration of the following factors:  complexity of task; competency 
level of worker; monitoring requirements; support requirements; behaviour of individuals 

• Participation activities may include:  assisting with pre-fire plans; budget preparations; rescue crew; 
firefighting crews; working parties; first aid teams 

• Issues relevant to the interpretation and administration of awards and union agreements may include:  
federal, state and organisation agreement negotiations; equal employment opportunity; employee 
entitlements; custom and practice 

• Hazards may include those associated with one or more of the following activities; structural fires; 
wildfires; prescribed burning; vehicle and industrial rescue/extrication; flood, storm and tempest rescues; 
first aid incidents 

• The nature of the hazard may be:   
◊ chemical:  spills; dangerous goods; vapours/poisonous gases/smoke; contaminated fire water; 

explosions/flammability; aerial retardant drops 
◊ biological:  infection; bite, sting; biologically active dust; drowning; radiation 
◊ environmental:  flora and fauna; contamination of air/land/water 
◊ physical:  explosions; falling objects (trees, masonry, rocks etc.); subsidence; water load on buildings 

and contents; radiant heat; broken terrain; heat stress; dehydration; heavy machinery; structural 
◊ electrical 
◊ psychological:  critical incident stress; shock 
◊ combustible materials 

• Activities to alleviate occupational stress include:  critical incident stress debriefing; counselling services; 
colleagues; medical services; government agencies.  

Evidence Guide 

• Work may be without supervision and the work of others may be supervised, or teams guided and 
facilitated. 
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Description 

This is a unit from the Australian Fire Agencies National Competency Standards, 1994.  

1 Advise on wildfire prevention strategies 

 1) Wildfire risks are identified and rated using fuel loads and geographic 
information to interrelate with terrain. 

2) Property risks are identified and rated and the likelihood of ignition related to 
surrounding bush and terrain. 

3) Hazard reduction planning has local community input and support. 
4) Advice provided to organisation planners and local authorities on wildfire 

prevention strategies is within legislative responsibilities. 
5) Wildfire prevention/risk reduction activities selected are suitable to the hazard 

and locality and take into account protection of property and the environment. 

2 Implement and monitor wildfire hazard reduction 

 1) Hazard reduction is achieved in accordance with wildfire prevention plans and 
standard operating procedures and with consideration of their environmental 
impact.. 

2) Progress reports include any difficulties in achieving the target and 
recommendations for action. 

3) Activities are co-ordinated with relevant authorities and other responsible 
organisations. 

4) Recommendations include amendments to prevention plans for subsequent 
years. 

Range of Variables 

• The criteria for assessment of fire hazards ratings may include:  frequency and length of fire season; local 
fire history; steepness and aspect of terrain; standard of egress; amount and flammability of vegetation; 
firefighting services and facilities; standard of repair/maintenance of structure and surrounds; willingness 
and capacity of occupants to take action 

• The range of hazards may include:  fires (bush; grass; forest; plantation; heathland; peat); tree/grass types 
• Prevention strategies may include:  fuel reduction (prescribed burns, ploughing, grazing, fire breaks, 

slashing, spraying); community education; land management. 

Evidence Guide 

• Work may be without supervision and the work of others may be supervised, or teams guided and 
facilitated. 
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FPI 99  7 
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Description 

This is a unit from the Australian Fire Agencies National Competency Standards, 1994.  

1 Establish and monitor fireground communications 

 1) Fireground communications are established and monitored to ensure effective 
communication between personnel and other emergency services in 
accordance with organisation procedures. 

2) Communications are sent to maintain security and confidentiality of 
information according or organisation procedures. 

2 Monitor operational procedures 

 1) Operational procedures are continually monitored to ensure the safety and 
welfare of personnel in accordance with organisation procedures and 
occupational health and safety guidelines. 

2) Operational procedures are continually monitored to ensure that emergency 
response activities are effective. 

3) Additional resources are requested as necessary to enhance emergency 
response activities. 

Range of Variables 

• Fireground communications may include:  recordkeeping; radio communications; telecommunications; 
inter-service liaison; interpersonal communication 

• Other emergency services may include:  ambulance service; police service; hospital authorities; state 
emergency service; rescue organisations; company fire and rescue squads; various service organisations; 
electricity companies; water service operator 

• Practices and procedures may include:  occupational health and safety codes of practice applied in 
accordance with industry standards; organisation procedures; organisation practices 

• Additional resources may include:  backup appliance and crew; lighting unit; personnel; hazardous material 
unit; medical assistance; heavy mechanical machinery; specialised appliance; breathing apparatus unit; 
communications vehicle; arson investigation unit; media liaison officer; chief officer; police and ambulance. 

Evidence Guide 

• Work may be without supervision and the work of others may be supervised, or teams guided and 
facilitated.  
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Description 

This is a unit from the Australian Fire Agencies National Competency Standards, 1994.  

1 Provide reports 

 1) Information is gathered and reports are provided to facilitate firefighting and 
fire investigation in accordance with organisational procedures.  

2) Significant changes in fire status and actions taken are reported, and requests 
for assistance are made when needed. 

2 Select resources 

 1) Selection of resources is monitored and carried out according to procedures 
such that effective combating of the fire and support of firefighting operations 
is achieved. 

2) Equipment use is monitored and carried out such that limitations are not 
exceeded and all equipment is accounted for. 

3 Attack fires 

 1) Firefighting operations are monitored and carried out in compliance with 
organisational and occupational health and safety procedures and guidelines. 

2) Operations to gain access to the fire are monitored and carried out in a safe and 
effective manner and result in minimum overall damage. 

3) Fire extinguishing medium selection is monitored and carried out such that 
safe and effective fire suppression is achieved. 

4) Selected firefighting tactics align with strategies determined for incident, and 
firefighting objectives are achieved. 

5) Potential fire behaviour is anticipated and acted upon such that established 
objectives are achieved. 

6) Personal protective equipment and clothing appropriate to the conditions are 
used in compliance with organisational and occupational health and safety 
procedures and guidelines. 

4 Conduct ancillary firefighting operations 

 1) Ancillary activities are determined, monitored and carried out such that 
established strategies and objectives are achieved. 

2) Provision of personnel support is in compliance with organisational and 
occupational health and safety procedures and guidelines. 

3) Debriefing activities are participated in with other personnel. 
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Range of Variables 

• Types of fires may include:  structural fires; vehicle fires; fires involving electricity; wildfires; fires 
involving chemicals 

• Reports may include:  initial reports at scene; situation reports; status reports; reports of significant changes 
in conditions; reports of achievement of “benchmarks” during firefighting 

• Firefighting media may include:  water; extinguishing powders; vaporising liquids; foam; gaseous 
extinguishing agents; other fire extinguishing substances 

• Firefighting considerations may include:  types of fire; fire exposures; topography; size of fire; weather; 
available firefighting resources. 

Evidence Guide 

Underpinning knowledge 

• Occupational health and safety guidelines 
• Selection criteria 
• Characteristics and limitations of protective equipment 
• Testing and checking procedures 
• Principles of operation. 
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Description 

This is a unit from the Australian Fire Agencies National Competency Standards, 1994 

1 Carry out fire investigation 

 1) Fire investigation is carried out to identify the cause and circumstances of fire. 
2) Scene of fire is effectively secured, preventing contamination of evidence and 

destruction of fire scene, to expedite the investigation process. 
3) Crime scenes are identified and relevant information communicated to police. 
4) Relevant information is recorded in the form of reports that meet agency 

requirements. 
5) Agencies and coroners are assisted by the provision of accurate information 

and professional advice relative to fire behaviour and ignition patterns that can 
lead to changes in practices, products and legislation. 

Range of Variables 

• Fire investigation may apply to all fires, including rural and urban, where the cause is not readily known. It 
includes scenes of explosions, the occurrence of malicious false alarms, the interviewing of witnesses and 
the gathering of evidence that will lead to fire cause determination 

• Relevant information may include reports from witnesses and evidence that may lead to fire cause 
determination. 

Evidence Guide 

• Activities may be carried out with general guidance only, and may involve supervision, planning and 
management of the work of others 

• Competency should be assessed on the job over a period of time 
• Underpinning knowledge may be assessed through oral or written questions, or completion of projects.  
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FPIL53A Command/control a major incident  

FPI 99  13 
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Description 

This is a unit from the Australian Fire Agencies National Competency Standards, 1994.  

1 Establish and manage command and/or control of a major incident 

 1) Objectives are identified, and strategies are implemented to resolve a major 
incident, according to procedures. 

2) A system of incident command/control, including the delegation of support 
functions to an incident management team, is implemented according to 
procedures. 

3) Operations are implemented to resolve the incident and to meet the identified 
objectives, according to procedures. 

4) Recommendations are made to meet command and control objectives. 

2 Establish and manage communications and liaison at a major incident 

 1) Communications are established and maintained so that effective command 
and/or control of the incident utilising the incident management team and a 
wide range of resources is facilitated. 

2) Liaison is established and maintained with other agencies, organisations and 
the media. 

3) Debriefings are co-ordinated or conducted. 

3 Document incident information for reporting, analysis and evaluation 

 1) Incident reports are collected and documented according to agency procedures. 
2) Incident data is analysed and evaluated to resolve the incident. 

Range of Variables 

• Types of incidents may include:  major structural fires; large transportation incidents; major dangerous 
substances incidents; major wildfires; major rescue incidents; other types of major incidents 

• Responsibilities may include:  assume control; review planning; conduct briefings; liaise with supporting 
personnel; ensure safety of all personnel; manage the media; appoint and manage staff; assess the incident; 
plan combat of the incident; allocate tasks; report to responsible e agency 

• Major incidents typically involve a large number of teams operating under a defined command/control 
structure and include support factions 

• Activities typically include overall command and/or control of the incident management team, and may 
include co-ordination of resources from a wide range of agencies and/or organisations 

• Activities may be carried out under legislative powers granted for handling major emergency situations. 
Scope of command and/or control typically includes all of the resources and activities at a large or highly 
complex incident. 

Evidence Guide 

• Activities may be non-routine and carried out independently. Responsibility for the management of the 
output of others, and accountability for the outcomes of the activity may exist. 
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FPI FGM 004 A Manage seed collection  

FPI 99  15 
© Australian National Training Authority  

Description 

This unit includes the work undertaken in seed orchards, and seed collection areas in plantations and in native 
forests.  This work is based on a production and planting program (the work involved in developing such a 
program is described in unit FPI FGM 001 A) 

Suggested Pre-Requisites/Co-Requisites 

FPI G21 A Collect, analyse and organise information - advanced 
FPI G29 A  Solve problems in the workplace - basic 

1 Plan seed collection 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Production and planting program is considered, analysed and interpreted for 
required seed characteristics and implementation issues . 

4) Opportunities for seed collection are identified from field observation and 
organisational guidelines and taken advantage of. 

5) Suitable area for seed collection is identified and marked on a locality 
map/plan for later reference. 

6) Method of seed collection is selected in accordance with the geography of the 
local area, size and type of tree(s), available resources and organisation 
guidelines.  

7) Quantity, cost and provenances to be collected are determined and documented 
in accordance with organisational guidelines.  

8) Relevant authorities are liaised with and approvals sought in accordance with 
organisation policy and guidelines and relevant legislation. 

9) The plan and its performance indicators are clearly articulated, documented, 
and communicated to those who will collect the seed in accordance with 
organisation guidelines. 

2 Implement seed collection 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) People, materials and equipment required for seed collection are co-ordinated 
and scheduled in accordance with organisation guidelines. 

4) Any permits and/or approvals required for the seed collection are identified 
and obtained. 

5) Documentation identifying the seed is completed clearly and accurately in 
accordance with organisational guidelines. 
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3 Monitor seed collection 

 1) Checks are made to ensure that organisational occupational health and safety 
procedures, practices, policies, and precautions are observed and followed. 

2) Checks are made to ensure that site environmental concerns are adhered to in 
accordance with relevant national, state, and local legislation and/or 
regulations. 

3) Checks are made, in accordance with organisation policy, to ensure that the 
quantity, cost and provenances collected accord with specifications and 
amendments to the process or methods are made where necessary. 

4) Any required amendments to the process or methods are clearly communicated 
to the parties involved. 

5) Checks are made to ensure that the documentation required by organisation is 
completed clearly and accurately during the progress of seed collection. 

4 Review seed collection 

 1) Any issues, impediments to seed collection, and cost of program are identified 
and recorded in accordance with organisational guidelines.  

2) A cost/benefit analysis is prepared in accordance with organisational 
guidelines. 

3) Recommendations are prepared based on the analysis and issues raised.  
4) Report is prepared, including 

• any difficulties or issues faced, 
• any recommendations for future work, 
• results, 
• costs, 

 in accordance with organisational guidelines. 
5) Results of seed collection activity are clearly communicated to those who 

undertook the work. 

Range of Variables 

• This unit relates to work undertaken in seed orchards; native forests; soft and hardwoods; rainforest; 
understorey plants 

• Individuals/bodies/groups liaised with may include landholders; federal, state, or local government 
authorities; private individuals 

• Legislation, regulations, standards may include Environmental Protection Act; environmental agencies 
regulations; duty of care; isolation procedures; occupational health and safety legislation; site regulations 
and procedures; Australian Standards; manufacturers’ specifications and recommendations; State forest 
codes of practice or equivalent; statutory requirements; Trade Practices Act; traditional land owners 
requirements 

• Heritage and other issues may apply to seed collection operations 
• Impacts on provenances and species to be collected may include requirement for genetic diversity; frost, 

heat, salt hardiness; potential growth characteristics 
• Seed characteristics may include provenance; potential growth characteristics; forest types; optimum time to 

collect 
• Implementation issues may include scheduling; people and skills involved; materials; hazards 
• Environmental considerations may include hygiene of the area; local regulations 
• Method of collection may include collecting after falling/felling; ladders; climbing; shaking; high-powered 

rifles; cherry pickers 
• Those who will collect the seed may be organisation employees; contractors; community groups 
• Landholders may be federal, state, or local government authorities; private individuals 
• Documentation may include provenance; species; identity of collector; weight of seed collected 
• Qualities of the seed may be both physical and genetic. 
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Evidence Guide 

Critical underpinning knowledge 

• Flowering biology of the target species 
• Biological signs which indicate that the seed crop is ready to be collected 
• Handling the collected material after collection 
• Extraction of the seed from the collected material 
• Handling of the seed crop after picking 
• Treatment and documentation of the extracted seed 
• Collection methods such as climbing/removal of branches with rifle/elevated platform vehicles 
• Occupational health and safety guidelines, procedures, and principles, including manual handling  
• Legal training prerequisites and operational requirements for use of the collection method. 

Critical underpinning skills 

• Supervise the safe use of the collection method 
• Recognise common diseases, pests, and nutrition deficiencies 
• Determine the readiness of the seed crop, by inspection 
• Manage the extraction of collected material 
• Provide for storage of extracted seed. 
• Complete quality documentation 
• Prepare detailed reports 
• Communicate with landholders 
• Negotiate and liaise with bodies/groups internal and external to the organisation  
• Determine quantities and costings 
• Interpret numerical data. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information   • 
Communicating ideas and information   • 
Planning and organising activities   • 
Working with others in teams   • 
Using mathematical ideas and techniques   • 
Solving problems  •  
Using technology  •  
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Description 

This unit is concerned with determining which seed bed preparation techniques should be used for a forest area, 
implementing, then assessing them. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS1A  Follow defined Occupational Health & Safety policies and procedures 
FPI G22 A Plan to undertake a routine task 
FPI G23 A Plan a complete activity 
FPI G26 A Work effectively in work groups 
FPI G41 A Use basic hand held tools 
FPI C2029A Work within environmental constraints 
FPI FGM 147 A Read and interpret maps 
 

1 Select site preparation technique(s) 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) The range of appropriate seed bed preparation techniques are considered and 
evaluated against  
• the species/range of species to be sown or planted 
• the season 
• the topography of the area. 

4) The preferred technique is selected and a recommendation made. 
5) A report is prepared for approval documenting the analysis and 

recommendations. 
6) Approval is sought from appropriate management representative and/or 

relevant external authorities/agencies. 

2 Plan site preparation 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Preparation plan is developed in accordance with organisational plans, budget, 
policies and available timelines. 

4) Risk analysis is conducted to identify the possible risks which may impact and 
identifies potential methods for mitigating the risks. 

5) Site plan/map is prepared which identifies the forest area to be prepared and 
the particular preparation techniques to be used. 
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3 Prepare site 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Implementation of seed bed preparation techniques ensure the continued 
compliance with policies and internal and external regulations. 

4) Responsibilities for aspects of seed bed preparation are confirmed and 
clarified. 

5) Seed bed preparation techniques are undertaken in line with previously 
prepared plan. 

6) Adjustments to the plan are made to accommodate any arising issues, and are 
in line with original intent of plan and organisational policies. 

4 Survey and review seedbed 

 1) Seed bed survey is undertaken in accordance with organisational guidelines.  
2) Results of survey are collated and reviewed and any required remedial action 

is undertaken. 
3) Site preparation is analysed to determine whether the methodologies and 

budgets identified by the plan have been realised. 
4) Further recommendations for improving the methods/techniques used to 

prepare seed beds are noted. 
5) Report is prepared in accordance with organisational guidelines and 

documents 
• techniques used 
• resources used 
• timeframes involved 
• results and recommendations. 

Range of Variables 

• Instructions and information may include organisation terminology; guidelines; internal memos 
• Information media may include written/printed; oral; electronic; hand goals; visual display units/personal 

computers 
• Maintenance of records may include collation (of information or documentation); interpret information in a 

way relevant to workplace requirements; organise and maintain records accurately; utilise a full range of 
information media. 

• Range of seed bed preparation techniques may include herbicides; burning; clearing; rough-heaping; 
cultivation; ripping; post-raking 

• Preparation plan includes scheduling; resource requirements 
• Recommendations for improving the techniques used may come from staff and/or contractors undertaking 

the work; external bodies; client/client groups 
• Resources used may include people; plant and equipment; consumables 
• Relevant legislation, codes, regulations and standards may include State-based code of forest practice (or 

similar); Australian Standards; organisational standards; environmental protection legislation; fire 
regulations; heritage legislation; industrial relations agreements including awards and organisation; 
international standards; local government; Occupational health and safety Act; statutory requirements; Trade 
Practices Act; traditional land owners 

• Relevant authorities may include local, state, and federal agencies; utility providers (gas, water, power, 
telecommunications); environmental protection; private owners. 
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Evidence Guide 

Critical underpinning knowledge 

• Environmental imperatives for forest area 
• Relevant acts, regulations, codes and standards 
• Occupational health and safety guidelines, procedures, and principles, including manual handling  
• Techniques available for seed bed preparation 
• Environmental and personal hazards associated with site preparation techniques 
• Necessity for, and requirements of, site preparation for particular species. 

Critical underpinning skills 

• Understand a variety of information styles 
• Write reports and submissions where precise meaning is required 
• Write in keeping with the demands placed on writing style by reporting format 
• Interpret information in a way relevant to workplace requirements 
• Organise and maintain records accurately 
• Utilise a full range of information media 
• Collate and assess information against specified criteria 
• Collect and record data according to criteria inferred in plan 
• Prepare written reports of analysis and recommendation 
• Negotiate and liaise with bodies/groups internal and external to the organisation  
• Manage the work of others to achieve goals and results 
• Analyse and evaluate a range of seed bed preparation techniques. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information  •  
Communicating ideas and information  •  
Planning and organising activities  •  
Working with others in teams  •  
Using mathematical ideas and techniques  •  
Solving problems  •  
Using technology  •  
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Description 

This unit applies to all aspects of forestry establishment using various implements or attachments. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS1A  Follow defined Occupational Health & Safety policies and procedures 
FPI G20 A  Collect, analyse and organise information - basic 
FPI G23 A Plan a complete activity 
FPI G26 A Work effectively in work groups 
FPI G41 A Use basic hand held tools 
FPI C2029A Work within environmental constraints 
FPI FGM 147 A Read and interpret maps 

1 Prepare machine for site preparation 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Appropriate type of equipment and/or attachments are selected according to 
job type and specifications to maximise efficiency and effectiveness of work 
activities. 

4) Equipment pre-operational checks are performed according to manufacturers’ 
specifications, site procedures, regulations, occupational health and safety and 
other relevant legislation 

5) Start-up, park and shut-down pro.cedures are carried out in accordance with 
manufacturers’ specifications, site procedures and regulations. 

6) Regular checks are made of equipment components in accordance with 
manufacturer’s specifications and work site procedures. 

7) Damaged components are identified and reported in accordance with 
organisational procedures. 

8) Attachments are fitted to equipment or existing attachments are inspected to 
ensure correct attachments, where appropriate. 

9) Fluid levels and air pressures are maintained and instruments and gauges are 
monitored to ensure equipment operation within manufacturer’s specifications. 

2 Carry out pre-job communications 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Plans and prescriptions are received, interpreted and clarified in accordance 
with site procedures and regulations. 

4) Nearby personnel are advised of impending equipment operation in 
accordance with organisational procedures. 

5) Recognised communication signals to be used are confirmed with any assisting 
personnel in accordance with occupational health and safety guidelines and 
procedures. 
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3 Prepare sites 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Area is visually evaluated to determine the most suitable operational technique 
and sequence. 

4) Site hazards are identified, assessed, and marked where necessary in 
accordance with regulations and occupational health and safety procedures. 

5) Equipment is steered, manoeuvred and positioned to maximise efficiency and 
ensure safety of other equipment and personnel in accordance with the job 
prescription. 

6) Equipment is operated at a work rate acceptable to forest industry expectation 
of land preparation work in an operational context. 

7) Equipment performance is monitored using appropriate indicators to aid 
efficient operations. 

8) Equipment faults creating hazardous operations are identified, operations 
suspended and fault reported and/or repaired to work site procedures. 

9) Site preparation operation covers required area and meets the agreed work plan 
and outcomes. 

10) Ongoing communications with other personnel are maintained in accordance 
with agreed signals and work site procedures. 

Range of Variables 

• Briefing and hand over details; authorisation and clearances may be written or verbal and may include:  
nature and scope of task; potential hazards; adequacy of lighting machine and site (all plant and work areas); 
access road plan; survey plan; instructions; geological details; services; resource requirements/allocations; 
schedule; site characteristics and requirements; materials and equipment to be used; isolation requirements; 
safety requirements; environmental considerations; site requirements 

• Site procedures and regulations may be found in operations manual; induction documentation; training 
materials; policy and procedures documents; verbal or written instructions; managers rules 

• Manufacturers’ specifications may be found in printed instruction leaflets; operators manuals; equipment 
specifications; attached to the equipment 

• Potential risks and hazards may include unsafe ground; unstable faces; fences; holes; pot holes; materials; 
over-hanging rocks; vehicles; abandoned equipment; equipment; personnel; chemicals; contaminants; 
adverse weather conditions (electrical storms; floods) fires; abandoned mines; slumps 

• Personal protective equipment may include safety helmet (hard hat); safety boots; safety harness when 
working at heights; gloves (plastic; rubber; leather); eye protection; hearing protection; respirator 
(disposable; cartridge/filter respirators); protection from the elements (calico neck flaps; sun screen lotion 
15+; tinted safety glasses; loose fitting light cotton shirt and trousers; wet weather trousers and jackets)  

• Protective equipment may include fire extinguishers (water; foam; dry chemical powder; carbon dioxide); 
barricades; out of service tags; danger tags 

• Context for operational safety and public health may include company policy and procedures concerning 
occupational health and safety; public health; emergency response; training provided for occupational health 
and safety; company history in occupational health and safety; level of accidents and injuries in the work 
place; work methods and processes; product and equipment design; product and equipment selection; 
product and equipment use; work place environment; type and level of risk management in place 

• Safe operating procedures may include adhering to all site procedures; observing site speed limits; working 
safely around other machines and personnel; observing right of way in incline and decline; wearing of seat 
belts; use of the self-rescue device; respiratory devices; hazard identification and recognition procedures; 
awareness and access to escape ways; emergency procedures; observation of electrical and mechanical 
procedures; first aid 

• Site environmental and heritage concerns may include dust; noise; water; flora and fauna; heritage 
legislation; culturally sensitive sights and artefacts 
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Range of Variables (Continued): 

• Machinery may include dozers; skidders; tractors; excavators 
• Implements may include ploughs; rakes; chopper rollers; tree pushers; blades; rippers; ridger; mounder 
• Pre-operational checks are those checks specified by the manufacturer prior to operating the item of 

equipment and may include visual and audio warning devices and lights; engine and stop engine lights 
(orange and red); fluid levels (windscreen washer tank; hydraulic oil; coolant; grease; water; engine oil; 
fuel); cab (horn; lights; air conditioner); air filter restriction indicator; display instrumentation and gauges 
(indicators; gauges; laser levels); computer systems 

• Materials may include overburden; topsoil; gravel; road base; sand; water; rubbish; rock fill 
• Establishment plan may include survey information; dimension of site; recontouring plans; types of 

reticulation systems; types of vehicles; personnel requirements; flora and/or seeding requirements; fertiliser; 
company environmental guidelines and processes 

• Catchment devices may include diversion channels; holding structures (banks; drains; dams); sediment dams 
• Records may include end of shift documentation; work log; supplies log; computer readings 
• Relevant legislation codes; regulations and standards include Isolation procedures; occupational health and 

safety legislation; Site regulations and procedures; Australian Standards; Manufacturers' specifications and 
recommendations 

• Methods may include ploughing; chopper rolling; chaining; tree pushing; blading/raking; mounding/ridging; 
ripping. 

Evidence Guide 

Critical underpinning knowledge  

• Relevant legislation and regulation requirements  
• Organisation guidelines in relation to site, occupational health and safety and environmental procedures 
• Emergency procedures 
• Soil properties 
• Occupational health and safety guidelines, procedures, and principles, including manual handling 
• Ripping and mounding methods and limitations 
• Destumping techniques 
• Blading techniques. 

Critical underpinning skills 

• Understand a variety of information styles 
• Record and maintain information on a simple form accurately 
• Signal using recognised industry and organisation hand signals 
• Interpret and follow instructions for site preparation 
• Interpret plans, reports, maps, and specifications 
• Recognise common diseases, pests, and nutrition deficiencies 
• Use communications equipment 
• Recover equipment using recognised techniques 
• Interpret ground conditions 
• Organise work tasks 
• Safe ancillary equipment operation, maintenance, cleaning 
• Appropriate licences/certificates. 
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Assessment context 

Competency should be demonstrated in an actual workplace or in a situation that reproduces workplace 
conditions. 

Assessments are to be conducted in the work environment wherever possible.  Some aspects may be conducted 
under simulated conditions where issues of safety, environmental damage are limiting factors. 

All assessments must be valid, reliable, fair and flexible accumulating sufficient evidence to demonstrate the 
required competence. 

Competency Statement 

Evidence of competency is best obtained by observing activities in the field and reviewing the outcomes of 
several activities over a period of time, under normal industry operating conditions.  If this is not practicable, 
observations in a realistic simulated environment may be substituted and/or written examinations and tests. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information •   
Communicating ideas and information •   
Planning and organising activities  •  
Working with others in teams  •  
Using mathematical ideas and techniques •   
Solving problems •   
Using technology •   
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Description 

This unit applies to rehabilitating tracks, quarries and landings.  

Suggested Pre-Requisites/Co-Requisites 

FPI C2029A Work within environmental constraints 
FPI OHS1A  Follow defined Occupational Health & Safety policies and procedures 
FPI G23 A Plan a complete activity 
FPI G24 A Plan a complex activity 
FPI G26 A Work effectively in work groups 
FPI G29 A Solve problems in the workplace - advanced 
FPI G41 A Use basic hand held tools 
  

1 Establish rehabilitation requirements and plan operations 

 1) Restoration and  revegetation requirements are identified from harvesting plan, 
environmental requirements, applicable forest practices code and management 
instructions. 

2) Site is inspected to determine impact of harvesting or other operations and 
specific rehabilitation requirements. 

3) Natural water flow/water courses around tracks, quarries and landings are 
identified. 

4) Removal of all recoverable logs and equipment no longer required is ensured. 
5) Specific equipment, attachments and operations required to renovate tracks, 

quarries and landings are identified. 
6) Operational sequence to minimise renovation time and residual equipment 

damage is determined. 
7) Plans meet environmental care principles and statutory body requirements. 
8) Plans meet applicable occupational health and safety and fire safety 

regulations, policies and precautions. 
9) Communication with management, crew and external authorities is maintained 

to ensure effective planning of renovation 

2 Rehabilitate tracks, quarries and landings 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Equipment for rehabilitation is selected and suitable attachments are selected 
and fitted. 

4) Construction materials are pulled out and removed from site. 
5) Ramps and other constructions are broken up and spread in accordance with 

rehabilitation plan. 
6) Surface is filled or ripped in accordance with rehabilitation plan. 
7) Crushed rock, sand, or other stabilising material is broken up and/or buried as 

required by rehabilitation plan. 
8) Top soil is spread and compacted over base material where required by 

rehabilitation plan. 
9) Run-off and drainage channels are established to approximate natural drain 

lines in accordance with rehabilitation plan. 
10) Communication with management, crew and external authorities is maintained 

to ensure effective planning of renovation. 
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Range of Variables 

• Equipment used may be wheeled or tracked and may be dozer; front end loader; skidder or grader using 
bucket or blade attachments 

• Operations may be conducted at forest harvesting site after logging is completed and include rehabilitation 
of both landing and tracks over a range of designs and conditions typical of logging requirements in the 
local area 

• Legislation, regulations, standards may include Environmental Protection Act; environmental agencies 
regulations; duty of care; isolation procedures; occupational health and safety legislation; site regulations 
and procedures; Australian Standards; manufacturers’ specifications and recommendations; State forest 
codes of practice or equivalent; statutory requirements; Trade Practices Act; traditional land owners 
requirements 

• Rehabilitation will be carried out over the full range of operational weather conditions 
• Occupational health and safety requirements include the use of personal protective and high visibility 

clothing, use of safety equipment, control of hazards and maintenance of safe forest practices including 
location of other people and potential falling objects and required actions relating to forest fire. 

Evidence Guide 

Critical underpinning knowledge  

• Occupational health and safety guidelines, procedures, and principles, including manual handling 
• General environmental care and statutory body requirements 
• Specific site plans and requirements 
• Ground-water behaviour. 

Critical underpinning skills 

• Recognise common diseases, pests, and nutrition deficiencies 
• Rehabilitate tracks, quarries and landings over the required range of site and weather conditions, terrain and 

restoration requirements  
• Communicate and liaise with bodies/groups internal and external to the organisation  
• Read and interpret written material appropriately for local conditions 
• Read complex information including charts, tables and weather maps. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information •   
Communicating ideas and information •   
Planning and organising activities  •  
Working with others in teams  •  
Using mathematical ideas and techniques •   
Solving problems •   
Using technology    
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Description 

This unit describes the work required to develop a program for the conduct of forest assessments.  It includes 
pests and diseases, stocking, wood volume/yield and site factor assessments. 

Suggested Pre-Requisites/Co-Requisites 

FPI G20 A Collect, analyse and organise information - basic 
FPI G24 A Plan a complex activity 
FPI G29 A Solve problems in the workplace - advanced 
FPI C2029A Work within environmental constraints 
FPI FGM 147 A Read and interpret maps 
  

1 Plan inventory program 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Organisation’s strategic and marketing plans are reviewed, analysed and 
considered for impacts on inventory programming. 

4) Frequency of assessment for particular assessment types and sizes of related 
sample areas are determined from strategic and marketing plans. 

5) Any additional available information produced by the organisation is 
reviewed, analysed and considered for impacts on inventory programming. 

6) Methods of measurement for assessment types are determined and documented 
in accordance with organisation guidelines and policies. 

7) Operational personnel and immediate management are liaised with for input to 
the inventory program in accordance with organisation policy and guidelines. 

8) Measurable performance indicators, specifications and targets are determined 
and documented for assessment types in accordance with organisation 
guidelines. 

9) Any approvals required for the assessment plan types are recognised and 
documented within the inventory program. 

10) The inventory program and its performance indicators are clearly articulated 
and documented, and communicated to those who will implement the plan in 
accordance with organisation guidelines. 
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2 Implement inventory program 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Scheduling and co-ordination required for the assessment are undertaken in 
accordance with organisational guidelines. 

4) Any permits or licences required for the assessment are identified and 
obtained. 

5) Documentation required by organisation and/or occupational health and safety 
guidelines, is completed clearly and accurately. 

6) Coordinating personnel, or other relevant personnel, are communicated with 
regularly throughout the assessment activity to ensure smooth operation and 
progress. 

7) Advice is given to coordinating or other relevant personnel during the 
assessment, when requested, or the need is observed. 

3 Monitor assessment 

 1) Monitoring points are determined and adhered to in accordance with 
organisation policy. 

2) Checks are made to ensure that organisational occupational health and safety 
procedures, practices, policies, and precautions are implemented. 

3) Checks are made to ensure that site environmental concerns are adhered to in 
accordance with relevant national, state, and local legislation and/or 
regulations. 

4) Checks are made, in accordance with organisation policy, to ensure that 
performance indicators, targets, and specifications are being met and 
amendments to the process or methods are made where necessary. 

5) Coordinating personnel, or other relevant personnel, are communicated with 
regularly throughout the assessment activity to ensure smooth operation and 
progress. 

6) Checks are made to ensure that the documentation required by organisation 
and/or occupational health and safety guidelines, is completed clearly and 
accurately during the progress of the assessment activity. 

4 Review assessment 

 1) Data and documentation from the inventory program is analysed against the 
program in accordance with organisation guidelines. 

2) Recommendations are prepared based on the analysis of the data and 
discussions during the conduct of the inventory program. 

3) Report is prepared in accordance with organisational guidelines, and includes:   
• any relevant maps or plans produced or amended through the process 
• the data recorded during the process 
• any difficulties or issues faced  
• any recommendations for future programming  
• cost analysis. 
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Range of Variables 

• Purpose of preparing an inventory program may be to calculate the current and expected wood volume/yield 
within the forest; set a monitoring process in place to enable reporting against marketing, strategic and 
business plans. 

• Tools may include management information systems; geographic information systems; aerial photography  
• Individuals/bodies/groups liaised with may include neighbouring landholders; federal/state/local 

government bodies/agencies; clients; immediate management 
• Legislation, regulations, standards may include Environment Protection Act; environmental agencies 

regulations; duty of care; isolation procedures; occupational health and safety legislation; site regulations 
and procedures; Australian Standards; manufacturers’ specifications and recommendations; State forest 
codes of practice or equivalent; statutory requirements; Trade Practices Act; traditional land owners 
requirements 

• Documentation required for forest assessment may include creation of, or amendment to map; plan; report; 
form 

• Method of measurement/survey may include the use of geographic information systems; interpretation of 
aerial photography; a range of sampling techniques 

• Safety issues/hazards within the forest may include ground conditions; sun/wind; aerial hazards; dead/burnt 
trees/limbs; hang-ups; pine cones; insects 

• Measurable performance indicators, specifications and targets may include accuracy of maps/plans; 
completion of data; rechecking/review of data 

• Additional information produced by the organisation in relation to the sample area may include previous 
surveys/assessments; aerial photography; geographic information systems data; previous reports; 
management information systems data; marketing, strategic and business plans and associated 
implementation plans. 

Evidence Guide 

Critical underpinning knowledge  

• Marketing requirements for the organisation 
• Strategic directions of the organisation  
• Occupational health and safety guidelines, procedures, and principles, including manual handling 
• Data collection and analysis methods 
• Map and plan preparation techniques 
• Relevant legislation and regulation requirements  
• Local, common, vegetation and soil types 
• Characteristics and growth habits of local vegetation 
• Soil characteristics and topography of local area 
• Use and application of appropriate survey/assessment equipment 
• Statistical analysis techniques applicable to forest assessments 
• Sampling techniques. 
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Critical underpinning skills 

• Collect, organise, analyse and evaluate plans, policies and prescriptions 
• Select sampling techniques and create sampling designs 
• Interpret information for application to forest assessments 
• Interpret organisation guidelines/plans 
• Identify species growing in the target area 
• Prepare site maps/plans 
• Recognise common diseases, pests, and nutrition deficiencies 
• Operate equipment safely 
• Identify vegetation in reference texts etc 
• Prepare and write reports and submissions where precise meaning is required 
• Write in keeping with the demands placed on writing style by report format 
• Use and adapt complex maps and diagrams 
• Give formal or informal presentations to individuals/groups, answer questions and provide accurate 

information 
• Collect, organise, analyse and evaluate data given purpose of survey. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information   • 
Communicating ideas and information  •  
Planning and organising activities  •  
Working with others in teams  •  
Using mathematical ideas and techniques  •  
Solving problems   • 
Using technology •   
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Description 

This unit also describes the work involved to load and unload vehicles, transport machinery, and spread water. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS1A  Follow defined Occupational Health & Safety policies and procedures 
FPI G20 A Collect, analyse and organise information - basic 
FPI G22 A Plan to undertake a routine task 
FPI G29 A Solve problems in the workplace - advanced 
FPI C2029 A Work within environmental constraints 
  

1 Plan movement 

 1) Delivery sites are located. 
2) Access is confirmed and manoeuvring approach planned for loading and 

unloading sites. 
3) Truck loads and transport routes are planned to meet load restrictions, 

State/Territory road regulations and road conditions. 
4) Transport routes selected minimise driving time and distances within safe 

operational conditions. 
5) Timing of load transport recognises availability of personnel and equipment 

needs at loading sites. 
6) Communication with supervisor and other workers is maintained to ensure 

efficient work flow co-ordination and personnel co-operation. 

2 Inspect and start truck 

 1) Organisational occupational health and safety procedures, practices, policies 
and precautions are observed and followed. 

2) Check is made of truck and ancillary equipment prior to operation in 
accordance with manufacturer’s specifications, job instructions and statutory 
regulations 

3) Nearby personnel are advised of impending truck operation as appropriate. 
4) Engine is started in accordance with manufacturer’s guidelines and 

organisation/site start-up procedures. 
5) Instruments and gauges are monitored to ensure equipment operation is safe 

according to manufacturer’s specifications and safety rules. 

3 Loan on to truck 

 1) Organisational occupational health and safety procedures, practices, policies 
and precautions are observed and followed. 

2) Truck is positioned to maintain load safety and security while loading. 
3) Position of bolsters, slippers, stanchions and/or chocks is confirmed or reset 

for planned load. 
4) Loading is supervised and directions provided to ensure load meets all 

requirements. 
5) Loads are secured when required with binders/chains in accordance with job 

and regulatory requirements. 
6) Required documentation is completed fully in accordance with job and 

regulatory requirements. 
7) Site supervisor’s instructions are followed and communication maintained 

with loading personnel to ensure efficient work flow and personnel co-
operation. 
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4 Unload from truck 

 1) Organisational occupational health and safety procedures, practices, policies 
and precautions are observed and followed. 

2) Truck is positioned on level ground to maintain load safety and stability while 
unloading. 

3) Safest unloading sequence is assessed. 
4) Binders/chains tarps are removed/released in appropriate sequence.  
5) Required documentation is completed fully in accordance with job and site 

requirements. 
6) Site supervisor’s instructions are followed and communication maintained  to 

ensure efficient workflow co-ordination and personnel co-operation.. 

5 Transport material 

 1) Organisational occupational health and safety procedures, practices, policies 
and precautions are observed and followed. 

2) Load is checked and levelled to ensure safe transport. 
3) Overhang warning devices are fitted when required to comply with road 

regulations. 
4) Transport route is modified as necessary in response to unexpected road or 

environmental conditions. 
5) Loads are transported following planned or modified route. 
6) Truck is operated to manufacturer’s specifications and legislative 

requirements. 
7) Truck is monitored using gauges, warning devices and observation of 

performance to determine operating faults. 
8) Equipment faults creating hazardous operations are identified, operations 

suspended and the fault reported to job procedures. 
9) Primary and subsidiary controls are used in driving as appropriate to 

conditions. 
10) Driving is maintained within limits created by actual and anticipated road 

conditions. 
11) Primary and subsidiary controls are used in driving as appropriate to 

conditions. 
12) Truck is driven to minimise road damage. 
13) Truck operations and loads transported are recorded to legislative and job 

requirements. 
14) Communication is maintaining using VHF and/or trunk radio to anticipate and 

report hazards in accordance with standard job procedures. 

6 Park and check truck 

 1) Organisational occupational health and safety procedures, practices, policies 
and precautions are observed and followed. 

2) Truck is parked to avoid site and equipment hazards and in accordance with 
traffic legislation. 

3) Truck is locked/secured in accordance with manufacturer’s specifications, job 
procedures and legal requirements. 

4) Engine is shut down to manufacturer’s requirements and job procedures. 
5) Truck maintenance and cleaning requirements are carried out to enable safe 

operation. 
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Range of Variables 

• Job accessories include tools, records, first aid kit, fire extinguishers and binders/chains. 
• Transport routes include the use of roads and tracks on privately-owned or government-owned land and 

public roads. 
• Requirements for securing load include binder/chain position, tension and position of tensioning devices. 
• Road conditions recognised are for forest and open roads and include:  surface conditions, wet spots, slope, 

curvature, width, shoulder condition and presence of other equipment. 
• Primary controls include power, brakes, steering, speed, position and gear selection. 
• Subsidiary controls include differential lock and power dividers. 
• Road damage minimised includes corner wear, pot holes, corrugations, ruts, broken edges and culverts. 
• Occupational health and safety requirements include:  manual handling, protective and high visibility 

clothing, recognition and avoidance of loading/unloading hazards, forest operations and site specific 
regulations. 

Evidence Guide 

Critical underpinning knowledge  

• Manufacturer’s and work site requirements including forest conditions, forest hazards and open road 
hazards 

• Road traffic laws 
• Organisation procedures for use of vehicles and equipment 
• Relevant occupational health and safety requirements for storage of materials and equipment 
• Occupational health and safety guidelines, procedures, and principles, including manual handling. 

Critical underpinning skills 

• Plan, load, unload and move a range of loads over full range of road conditions 
• Manoeuvre truck in difficult sites and conditions 
• Drive truck safely using all available controls 
• Conduct pre-start checks 
• Clean and store vehicles and equipment 
• Identify operational faults 
• Complete time sheets and other maintenance records 
• Use communication methods to advise and anticipate conditions. 

Assessment context 

Appropriate licence for vehicle driving must be obtained. 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information •   
Communicating ideas and information •   
Planning and organising activities •   
Working with others in teams •   
Using mathematical ideas and techniques •   
Solving problems  •  
Using technology  •  
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Description 

This unit describes the work required to determine and implement appropriate tending operations within a 
managed native forest. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS1A  Follow defined Occupational Health & Safety policies and procedures 
FPI G21 A Collect, analyse and organise information - advanced 
FPI G29 A Solve problems in the workplace - advanced 
FPI C2029A Work within environmental constraints 
FPI FGM 147 A Read and interpret maps 
  

1 Plan tending operations 

 1) Organisational occupational health and safety procedures, practices, policies 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state and local legislation and/or regulations. 

3) Budget for tending operations is identified and confirmed with the appropriate 
person(s)/group. 

4) End product requirements, stand treatment certification documentation, 
contractual requirements/obligations, and environmental and public relations 
imperatives are reviewed and analysed for impacts on the overall tending 
operations plan. 

5) Current state of the forest resource is reviewed for inputs to the overall tending 
operations plan in accordance with organisation policy and guidelines. 

6) Clients, technical operators, and marketing groups are liaised with for inputs to 
the overall tending operations plan in accordance with organisation policy and 
guidelines. 

7) Tending plans are developed which include details of the equipment, methods 
and consumables to be used, in accordance with organisation policy and 
guidelines. 

8) Tending plans include specifications for thinning, weed/insect management, 
stand health, pruning, and tree selection in accordance with organisational 
guidelines. 

9) Any notifications of relevant groups and/or bodies are provided for in 
accordance with organisation policy and guidelines. 

10) Overall specifications and quality parameters are determined for tending 
operations and documented in accordance with organisation guidelines 

11) Approvals required for the plan are sought and obtained. 
12) The plan and its performance indicators are clearly articulated and 

documented, and communicated to those who will implement the plan in 
accordance with organisation guidelines. 
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2 Implement tending operations 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Emergency treatments and hazard notification procedures are prepared for and 
appropriate technical staff communications carried out in accordance with 
relevant national, state, and local legislation and/or regulations. 

4) People, materials and equipment required for tending operations are co-
ordinated and scheduled in accordance with organisation guidelines. 

5) Schedule for the site is organised in conjunction with technical operators in 
accordance with organisational policy guidelines. 

6) Any permits, approvals and/or licences required for the tending operations are 
identified and obtained. 

7) Any relevant individuals, group, and/or bodies are liaised with during the 
tending operations in accordance with organisation policy and guidelines. 

8) Documentation required by organisation and/or occupational health and safety 
guidelines, is determined and requirements for clear and accurate completion 
is clearly communicated to the appropriate individuals. 

9) Operations supervisor is communicated with regularly throughout the tending 
operations to ensure smooth operation and progress. 

3 Monitor tending operations 

 1) Monitoring points are determined and adhered to in accordance with 
organisation policy. 

2) Checks are made to ensure that organisational occupational health and safety 
procedures, practices, policies, and precautions are observed and followed. 

3) Checks are made to ensure that site environmental imperatives are adhered to 
in accordance with relevant national, state, and local legislation and/or 
regulations. 

4) Checks are made, in accordance with organisation policy, to ensure that 
specifications and quality and performance targets are being met and 
amendments to the plan or process are made where necessary. 

5) Operations supervisor is communicated with regularly throughout the tending 
operations to ensure smooth operation and progress. 

6) Checks are made to ensure that the documentation required by organisation 
and/or occupational health and safety guidelines, is completed and submitted 
during or after the progress of the tending operations. 

4 Review tending operations 

 1) Data and documentation from the tending operations is analysed against the 
plan in accordance with organisation guidelines. 

2) Recommendations for future operations are prepared based on the analysis of 
the data and discussions during the tending operation’s conduct. 

3) Report is prepared and presented to the appropriate bodies in accordance with 
organisational guidelines, and includes:   
• any difficulties or issues faced during the tending operation’s conduct,  
• any recommendations for future work  
• results 
• costs 
• any data analysis. 
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Range of Variables 

• Timing of operations may be critical to the productivity of the forest 
• Approvals required may include environmental bodies; local, state and federal government bodies and 

agencies; long-term budget approvals 
• Nature and size of the crop and non-crop species may impact on the overall tending plan 
• Availability and skill level of the labour force may impact on the overall tending plan 
• Monitoring points may be time based, frequency based 
• Documentation may include changes to the plan or process; supplementary approvals; supplementary 

notifications 
• Report prepared following the tending operations may be submitted to environmental bodies; marketing 

groups; management; budget controller 
• Permits and licences may relate to neighbouring properties; hours of operation; use and application of 

chemicals 
• Individuals/bodies/groups liaised with may include environmental bodies; local, state and federal 

government bodies and agencies; clients; peers within the organisation; internal policy groups; labour force 
and operations supervisor 

• Legislation, regulations, standards may include State forest codes of practice or equivalent; Environment 
Protection Act; environmental agencies regulations; duty of care; isolation procedures; occupational health 
and safety legislation; site regulations and procedures; Australian Standards; manufacturers’ specifications 
and recommendations 

• Purpose of undertaking tending operations may be to maintain the health of the stand; improve productivity 
and long term sustainability; provide for end product mix requirements; management of notifiable weeds. 

• Safety issues/hazards may include  use of chemicals, including off-site effects; tools and equipment; dangers 
to the public 

• Tending operations may have the potential to impact on the organisation’s public relations  
• Timing of operations may be critical to the success of the operation and on suitability for various forest 

products (e.g. pruning certification)  
• Environmental regulations may include issues in relation to stream buffers, notification of neighbours 

Evidence Guide 

Critical underpinning knowledge  

• Relevant legislation and regulation requirements  
• Influence, and importance of, tending operations on the forest productivity and various end products 
• Occupational health and safety guidelines, procedures, and principles, including manual handling 
• Biology of relevant forest health problems 
• Tree growth and development 
• Weed species and herbicide interactions. 

Critical underpinning skills 

• Recognise common diseases, pests, and nutrition deficiencies 
• Present information in writing and/orally to a wide range of individuals and groups 
• Assess and extract critical information from numerous sources (e.g. legislation, forest biology, tree 

physiology, new technology)  
• Plan and cost control  
• Manage time and projects 
• Write reports and submissions where precise meaning is required 
• Write in keeping with the demands placed on writing style by reporting format 
• Interpret and analyse data, including data from reports, maps and charts 
• Read and act on written information 
• Complete quality control and other documentation. 
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Assessment context 

• Overall success of the operation must be assessed, including any recommendations made for future 
operations. 

• Competency should be demonstrated in an actual workplace or in a situation that reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information   • 
Communicating ideas and information   • 
Planning and organising activities   • 
Working with others in teams  •  
Using mathematical ideas and techniques  •  
Solving problems   • 
Using technology  •  
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Description 

This unit describes the work required to assess the presence and level of pests and diseases within a forest area.  
It includes the assessment of animal populations, weeds, diseases and pests. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS 1A Follow defined occupational health & safety policies & procedures 
FPI G21 A Collect, analyse and organise information - advanced 
FPI G23 A Plan a complete activity 
FPI G24 A  Plan a complex activity 
FPI G26 A Work effectively in work groups 
FPI FGM 075 A Collect data or a sample from sample area for assessment 
FPI C2029A Work within environmental constraints 
FPI FGM 147 A Read and interpret maps 
  

1 Plan pests and diseases assessment 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Organisation’s inventory program, strategic plans, and budgets are reviewed, 
analysed and considered for impacts on assessment planning. 

4) Frequency of assessment for particular forest area and size of sample area are 
determined from inventory program, budgets, and organisation guidelines. 

5) Any additional available information produced by the organisation in relation 
to the sample area is reviewed, analysed and considered for impacts on 
assessment planning. 

6) Method of measurement is identified/selected in accordance with inventory 
programs, budgets, and organisation guidelines. 

7) Operational personnel and immediate management are liaised with in 
accordance with organisation policy and guidelines. 

8) Measurable performance indicators, specifications and targets are determined 
and documented in accordance with organisation guidelines. 

9) Any approvals required for the assessment plan are sought and obtained. 
10) The assessment plan and its performance indicators are clearly articulated and 

documented, and communicated to those who will implement the plan in 
accordance with organisation guidelines. 
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2 Implement pests and diseases assessment 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) People, materials and equipment required for the assessment are co-ordinated 
and scheduled in accordance with organisation guidelines. 

4) Schedule for the site is organised, in conjunction with other relevant forest 
operations personnel, in accordance with organisational policy guidelines.  

5) Any permits or licences required for the assessment are identified and 
obtained. 

6) The nature, method, reason, location and time frame for the data collection are 
clearly communicated to operational personnel, and confirmation of the clear 
communication is sought. 

7) The procedures, tool, implements, and forms that are to be used, and any 
potential hazards which may be faced, are clearly communicated to operational 
personnel, and confirmation of the clear communication is sought. 

8) Documentation required by organisation and/or occupational health and safety 
guidelines, is completed clearly and accurately. 

9) Operational staff and any contractors are communicated with regularly 
throughout the assessment activity to ensure smooth operation and progress. 

10) Advice is given to operational staff and any contractors during the assessment, 
when requested, or the need is observed. 

3 Monitor assessment 

 1) Monitoring points are determined and adhered to in accordance with 
organisation policy. 

2) Checks are made to ensure that organisational occupational health and safety 
procedures, practices, policies, and precautions are observed and followed. 

3) Checks are made to ensure that site environmental concerns are adhered to in 
accordance with relevant national, state, and local legislation and/or 
regulations. 

4) Checks are made, in accordance with organisation policy, to ensure that 
performance indicators, targets, and specifications are being met and 
amendments to the process or methods are made where necessary. 

5) Operational staff and any contractors are communicated with regularly 
throughout the assessment activity to ensure smooth operation and progress 
and confirmation of clear communication is sought. 

6) Checks are made to ensure that the documentation required by organisation 
and/or occupational health and safety guidelines, is completed clearly and 
accurately during the progress of the assessment activity. 
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4 Review assessment 

 1) Data and documentation from the assessment is analysed against the plan in 
accordance with organisation guidelines. 

2) Recommendations are prepared based on the analysis of the data and 
discussions during the assessment’s conduct. 

3) Report is prepared in accordance with organisational guidelines, and includes:   
• any maps or plans produced or amended through the process 
• the data/analysis of the data recorded during the process 
• any difficulties or issues faced  
• any recommendations for future work  
• results 
• costs. 

Range of Variables 

• Purpose of undertaking the assessment may be to assess the extent and impacts of animal populations; 
diseases; pests; weeds 

• Tools may include measuring tape 
• Personal protective equipment and clothing may include glasses; boots; vest; sunscreen; hat; gloves 
• Individuals/bodies/groups liaised with may include neighbouring landholders; federal/state/local 

government bodies/agencies; clients; immediate management 
• Legislation, regulations, standards may include Environment Protection Act; environmental agencies 

regulations; duty of care; isolation procedures; occupational health and safety legislation; site regulations 
and procedures; Australian Standards; manufacturers’ specifications and recommendations; State forest 
codes of practice or equivalent; statutory requirements; Trade Practices Act; traditional land owners 
requirements 

• Documentation required for assessment may include creation of, or amendment to map; plan; report; form 
• Method of measurement/survey may include the use of geographic information systems; Interpret aerial 

photography 
• Safety issues/hazards may include ground conditions; sun/wind; aerial hazards; dead/burnt trees/limbs; 

hang-ups; pine cones; insects 
• Monitoring points may be time based or number/frequency based  
• Measurable performance indicators, specifications and targets may include accuracy of maps/plans; 

completion of data; rechecking/review of data 
• Additional information produced by the organisation in relation to the sample area may include previous 

surveys/assessments; aerial photography; geographic information systems data; previous reports. 

Evidence Guide 

Critical underpinning knowledge  

• Common sources of infestations in target area and forest type 
• Data collection and analysis methods 
• Map and plan preparation techniques 
• Relevant legislation and regulation requirements  
• Local, common, vegetation and soil types 
• Characteristics and growth habits of local vegetation 
• Soil characteristics and topography of local area 
• Use and application of appropriate survey/assessment equipment 
• Statistical analysis techniques applicable to forest assessments 
• Sampling techniques 
• Occupational health and safety guidelines, procedures, and principles, including manual handling. 
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Critical underpinning skills 

• Recognise common diseases, pests, and nutrition deficiencies 
• Select sampling techniques and create sampling designs 
• Identify species grow in the target area 
• Prepare site maps/plans 
• Operate equipment safely 
• Identify common sources of infestations in target area and forest type 
• Identify vegetation in reference texts etc 
• Write reports and submissions where precise meaning is required 
• Write in keep with the demands placed on writing style by report format 
• Using and adapt complex maps and diagrams 
• Give formal or informal presentations to individuals/groups, answer questions and provide accurate 

information 
• Collect, organise, analyse and evaluate data given purpose of survey 
• Recommend solutions for a pest/disease infestation 
• Read and interpret information for application to forest assessments 
• Read and interpret organisation guidelines/plans 
• Provide and interpret data, costings and calculations relating to time, financial information, weights, 

volumes, and lengths 
• Complete occupational health and safety documentation clearly and accurately. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information  •  
Communicating ideas and information  •  
Planning and organising activities   • 
Working with others in teams  •  
Using mathematical ideas and techniques   • 
Solving problems  •  
Using technology •   
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Description 

This unit describes the work required to assess the wood volume/yield within a forest area.  It includes the 
assessments commonly referred to as stand assessment, or assessment of timber volume by size classes, timber 
quality/damage, form, and/or growth monitoring. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS 1A Follow defined occupational health & safety policies & procedures 
FPI G21 A Collect, analyse and organise information - advanced 
FPI G23 A Plan a complete activity 
FPI G24 A  Plan a complex activity 
FPI G26 A Work effectively in work groups 
FPI FGM 075 A Collect data or a sample from sample area for assessment 
FPI C2029A Work within environmental constraints 
FPI FGM 147 A Read and interpret maps 
  

1 Plan wood volume/yield assessment 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Organisation’s inventory program and strategic plans are reviewed, analysed 
and considered for impacts on assessment planning. 

4) Frequency of assessment for particular forest area and size of sample area are 
determined from inventory program and organisation guidelines. 

5) Any additional available information produced by the organisation in relation 
to the sample area is reviewed, analysed and considered for impacts on 
assessment planning. 

6) Method of measurement is identified/selected in accordance with inventory 
programs and organisation guidelines. 

7) The purpose for assessment is clearly established and understood. 
8) Operational personnel and immediate management are liaised with in 

accordance with organisation policy and guidelines. 
9) Measurable performance indicators, level of accuracy required, specifications 

and targets are determined and documented in accordance with organisation 
guidelines. 

10) Any approvals required for the assessment plan are sought and obtained. 
11) The assessment plan and its performance indicators are clearly articulated and 

documented, and communicated to those who will implement the plan in 
accordance with organisation guidelines. 
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2 Implement wood volume/yield assessment 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) People, materials and equipment required for the assessment are co-ordinated, 
trained, and scheduled in accordance with organisation guidelines. 

4) Schedule for the site is organised, in conjunction with other relevant forest 
operations personnel, in accordance with organisational policy guidelines.  

5) Any permits or licences required for the assessment are identified and 
obtained. 

6) The nature, method, reason, location and time frame for the data collection are 
clearly communicated to operational personnel, and confirmation of the clear 
communication is sought. 

7) The procedures, tool, implements, and forms that are to be used, and any 
potential hazards which may be faced, are clearly communicated to operational 
personnel, and confirmation of the clear communication is sought. 

8) Documentation required by organisation and/or occupational health and safety 
guidelines, is completed clearly and accurately. 

9) Operational staff and any contractors are communicated with regularly 
throughout the assessment activity to ensure smooth operation and progress. 

10) Advice is given to operational staff and any contractors during the assessment, 
when requested, or the need is observed. 

3 Monitor assessment 

 1) Monitoring points are determined and adhered to in accordance with 
organisation policy. 

2) Checks are made to ensure that organisational occupational health and safety 
procedures, practices, policies, and precautions are observed and followed. 

3) Checks are made to ensure that site environmental concerns are adhered to in 
accordance with relevant national, state, and local legislation and/or 
regulations. 

4) Checks are made, in accordance with organisation policy, to ensure that 
performance indicators, targets, and specifications are being met and 
amendments to the process or methods are made where necessary. 

5) Operational staff and any contractors are communicated with regularly 
throughout the assessment activity to ensure smooth operation and progress 
and confirmation of clear communication is sought. 

6) Checks are made to ensure that the documentation required by organisation 
and/or occupational health and safety guidelines, is completed clearly and 
accurately during the progress of the assessment activity. 
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4 Review assessment 

 1) Data and documentation from the assessment is analysed against the plan in 
accordance with organisation guidelines. 

2) Recommendations are prepared based on the analysis of the data and 
discussions during the assessment’s conduct. 

3) Report is prepared in accordance with organisational guidelines, and includes:   
• any maps or plans produced or amended through the process 
• the data/analysis of data recorded during the process 
• any difficulties or issues faced  
• any recommendations for future work  
• estimates of yield and quality 
• results 
• costs. 

Range of Variables 

• Purpose of undertaking the assessment may be to assess timber volume by size classes; timber quality; 
timber damage; form; rates of growth 

• Tools may include measuring tape 
• Personal protective equipment and clothing may include glasses; boots; vest; sunscreen; hat; gloves; insect 

repellent 
• Individuals/bodies/groups liaised with may include neighbouring landholders; federal/state/local 

government bodies/agencies; clients; immediate management 
• Legislation, regulations, standards may include Environment Protection Act; environmental agencies 

regulations; duty of care; isolation procedures; occupational health and safety legislation; site regulations 
and procedures; Australian Standards; manufacturers’ specifications and recommendations; State forest 
codes of practice or equivalent; statutory requirements; Trade Practices Act; traditional land owners 
requirements; timber quality or use legislation 

• Documentation required for assessment may include creation of, or amendment to map; plan; report; form 
• Method of measurement/survey may include the use of geographic information systems; Interpret aerial 

photography 
• Safety issues/hazards may include ground conditions; sun/wind; aerial hazards; dead/burnt trees/limbs; 

hang-ups; pine cones; insects; hazardous plants 
• Monitoring points may be time based or number/frequency based  
• Measurable performance indicators, specifications and targets may include accuracy of maps/plans; 

completion of data; rechecking/review of data 
• Additional information produced by the organisation in relation to the sample area may include: previous 

surveys/assessments; aerial photography; geographic information systems data; previous reports. 
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Evidence Guide 

Critical underpinning knowledge  

• Prescribed/determined required wood volume/yield rates for forest area 
• Data collection and analysis methods 
• Map and plan preparation techniques 
• Relevant legislation and regulation requirements  
• Local, common, vegetation and soil types 
• Local wood quality characteristics 
• Market contracts/industry requirements  
• Characteristics and growth habits of local vegetation 
• Soil characteristics and topography of local area 
• Use and application of appropriate survey/assessment equipment 
• Statistical analysis techniques applicable to forest assessments 
• Sampling techniques 
• Occupational health and safety guidelines, procedures, and principles, including manual handling. 

Critical underpinning skills 

• Recognise common diseases, pests, and nutrition deficiencies 
• Select sampling techniques and create sampling designs 
• Identify species growing in the target area 
• Prepare site maps/plans 
• Safe operation of equipment 
• Identify vegetation in reference texts etc 
• Write reports and submissions where precise meaning is required 
• Write in keeping with the demands placed on writing style by reporting format 
• Use and adapt complex maps and diagrams 
• Give formal or informal presentations to individuals/groups, answer questions and provide accurate 

information 
• Collect, organise, analyse and evaluate data given purpose of survey 
• Read and interpret information for application to forest assessments 
• Read and interpret organisation guidelines/plans 
• Provide and interpret data, costings and calculations relating to time, financial information, weights, 

volumes, and lengths 
• Complete occupational health and safety documentation clearly and accurately. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information  •  
Communicating ideas and information  •  
Planning and organising activities   • 
Working with others in teams  •  
Using mathematical ideas and techniques   • 
Solving problems  •  
Using technology •   
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Description 

This unit describes the work required to assess the site factors within a forest area.  It includes the assessment of 
soils, terrain, slope, rainfall and environmental aspects of the forest area. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS 1A Follow defined occupational health & safety policies & procedures 
FPI G21 A Collect, analyse and organise information - advanced 
FPI G23 A Plan a complete activity 
FPI G24 A  Plan a complex activity 
FPI G26 A Work effectively in work groups 
FPI FGM 075 A Collect data or a sample from sample area for assessment 
FPI C2029A Work within environmental constraints 
FPI FGM 147 A Read and interpret maps 
  

1 Plan site factor assessment 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Organisation’s inventory program and strategic plans are reviewed, analysed 
and considered for impacts on assessment planning. 

4) Frequency of assessment for particular forest area and size of sample area are 
determined from inventory program and organisation guidelines. 

5) Any additional available information produced by the organisation in relation 
to the sample is are reviewed, analysed and considered for impacts on 
assessment planning. 

6) Method of measurement is identified/selected in accordance with inventory 
programs and organisation guidelines. 

7) Operational personnel and immediate management are liaised with in 
accordance with organisation policy and guidelines. 

8) Measurable performance indicators, specifications and targets are determined 
and documented in accordance with organisation guidelines. 

9) Any approvals required for the assessment plan are sought and obtained. 
10) The assessment plan and its performance indicators are clearly articulated and 

documented, and communicated to those who will implement the plan in 
accordance with organisation guidelines. 
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2 Implement site factor assessment 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations 

3) People, materials and equipment required for the assessment are co-ordinated 
and scheduled in accordance with organisation guidelines 

4) Schedule for the site is organised, in conjunction with other relevant forest 
operations personnel, in accordance with organisational policy guidelines  

5) Any permits or licences required for the assessment are identified and obtained 
6) The nature, method, reason, location and time frame for the data collection are 

clearly communicated to operational personnel, and confirmation of the clear 
communication is sought 

7) The procedures, tool, implements, and forms that are to be used, and any 
potential hazards which may be faced, are clearly communicated to operational 
personnel, and confirmation of the clear communication is sought. 

8) Documentation, and any maps/plans, required by organisation and/or 
occupational health and safety guidelines, is completed clearly and accurately 

9) Operational staff and any contractors are communicated with regularly 
throughout the assessment activity to ensure smooth operation and progress 

10) Advice is given to operational staff and any contractors during the assessment, 
when requested, or the need is observed 

3 Monitor assessment 

 1) Monitoring points are determined and adhered to in accordance with 
organisation policy. 

2) Checks are made to ensure that organisational occupational health and safety 
procedures, practices, policies, and precautions are observed and followed. 

3) Checks are made to ensure that site environmental concerns are adhered to in 
accordance with relevant national, state, and local legislation and/or 
regulations. 

4) Checks are made, in accordance with organisation policy, to ensure that 
performance indicators, targets, and specifications are being met and 
amendments to the process or methods are made where necessary. 

5) Operational staff and any contractors are communicated with regularly 
throughout the assessment activity to ensure smooth operation and progress 
and confirmation of clear communication is sought. 

6) Checks are made to ensure that the documentation required by organisation 
and/or occupational health and safety guidelines, is completed clearly and 
accurately during the progress of the assessment activity. 

4 Review assessment 

 1) Data and documentation from the assessment is analysed against the plan in 
accordance with organisation guidelines. 

2) Recommendations are prepared based on the analysis of the data and 
discussions during the assessment’s conduct. 

3) Report is prepared in accordance with organisational guidelines, and includes:   
• any maps or plans produced or amended through the process 
• the data recorded during the process 
• any difficulties or issues faced  
• any recommendations for future work  
• results 
• costs. 
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Range of Variables 

• Purpose of undertaking the assessment may be to identify and record the following aspects of a forest area 
soils; terrain; slope; rainfall; environmental specifications; cultural  

• Tools may include measuring tape; sampling jars; survey instruments; geographic information systems 
• Personal protective equipment and clothing may include glasses; boots; vest; sunscreen; hat; gloves 
• Individuals/bodies/groups liaised with may include neighbouring landholders; federal/state/local 

government bodies/agencies; clients; immediate management 
• Legislation, regulations, standards may include Environment Protection Act; environmental agencies 

regulations; duty of care; isolation procedures; occupational health and safety legislation; site regulations 
and procedures; Australian Standards; manufacturers’ specifications and recommendations; State forest 
codes of practice or equivalent; statutory requirements; Trade Practices Act; traditional land owners 
requirements 

• Documentation required for assessment may include creation of, or amendment to map; plan; report; form 
• Method of measurement/survey may include the use of geographic information systems; Interpret aerial 

photography 
• Safety issues/hazards may include ground conditions; sun/wind; aerial hazards; dead/burnt trees/limbs; 

hang-ups; pine cones; insects 
• Monitoring points may be time based or number/frequency based  
• Measurable performance indicators, specifications and targets may include accuracy of maps/plans; 

completion of data; rechecking/review of data 
• Additional information produced by the organisation in relation to the sample area may include previous 

surveys/assessments; aerial photography; geographic information systems data; previous reports; outcomes 
of consultations with those in the local area. 

Evidence Guide 

Critical underpinning knowledge  

• Measuring techniques for slope and rainfall 
• Data collection and analysis methods 
• Map and plan preparation techniques 
• Relevant legislation and regulation requirements  
• Local, common, vegetation and soil types 
• Characteristics and growth habits of local vegetation 
• Soil characteristics and topography of local area 
• Use and application of appropriate survey/assessment equipment 
• Statistical analysis techniques applicable to forest assessments 
• Sampling techniques 
• Occupational health and safety guidelines, procedures, and principles, including manual handling. 
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Critical underpinning skills 

• Collect, organise, analyse and evaluate data given purpose of survey 
• Give formal or informal presentations to individuals/groups, answer questions and provide accurate 

information 
• Identify cultural aspects in the field 
• Interpret information for application to forest assessments 
• Interpret organisation guidelines/plans 
• Prepare site maps/plans 
• Recognise common diseases, pests, and nutrition deficiencies 
• Operate equipment safely 
• Select sampling techniques and create sampling designs 
• Use and adapt complex maps and diagrams 
• Write in keeping with the demands placed on writing style by reporting format 
• Write reports and submissions where precise meaning is required 
• Read and interpret information for application to forest assessments 
• Read and interpret organisation guidelines/plans 
• Provide and interpret data, costings and calculations relating to time, financial information, weights, 

volumes, and lengths 
• Complete occupational health and safety documentation clearly and accurately. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information  •  
Communicating ideas and information  •  
Planning and organising activities   • 
Working with others in teams  •  
Using mathematical ideas and techniques   • 
Solving problems  •  
Using technology •   
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Description 

This unit describes the work required to undertake the planning for timber extraction from the forest.  It may be 
locally referred to as a coupe plan or a timber harvesting plan. 

Suggested Pre-Requisites/Co-Requisites 

FPI G24 A Plan a complex activity 
FPI G29 A Solve problems in the workplace - advanced 
  

1 Plan timber extraction 

 1) Organisational occupational health and safety procedures, practices, policies, 
and precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant 
national, state, and local legislation and/or regulations. 

3) Organisation’s strategic, marketing and regeneration/re-establishment plans 
and policies are reviewed, analysed and considered for impacts on timber 
extraction planning. 

4) Methods and tools to be used for extraction are identified/selected in 
accordance with organisation guidelines and policies. 

5) Scheduling for the timber extraction activity is determined in conjunction with 
operational personnel, and in light of site requirements. 

6) The capability of existing roads to carry the traffic relating to timber extraction 
is determined, and any maintenance required is arranged for. 

7) The requirement for additional roads to carry the traffic relating to timber 
extraction is determined, and any associated construction is arranged for. 

8) Clients, management, and operational personnel are liaised with in accordance 
with organisation policy and guidelines. 

9) Any additional stakeholders or interested parties are liaised with in accordance 
with organisation policy and guidelines. 

10) Any permits or licences required for the timber extraction activity are 
identified and documented. 

11) Measurable performance indicators, specifications and targets are determined 
and documented in accordance with organisation guidelines. 

12) Any approvals required for the plan are sought and obtained. 
13) The plan and its performance indicators are clearly articulated and 

documented, and communicated to those who will implement the plan in 
accordance with organisation guidelines. 
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2 Monitor timber extraction 

 1) Monitoring points are determined and adhered to in accordance with 
organisation policy. 

2) Checks are made to ensure that organisational occupational health and safety 
procedures, practices, policies, and precautions are observed and followed. 

3) Checks are made to ensure that site environmental concerns are adhered to in 
accordance with relevant national, state, and local legislation and/or 
regulations. 

4) Checks are made, in accordance with organisation policy, to ensure that the 
pre-set performance indicators, targets, and specifications are being met and 
amendments to the process or methods are made where necessary. 

5) Operational staff, clients, and any contractors are communicated with regularly 
throughout the harvesting activity to ensure smooth operation and progress. 

6) Checks are made to ensure that any documentation required by organisation 
and/or occupational health and safety guidelines, is completed clearly and 
accurately during the progress of the timber extraction activity. 

3 Review timber extraction 

 1) Data and documentation from the harvest is analysed against the plan in 
accordance with organisation guidelines. 

2) Recommendations are prepared based on the analysis of the data and 
discussions during the extraction operations. 

3) Report is prepared in accordance with organisational guidelines, and includes:   
• any difficulties or issues faced  
• any recommendations for future extraction operations  
• results 
• costs 
• any data analysis. 

 

Range of Variables 

• The preparation of a plan for timber extraction activities may be required by local/state authorities and/or 
codes of practice 

• Approvals required may be from local, state, or federal bodies or agencies; organisation management 
• Additional stakeholders or interested parties may include:  local interest/lobby groups; local law 

enforcement agencies 
• Legislation, regulations, standards may include Environment  Protection Act; environmental agencies 

regulations; duty of care; isolation procedures; occupational health and safety legislation; site regulations 
and procedures; Australian Standards; manufacturers’ specifications and recommendations; State forest 
codes of practice or equivalent; statutory requirements; Trade Practices Act; traditional land owners 
requirements 

• Safety issues/hazards may include topographical characteristics of area; hazards associated with the 
equipment to be used for harvesting. 
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Evidence Guide 

Critical underpinning knowledge  

• Relevant legislation and regulation requirements  
• Timber extraction techniques and processes 
• Requirements of local/State forest codes of practice or similar 
• Impact of a range of extraction techniques on the quality/volume of timber extracted and on the site itself 
• Occupational health and safety guidelines, procedures, and principles, including manual handling. 

Critical underpinning skills 

• Recognise common diseases, pests, and nutrition deficiencies 
• Management of staff and contractors to undertake a specific operation 
• Anticipation of potential blockages to the timber extraction operation 
• Writing reports where precise meaning is required 
• Writing in keeping with the demands placed on writing style by reporting format 
• Using and adapting complex maps and diagrams 
• Giving formal or informal presentations to individuals/groups, answering questions and providing accurate 

information 
• Collecting, organising, analysing and evaluating data in relation to timber extraction. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information   • 
Communicating ideas and information  •  
Planning and organising activities  •  
Working with others in teams  •  
Using mathematical ideas and techniques   • 
Solving problems   • 
Using technology •   
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Description 

This unit applies to grader operations in a forest environment. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS 1A Follow defined occupational health & safety policies & procedures 
FPI G20 A Collect, analyse and organise  information - basic 
FPI G41 A Use basic hand held tools 
FPI C2029A Work within environmental constraints 
FPI FGM 147 A Read and interpret maps 
  

1 Plan and prepare for operations 

 1) Briefing, handover details, authorisation and clearances are received, 
interpreted and clarified in accordance with site procedures and regulations. 

2) Appropriate type of equipment and/or attachments are selected according to 
job type and specifications to maximise efficiency and effectiveness of work 
activities. 

3) Potential risks and hazards are identified and managed according to the work 
plan in accordance with site procedures and regulations, occupational health 
and safety and other relevant legislation. 

4) Personal protective equipment is selected and used in accordance with 
manufacturers’ guidelines, site procedures and regulations and occupational 
health and safety and other relevant legislation. 

5) Equipment pre-operational checks are performed according to manufacturers’ 
specifications, site procedures, regulations, occupational health and safety and 
other relevant legislation. 

6) Site environmental and heritage concerns are adhered to according to relevant 
legislation. 

2 Identify and engage material 

 1) Start-up, park and shut-down procedures are carried out in accordance with 
manufacturers’ specifications, site procedures and regulations. 

2) Equipment is operated within recommended speed, engine capability and 
limitations according to manufacturers’ specifications. 

3) Assessment of material and site conditions determine appropriate operating 
technique. 

4) Removal of contaminant is carried out upon identification and disposed of 
according to site procedures and regulations. 

5) Emergency plan is adhered to in case of fire and/or accident in accordance 
with manufacturers' guidelines, site procedures and regulations, occupational 
health and safety and other relevant legislation. 
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3 Grade site 

 1) Site is graded to haulable surface according to site conditions, engineering 
specifications, site procedures and regulations, occupational health and safety 
and other relevant legislation. 

2) Communication with other equipment operators and personnel is maintained 
using approved communication methods in accordance with site procedures 
and regulations 

3) Equipment performance is monitored utilising appropriate indicators to aid 
efficient operations. 

4) Equipment is manoeuvred to maximise efficiency and ensure safety of other 
equipment and personnel. 

5) Work is completed in accordance with agreed work plan and outcomes. 

4 Carry out operator maintenance 

 1) Visual inspection and fault finding are conducted in accordance with 
manufacturers’ specifications and site requirements. 

2) Routine operational servicing is conducted to ensure peak performance of 
equipment in accordance with manufacturers’ specifications, site procedures, 
regulations, occupational health and safety and other relevant legislation. 

5 Conduct housekeeping activities 

 1) Equipment is cleaned in accordance with manufacturers’ specifications, site 
procedures and regulations. 

2) Attachments and other ancillary equipment are cleaned and stored in 
accordance with manufacturers’ specifications, site procedures and 
regulations. 

3) All required records and documentation are completed accurately and 
promptly in accordance with site requirements. 

Range of Variables 

• Briefing and hand over details, authorisation and clearances may be written or verbal and may include 
nature and scope of task, potential hazards, adequacy of lighting machine and site, access road plan, survey 
plan, instructions, geological details, face plan, haul routes, services, resource requirements/allocations, 
schedule, site characteristics and requirements, materials and equipment to be used, isolation requirements, 
safety requirements, environmental considerations, site requirements 

• Potential risks and hazards may include unsafe ground, fences, holes, pot holes, materials, over-hanging 
rocks, vehicles, abandoned equipment, equipment, personnel, chemicals, contaminants, adverse weather 
conditions (electrical storms, floods) fires 

• Personal protective equipment may include safety helmet, safety boots, safety harness when working at 
heights, gloves, eye protection, hearing protection, respirator, personal protection from the elements  

• Protective equipment may include fire extinguishers (water, foam, dry chemical powder, carbon dioxide), 
barricades, out of service tags, danger tags 

• Site environmental and heritage concerns may include dust, noise, water, flora and fauna, heritage 
legislation, culturally sensitive sights and artefacts 

• Pre-operational checks are those checks specified by the manufacturer prior to operating the item of 
equipment and may include visual and audio warning devices and lights, engine and stop engine lights, fluid 
levels, cab, air filter restriction indicator, display instrumentation and gauges, computer systems 

• Capacity of equipment and/or attachments may include efficient and safe operating speed, duration of 
operation, type of activities performed, weight and/or load limitations, operating limitations 

• Start-up, park and shutdown procedures may include safety mechanisms operational (horn, operating lights), 
correct location of equipment, vehicle is left secured 
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Range of Variables (continued): 

• Communication methods may include two way radio operations, authorised signalling methods, emergency 
communication and signalling procedures, computer based systems, telephone, loudspeaker, hand or whistle 
signals 

• Indicators may include brake oil temperature, engine oil pressure, brake air pressure, water temperature, 
service meter, voltmeter, torque converter oil temperature, tachometer, speedometer/odometer, parking 
brake, steering filters, transmission filter, fuel filter, retarder, computer indicators 

• Materials may include rejects, topsoil, gravel, road base, sand, water, rubbish, oxidised waste, sulphide rock 
fill 

• Site conditions may include wet, dry, day, night, stability of ground, broken ground, stable ground 
(compaction) amount of scale, slope of working surface, degree of compaction, location of water table 

• Contaminant may include timber, plastic, metal or steel rods, metal bucket teeth, old fencing, old piping, 
animal carcasses, ear plugs, consumables, cigarette butts 

• Emergency plan may include notification of authorities, evacuation procedures, isolation procedures, 
equipment shut down procedures, clean up, first aid, use of personal protective equipment and protective 
equipment 

• Visual inspection and fault finding may include vehicle number, danger tags, personnel proximity, tyres and 
rim condition, wheel nuts and studs, light positioning and cleanliness, radiator top up tank, oil leaks, fuel 
leaks, water leaks, no combustible material around exhaust, damage to equipment, portable fire extinguisher, 
fire suppression unit, cab mounts, windows, engine oil to be checked before starting engine, grease lines, 
cab condition 

• Routine operational servicing keeping cab clean, checking fluid levels, greasing, tightening loose fittings, 
filter changing 

• Equipment cleaning methods may include water, steam cleaning, degreasing, vacuum, forced air 
• Records may include end of shift documentation, work log, supplies log, computer readings 
• Relevant legislation codes, regulations and standards include Environment Protection Act; environmental 

agencies regulations; duty of care; isolation procedures; occupational health and safety legislation; site 
regulations and procedures; Australian Standards; manufacturers’ specifications and recommendations. 

Evidence Guide 

Critical underpinning knowledge: 

• Site procedures 
• Environmental and heritage procedures 
• Occupational health and safety procedures 
• Emergency procedures 
• Isolation procedures 
• Site safety requirements 
• Equipment safety requirements 
• Start up and shut down procedures 
• Operational procedures and checks 
• Equipment processes, technical capability and limitations 
• Grading procedures 
• Surface maintenance techniques. 
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Critical underpinning skills: 

• Complete log and other vehicle records 
• Calculate time and quantities 
• Use communications equipment 
• Interpret plans, reports, maps, specifications 
• Read and interpret site and vehicle plans and records 
• Interpret ground conditions 
• Organise work tasks 
• Select and fit personal and protective equipment 
• Safe work practices 
• Hazard identification 
• Hazardous goods handling techniques 
• Use of vehicle for grading, levelling, battering, boxing out, drain construction, marking out 
• Use of layers. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Any licenses required by regulation are obtained prior to operation of vehicles, plant and/or equipment. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information •   
Communicating ideas and information •   
Planning and organising activities  •  
Working with others in teams •   
Using mathematical ideas and techniques •   
Solving problems •   
Using technology  •  
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Description 

This unit is concerned with locating, testing and gaining approval for a quarry (“borrow pit”) operation for the 
purpose of sourcing material for forest roads and track construction and maintenance. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS 1A Follow defined occupational health & safety policies & procedures 
FPI G21 A Collect, analyse and organise information - advanced 
FPI G24 A Plan a complex activity 
FPI G26 A Work effectively in work groups 
FPI C2029A Work within environmental constraints 
FPI FGM 147 A Read and interpret maps 

1 Select quarry site 

 1) Organisational occupational health and safety procedures, practices, policies, and 
precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant national, 
state, and local legislation and/or regulations. 

3) Relevant organisational plans are reviewed, analysed and considered for impacts 
on quarry location. 

4) Relevant individuals, groups and/or bodies are liaised with prior to locating the 
quarry in accordance with organisation policy and guidelines. 

5) The proposed location for the quarry is inspected, and the quality and extent of 
the material visually assessed for suitability. 

6) The land tenure, end use for the required quarry material, and the annual and 
envisaged total quantities required of the quarry are researched and determined. 

7) Material from the proposed quarry site is sampled and tested by the appropriate 
body (ies) for suitability. 

8) Decision on choice of quarry site is determined from research undertaken and is 
taken in accordance with organisational guidelines.  

9) Any reports required by the organisation or local authorities are prepared in 
accordance with the requirements of the respective bodies. 

2 Plan quarry operation 

 1) Organisational occupational health and safety procedures, practices, policies, and 
precautions are observed and followed. 

2) Site environmental concerns are adhered to in accordance with relevant national, state, and 
local legislation and/or regulations. 

3) Quantities required and method of extracting material from the quarry are determined 
from research and organisational plans.  

4) Conduct a cost/benefit analysis on the quarry project in accordance with organisational 
guidelines.  

5) Any licences or permits that are required are identified, applied for and obtained from the 
appropriate body (ies).  

6) People, materials and equipment required for the quarry’s operation are co-ordinated and 
scheduled in accordance with organisation guidelines. 

7) Schedule for the site is organised in conjunction with adjacent work plans and road 
maintenance/construction plans in accordance with organisational policy guidelines.  

8) Neighbouring landholders, local authorities and relevant government bodies are liaised 
with during the quarry planning process in accordance with organisation policy and 
guidelines. 

9) Schedule for the quarry and any other documentation (map, plan, report) required by 
organisation and or occupational health and safety guidelines, is completed clearly and 
accurately. 
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Range of Variables 

• Individuals/bodies/groups liaised with may include neighbouring landholders; local authorities; federal, 
state, or local government agencies 

• Legislation, regulations, standards may include Environment  Protection Act; environmental agencies 
regulations; duty of care; isolation procedures; occupational health and safety legislation; site regulations 
and procedures; Australian Standards; manufacturers’ specifications and recommendations; State forest 
codes of practice or equivalent; statutory requirements; Trade Practices Act; traditional land owners 
requirements 

• Material may be sent out of the organisation for testing or may be tested within the organisation  
• Use of the material from the quarry may be to construct and maintain roads and tracks. 

Evidence Guide 

Critical underpinning knowledge 

• Organisational occupational health and safety guidelines, procedures, and principles, including manual 
handling 

• Relevant legislation and regulation requirements 
• All safety and environmental requirements for operation in forest settings 
• Use and application of the range of equipment operated in the quarry. 

Critical underpinning skills 

• Presenting information in writing and/orally to a wide range of individuals and groups 
• Assess and extract critical information from numerous sources  
• Safety issues and hazards associated with extracting materials from quarries 
• Planning and cost control  
• Time and project management 
• Write reports and submissions where precise meaning is required 
• Write in keeping with the demands placed on writing style by reporting format 
• Data analysis 
• Scheduling work for people and equipment. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information   • 
Communicating ideas and information   • 
Planning and organising activities   • 
Working with others in teams  •  
Using mathematical ideas and techniques  •  
Solving problems  •  
Using technology •   
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Description 

This unit is concerned with using aerial photography as a tool to assist with forest management in both 
plantation and native forests. 

Suggested Pre-Requisites/Co-Requisites 

Competence in the following units is also required, and may be demonstrated prior to or simultaneously with 
this unit. 
 
FPI FGM 147 A Read and interpret maps 
FPI G31 A  Interpret and solve numerical problems - advanced 
FPI G28 A Solve problems in the workplace 
  

1 Select aerial photographs 

 1) Availability of relevant photography is determined and its suitability for the 
current forest management application is determined. 

2) Type of photography appropriate for the current forest management 
application is determined.  

3) Location of appropriate photography is determined and obtained in accordance 
with organisational guidelines. 

2 Establish key aspects of aerial photograph 

 1) Direction of North and flight line path is established from photographs. 
2) Mapsheet, flight orientation, photography type, focal length, film number, run 

number, frame number, height above sea level, and date of photography, are 
established from photographs and recorded. 

3) Pair of overlapping aerial photographs are orientated and aligned for 
stereoscopic viewing. 

4) Scale of photographs is calculated. 

3 Interpret forest management information from aerial photographs 

 1) Stratification which meets stakeholder needs and forest management 
objectives is established. 

2) Type of photography appropriate for the current forest management 
application is confirmed using established stratification.  

3) Photomapping standards are interpreted and applied for consistent data-
gathering. 

4) Forest attributes are identified and required forest management information is 
derived from aerial photographs in accordance with appropriate guidelines for 
the project. 

5) Records of observations are made and maintained in accordance with 
organisational guidelines. 

6) Photographs are interpreted and mapped in accordance with organisational 
guidelines and aerial photographs interpretation convention. 

7) Records of any field observations/validation are made and maintained in 
accordance with organisational guidelines and formats. 
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4 Update maps/plans from aerial photographs 

 1) Need for maps/plans to be updated is determined from the nature of the project 
and the needs of the organisation.  

2) Maps and/or plans are updated manually or electronically (digitally) with 
information gleaned from photographs using appropriate symbols, colours and 
conventions. 

3) Map and/or plan legends are updated manually or electronically (digitally) 
with information gleaned from photographs using appropriate symbols, 
colours and conventions. 

Range of Variables 

• Forest management information derived from photo may include area; height; species; crown cover; crown 
form; disturbance 

• Factors to be considered when selecting photography for a project are colour or black and white, date of 
acquisition, scale, minimum mappable area, actual smallest operational unit area, scale of mapping relative 
to scale of presentation 

• Aerial photographs may be held by the organisation; required to be purchased; borrowed from another 
organisation 

• Applications of aerial photographs to natural resource management include road/plantation design; field 
navigation and the interpretation of forest types; forest structure; environmental processes such as salinity 
discharge ecological vegetation communities such as coastal heathlands; land capability classes; remnant 
vegetation e.g.  roadside vegetation; diseased vegetation classes such as Eucalyptus dieback from 
Phytophthora 

• Guidelines for photograph interpretation may include predetermined classes; stratification 
• Standards and requirements include scale, flying height and focal length; required percent endlap and 

sidelap; orientation, location and number of flight lines required; total number of photographs required; 
allowable drift, crab, tilt and image motion; camera characteristics format, lens quality, shutter speed and 
aperture; film and filter characteristics; acceptable seasons of the year, time of day, and allowable present 
cloud cover; hot spots 

• Photographic classes include terrestrial, vertical and oblique 
• Photographic types include project, mapsheet, spot and stratigraphic 
• Types of aerial photographic film include black and white, black and white infra-red, colour, colour infra-

red 
• Basic principles which underpin all photo interpretation include absolute and relative size, shape, shadow, 

tone or colour, texture, pattern, and location, association and convergence of evidence 
• Topographic features include roads and tracks, watercourses, ridges and spurs, saddles, peaks and knobs 
• Coding systems must be short, precise, consistent and flexible 
• Coding systems must reflect all likely combinations that describe the stratification 
• Field verification includes accuracy of all mapped topographic information; measure of accuracy of 

associated base topographic or digital base map; spatial accuracy of strata; measure of accuracy of content 
of strata 

• To transfer data is to rescale from one source to another.  The transfer medium may be map to map, 
photograph to map or diapositive to map 

• Tools for transfer of photo data include electronic data transfer technology; manual light table; mechanical 
light tables including Omnigraph, Kartoflex, Zoom Transfer Scope, Artiscope and Sketchmaster 

• Map/plans may be updated manually or electronically using data transfer technology and may include 
cadastral plans; topographic maps; locality plans; site plans; maps and plans generated through the use of 
Geographic Information Systems. 
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Evidence Guide 

Critical underpinning knowledge 

• Common scales used on maps and plans 
• Environmental processes and forest dynamics 
• Local forest types and structures 
• Representation of topographic features on maps and plans 
• The range of photographic film, photo types 
• Use and manipulation of scales 
• Uses of aerial photography for forest management. 

Critical underpinning skills 

• Recognise map type and map features 
• Interpret forest area detail from a map 
• Scale distances from a map 
• Recognise topographic map features 
• Calculate scale of an aerial photograph 
• Calculate and manipulate height and area information 
• Care and storage of aerial photographs 
• Identify and interpret title panel information on an aerial photograph 
• Identify disease symptoms in trees/forest areas on an aerial photograph 
• Identify vegetation characteristics on an aerial photograph 
• Locate required photographs from appropriate records (eg.  flight plan map)  
• Read and interpret complex information including charts, tables, maps, and flight plan. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information  •  
Communicating ideas and information •   
Planning and organising activities  •  
Working with others in teams  •  
Using mathematical ideas and techniques   • 
Solving problems  •  
Using technology  •  
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Description 

This unit describes the work required to receive, evaluate, and recommend tenders, as well as to notify other 
tenderers of the outcome. 

Suggested Pre-Requisites/Co-Requisites 

Nil. 

1 Receive tender 

 1) Tenders are received in accordance with organisation procedures. 
2) Record of applications maintained in accordance with organisational 

procedures and formats. 

2 Evaluate tenders against agreed criteria 

 1) A comparative statement of tenders which highlights key factors is prepared. 
2) Bids are compared and assessed in accordance with organisational guidelines 

and criteria. 
3) The bid, or shortlist of bids, that meet(s) service requirements is/are identified. 
4) Tender presentations are organised and conducted to assist in the selection 

process, where required. 

3 Prepare recommendations 

 1) Quality accreditation, previous project records, employment practices and 
occupational health and safety records for recommended tender are verified.  

2) An accurate report with clear recommendations is prepared to enable 
appropriate personnel to make informed decisions. 

4 Formalise acceptance of tender 

 1) A letter of acceptance is sent to successful tenderer outlining accurate details 
and conditions. 

2) Contract documentation is completed, or arranged to be completed, in 
accordance with standards and organisation procedures. 

3) Unsuccessful tenderers are informed of outcome according to organisation 
procedures. 

Range of Variables 

• Application of this competency will vary according to the organisation’s size; location; organisational 
structure; resources; state/territory statutory requirements; business/strategic plans; and policies and 
practices 

• Comparative statement may include matrix; data; criteria; compliance; score 
• Organisation policies may include code of conduct; probity guidelines; anti-corruption policies; equal 

employment opportunity; occupational health and safety; risk management; security of tenders 
• Formalisation may include contract-signing procedure; preliminary deposits 
• Service requirements may include financial stability; capacity; employment and industrial relations history; 

quality assurance; occupational health and safety record 
• Presentation may include meetings; site visits; project inspections; interviews. 
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Evidence Guide 

Critical aspects of evidence 

• An accurate evaluation report 
• Identify the financial stability of the tenderer 
• Identify the quality standards of the tenderer 
• Ensure confidentiality of tender process. 

Underpinning knowledge 

• Relevant organisation policy and procedures 
• Quality assurance methods 
• Relevant Australian and industry standards 
• Statutory and organisation tender requirements 
• Contractual processes 
• Statutory organisation requirements 
• Tendering codes of practice 
• Evaluation methods 
• Safe handling of tenders. 

Underpinning skills 

• Report writing  
• Oral presentation skills, interview techniques 
• Applying criteria 
• Verification of claims 
• Investigation. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information  •  
Communicating ideas and information •   
Planning and organising activities  •  
Working with others in teams  •  
Using mathematical ideas and techniques  •  
Solving problems  •  
Using technology    
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Description 

This unit describes the work involved in responding to and preparing a tender/bid. 

Suggested Pre-Requisites/Co-Requisites 

Nil. 

1 Identify requirements of the tender 

 1) All available information is obtained from the tender supplier, including 
protocols. 

2) Other successful bid documents are accessed to inform tender bid. 
3) Project specifications are identified from details supplied. 
4) Scope of the job is defined by review of details supplied. 
5) Appropriate personnel are consulted for input to the tender bid. 
6) Resources required to compete for tender are determined and documented in 

accordance with organisational guidelines.  

2 Prepare relevant information 

 1) Resource requirements to complete the works are identified.  
2) Tender information is collated and prepared in an appropriate format. 
3) Draft tender document is circulated to appropriate personnel for review and 

modification. 

3 Undertake a bid estimation 

 1) Estimations are detailed in accordance with established procedures and 
requirements, balancing time, cost, quality and quantity against the tender 
specifications. 

2) Work is appropriately sequenced in accordance with works requirements. 
3) Contingency plans are detailed in accordance with established procedures. 
4) Bid is prepared according to identified format and organisation requirements. 
5) Budget approval is sought from the appropriate authority. 

Range of Variables 

• Tenders may include in-house; negotiated; open; selective 
• Estimates may include oral; written 
• Capacity scan may include resources; time; other priorities; competition; facilities; expertise of staff 
• Resources may include work; time; personnel; equipment 
• Information from tender supplier may include specifications; performance measures; due date; number of 

copies required; format of information; protocols. 
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Evidence Guide 

Critical aspects of evidence 

• Indication of meeting all legislative requirements. 

Underpinning knowledge 

• Core and non-core activities 
• Occupational health and safety 
• Risk assessment 
• Work flow. 

Underpinning skills 

• Logical argument for written reports 
• Verbal presentation of bid. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information •   
Communicating ideas and information •   
Planning and organising activities  •  
Working with others in teams  •  
Using mathematical ideas and techniques  •  
Solving problems •   
Using technology •   
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Description 

This unit describes the work involved to plan for the construction, construct, and subsequently maintain roads 
and tracks in a forest environment. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS 1A  Follow defined occupational health and safety policies and procedures 
FPI G26 A Work effectively in work groups 
FPI G41 A Use basic hand held tools 
FPI C2029A Work within environmental constraints 
  

1 Plan road 

 1) Data relating to road requirements and restrictions interpreted from timber 
harvesting plan, coupe plan, expected time frame for usage and likely weather 
conditions. 

2) Assistance is sought to survey road location where necessitated by 
requirements. 

3) Extraction methods, lifting equipment, transport equipment and maximum 
road loads are identified. 

4) Water courses and other ground obstacles are surveyed and their impact on 
road design noted. 

5) Location and design of log landings are identified and road entry points 
planned. 

6) Crossing or entry points for other roads and tracks are planned. 
7) Soil conditions are investigated to establish profile to sub-base level. 
8) Extent and depth of clearing and cutting is planned to meet identified 

requirements. 
9) Soil dumping or storage areas are planned to meet volume of soil to be 

removed, access, restoration requirements and harvesting plan. 
10) Plans meet environmental care principles and statutory body requirements. 
11) Plans provide adequate width, slope and clearance for manoeuvring of 

transport equipment to be used. 
12) Availability of required road base and additional material is confirmed or 

material ordered. 
13) Communication is maintained with operational personnel to ensure effective 

planning and co-operation. 

2 Establish road line 

 1) Occupational health and safety and fire safety regulations, policies and 
precautions are followed. 

2) Road/track line is established by line-of-site, pegging and/or marking trees. 
3) Road/track line is cleared in accordance with planned requirements. 
4) Co-ordination is maintained with faller to remove trees necessary to establish 

road. 
5) Line avoids obstacles and provides for equipment, log and soil stability. 
6) Stumps and unrecoverable trees are extracted and removed in accordance with 

standard operating techniques for available equipment. 
7) Communication is maintained with supervisor and other workers to share 

relevant workplace information and maintain operational safety. 
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3 Cut road/track to sub-base 

 1) Occupational health and safety and fire safety regulations, policies and 
precautions are followed. 

2) Soil is removed to establish base of suitable width, slope and stability. 
3) Soil removed is dumped or stored in accordance with plans. 
4) Batter angles of material adjacent to road base are suitable for soil and weather 

conditions. 
5) Stability and control of equipment is maintained during manoeuvring. 
6) Equipment is used to compact and stabilise adjacent soil during construction. 
7) Provision for drainage and crossing points are progressively made in 

accordance with plans. 
8) Communication is maintained with supervisor and other workers to share 

relevant workplace information and maintain operational safety. 

4 Prepare road/track surface and drainage 

 1) Occupational health and safety and fire safety regulations, policies and 
precautions are followed. 

2) Road/track base and surface material are transferred, spread and compacted to 
meet planned road/track design. 

3) Drains are provided and water run-off established. 
4) Water crossing points are established where depth of drainage becomes 

excessive or natural water courses occur. 
5) Water management meets environmental care principles and statutory body 

requirements. 
6) Road/track surface is suitable for support, effects of tree/log movement, 

manoeuvring and traction of machines to be used. 

5 Prepare crossings 

 1) Occupational health and safety and fire safety regulations, policies and 
precautions are followed. 

2) Use of culvert or cording is selected in accordance with volume of crossing 
water predicted. 

3) Road/track surface is cut and prepared using appropriate substrate and 
compaction. 

4) Pipes or cords are placed and correctly backfilled and compacted. 
5) Intersection points for tracks and roads are prepared to provide suitable 

entry/exit levels and control water flow. 
6) Prepared crossings meet requirements of local harvesting plan. 

6 Maintain road/track 

 1) Condition of road/track is monitored in relation to volume of traffic and 
expected future requirements.  

2) Specific damage likely to lead to safety or environmental issues is identified 
and repaired or reported to controlling body immediately. 

3) Normal wear and damage repair is planned and carried out with minimal 
disruption to other harvesting activities. 

4) Ineffective drainage is noted and modified. 
5) Areas of consistent damage are redesigned and remade with assistance from 

supervisor or other site personnel. 
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Range of Variables 

• Equipment used may be wheeled or tracked for example dozer, front end loader, skidder or grader using 
bucket or blade attachments 

• Operations may be conducted at forest harvesting site and include construction and maintenance of roads 
over a full range of conditions which the equipment is capable of negotiating and for which road transport 
of logs can be used 

• Construction and maintenance will be carried out over the full range of operational weather conditions 
• Road/track base and surface material may include crushed rock and sand over a range of sizes and materials 

typically used for road/track construction 
• Additional material may include cords and pipes for water crossings 
• Occupational health and safety regulations include codes of practice requirements including wearing of 

required personal protection and high visibility vest; manual handling requirements; maintenance of safe 
forest practices including location of other people and potential falling objects; required actions relating to 
forest fire. 

Evidence Guide 

Critical underpinning skills 

• Construct and maintain roads/tracks of the required range of site and weather conditions and terrain. 

Critical underpinning knowledge 

• General environmental care and statutory body requirements 
• Specific site plans and requirements 
• Road transport equipment requirements and capabilities in forest operations with respect to timber being 

harvested 
• Ground-water behaviour. 

Assessment context 

Competency should be demonstrated in an actual workplace or in a situation which reproduces workplace 
conditions. 
Appropriate licenses for any use of vehicles, plant or equipment must be obtained. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information  •  
Communicating ideas and information  •  
Planning and organising activities  •  
Working with others in teams  •  
Using mathematical ideas and techniques  •  
Solving problems  •  
Using technology  •  
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Description 

This unit describes the work involved in the planning, the setting up and the assembly of products. 

Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Plan production of products 

 1) Number of products to be assembled and assembly details are determined from 
schedules, production orders and drawings. 

2) Availability of pre-cut timber components and other hardware components is 
confirmed. 

3) Construction plans and jig set-ups for unfamiliar designs are confirmed in 
accordance with site procedures. 

4) Overall product size and number of joints is assessed and jig area, sections and 
layout planned. 

5) Communication with others involved with the work is established and 
maintained to ensure efficient work flow co-ordination, personnel co-operation 
and safety throughout the application of this competency. 

2 Set up production jig 

 1) Occupational health & safety regulations, policies & procedures relevant to 
planning and setting up product assembly are to be followed throughout the 
application of this competency. 

2) Jig stands, location plates and clamps are positioned to suit product assembly 
drawing in accordance with site and jig manufacturer's procedures. 

3) Adequate jig components are provided to accurately locate and support all 
assembly components. 

4) Pre-cut components are checked for fit to assembly jig and jig adjusted. 
5) Inaccurately cut components are identified and arrangements made to correct 

or replace them. 
6) Jig is adjusted to provide special shape requirements such as design camber. 
7) Minor problems with equipment or components are identified and resolved. 
8) Major equipment faults are reported in accordance with site procedures. 

3 Assemble and check products 

 1) Components are aligned and clamped using jig and nail plates or other 
fasteners and installed to complete assembly to site procedures. 

2) Finished product is checked against order or drawing and site requirements. 
3) Faults in finished assembly are analysed and jig adjusted to produce correct 

parts. 
4) Finished product is braced as required to maintain strength and structure 

during packing and transport. 
5) Consistency and conformance to specification are checked regularly on further 

production samples in accordance with site procedures. 
6) Production and quality records are maintained in accordance with site 

procedures. 
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Range of Variables 

• Products assembled may include pallets, crates, trellises, trusses, stairs, doors, windows, frames and beams. 
• Products assembled may cover the full range of timber species, timber size, hardware and assembly size – 

within the product type – which the site manufactures. 
• Equipment used may be assembly jig, nail or staple gun, compressor or compressed air supply and press. 
• Production and Quality records may include tally sheets, quality sheets/forms, ,production sheets and 

downtime sheets 
• OH&S requirements include manual handling, use of safety equipment, use of hand and air operated tools, 

use of paint and protective clothing. 

Evidence Guide 

Underpinning Knowledge 

• Explains: 
◊ OH&S regulations, policies and procedures for planning and setting up product assembly 
◊ typical product assembly processes 
◊ types of problems that occur 
◊ the importance of accuracy 
◊ the purpose of record keeping. 

Underpinning Skills 

• Demonstrates the ability to: 
◊ safely plan and set up product assembly 
◊ interpret orders, drawings and instructions 
◊ set up jigs to the correct design 
◊ read technical and/or diagrammatic information 
◊ locate, interpret and apply relevant information in written, diagrammatic and/or oral form 
◊ convey information in written, sketch and/or oral form 
◊ interpret and apply common industry terminology. 

Critical Aspects of Evidence 

• Assessment must confirm the application of appropriate knowledge and skills to: 
◊ safely plan and set up product assembly 
◊ communicate effectively with others in associated areas 
◊ plan production 
◊ set up jigs 
◊ assemble and pack product 
◊ plan product packing. 

Interdependent Assessment of Units 

This unit of competency may be assessed in conjunction with other units which form part of a job role. 

Assessment Context 

This unit may be assessed in the workplace or under conditions which accurately simulate a realistic workplace. 
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Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •   
Communicating ideas & information •   
Planning & organising activities  •  
Working with others in teams  •  
Using mathematical ideas & techniques •   
Solving Problems •   
Using technology  •  
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Description 

This unit describes the work involved in selling, quoting/estimating of specialised products and services. Its 
application includes a high level of interaction with the customer. 

Pre-Requisites/Co-Requisites 

FPI OHS 1A Follow defined occupational health and safety policy procedures. 
WRRS.1A Sell products and services  
WRRS.2A Advise on products and services  

 

1 Develop and enhance product knowledge 

 1) OH&S regulations, policies and precautions are followed throughout this 
process. 

2) Current product range and availability is assessed.  
3) Product knowledge is developed, maintained and conveyed to other staff 

members as required. 
4) Comparisons between products and services related to brand options, product 

features, warranties and price is researched and applied. 
5) Knowledge of competitors’ product, service range and pricing structure is 

developed and applied in negotiations with customers. 
6) Product and service information is systematically organised and evaluated in 

accordance with site procedures. 
7) Communication with others involved with the work is established and 

maintained to ensure efficient work flow co-ordination, personnel co-operation 
and safety throughout the application of this competency. 

2 Recommend specialised products and services 

 1) Customer requirements are determined and clarified. 
2) Plans and customer job requirement documents are obtained and clarified. 
3) Features and benefits of products and services to meet customer’s needs are 

explained. 
4) Detailed specialised knowledge of product and/or service is applied to provide 

accurate and compellng advice to customers. 
5) Appropriate method of closing sale is selected and applied. 
6) Follow up action is determined and clarified with customer. 

3 Interpret plans  

 1) Plans are assessed to ensure that all information required for computations is 
present. 

2) Consistency is verified between the information on the plan, elevation and 
section drawings. 

3) Essential data not provided is identified and obtained from customer or other 
personnel. 

4) Job details are inserted on customer information records in accordance with 
site standards.  
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4 Develop quotation/estimate 

 1) Materials and labour are calculated using job details sheet in accordance with 
site procedures. 

2) Quotation/estimate is documented and checked in accordance with site 
procedures. 

3) Quotation/estimate is checked and confirmed to match customer requirements. 
4) Quotation/estimate is tendered in writing to customer.  
5) Quotation/estimate is followed up with customer in accordance with site 

procedures. 

Range of Variables 

• Product knowledge may include stock availability, warranties, corresponding benefits of various products, 
use-by dates and storage requirements. 

• Selling may be face to face, telephone, facsimile and email. 
• Customers may include people from a range of social, cultural or ethnic backgrounds and people with 

physical and mental abilities. 
• Handling techniques may vary according to stock characteristics and industry codes of practices. 
• Sources of information/documents may include building plans and specifications, customer requests for 

quotation, timber manuals, Australian Building Code, Building Regulations for all States, Engineer’s 
drawings and calculations and Certifying authority requirements. 

• Worksite environment may include operations conducted in restricted places or exposed conditioned, 
exposure to movement of equipment, goods and vehicles and workplace environment. 

Evidence Guide 

Underpinning knowledge 

• Explains 
◊ Occupational Health and Safety Regulations, Policies and Procedures for selling specialist products and 

services 
• Explains specialist product knowledge that may include: 

◊ specialised products 
◊ warranties 
◊ shelf life; use-by date 
◊ storage requirements 
◊ corresponding benefits of various products 
◊ material origins 
◊ features and use of products 
◊ stock availability 
◊ corresponding or complementary products and services 
◊ ordering procedures 

• Knowledge and application of store policies and procedures, that may include: 
◊ external and internal customer contact 
◊ quoting/estimating and selling products and services 
◊ allocated duties and responsibilities 
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Underpinning Skills 

• Demonstrates the ability to: 
◊ listen and clarify customer requirements 
◊ identify and correctly use equipment, processes and procedures 
◊ apply relevant Occupational Health and Safety Regulations, Policies and Procedures 
◊ apply mathematical procedures including addition, subtraction, multiplication, division and trigonometry 
◊ access, interpret, assess and apply technical information 
◊ interpret common industry terminology for all component types 
◊ interpret customer plans and specifications 
◊ prepare quotations/estimates to site standards 
◊ prepare design and detailing to site standards. 

Critical Aspects of Evidence 

• Assessment must confirm the application of appropriate knowledge and skills to: 
◊ apply safety requirements during customer contact 
◊ communicate effectively with others in associated area 
◊ locate, interpret and apply relevant information 
◊ convey information in written, sketch and oral form 
◊ select appropriate mathematical processes 
◊ develop and enhance product knowledge 
◊ recommend specialised products and services 
◊ interpret plans 
◊ develop quotation/estimate within a given time. 

Interdependent Assessment of Units 

This unit of competency may be assessed in conjunction with other units which form part of a job role. 

Assessment Context 

This unit may be assessed in the workplace or under conditions which accurately simulate a realistic workplace. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information  •   
Communicating ideas & information  •   
Planning & organising activities  •   
Working with others in teams  •   
Using mathematical ideas & techniques  •   
Solving Problems  •   
Using technology •    
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Description 

This unit describes the work involved in the determination of a problem, the review of a line’s operation, the 
identification of specific problems and the implementation of solutions. 

Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Monitor stock re-ordering 

 1) Occupational health & safety regulations, policies & procedures relevant to 
supervising stock control procedures are to be followed throughout the 
application of this competency. 

2) Responsibility for recording product groups is delegated to specific staff. 
3) Staff are trained in stock recording procedures. 
4) Stock levels are monitored and maintained at optimum levels. 
5) Stock reorder cycles are monitored and maintained. 
6) Alternative suppliers are sourced when necessary. 
7) Stock re-order levels are adjusted as required in accordance with site 

procedures. 
8) Management inventory reports are analysed and corrective action 

implemented. 

2 Monitor receipt and despatch of goods 

 1) Responsibility for receipt of goods is delegated to appropriate staff. 
2) Staff are trained in receipt and despatch procedures and documentation. 
3) Receipt and despatch procedures and documentation processes are 

implemented. 
4) Secure storage of goods received and goods for despatch is ensured. 
5) Procedures for identifying and reporting anomalies in quality or quantity are 

established and implemented. 
6) Variations to quality and quantity of delivered goods are resolved. 
7) Safe handling and storage of goods is implemented in line with store safety 

policy. 

3 Co-ordinate product distribution, display and storage 

 1) Speedy distribution of product within the store is actioned as per store 
procedures. 

2) Minimal inconvenience to customers resulting from stock movement is 
ensured. 

3) Product is displayed or stored in the correct location. 

4 Monitor and control stock losses 

 1) Stock damage is inspected. 
2) Stock losses are monitored and controlled. 
3) Losses are assessed regularly against potential loss forecast. 
4) Unacceptable losses are identified and investigated to establish causes. 
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5 Make recommendations to buyers 

 1) Store's core stock holding is referred to and maintained. 
2) Information on existing stock levels is complete and accurate. 
3) Opportunities to improve sales are identified and recommendations are made 

to relevant buying authorities. 

6 Monitor and maintain store security policies 

 1) Store security procedures are monitored and feedback is provided to 
management in relation to store surveillance, store theft, staff theft and 
fraudulent credit card transactions. 

2) Feedback is provided to staff on implementation/non-implementation of store 
security procedures. 

3) Advice is tendered to management regarding policy development and training 
requirements regarding store security. 

Range of Variables 

• Stock control may require dealing with the factors such as variations in product quality, non-availability of 
back-up, recall of product, emergency withdrawal of products and stock clear-outs, stock records on manual 
or computerised systems, site policies and procedures either documented or not documented, size of site, 
multi-skilling of staff, loss forecasts and product range. 

• OH&S requirements include manual handling, protective clothing and equipment, elimination of hazards 
and site safety policies and procedures. 

Evidence Guide 

Underpinning Knowledge 

• Explains: 
◊ OH&S regulations, policies and procedures for supervising stock control procedures 
◊ store stock holding levels and the purpose they serve 
◊ stock replenishment system 
◊ type of information required regarding products and suppliers which ensures efficient ordering and 

prevents out of stock conditions 
◊ implications of poor quality/out of date stock 
◊ purpose of stock records and importance of accuracy 
◊ actions to be taken if goods are not delivered on time 
◊ causes of stock deterioration and damage 
◊ store policies relating to stock management including unacceptable loss levels 
◊ profit implications of stock management 
◊ store security policies and procedures 
◊ the importance of accuracy 
◊ the purpose of record keeping. 
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Underpinning Skills 

• Demonstrates the ability to: 
◊ safely supervise stock control procedures 
◊ implement security policies and procedures 
◊ establish communication procedures within the workplace which: 
− select appropriate forms of communication including, written, oral or diagrammatic, depending on the 
 situation and audience 
− seek clarification from, and gives feedback to, a range of colleagues in the work situation 
− organise information to get the required result 
− select appropriate mathematical processes including addition, subtraction, multiplication, division  and 
 trigonometry. 

Critical Aspects of Evidence 

• Assessment must confirm the application of appropriate knowledge and skills to: 
◊ safely implement stock control procedures 
◊ communicate effectively with others in associated areas 
◊ read technical and/or diagrammatic information 
◊ locate, interpret and apply relevant information in written, diagrammatic and/or oral form 
◊ convey information in written, sketch and oral form 
◊ interpret and apply common industry terminology 
◊ produce appropriate documentation within a given time 
◊ monitor stock re-ordering 
◊ monitor receipt and despatch of goods 
◊ co-ordinate product distribution, display and storage 
◊ monitor and control stock losses 
◊ recommend to buyers and monitor and maintain store security policies. 

Interdependent Assessment of Units 

This unit of competency may be assessed in conjunction with other units which form part of a job role. 

Assessment Context 

This unit may be assessed in the workplace or under conditions which accurately simulate a realistic workplace. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information  •  
Communicating ideas & information  •  
Planning & organising activities  •  
Working with others in teams  •  
Using mathematical ideas & techniques  •  
Solving Problems  •  
Using technology  •  
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Description 

Includes identifying the products and hardware to be packed and wrapping them in preparation for transport. 

1 Prepare for packing 

 1) Occupational health and safety regulations, policies and precautions are 
followed. 

2) Type and quantity of products to be packed are identified from orders or 
supervisor's instructions. 

3) Products are located and identified from other available material/products. 
4) Additional hardware items and quantities to be packed are identified from 

orders or supervisor's instructions. 
5) Requirements for packing including number of products per bundle, number of 

bundles and packing material are identified from orders, supervisor's 
instructions or organisation standards. 

6) Packing materials, hardware items and equipment are obtained in accordance 
with organisation standard procedures. 

7) Problems with availability of material or equipment are referred to supervisor. 
8) Communication with supervisor and other workers is maintained to ensure 

efficient workflow co-ordination and personnel co-operation. 

2 Pack products 

 1) Occupational health and safety regulations, policies and precautions are 
followed. 

2) Products not meeting customer requirements, within the scope of individual's 
knowledge, are identified and referred to supervisor for decision. 

3) Bearers specified by supervisor are placed squarely, evenly and consistently. 
4) Products are stacked and packing material and straps applied at positions 

identified by supervisor. 
5) Additional hardware items are packed and secured to stacked products in 

accordance with organisation procedures. 
6) Straps are tightened using hand-held equipment to a tension sufficient to 

prevent product slippage without risk of strap breakage. 
7) Wrapping is applied to packs indicated by supervisor. 
8) Wrapping is placed and finished to prevent water penetration during storage 

and transportation. 
9) Finished packs are identified using written information or completed tags 

according to organisation standards, order or supervisor's instructions. 
10) Production and quality records are completed in accordance with organisation 

requirements. 
11) Problems that arise are recognised and reported to supervisor. 
12) Communication with supervisor and other workers is maintained to ensure 

efficient workflow co-ordination and personnel co-operation. 
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Range of Variables 

• Products packed will be of one or more type(s) including pallets, bearers, crates, beams, doors and panels 
cut to shape 

• Hardware packed covers the full range included in organisation packing for example fasteners, brackets and 
braces 

• Equipment used may include staple gun, compressor or compressed air supply, paint spray gun and 
strapping equipment 

• Product faults recognised include panels with defects affecting strength or appearance and construction or 
assembly errors 

• Occupational health and safety requirements include manual handling, protective clothing, elimination of 
hazards, use of hand and air operated tools, operation of equipment and organisation safety policy. 

Evidence Guide 

Underpinning Skills 

• Identify assembled products from information available 
• Identify hardware items from information available 
• Identify timber and product faults 
• Pack and strap finished products 
• Label packs. 

Assessment Context 

Competency should be demonstrated in an actual workplace or in a situation that reproduces workplace 
conditions. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information    
Communicating ideas and information    
Planning and organising activities •   
Working with others in teams    
Using mathematical ideas and techniques    
Solving problems    
Using technology    
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Description 

This is an endorsed unit from the Local Government Industry National Competency Standards.  These standards 
are currently under review. 

This unit covers the scoping of contract services, preparation of tender documentation, calling of tenders. 

1 Identify the extent and nature of services to be contracted 

 1) The scope of the services is confirmed and reviewed to ensure parameters meet 
current requirements. 

2) Statutory and organisation requirements are identified to determine options 
available. 

3) Detailed parameters are specified to enable a complete brief to be prepared. 
4) The extent of the contract package is determined. 

2 Select appropriate method for tender 

 1) Area to be contracted is examined. 
2) Contract options are identified and analysed. 
3) Benefits/costs/opportunities of each option are identified. 
4) Appropriate contract option is selected. 

3 Prepare tender specifications according to organisation and Australian 
standards 

 1) Complete and detailed service specifications are prepared consistent with 
organisation policy and Australian standards and based on a service profile 
and review. 

2) Legislative, occupational health and safety and risk management requirements 
are applied. 

3) Quality assurance methods are applied to the preparation of service 
specifications. 

4) Service specifications are prepared in consultation with relevant staff that 
complement required outcomes. 

5) Details on methods, standards, materials, products, contractors and 
performance period is provided by quality service specifications, as applicable. 

4 Prepare evaluation criteria 

 1) Tender review panel/team established from appropriate personnel. 
2) Criteria established based on specifications, product and service required. 
3) Criteria are written clearly to enable bids to be compared. 
4) Criteria are ranked against organisation procedures, such as essential/desirable, 

mandatory. 

5 Prepare tender document 

 1) Tender documents are prepared clearly and concisely. 
2) Tender documents are prepared which enable competitive pricing of products. 
3) Tender documents are designed to enable valid comparisons between tenders 

received. 
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6 Invite tenders 

 1) Invitations are prepared based on the type of tendering method used. 
2) Source list is prepared according to organisation procedures. 
3) Advertisement is prepared and placed according to the tender method. 

Range of Variables 

• Application of this competency will vary according to the organisation’s size; location; organisational 
structure; resources; state/territory statutory requirements; business/strategic plans; and policies and 
practices 

• Services may include:  works; function; provision 
• Parameters may include:  budget range; organisation resources; level of risk; organisation policy such as 

buy local 
• Tendering methodology may include:  lump sum; unit rate; partnership; services process 
• Tendering method may include:  expression of interest; public tender; invitation; verbal; written; in-house 

bid; select tender 
• Preparation of tender documentation may include:  documentation developed using standardised format; 

plain English principles 
• Advertisement may include:  newspaper; in house; trade magazines; according to organisation policy 
• Legislative requirements may include:  workcover; risk management; occupational health and safety; equal 

employment opportunity; sexual harassment; public liability; professional indemnity; evidence of insurance 
cover; quality assurance 

• Tender documents may include:  general conditions; special clauses; technical conditions; standard 
specifications; code of tendering; statutory declaration; evaluation criteria; drawings; implementation plan; 
legislative amendments; legal endorsement 

• Comparative statement may include:  matrix; data; criteria; compliance; score 
• Formalisation may include:  contract signing procedure; preliminary deposits 
• Evaluation may include:  previous projects; verification of quality accreditation; capacity; capability; risk; 

security; service. 

Evidence Guide 

Critical aspects of evidence 

• contract authorisation process undertaken 
• appropriate advertisement placement 
• production of required specifications 
• production of conditions of contract 
• industrial standard conditions of contract are applied 
• confidentiality and probity observed for both in-house bids and/or external tenders. 

Interdependent assessment of units 

Prerequisite units:    nil 

Co-requisite units:    nil 
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Underpinning knowledge 

• relevant organisation policy and procedures, code of conduct 
• quality assurance systems 
• relevant Australian and industry standards 
• statutory and organisation tender requirements 
• contractual processes 
• industrial agreements 
• statutory organisation requirements 
• tendering codes of practice. 

Underpinning skills 

• report writing, specification writing 
• qualitative and quantitative research 
• analytical 
• consultation with relevant personnel 
• specification interpretation 
• negotiation with relevant internal and external people 
• observation of protocol and probity policies. 

Resource implications 

No special requirements.  

Consistency in performance 

Evidence will need to be gathered over time across a range of variables.  

Context of assessment 

On-the-job or in a simulated work environment. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information  •  
Communicating ideas and information  •  
Planning and organising activities •   
Working with others in teams  •  
Using mathematical ideas and techniques •   
Solving problems  •  
Using technology •   
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Description 

This is an endorsed unit from the Local Government Industry National Competency Standards.  These standards 
are currently under review. 

This unit describes the work involved in the administration, monitoring and transition of contracts. 

1 Establish administration procedures 

 1) Administrative processes for contracts are implemented according to 
organisation quality procedures. 

2) Contract requirements are confirmed with relevant contract personnel. 
3) Complaint system is established according to organisation policy and 

procedures. 
4) Consistent and accurate records of contract progress are maintained in 

accordance with organisational requirements and formats. 

2 Monitor contract timeframe and specifications 

 1) Regular inspections of contract services are undertaken to ensure compliance 
with specifications and program for completion. 

2) Regular planned progress meetings are held and documented between all 
contract personnel to ensure problems are identified and resolved early. 

3) Variations between the specified scope of services and the contract are 
identified and documented, and relevant personnel notified without delay. 

4) Testing of services in progress is carried out as required by the contract in 
accordance with organisation policy and any relevant legislation, regulation 
and organisation policy. 

3 Monitor costs 

 1) Contract costs are monitored on a regular basis to ensure that the service is 
carried out within financial and contractual requirements. 

2) Payments for contract services are authorised in accordance with the 
conditions of contract and delegation of officer. 

3) Transaction costs are monitored through the established organisational system. 

4 Resolve contractual disputes 

 1) Any disagreements are investigated to identify cause and validity. 
2) Terms of resolution are negotiated and agreed. 
3) Contract provisions for dispute resolution are followed. 
4) Legal and management advice is sought at an early stage of any dispute, to 

ensure that the contractor has a clear understanding of the organisation’s legal 
position and that the organisation is not exposed to undue legal risk. 

5) Appropriate legal advice is sought at any stage in order to clarify any technical 
aspects of a dispute. 
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5 Implement contract transition 

 1) Contract conditions and responsibilities are reviewed with relevant personnel 
to ensure satisfactory completion of contract. 

2) Contract completion is authorised in writing to confirm completed services 
have been undertaken according to contract objectives and specifications. 

3) Final statement is reconciled. 
4) Contractor performance/level of service is evaluated against agreed 

benchmark. 
5) End-of-service or renewed contracts are co-ordinated to meet organisation 

requirements. 
6) Quality of contract documentation is assessed. 

Range of Variables 

• Application of this competency will vary according to the organisation’s size; location; organisational 
structure; resources; state/territory statutory requirements; business/strategic plans; and policies and 
practices 

• Contract administration may include:  supervision; management; monitoring; overseeing 
• Records of contract progress may include:  photographs; data; progress reports; customer surveys; minutes 

of meetings 
• Services may include:  forest management operations (e.g. pruning, fertilising, planting); harvesting 

operations; product; maintenance; supply; cleaning; waste 
• Testing may include:  sample; routine checks; audit; observation; meetings; laboratory; occupational health 

and safety; equal employment opportunity 
• Payments may include:  progressive; lump sum 
• Conditions of contract may include:  tender documentation; maintenance plan; defects liability 
• Performance of contractor is evaluated may include:  in terms of adherence to timelines; estimated costs; 

progress toward objectives; adherence to quality standards; occupational health and safety; equal 
employment opportunity practices. 

Evidence Guide 

Critical aspects of evidence 

• maintenance of file relating to records of meetings, payment, progress reports, file notes and discussions 
• effective communication with the contractor 
• monitoring of industry changes and making recommendations 
• ability to cover a range of contracts 
• maintain up-to-date insurance file, workcover, occupational health and safety and audit processes. 

Interdependent assessment of units 

Prerequisite units:    nil 

Co-requisite units:    nil 
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Underpinning knowledge 

• occupational health and safety procedures and policies 
• relevant legislation, regulation and organisation policies 
• contract procedures 
• contract law 
• knowledge of the contract service 
• performance standards and analysis 
• complaints procedures 
• costing processes. 

Underpinning skills 

• negotiation/liaison across a range of internal/external customers 
• contingency management 
• contract interpretation 
• project management 
• conflict resolution 
• client interaction 
• financial 
• time management. 

Resource implications 

No special requirements.  

Consistency in performance 

Evidence will need to be gathered over time across a range of variables.  

Context of assessment 

On-the-job or in a simulated work environment. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information  •  
Communicating ideas and information  •  
Planning and organising activities  •  
Working with others in teams •   
Using mathematical ideas and techniques •   
Solving problems •   
Using technology •   
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Description 

This is an endorsed unit from the Local Government Industry National Competency Standards.  These standards 
are currently under review. 

This unit covers allocation of funds, management of cash flow and preparation of financial reports.  

1 Allocate funds 

 1) Funds are allocated according to agreed priorities. 
2) All relevant people are kept informed of resource decisions, allocations and 

usage. 
3) Records of resource allocation and usage are current and complete according 

to relevant legislation and organisation/department requirements. 

2 Manage cash flow 

 1) All documentation on cash flow is up to date and accurate. 
2) Cash receipts and payments are monitored against budgeted cash flow. 
3) Relevant employees/departments are consulted to determine the likely pattern 

of cash flows and to anticipate any unusual receipts/payments. 
4) Forecasts of future cash flows are made in accordance with available 

information. 
5) Cash budgets are presented in the approved format and clearly indicate net 

cash requirements. 
6) Significant deviations from the projected cash flow requirements are 

identified, assessed and appropriate action taken. 
7) Cash budgets are developed to ensure effective utilisation of on hand funds 

whilst maintaining an adequate level of liquidity. 

3 Monitor and control activities against budget 

 1) Systems are implemented to facilitate timely and accurate monitoring of actual 
expenditure and income against budgetary predictions. 

2) Actual income and expenditure is checked against budgets at regular 
designated intervals. 

3) Deviations from expected budget estimates/expenditure are identified and 
addressed and/or reported according to organisation procedure. 

4) Departments/relevant employees are advised of financial status with regard to 
budget allocations and expenditure. 

4 Prepare reports 

 1) Financial reports are prepared which are accurate, clear and concise. 
2) Financial reports are prepared within required timeframes according to 

organisation/department, auditing and legislative requirements. 

Range of Variables 

• Application of this competency will vary according to the organisation’s size; location; organisational 
structure; resources; state/territory statutory requirements; business/strategic plans; policies and practices 

• Budgets may be for large or small departments or particular programs or projects of various sizes 
• Relevant people may include:  employees affected by the budget; management; contractors. 
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Evidence Guide 

Critical aspects of evidence 

• unexpected changes (e.g. loss of income or funding) are identified and impact minimised 
• finances are managed within budget and any variations are managed in accordance with organisation 

procedures. 

Interdependent assessment of units 

Prerequisite units:    nil 

Co-requisite units:    nil 

Underpinning knowledge 

• relevant legislation 
• auditing requirements 
• relevant organisation/department requirements and guidelines 
• budget processes and procedures 
• relevant accounting procedures. 

Underpinning skills 

• forecasting 
• contingency management 
• review 
• reporting 
• consultation. 

Resource implications 

No special requirements.  

Consistency in performance 

Evidence will need to be gathered over time across a range of variables during a full budgetary cycle (i.e. 12 
months).  

Context of assessment 

On-the-job or in a simulated work environment. 
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Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information •   
Communicating ideas and information •   
Planning and organising activities •   
Working with others in teams •   
Using mathematical ideas and techniques  •  
Solving problems •   
Using technology •   
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Description 

This is an endorsed unit from the Local Government Industry National Competency Standards.  These standards 
are currently under review. 

This unit covers devising and conducting community consultations and reporting on results.  

1 Devise consultation strategies 

 1) A range of consultative strategies is identified and assessed for suitability. 
2) Interested and affected parties are identified. 
3) Resources required to conduct consultation are assessed. 
4) Consultation strategies are chosen which enable and encourage relevant 

groups/people to be involved. 
5) Legislative and organisation requirements are reviewed to ensure strategies 

meet all criteria. 

2 Conduct consultations 

 1) Information is prepared which is clear, accurate and appropriate to the needs of 
the parties. 

2) All people involved in conducting the consultations are briefed on the process 
of consultation and the parties involved. 

3) Information is provided to affected parties at an appropriate time and place. 
4) Access and equity requirements are implemented in the consultations. 
5) Measures to expedite community consultation are taken to ensure consultation 

occurs within an identified timeframe. 
6) Consultation is undertaken in an orderly manner to ensure all viewpoints are 

canvassed. 

3 Record, analyse and report on results 

 1) Responses are grouped and collated into similar categories to facilitate 
analysis. 

2) The validity of responses is checked against design criteria. 
3) Public consultation responses and processes are formatted to enable informed 

decision making to proceed. 
4) Appropriate suggestions for improvement are incorporated within design 

parameters. 
5) Summaries of responses and adopted amendments are provided to interested 

parties to ensure public consultation is recognised. 
6) Other issues raised during consultation are directed to relevant 

department/person to respond to community concern. 
7) An accurate report on community consultation is prepared with 

recommendations to enable informed decision making to occur. 
8) The overall effectiveness consultation process is reviewed and evaluated and 

action taken where necessary. 
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Range of Variables 

• Application of this competency will vary according to the organisation’s size; location; organisational 
structure; resources; state/territory statutory requirements; business/strategic plans; policies and practices 

• Application of the competencies will also vary according to the nature of the community; sole worker/large 
team; rural/metropolitan area 

• Access and equity may include:  subject matter; manner in which consultations are conducted; physical 
accessibility; community profile 

• Enabling and encouraging relevant groups to be involved may include:  physical accessibility; diverse 
language needs; culture (Aboriginal/youth/non-English speaking background); physical environment; 
number of people 

• Information may include:  written records; oral; anecdotes; reports; instructions; directions from 
supervisor/management; interviews; formal and informal; team meetings 

• Interested parties may include:  community groups; other authorities; individuals; emergency authorities 
(police; fire; ambulance); private sector business interests; special interest groups; experts 

• Resources may include:  human; financial; locations 
• Consultation strategies may include:  public meetings; questionnaires; informal gatherings 
• Legislation may include:  State/federal/local government; anti-discrimination; planning 
• Presentation of Information may include:  graphics; models; computer animations; video displays; 

overheads; handouts; display plan; interpreter service. 

Evidence Guide 

Critical aspects of evidence 

• Community consultation is conducted to ensure organisations image/reputation is maintained or enhanced. 
Community consultation produces valid and useful information. 

Interdependent assessment of units 

Prerequisite units:    nil 

Co-requisite units:    nil 

Underpinning knowledge 

• relevant organisation policy and procedures 
• relevant legislation including planning, anti-discrimination 
• relevant sections of local government act 
• access and equity issues 
• strategies for consultation 
• code of conduct, ethics. 

Underpinning skills 

• consultation, presentation, negotiation and report writing 
• research, planning 
• information gathering. 
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Resource implications 

No special requirements.  

Consistency in performance 

Evidence will need to be gathered over time across a range of variables.  

Context of assessment 

On-the-job or in a simulated work environment. 

Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information   • 
Communicating ideas and information   • 
Planning and organising activities  •  
Working with others in teams •   
Using mathematical ideas and techniques    
Solving problems  •  
Using technology •   
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Description 

This is an endorsed unit from the Local Government Industry National Competency Standards.  These standards 
are currently under review. 

This unit covers monitoring to ensure compliance in areas under the organisation’s jurisdiction.  

1 Inspect designated work areas 

 1) Designated work areas to be inspected are identified and defined. 
2) Routine inspections of identified and defined areas are carried out in 

accordance with organisation requirements. 
3) Non routine inspections are carried out in accordance with organisation 

requirements. 

2 Identify, assess and act on risks to the public and the environment 

 1) Risks to the public and the environment are identified and the level of risk is 
determined. 

2) Appropriate action is taken and reported in accordance with legislative and 
organisation requirements. 

3) Evidence of offence is gathered and documented in accordance with 
organisation procedures. 

3 Respond to complaints regarding risks to public health and safety or 
possible breaches of legislation 

 1) Complete details of complaint are obtained and assessed for further action. 
2) Complainant is advised of proposed action in accordance with organisation 

procedures. 
3) Evidence is gathered and documented in accordance with organisation 

procedures and guidelines. 
4) Diaries or reports of incident are fully completed in accordance with 

organisation standards. 

4 Maintain records 

 1) Information is recorded in accordance with organisation and legislative 
requirements. 

2) Details are recorded clearly, legibly and accurately. 
3) Records are secured, accessible and up to date. 

Range of Variables 

• Application of this competency will vary according to the organisation’s size; location; organisational 
structure; resources; state/territory statutory requirements; business/strategic plans; and policies and 
practices 

• Risks may include:  overhanging foliage; chemicals; bushfire; animals; noxious weeds. 
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Evidence Guide 

Critical aspects of evidence 

• routine and non routine inspection 
• risk assessment 
• response to complaints 
• records collected and maintained 
• incident reports completed in accordance with organisation standards. 

Interdependent assessment of units 

Prerequisite units:    nil 

Co-requisite units:    nil 

Underpinning knowledge 

• organisation structure and services 
• organisation area 
• organisation policies and procedures regarding risks to public health and safety and relevant legislation 
• community needs/expectations 
• relevant legislation. 

Underpinning skills 

• inspection techniques 
• risk identification 
• verbal communication with public appropriate to cultural and language background of the individual/group 
• record keeping 
• written reports may include:   record events in sequence 
• administration. 

Resource implications 

No special requirements.  

Consistency in performance 

Evidence will need to be gathered over time across a range of variables.  

Context of assessment 

On-the-job or in a simulated work environment. 
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Key Competencies and Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing and organising information  •  
Communicating ideas and information •   
Planning and organising activities •   
Working with others in teams •   
Using mathematical ideas and techniques    
Solving problems •   
Using technology    
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Description 

This is an endorsed unit from the Rural Industry Generic Competencies 

This unit describes the work involved to safely, effectively, and responsibly manage a chemical spillage/leakage, 
including notifying the relevant authorities. 

1 Implement correct procedures following a chemical spillage/leakage 

 1) Chemical spillage/leakage is isolated from stock, vehicles and people as 
determined by industry or workplace standards. 

2) Chemical spillage/leakage is contained as determined by industry or workplace 
standards or regulatory authorities. 

3) Chemical formulation is identified and appropriate decontamination method 
followed. 

4) Chemical spillage/leakage is decontaminated using approved methods. 
5) Chemical is cleaned up and disposed of in an approved manner. 
6) Procedures follow material safety data sheet information. 
7) Advice is sought from appropriate authorities. 

2 Use personal protective clothing and equipment 

 1) Tools, equipment, and personal protective equipment appropriate to the task 
are selected, calibrated and used as determined by label directions, bacterial 
safety data sheets and industry or workplace standards. 

3 Notify authorities of chemical spill 

 1) Appropriate authorities are notified. 
2) Spillage extent is assessed and appropriate chemical spill/leakage report is 

developed. 

Range of Variables 

• Appropriate authorities may include:  emergency services; government departments; local government 
agencies; chemical manufacturers 

• Types of formulation may include:  emulsifiable concentrates; gases; baits; pellets; boluses; vaccines; 
antibiotics; liquid concentrates; powders; granules; suspension concentrates 

• Approved methods may include:  collection of waste by appropriate authorities;  
• Decontamination methods may include:  use of appropriate material to absorb spillage/leakage; chemical 

treatment of spillage/leakage area; wash down of spillage/leakage area. 

Evidence Guide 

A basic working knowledge of: 

• The application of chemicals and biological agents, specifically: 
◊ personal protection equipment and first aid procedures required for the use of agricultural and/or 

veterinary chemicals 
◊ the requirements and responsibilities in relation to relevant State legislation relating to the transport, 

use, storage and disposal of agricultural and/or veterinary chemicals (including the recognition of the 
label as a legal document). 
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The ability to: 

• read and interpret chemical and safety information including labels 
• calmly and efficiently deal with problems of spillage/leakage 
• ensure that all safety and environmental considerations are observed 
• operate within all relevant legislative and environmental constraints. 

Occupational health and safety issues: 

• The rights and responsibilities of employers and employees under the relevant state and workplace 
occupational health and safety legislation 

• Codes of practice for:  manual handling; the control of workplace hazardous substances 
• Occupational health and safety requirements for the safe use of chemical and biological agents 
• On-site occupational health and safety procedures may include:  provision of personal protective clothing 

and equipment; provision of sunscreen for outdoor work 
• Occupational health and safety requirements must be adhered to at all times, specifically personal protective 

equipment, manual lifting practices and workplace safety requirements.  

Assessment Guide 

Assessment could be in conjunction with the following unit: 
• Clean up following application of chemicals and biological agents 
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Description 

This unit describes the work involved in the methods and techniques used to climb in trees. 

Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Tie knots required for tree climbing operations  

 1) Ropes of a specification to suit the job are selected and inspected for wear, 
damage and soundness. 

2) Industry recognised knots are used in accordance with the required 
application. 

3) All knots are checked on completion in line with established work practice. 

2 Climb small to medium trees in a low hazard environment 

 1) A ladder is set and a climbing rope is used to climb the tree using industry 
standard methods. 

2) Body thrust and footlocking methods of climbing or the climbing spike 
method are used in tree climbing. 

3) Industry recognised safety procedures are used to tie the operator in. 
4) Safe climbing procedures are employed in all climbing tasks according to 

occupational health and safety requirements, manufacturer’s 
specifications/instructions and enterprise policy and procedures. 

3 Provide ground support during emergency rescue procedures for tree 
climbers  

 1) Emergency situations are assessed with team members and assistance is called 
for if necessary. 

2) Emergency rescue procedures for ground support workers are followed 
according to OH&S and enterprise requirements. 

3) Any incident is recorded and reported according to job role, OH&S legislation 
and enterprise requirements. 

4) Rescue operation is evaluated with team members and supervisor to determine 
improvements that could be made in future rescue operations. 

Range of Variables 

• Industry standard knots may include bowline, bowline on a bight, tautline, prussik, figure 8, square, clove 
hitch and half hitch. 

• Equipment may include ropes, harnesses, ladders and safety equipment. 
• May be in a forest environment in support of a harvesting activity. 
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Evidence Guide 

Critical underpinning knowledge 

• Explains: 
◊ OH&S regulations, policies and procedures for climbing small trees 
◊ AS 1742 Pt3 1985 – Australian Standard Code of Practice, Work Site Traffic Management 
◊ the risks, potential hazards and the procedures that support safe work practices in tree climbing activities 
◊ basic climbing principles and preparation procedures 
◊ basic climbing techniques 
◊ ground support for tree climbers 
◊ ground support in emergency rescue climbing situations 

Critical Underpinning Skills 

• Demonstrates the ability to: 
◊ safely and effectively operate equipment and material over the full range of processes for climbing small 

trees 
◊ tie knots required for tree climbing operations 
◊ climb small to medium trees in a low hazard environment 
◊ provide ground support for tree climbers 
◊ provide ground support during emergency rescue procedures for tree climbers 
◊ work safely in elevated situations 

Critical aspects of evidence to be considered 

• OH&S requirements for climbing small trees. 
• Communication skills. 
• Safely and effectively climb small to medium trees. 
• Provide ground support for other tree climbers. 

Interdependent Assessment 

This unit will normally need to be assessed as a discrete/stand alone competency. 

Assessment context 

This unit may be assessed in the workplace or under conditions which accurately simulate a realistic workplace. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •   
Communicating ideas & information •   
Planning & organising activities •   
Working with others in teams •   
Using mathematical ideas & techniques •   
Solving Problems •   
Using technology •   
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Description 

This unit describes the work involved in the removal of trees and includes work undertaken in confined spaces 
and in difficult circumstances. 

Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Contribute to assessment of removal method  

 1) Site is assessed and all hazards associated with felling operations are identified 
according to OH&S guidelines. 

2) Tree is assessed for appropriate removal methods to ensure the safety of 
operators, the public and property is maintained according to enterprise 
guidelines. 

3) Local by-laws and regulations governing tree removal are identified. 
4) Equipment necessary to implement tree removal is identified and noted 

according to enterprise guidelines. 

2 Prepare for tree removal 

 1) Site is prepared for tree removal activities including notification of local 
residents and authorities where necessary. 

2) Signage, warning devices and traffic management structures are located as 
required. 

3) Surrounding property is relocated, secured and/or protected from potential 
damage during tree removal. 

4) Equipment necessary to implement tree removal is identified and prepared 
according to enterprise guidelines. 

3 Implement directional felling trees  

 1) Tools chosen are appropriate to the task being undertaken, used according to 
manufacturer’s guidelines and OH&S regulations. 

2) Drop zone is determined according to OH&S guidelines, site characteristics, 
site access, proximity to other structures and size of tree. 

3) Directional felling techniques are employed to ensure trees fall into desired 
drop zone. 

4) Suspended trees are brought down safely and efficiently according to 
enterprise guidelines. 

5) Wind thrown trees are stabilised to ensure trunk movement does not occur 
according to industry standards. 

6) Felled trees are trimmed to manoeuvrable lengths without injury to the 
operator according to enterprise policy. 

7) Safety equipment is used and adjusted according to manufacturer’s guidelines. 
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4 Implement branch and tree removal 

 1) Weights of branches are ascertained so that they do not exceed the safe 
working limit of the equipment. 

2) Branches and branch sections are held and thrown into drop zone without 
damage to surrounding features/structures. 

3) Branches are removed in a controlled manner without injury to the operator 
and ground staff. 

4) Heavy branches and branch sections are lowered by rope into drop zone using 
accepted rigging techniques. 

5) Sufficient material is removed from stump to ensure re-growth is prevented. 

Range of Variables 

• Equipment used may include; axe, wedges, hand or power winches, hydraulic jacks, hand tools, chipper, 
elevated work platform, stump grinding machine, crane, climbing ropes and harness, spurs, chainsaws, 
lowering ropes, blocks and ladders. 

• Removal methods may include; branch removal, branch reduction, trunk sectioning, cut and throw, cut and 
drop, cut and lower by rope. 

• Stabilising wind thrown trees may include cross-cutting or propping. 
• Felling techniques may include plunge out and back release cut. 
• May be in a forest environment in support of a harvesting activity. 

Evidence Guide 

Critical underpinning knowledge 

• Explains: 
◊ OH&S regulations, policies and procedures for removing trees in confined spaces 
◊ identification and evaluation of structural defects in trees 
◊ procedures for calling emergency services at the work site 
◊ first aid and rescue procedures applicable to tree work 
◊ methods of felling and timber disposal 
◊ equipment and protective clothing for felling operations 
◊ potential hazards and methods of minimising risks 
◊ safe working limit of ropes 

Critical Underpinning Skills 

• Demonstrates the ability to: 
◊ safely and effectively operate equipment and material over the full range of processes for removing trees 

in confined spaces 
◊ contribute to assessment of removal method 
◊ implement directional felling of trees 
◊ implement branch and tree removal 

Critical aspects of evidence to be considered 

• OH&S requirements for removing trees in confined spaces. 
• Communication skills. 
• Safely and effectively identify, evaluate, fall and dispose of timber from trees in confined spaces. 
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Interdependent Assessment 

This unit will normally need to be assessed as a discrete/stand alone competency. 

Assessment context 

This unit may be assessed in the workplace or under conditions which accurately simulate a realistic workplace. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •   
Communicating ideas & information •   
Planning & organising activities •   
Working with others in teams •   
Using mathematical ideas & techniques •   
Solving Problems •   
Using technology •   
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Description 

This unit describes the work involved in undertaking complex tree climbing and rigging. 

Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Select appropriate equipment for climbing  

 1) Ropes are selected according to industry specifications and required tree 
works. 

2) Ropes are assessed prior to use and damaged and faulty ropes are discarded 
according to enterprise standards. 

3) Appropriate climbing hardware is selected according to enterprise standards. 
4) Ropes, tools and equipment are checked, handled and maintained and stored 

according to safe work practices, manufacturer’s specifications and enterprise 
guidelines. 

2 Access and descend from trees in complex situations 

 1) Potential hazards and risk are determined in line with enterprise policy. 
2) Trees are accessed in a safe manner using appropriate techniques and 

equipment according to enterprise policy and procedures. 
3) Safe anchor points are selected according to strength and suitability 

requirements. 
4) Tree is descended in a controlled manner according to enterprise procedures. 

3 Undertake tree operations in complex situations  

 1) Team members are informed of role and duties in the operation according to 
enterprise guidelines. 

2) Equipment, machinery and materials are prepared according to enterprise 
guidelines. 

3) Traffic management and safety signs and barriers are erected as required. 
4) Site is prepared and fall area is identified. 
5) Anchor points are selected and branches are lowered by appropriate rigging 

techniques according to safe work practice, branch weight and rope 
characteristics. 

6) Load is lowered in a controlled manner using appropriate cranage points. 
7) Staff are communicated with during operations as required verbally and by 

hand signals. 
8) Debris from tree work is removed and disposed of according to enterprise 

guidelines and area is made good. 
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Range of Variables 

• Complex situations may include; large trees, trees in close proximity to built structures, tall clear-trunk trees 
and variable weather conditions. 

• Industry specifications for ropes may include; type, dynamics, diameter, tensile strength, safe working load 
(SWL) and melting point. 

• Climbing hardware may include; pulleys and blocks, shackles and carabines. 
• Techniques may include; setting false anchor points, footlocking and using climbing spikes. 
• Cranage may include; false crotches, trunk wraps and lowering services. 
• May be in a forest environment in support of a harvesting activity. 

Evidence Guide 

Critical underpinning knowledge 

• Explains: 
◊ OH&S regulations, policies and procedures for undertaking complex tree climbing 
◊ climbing ropes, tools, equipment and hardware 
◊ correct maintenance, handling and storage of climbing hardware 
◊ access and decent techniques for trees in complex situations 
◊ responsibilities in respect to traffic management, safety signs and barriers 
◊ tree operations in complex situations 

Critical Underpinning Skills 

• Demonstrates the ability to: 
◊ safely and effectively operate equipment and material over the full range of processes for undertaking 

complex tree climbing  
◊ select appropriate equipment for climbing 
◊ undertake tree operations in complex situations 

Critical aspects of evidence to be considered 

• OH&S requirements for undertaking complex tree climbing. 
• Communication skills. 
• Safely and efficiently ascent and descent complex trees. 

Interdependent Assessment 

This unit will normally need to be assessed as a discrete/stand alone competency. 

Assessment context 

This unit may be assessed in the workplace or under conditions which accurately simulate a realistic workplace. 
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Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information  •  
Communicating ideas & information  •  
Planning & organising activities  •  
Working with others in teams •   
Using mathematical ideas & techniques •   
Solving Problems  •  
Using technology  •  
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Field A Handling Stock 

Description 

This unit applies to employees required to collect and assemble goods for despatch and storage. 

Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Identify workplace order picking processes, policies and procedures 

 1) Company procedures for order picking and related workplace documentation 
are interpreted. 

2) Stock allocation and location systems are identified and located. 
3) Appropriate manual handling equipment is selected for the required 

Occupational Health and Safety regulations. 

2 Pick and despatch an order 

 1) Work requirements are planned with appropriate equipment and 
documentation assembled. 

2) Zones of the warehouse which store required products are identified and 
located. 

3) Pick path is established. 
4) Where required appropriate pallet(s) for orders are selected and stacked to 

minimise stock damage and maximise stability. 
5) Products are selected and consolidated. 
6) Products/Pallets are located in despatch areas. 
7) Products are assembled to meet workplace schedules. 
8) Orders are consolidated, secured, arranged and placed in storage zones in 

accordance with the schedule. 

3 Record stock levels 

 1) Storage areas are checked and stocks noted for replenishment in accordance 
with company procedures. 

2) Workplace records are completed as required. 
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Range of Variables 

1. General context 
a. Work may be performed under some supervision, generally within a team/group environment. 
b. Customers may be internal or external. 
c. Enterprises may comprise large, medium or small worksites. 
d. Work may be undertaken in various work environments involved in warehousing, storage and 

distribution. 

2. Worksite environment may include 
a. Operations conducted by day or night. 
b. Work conducted in restricted spaces or exposed conditions or controlled or open environments. 
c. Exposure to chemicals, dangerous or hazardous substances and movements of equipment, goods and 

vehicles. 
d. Temperature Controlled Goods. 

3. Sources of information/documents may include 
a. Goods identification numbers and codes 
b. Manifests 
c. Picking slips, merchandise transfers, stock requisitions and bar codes 
d. Manufacturer’s specifications 
e. Company operating procedures and policies 
f. Supplier and/or client instructions 
g. Materials safety data sheets 
h. Phone, Electronic Data Interchange, fax, e-mail, Internet, radio, oral, aural or signed communications 
i. Codes of Practice 
j. Legislation and Regulations 
k. Award, Enterprise Bargaining Agreement, other industrial arrangements  
l. Standards and certification requirements 
m. Quality assurance procedures. 

4. Workplace context may include 
a. Work organisation procedures and practices 
b. Conditions of service, legislation and industrial agreements including 

• workplace agreements and awards 
• occupational health & safety 
• State, Federal or Territory Legislation 

c. Consultative processes may involve 
• staff members 
• management 
• union representatives 
• industrial relations, Occupational Health and Safety specialists 
• other professional or technical staff. 

5. Applicable State/ Territory/ Commonwealth regulations and legislation may include but are not 
limited to 
a. Occupational Health & Safety 
b. Workplace Relations 
c. Workers Compensation 
d. Water and Road use and license arrangements 
e. License, Patent or copyright arrangements 
f. Dangerous goods and air freight regulations 
g. Export/Import/Quarantine/Bond requirements 
h. Environmental Protection Legislation 
i. Emergency Procedures. 
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Evidence Guide 

1. Critical aspects of evidence to be considered 
a. Assessment must confirm appropriate knowledge and skills to: 

• locate, interpret and apply relevant information 
• provide customer/client service and work effectively with others 
• convey information in written and oral form 
• maintain workplace records 
• use workplace colloquial and technical language and communication technologies in the workplace 

context 
• identify and follow order picking processes 
• locate products and assist in assembly of orders 
• monitor stock levels. 

2. Interdependent assessment of units.  This unit of competency may be assessed in conjunction with other 
units that form part of a job role or function. 

3. Required knowledge and skills may include  
a. Displays the following knowledge and skills in terms of job role or function: 

• site layout 
• focus of operation of work system for orders and the relationships and requirements in respect of 

related systems 
• impact of job on enterprise and individual performance 
• application of relevant industrial requirements  
• use of manual handling techniques 
• relevant bond, quarantine or other legislative requirements 
• identification and correct use of equipment, processes and procedures used within context of the job. 

4. Resource implications 
a. Access to warehouse environment and goods to be picked. 

5. Consistency in performance may include 
a. Application of knowledge and skills to 

• establishing plans 
• describing consequences 
• completing tasks 
• identifying improvements 
• applying safety precautions relevant to the task 

b. Shows evidence of application of relevant workplace procedures including 
• hazard policies and procedures including Codes of Practice 
• issue resolution procedures 
• job procedures and work instructions 
• relevant guidelines relating to the safe use of machinery and equipment including the tagging of 

unserviceable or damaged items 
• quality assurance procedures (where existing) 
• security procedures 
• following recognised housekeeping processes 
• waste, pollution and recycling management processes 

c. Action taken promptly-accidents and incidents reported following enterprise procedures. 
d. Recognises and adapts appropriately to cultural differences in the workplace, including modes of 

behaviour and interactions among staff and others. 
e. Work completed systematically with attention to detail and without damage of goods, equipment or 

personnel. 

6. Context for assessment  
a. Assessment may occur on the job or in a simulated workplace. 
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Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information   •   
Communicating ideas & information •    
Planning & organising activities  •   
Working with others in teams •    
Using mathematical ideas & techniques •    
Solving Problems  •   
Using technology  •   
 
 



TDTC197A Drive Vehicle (Core Skills) 

FPI 99  125 
© Australian National Training Authority  

Field  C Driving Vehicles 

Description 

Basic knowledge and skills to drive cars and light vehicles safely, including the systematic, safe and efficient 
control of all vehicle functions and effective management of hazardous situations. 

Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Drive the vehicle 

 1) Vehicle is started, steered, manoeuvred, positioned and stopped in accordance 
with traffic regulations and manufacturers instructions. 

2) Engine power is managed to ensure efficiency and performance and to 
minimise engine and transmission damage. 

3) Driving hazards are identified and/or anticipated and avoided or controlled 
through defensive driving. 

4) The vehicle is driven in reverse, maintaining visibility and achieving accurate 
positioning. 

5) The vehicle is parked, shut down and secured in accordance with 
manufacturer’s specifications, traffic regulations and company procedures. 

2 Monitor traffic and road conditions 

 1) The most efficient route of travel is taken through monitoring and anticipation 
of traffic flows and conditions, road standards and other factors likely to cause 
delays or route deviations. 

2) Traffic and road conditions are constantly monitored and acted upon to enable 
safe operation and ensure no injury to people or damage to property, 
equipment, loads and facilities. 

3 Monitor and maintain vehicle performance 

 1) Vehicle performance is maintained through pre-operational inspections and 
checks of the vehicle 

2) Performance and efficiency of vehicle operation is monitored during use. 
3) Defective or irregular performance or malfunctions are reported to the 

appropriate authority. 
4) Vehicle records are maintained/updated and information is processed in 

accordance with company procedures. 
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Range of Variables 

1. Type of vehicle 
a. Includes all cars and vehicles equal to or less than 4.5 tonnes GVM and seating up to 12 adults including 

the driver and all types of transmission. 

2. Worksite environment  
a. Includes all road transport situations, for example  

• operations conducted at day or night 
• work conducted in confined spaces, exposed conditions and controlled or open environment 
• in the warehouse and at the depot 
• in the vehicle on the road  
• at the client’s workplace 
• in a range of typical weather conditions. 

3. Level of Supervision 
a. May be limited or minimum supervision. 

4. Occupational Health and Safety Standards 
a. As per company and statutory requirements. 

5. Regulations/Legislation 
a. License category information 
b. Traffic laws and regulations 
c. Special regulatory requirements 
d. Emergency procedures. 

6. Documentation and Reporting Systems 
a. As per company requirements. 

7. Procedures 
a. Procedures are those prescribed by the relevant traffic authority and company. 

Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm sufficient knowledge of the road rules, vehicle controls, instruments and 

indicators, defensive driving techniques, engine power management and safe driving strategies. 
b. Assessment must confirm the ability to start, steer, manoeuvre, position and stop a light vehicle; as well 

as to correctly apply the candidate’s knowledge of road rules; vehicle controls, instruments and 
indicators; defensive driving techniques, engine power management and safe driving strategies. 

2. Interdependent assessment of units. This unit usually is assessed in conjunction with any of the specialised 
relevant units in the Driving vehicles field. 

3. Required knowledge and skills may include  
a. Underpinning knowledge 

• road laws 
• vehicle handling procedures 
• vehicle controls and indicators 
• difference between transmission types. 
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b. Underpinning Skills 
• defensive driving 
• map Reading 
• reading 
• monitoring and anticipating traffic hazards 
• stress management. 

4. Resources  
a. Assessment of this competency will require access to relevant vehicle. 

5. Consistency in performance may include 
a. Competence in this unit needs to be assessed over a period of time to ensure consistency of performance 

in a range of contexts. 

6. Context for assessment  
a. Competence must be demonstrable for the relevant work situation, by day or night and in varied weather 

conditions in a real or simulated road transport environment. 
b. Assessment of this unit of competence will usually include observation of real or simulated work 

processes and procedures; quality projects, questioning on underpinning knowledge and skills and 
consideration of evidence of required attitudes. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •    
Communicating ideas & information •    
Planning & organising activities •    
Working with others in teams •    
Using mathematical ideas & techniques •    
Solving Problems •    
Using technology  •   
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Field  C Driving Vehicles 

Description 

Knowledge and skills to drive light rigid vehicles safely, including the systematic, safe and efficient control of 
all vehicle functions and effective management of hazardous situations. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
TDT C1 97 A Drive vehicles (core skills) 
 

1 Drive the light rigid vehicle 

 1) The light rigid vehicle is started, steered, manoeuvred, positioned, stopped in 
accordance with traffic regulations and manufacturers instructions. 

2) Engine power is managed to ensure efficiency and performance and to 
minimise engine and transmission damage. 

3) Driving hazards are identified and/or anticipated and avoided or controlled 
through defensive driving. 

4) The light rigid vehicle is driven in reverse, maintaining visibility and achieving 
accurate positioning. 

5) The light rigid vehicle is parked, shutdown and secured in accordance with 
manufacturer’s specifications, traffic regulations and company procedures. 

2 Monitor traffic and road conditions 

 1) The most efficient route of travel is taken through monitoring and anticipation 
of traffic flows and conditions, road standards and other factors likely to cause 
delays or route deviations. 

2) Traffic and road conditions are constantly monitored and acted upon to enable 
safe operation and ensure no injury to people or damage to property, 
equipment, loads and facilities. 

3 Monitor and maintain vehicle performance 

 1) Vehicle performance is maintained through pre-operational inspections and 
checks of the vehicle. 

2) Performance and efficiency of vehicle operation is monitored during use 
3) Defective or irregular performance or malfunctions are reported to the 

appropriate authority. 
4) Vehicle records are maintained/updated and information is processed in 

accordance with company procedures. 
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Range of Variables 

1. Type of vehicle 
a. Includes all light rigid vehicles for example trucks, buses greater  than 4.5 tonnes or seating more than 12 

adults including the driver. 

2. Worksite environment  
a. Includes all road transport situations, for example  

• operations conducted at day or night 
• work conducted in confined spaces, exposed conditions and controlled or open environment 
• in the warehouse and at the depot 
• in the vehicle on the road  
• at the client’s workplace 
• in a range of typical weather conditions. 

3. Level of Supervision 
a. May be limited or minimum supervision. 

4. Occupational Health and Safety Standards 
a. As per company and statutory requirements. 

5. Regulations/Legislation 
a. License category information 
b. Traffic laws and regulations 
c. Special regulatory requirements 
d. Emergency procedures. 

6. Documentation and Reporting Systems 
a. As per company requirements. 

7. Procedures 
a. Procedures are those prescribed for light rigid vehicles by the relevant traffic authority and company. 

Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm sufficient knowledge of the road rules, vehicle controls, instruments and 

indicators, defensive driving techniques, engine power management and safe driving strategies. 
b. Assessment must confirm the ability to start, steer, manoeuvre, position and stop a light vehicle; as well 

as to correctly apply the candidate’s knowledge of road rules; vehicle controls, instruments and 
indicators; defensive driving techniques, engine power management and safe driving strategies. 

2. Interdependent assessment of units. This unit should be assessed with Drive vehicles (A1). 

3. Underpinning knowledge and skills may include  
a. Underpinning knowledge 

• road laws 
• vehicle handling procedures 
• vehicle controls and indicators 
• efficient driving techniques 
• difference between transmission types. 
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b. Underpinning Skills 
• defensive driving 
• map Reading 
• reading 
• monitoring and anticipating traffic hazards 
• pre-operational checks of light rigid vehicles 
• stress management. 

4. Resources  
a. Assessment of this competency will require access to relevant light rigid vehicle. 

5. Consistency in performance may include 
a. Competence in this unit needs to be assessed over a period of time to ensure consistency of performance 

in a range of contexts. 

6. Context for assessment  
a. Competence must be demonstrable for the relevant work situation, by day or night and in varied weather 

conditions in a real or simulated road transport environment. 
b. Assessment of this unit of competence will usually include observation of real or simulated work 

processes and procedures; quality projects, questioning on underpinning knowledge and skills and 
consideration of evidence of required attitudes. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •    
Communicating ideas & information •    
Planning & organising activities •    
Working with others in teams •    
Using mathematical ideas & techniques •    
Solving Problems •    
Using technology  •   
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Field  C Driving Vehicles 

Description 

Knowledge and skills to drive medium rigid vehicles safely, including the systematic, and efficient control of all 
vehicle functions and effective management of hazardous situations. 

Suggested Pre-Requisites / Co-Requisites 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
TDT C1 97 A Drive vehicles (core skills) 
 

1 Drive the medium rigid vehicle 

 1) The medium rigid vehicle is started, steered, manoeuvred, positioned, stopped 
in accordance with traffic regulations and manufacturers instructions. 

2) Engine power is managed to ensure efficiency and performance and to 
minimise engine and transmission damage. 

3) Engine operation is maintained within manufacturer’s specified torque range 
and temperature through effective transmission use. 

4) Braking system of medium rigid vehicle is managed and operated to ensure 
effective control of the vehicle under all conditions. 

5) Driving hazards are identified and/or anticipated and avoided or controlled 
through defensive driving. 

6) The medium rigid vehicle is driven in reverse, maintaining visibility and 
achieving accurate positioning. 

7) The medium rigid vehicle is parked, shut down and secured in accordance with 
manufacturer’s specifications, traffic regulations and company procedures. 

2 Monitor traffic and road conditions 

 1) The most efficient route of travel is taken through monitoring and anticipation 
of traffic flows and conditions, road standards and other factors likely to cause 
delays or route deviations. 

2) Traffic and road conditions are constantly monitored and acted upon to enable 
safe operation and to ensure no injury to people or damage to property, 
equipment, loads and facilities. 

3 Monitor and maintain vehicle performance 

 1) Vehicle performance is maintained through pre-operational inspections and 
checks of the vehicle. 

2) Performance and efficiency of vehicle operation is monitored during use 
3) Defective or irregular performance or malfunctions are reported to the 

appropriate authority. 
4) Vehicle records are maintained/updated and information is processed in 

accordance with company procedures. 
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Range of Variables 

1. Type of vehicle 
a. Includes all medium rigid vehicles for example any 2-axle rigid vehicle, including truck and bus greater 

than 8 tonnes GVM. 

2. Workplace environment  
a. Includes all road transport situations, for example  

• operations conducted at day or night 
• work conducted in confined spaces, exposed conditions and controlled or open environment 
• in the warehouse and at the depot 
• in the vehicle on the road  
• at the client’s workplace 
• in a range of typical weather conditions. 

3. Level of Supervision 
a. May be limited or minimum supervision. 

4. Occupational Health and Safety Standards 
a. As per company and statutory requirements. 

5. Regulations/Legislation 
a. License category information 
b. Traffic laws and regulations 
c. Special regulatory requirements 
d. Emergency procedures. 

6. Documentation and Reporting Systems 
a. As per company requirements. 

7. Procedures 
a. Procedures are those prescribed for medium rigid vehicles by the relevant traffic authority and company. 

Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm sufficient knowledge of the road rules, vehicle controls, instruments and 

indicators, defensive driving techniques, engine power management and safe driving strategies. 
b. Assessment must confirm the ability to start, steer, manoeuvre, position and stop a medium rigid` 

vehicle; as well as to correctly apply the candidate’s knowledge of road rules; vehicle controls, 
instruments and indicators; defensive driving techniques, engine power management and safe driving 
strategies. 

2. Interdependent assessment of units. This unit should be assessed with Drive vehicles (A1). 

3. Underpinning knowledge and skills may include  
a. Underpinning knowledge 

• road laws 
• medium rigid vehicle handling procedures 
• medium rigid vehicle controls and indicators 
• efficient driving techniques 
• transmission types 
• air brake systems. 
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b. Underpinning Skills 
• defensive driving 
• map Reading 
• reading 
• monitoring and anticipating traffic hazards 
• pre-operational checks of medium rigid vehicles 
• stress management. 

4. Resources  
a. Assessment of this competency will require access to relevant medium rigid vehicle. 

5. Consistency in performance may include 
a. Competence in this unit needs to be assessed over a period of time to ensure consistency of performance 

in a range of contexts. 

6. Context for assessment  
a. Competence must be demonstrable for the relevant work situation, by day or night and in varied weather 

conditions in a real or simulated road transport environment.  Assessment should include both loaded and 
unloaded vehicles. 

b. Assessment of this unit of competence will usually include observation of real or simulated work 
processes and procedures; quality projects, questioning on underpinning knowledge and skills and 
consideration of evidence of required attitudes. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •    
Communicating ideas & information •    
Planning & organising activities •    
Working with others in teams •    
Using mathematical ideas & techniques •    
Solving Problems •    
Using technology  •   
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Field  C Driving Vehicles 

Description 

Knowledge and skills to drive heavy rigid vehicles safely, including the systematic, and efficient control of all 
functions and management of hazardous situations. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
TDT C1 97 A Drive vehicles (core skills) 
 

1 Drive the heavy rigid vehicle 

 1) The heavy rigid vehicle is started, steered, manoeuvred, positioned, stopped in 
accordance with traffic regulations and manufacturers instructions. 

2) Engine power is managed to ensure efficiency and performance and to 
minimise engine and transmission damage. 

3) Engine operation is maintained within manufacturer’s specified torque range 
and temperature through effective transmission use. 

4) Braking system of heavy rigid vehicle is managed and operated to ensure 
effective control of the vehicle under all conditions. 

5) Driving hazards are identified and/or anticipated and avoided or controlled 
through defensive driving. 

6) The heavy rigid vehicle is driven in reverse, maintaining visibility and 
achieving accurate positioning. 

7) The heavy rigid vehicle is parked, shut down and secured in accordance with 
manufacturer’s specifications, traffic regulations and company procedures. 

8) Where required, overwidth and overweight permit applications are undertaken 
in accordance with the relevant regulatory requirements. 

2 Monitor traffic and road conditions 

 1) The most efficient route of travel is taken through monitoring and anticipation 
of traffic flows and conditions, road standards and other factors likely to cause 
delays or route deviations. 

2) Traffic and road conditions are constantly monitored and acted upon to enable 
safe operation and ensure no injury to people or damage to property, 
equipment, loads and facilities. 

3 Monitor and maintain vehicle performance 

 1) Vehicle performance is maintained through pre-operational inspections and 
checks of the vehicle. 

2) Performance and efficiency of vehicle operation is monitored during use 
3) Defective or irregular performance or malfunctions are reported to the 

appropriate authority. 
4) Vehicle records are maintained/updated and information is processed in 

accordance with company procedures. 
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Range of Variables 

1. Workplace context 
a. This unit includes all heavy rigid vehicles driving on public and private roads and work sites: 

• work normally performed under general supervision 
• customers may be internal or external 
• operations conducted day or night and in a variety of weather conditions 
• environment may include movement of equipment, goods, materials and vehicular traffic 

b. Hazards may include:  
• power lines 
• overhead service lines 
• surrounding buildings, structures and facilities 
• underground services 

• uneven or unstable ground and recently filled trenches 
• stationary and moving machinery and equipment 
• hazardous or dangerous materials, 
• traffic hazards and congestion 
• noise, light and energy sources 
• obstructions. 

2. Job role context 
a. Requirements for access to sites may include: 

• site restrictions and procedures 
• authorities and permits 
• support trucks 
• hours of operation 
• communications equipment 
• noise restrictions 

b. Consultative processes may involve: 
• other employees and supervisors 
• management 
• union representatives 
• clients 
• industrial relations, Occupational Health and Safety specialists 
• other professional or technical staff. 

3. Sources of information/documents may include: 
a. Operations manuals including load charts and crane and rigging manuals 
b. Induction documentation 
c. Competency standards and training materials 
d. Job specifications and procedures 
e. Manufacturer’s specifications 
f. Workplace operating procedures and policies 
g. Communications technology equipment, oral, aural or signed communications 
h. Personal and work area work procedures and practices 
i. Applicable State, Territory, Commonwealth legislation and codes of practice which relate to: 

• road traffic laws and regulations 
• occupational health & safety regulations and legislation 
• license requirements 
• environment protection legislation 

j. Standards and certification requirements 
k. Quality assurance procedures 
l. Emergency procedures. 

4. Unit specific factors 
a. Heavy rigid vehicles are described in the relevant transport regulations.
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Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm appropriate knowledge and skills to: 

• start, steer, manoeuvre, reverse, position and stop a heavy rigid vehicle, 
• apply road rules, heavy combination vehicle controls, instruments and indicators, defensive driving 

techniques, engine power management and safe driving strategies 
• communicate effectively in writing and respond to telephone and verbal inquires 
• identify job and site hazards 
• determine required permits 
• use appropriate communication strategies and equipment 
• locate, interpret and apply relevant information 
• maintain company records and documentation 
• identify and safely handle equipment and goods 
• apply hierarchy of control and where necessary, safety precautions appropriate to the task. 

2. Interdependent assessment of units. This unit of competency may be assessed in conjunction with other 
Units that form part of a job role or function. 

3. Underpinning knowledge and skills may include  
a. Underpinning knowledge and skills 

• mobile crane applications, capacities, configurations, safety hazards and control mechanisms 
• implications of OHS/OSH legislation and codes of practice 
• road laws 
• heavy rigid vehicle handling procedures, controls and indicators 
• efficient driving techniques 
• defensive driving 
• map reading 
• monitoring and anticipating traffic hazards 
• pre-operational checks of heavy rigid vehicles 
• permit and licence requirements 
• operational procedures for crane crews 
• prioritising and multi-tasking work 
• company work procedures 
• focus of operation of work systems and equipment 
• application of relevant agreements, codes of practice or other legislative requirements 
• identification and correct use of equipment, processes and procedures 
• planning own work including predicting consequences and identifying improvement. 

4. Resources  
a. Assessment of this competency will require access to relevant heavy rigid vehicle. 

5. Consistency in performance may include 
a. Competence in this unit needs to be assessed over a period of time to ensure consistency of performance 

in a range of contexts. 

6. Context for assessment  
a. Competence must be demonstrable for the relevant work situation, by day or night and in varied weather 

conditions in a real or simulated road transport environment.  Assessment should include both loaded and 
unloaded vehicles. 

b. Assessment of this unit of competence will usually include observation of real or simulated work 
processes and procedures; quality projects, questioning on underpinning knowledge and skills and 
consideration of evidence of required attitudes. 
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Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •    
Communicating ideas & information •    
Planning & organising activities •    
Working with others in teams •    
Using mathematical ideas & techniques •    
Solving Problems •    
Using technology  •   
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Field  C Driving Vehicles 

Description 

Knowledge and skills to drive a heavy combination vehicle safely, including the systematic, safe and efficient 
control of all vehicle functions, coupling of trailers and effective management of hazardous situations. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
TDT C1 97 A Drive vehicles (core skills). 

1 Drive the heavy combination vehicle 

 1) The heavy combination vehicle is started, steered, manoeuvred, positioned, stopped 
in accordance with traffic regulations and manufacturers instructions. 

2) Engine power is managed to ensure efficiency and performance and to minimise 
engine and transmission damage. 

3) Engine operation is maintained within manufacturer’s specified torque range and 
temperature through effective transmission use. 

4) Braking system of heavy combination vehicle is managed and operated to ensure 
effective control of the vehicle under all conditions. 

5) Driving hazards are identified and/or anticipated and avoided or controlled through 
defensive driving. 

6) The heavy combination vehicle is driven in reverse, maintaining visibility and 
achieving accurate positioning. 

7) The heavy combination vehicle is parked uncoupled, shut down and secured in 
accordance with manufacturer’s specifications, traffic regulations and company 
procedures. 

8) Where required, overwidth and overweight permit applications are undertaken in 
accordance with the relevant regulatory requirements. 

9) Appropriate signage, lights and the like are checked for operational effectiveness 
and for conformity to prescribed traffic regulations. 

2 Monitor traffic and road conditions 

 1) The most efficient route of travel is taken through monitoring and anticipation of 
traffic flows and conditions, road standards and other factors likely to cause delays 
or route deviations. 

2) Traffic and road conditions are constantly monitored and acted upon to enable safe 
operation and ensure no injury to people or damage to property, equipment, loads 
and facilities. 

3 Monitor and maintain vehicle performance 

 1) Vehicle performance is maintained through pre-operational inspections and checks 
of the vehicle. 

2) Prime mover and trailer are aligned and coupled in accordance with manufacturer’s 
instructions and company procedures. 

3) Coupled vehicle is checked and tested to ensure it is correctly secured and to 
confirm that it is fully operational. 

4) Performance and efficiency of vehicle operation is monitored during use. 
5) Defective or irregular performance or malfunctions are reported to the appropriate 

authority. 
6) Vehicle records are maintained/updated and information is processed in accordance 

with company procedures. 
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Range of Variables 

1. Workplace context 
a. This unit includes all heavy combination vehicles driving on public and private roads and work sites; 

• work normally performed under general supervision 
• customers may be internal or external 
• operations conducted day or night and in a variety of weather conditions 
• environment may include movement of equipment, goods, materials and vehicular traffic 

b. Hazards may include:  
• power lines 
• noise, light and energy sources 
• overhead service lines 
• surrounding buildings, structures and facilities 
• underground services 
• obstructions 
• uneven or unstable ground and recently filled trenches 
• stationary and moving machinery and equipment 
• hazardous or dangerous materials 
• traffic hazards and congestion. 

2. Job role context 
a. Requirements for access to sites may include: 

• site restrictions and procedures 
• authorities and permits 
• support trucks 
• hors of operation 
• communications equipment 
• noise restrictions 

b. Consultative processes may involve: 
• other employees and supervisors 
• management 
• union representatives 
• clients 
• industrial relations, Occupational Health and Safety specialists 
• other professional or technical staff. 

3. Sources of information/documents may include: 
a. Operations manuals including load charts and crane and rigging manuals 
b. Induction documentation 
c. Competency standards and training materials 
d. Job specifications and procedures 
e. Manufacture’s specifications 
f. Workplace operating procedures and policies 
g. Communications technology equipment, oral, aural or signed communications 
h. Personal and work area work procedures and practices 
i. Applicable State, Territory, Commonwealth legislation and codes of practice which relate to: 

• road traffic laws and regulations 
• occupational health & safety regulations and legislation 
• license requirements 
• environment protection legislation 

j. Standards and certification requirements 
k. Quality assurance procedures 
l. Emergency procedures. 

4. Unit specific factors 
a. Heavy combination vehicles are described in the relevant transport regulations.
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Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm appropriate knowledge and skills to: 

• start, steer, manoeuvre, reverse, position and stop a heavy combination vehicle, 
• apply road rules, heavy combination vehicle controls, instruments and indicators, defensive driving 

techniques, engine power management and safe driving strategies 
• communicate effectively in writing and respond to telephone and verbal inquires 
• identify job and site hazards 
• determine required permits 
• use appropriate communication strategies and equipment 
• locate, interpret and apply relevant information 
• maintain company records and documentation 
• identify and safely handle equipment and goods, apply hierarchy of control and where necessary, 

safety precautions appropriate to the task. 

2. Interdependent assessment of units. This unit of competency may be assessed in conjunction with other 
Units that form part of a job role or function. 

3. Underpinning knowledge and skills may include  
a. Underpinning knowledge and skills 

• mobile crane applications, capacities, configurations, safety hazards and control mechanisms 
• implications of OHS/OSH legislation and codes of practice 
• road laws 
• heavy rigid vehicle handling procedures 
• heavy rigid vehicle controls and indicators 
• efficient driving techniques 
• defensive driving 
• map reading 
• monitoring and anticipating traffic hazards 
• pre-operational checks of heavy rigid vehicles 
• permit and licence requirements 
• operational procedures for crane crews 
• prioritising and multi-tasking work 
• company work procedures 
• focus of operation of work systems and equipment 
• application of relevant agreements, codes of practice or other legislative requirements 
• identification and correct use of equipment, processes and procedures 
• planning own work including predicting consequences and identifying improvement. 

4. Resources  
a. Assessment of this competency will require access to relevant heavy combination vehicle. 

5. Consistency in performance may include 
a. Competence in this unit needs to be assessed over a period of time to ensure consistency of performance 

in a range of contexts. 

6. Context for assessment  
a. Competence must be demonstrable for the relevant work situation, by day or night and in varied weather 

conditions in a real or simulated road transport environment.  Assessment should include both loaded and 
unloaded vehicles. 

b. Assessment of this unit of competence will usually include observation of real or simulated work 
processes and procedures; quality projects, questioning on underpinning knowledge and skills and 
consideration of evidence of required attitudes. 
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Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •    
Communicating ideas & information •    
Planning & organising activities •    
Working with others in teams •    
Using mathematical ideas & techniques •    
Solving Problems •    
Using technology  •   
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Field  C Driving Vehicles 

Description 

Knowledge and skills to drive a multicombination vehicle safely, including the systematic, and efficient control 
of all vehicle functions, coupling of trailers and uncoupling of dollies and effective management of hazardous 
situations. 

Suggested Pre-Requisites/Co-Requisites 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
TDT C1 97 A Drive vehicles (core skills). 
 

1 Drive the multicombination vehicle 

 1) The multi-combination vehicle is started, steered, manoeuvred, positioned, 
stopped in accordance with traffic regulations and manufacturers instructions. 

2) Engine power is managed to ensure efficiency and performance and to 
minimise engine and transmission damage. 

3) Braking system of multi-combination vehicle is managed and operated to 
ensure effective control of the vehicle under all conditions. 

4) Driving hazards are identified and/or anticipated and avoided or controlled 
through defensive driving. 

5) The multi-combination vehicle is driven in reverse, maintaining visibility and 
achieving accurate positioning. 

6) The multi-combination vehicle is parked, shutdown, uncoupled and secured 
according to manufacturer’s specifications, traffic regulations and company 
procedures. 

2 Monitor traffic and road conditions 

 1) The most efficient and permissible route of travel is taken through monitoring 
and anticipation of traffic flows and conditions, road standards and other 
factors likely to cause delays or route deviations. 

2) Traffic and road conditions are constantly monitored and acted upon to enable 
safe operation and ensure no injury to people or damage to property, 
equipment, loads and facilities. 

3 Monitor and maintain vehicle performance 

 1) Vehicle performance is maintained through pre-operational inspections and 
checks of the vehicle. 

2) Prime mover, dollies and trailer are aligned and coupled in proper sequence in 
accordance with manufacturer’s instructions and company procedures. 

3) Coupled vehicle is checked and tested to ensure it is correctly secured and to 
confirm that it is fully operational. 

4) Performance and efficiency of vehicle operation is monitored during use 
5) Defective or irregular performance or malfunctions are reported to the 

appropriate authority. 
6) Vehicle records are maintained/updated and information is processed in 

accordance with company procedures. 
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Range of Variables 

1. Type of vehicle 
a. Includes all multicombination vehicles for example, heavy vehicles with more than one trailer. 

2. Workplace environment  
a. Includes all road transport situations, for example  

• operations conducted at day or night 
• work conducted in confined spaces, exposed conditions and controlled or open environment 
• in the warehouse and at the depot 
• in the vehicle on the road  
• at the client’s workplace 
• in a range of typical weather conditions. 

3. Level of Supervision 
a. May be limited or minimum supervision. 

4. Occupational Health and Safety Standards 
a. As per company and statutory requirements. 

5. Regulations/Legislation 
a. License category information 
b. Traffic laws and regulations 
c. Special regulatory requirements 
d. Emergency procedures. 

6. Documentation and Reporting Systems 
a. As per company requirements. 

7. Procedures 
a. Procedures are those prescribed for multi-combination vehicles by the relevant traffic authority and 

company. 

Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm sufficient knowledge of the road rules, multicombination vehicle controls, 

instruments and indicators, defensive driving techniques, engine power management and safe driving 
strategies, coupling and uncoupling of trailers. 

b. Assessment must confirm the ability to start, steer, manoeuvre, reverse, position and stop a 
multicombination vehicle; as well as to correctly apply the candidate’s knowledge of road rules; 
multicombination vehicle controls, instruments and indicators; defensive driving techniques, engine 
power management and safe driving strategies. 

2. Interdependent assessment of units. This unit should be assessed with Drive vehicles (A1). 

3. Underpinning knowledge and skills may include  
a. Underpinning knowledge 

• road laws 
• multicombination vehicle handling procedures 
• multicombination vehicle controls and indicators 
• efficient driving techniques 
• different transmission types 
• road restrictions relevant to multicombination vehicle. 
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b. Underpinning Skills 
• defensive driving 
• map Reading 
• reading 
• monitoring and anticipating traffic hazards 
• pre-operational checks of multicombination vehicles 
• stress management. 

4. Resources  
a. Assessment of this competency will require access to relevant multicombination vehicle. 

5. Consistency in performance may include 
a. Competence in this unit needs to be assessed over a period of time to ensure consistency of performance 

in a range of contexts. 

6. Context for assessment  
a. Competence must be demonstrable for the relevant classification of vehicle, by day or night and in varied 

weather conditions in a real or simulated road transport environment. 
b. Assessment of this unit of competence will usually include observation of real or simulated work 

processes and procedures; quality projects, questioning on underpinning knowledge and skills and 
consideration of evidence of required attitudes. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •    
Communicating ideas & information •    
Planning & organising activities •    
Working with others in teams •    
Using mathematical ideas & techniques •    
Solving Problems •    
Using technology  •   
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Field D Load Handling 

Description 

This unit applies knowledge and skills to operate a forklift safely, including systematic and efficient control of 
all vehicle functions and effective management of hazardous situations. 

Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Check forklift condition 

 1) Condition of forklift is checked for compliance with enterprise requirements 
for warning devices, operation to specifications and the nature of the load 
shifting exercise. 

2) Attachments are checked to ensure appropriate adjustment and operation. 
3) Mirrors and seats are adjusted for safe operation by the driver. 
4) Logs are checked and appropriate workplace documentation completed. 

2 Drive the forklift 

 1) Forklift is started, steered, manoeuvred, positioned and stopped in accordance 
with traffic regulations and manufacturer’s instructions. 

2) Engine power is managed to ensure efficiency and performance and to 
minimise engine and gear damage. 

3) Driving hazards are identified and/or anticipated and avoided or controlled 
through defensive driving.  The forklift is driven in reverse, maintaining 
visibility and achieving accurate positioning. 

4) The forklift is parked, shut down and secured in accordance with 
manufacturer's specifications, traffic regulations and company procedures. 

3 Operate a forklift to handle loads 

 1) The lifting task to be undertaken is appropriately planned and the correct 
lifting truck and attachments are selected. 

2) The load is lifted, carried, lowered and set down in accordance with 
Occupational Health and Safety legislation, manufacturer's specifications and 
company procedures. 

4 Monitor site conditions 

 1) When selecting the most efficient route, hazards and traffic flow are identified 
and appropriate adjustments are made. 

2) Site conditions are assessed to enable safe operations and to ensure no injury 
to people or damage to property, equipment, loads or facilities occurs. 
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5 Monitor and maintain forklift performance 

 1) Performance and efficiency of vehicle operation is monitored during use. 
2) Defective or irregular performance and malfunctions are reported to company. 
3) Forklift records are maintained/updated in accordance with company 

procedures and legislative requirements. 

Range of Variables 

1. General context 
a. Work may be performed under some supervision, generally within a team environment 
b. Customers may be internal or external 
c. Enterprises may comprise large, medium or small worksites 
d. Work may be undertaken in various work environments. 

2. Worksite environment may include 
a. Operations conducted by day or night 
b. Work conducted in restricted spaces or exposed conditions or controlled or open environments 
c. Exposure to chemicals, dangerous or hazardous substances and movements of equipment, goods and 

vehicles 
d. Warehousing forklift operations including counterbalance trucks, reach trucks, pallet trucks and straddle 

trucks. 

3. Sources of information/documents may include 
a. Goods identification numbers and codes 
b. Manifests 
c. Picking slips, merchandise transfers, stock requisitions and bar codes 
d. Manufacturer’s specifications 
e. Company operating procedures and policies 
f. Supplier and/or client instructions 
g. Materials safety data sheets 
h. Phone, Electronic Data Interchange, fax, e-mail, Internet, radio, oral, aural or signed communications 
i. Codes of Practice 
j. Legislation and Regulations 
k. Award, Enterprise Bargaining Agreement, other industrial arrangements  
l. Standards and certification requirements 
m. Quality assurance procedures 
n. Australian Standard 2359 - Industrial Truck Code. 

4. Workplace context may include 
a. Work organisation procedures and practices 
b. Conditions of service, legislation and industrial agreements including 

• workplace agreements and awards 
• occupational health & safety 
• State, Federal or Territory Legislation. 
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c. Consultative processes may involve 
• staff members 
• management 
• union representatives 
• industrial relations, Occupational Health and Safety specialists 
• other professional or technical staff. 

5. Applicable State/ Territory/ Commonwealth regulations and legislation may include but are not 
limited to 
a. Occupational Health & Safety 
b. Workplace Relations 
c. Workers Compensation 
d. Water and Road use and license arrangements 
e. License, Patent or copyright arrangements 
f. Dangerous goods and air freight regulations 
g. Export/Import/Quarantine/Bond requirements 
h. Marine Orders 
i. Environmental Protection Legislation 
j. Emergency Procedures. 

Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm appropriate knowledge and skills to: 

• locate, interpret and apply relevant information 
• provide customer, client service 
• work effectively with colleagues 
• convey information in written and oral form 
• maintain workplace records 
• use workplace colloquial and technical language and communication technologies in the workplace 

context 
• handle loads and drive defensively 
• manage forklift controls, read instruments and adjust engine power to site requirements 
• drive safely in warehouse environment 
• meet as a minimum requirements of (any) relevant legislation. 

2. Interdependent assessment of units.  This unit of competency may be assessed in conjunction with other 
units that form part of a job role or function. 

3. Required knowledge and skills may include  
a. Displays the following knowledge and skills in terms of job role or function: 

• site layout 
• focus of operation of work systems, equipment, management and site operating systems 
• impact of job on enterprise and individual performance 
• application of relevant industrial or other legislative requirements  
• identification and correct use of equipment, processes and procedures 
• modifying activities dependant on differing workplace contexts and environment 
• application of regulations and company operating procedures on forklift load shifting operation 
• identification of points of balance and safe lifting positions on a range of loads. 

4. Resource implications 
a. Access to forklifts, attachments where appropriate and load to be shifted. 
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5. Consistency in performance may include 
a. Applies knowledge and skills when 

• establishing plans 
• describing consequences 
• completing tasks 
• identifying improvements 
• applying safety precautions relevant to the task. 

b. Follows company and regulatory requirements for forklifts in all operations 
c. Loads safely and economically lifted, shifted and located without damage to equipment 
d. Relocated material is restacked appropriately for the transport method, safe height, weight loading, size 

and crushability of the goods 
e. Shows evidence of application of relevant workplace procedures including 

• hazard policies and procedures including Codes of Practice 
• issue resolution procedures 
• job procedures and work instructions 
• relevant guidelines relating to the safe use of equipment 
• quality assurance procedures (where existing) 
• security procedures 
• following recognised housekeeping processes 
• waste, pollution and recycling management processes 
• reporting of unsafe or damaged equipment. 

f. Action taken promptly-accidents and incidents reported in accordance with Statutory requirements and 
enterprise procedures  

g. Recognises and adapts appropriately to cultural differences in the workplace, including modes of 
behaviour and interactions among staff and others  

h. Work completed systematically with attention to detail and without damage of goods, equipment or 
personnel 

6. Context for assessment  
a. Assessment may occur on the job or in a simulated workplace. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •    
Communicating ideas & information •    
Planning & organising activities  •   
Working with others in teams •    
Using mathematical ideas & techniques  •   
Solving Problems  •   
Using technology  •   
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Field D Load Handling 

Description 

This unit applies knowledge and skills to select, fit and operate forklifts with specialised lifting attachments or 
all terrain equipment. 

Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Check attachments and worksite for suitability 

 1) Suitable work site is selected for operations. 
2) Work area is checked for overhead obstructions and proximity to service 

delivery lines. 
3) Barriers or warning signs are erected in areas subject to passing traffic. 
4) Attachments and platforms are securely fixed to carriage or tines. 
5) Personnel support platforms are inspected to ensure compliance with the 

relevant Australian standard. 

2 Select type of forklift and accessories for required load shifting task 

 1) Situations requiring special equipment or attachments identified to match load 
and work characteristics. 

2) Appropriate specialised equipment selected. 
3) Existing attachments removed and stored according to workplace procedures. 
4) Specialised equipment fitted according to manufacturer's instructions and 

workplace procedures. 
5) Designated staff notified regarding specialist operations. 

3 Shift load and complete work 

 1) Equipment is operated within safe working limits and to maximise efficiency 
of operations. 

2) Load is lifted, carried and set down in accordance with workplace and 
manufacturer's procedures and legislative requirements. 

3) Documentation is completed reporting any damage or faults to goods or 
equipment. 

4) Specialist equipment and forklift returned to appropriate storage/parking area. 

Range of Variables 

1. General context 
a. Work is performed under some supervision, generally within a team/group environment 
b. Customers may be internal or external 
c. Enterprises may comprise large, medium or small worksites 
d. Work may be undertaken in various work environments involved in warehousing, storage and 

distribution 
e. Equipment may be used for stock handling, information storage and gathering computerised warehouse 

equipment. 
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2. Worksite environment may include 
a. Operations conducted by day or night 
b. Work may be conducted in restricted spaces or exposed conditions or controlled or open environments, 

or even or uneven, wet or dry surfaces 
c. Exposure to chemicals, dangerous or hazardous substances and movements of equipment, goods and 

vehicles 
d. Personnel in work area may include company personnel, site visitors, contractors, official representatives 
e. The use of range of attachments include 

• spikes 
• drum carriers 
• bale carriers 
• tines 
• personnel carriers 
• height reaching 
• pantograph 
• jibs 
• paper clamps 
• hooks 
• slide fitters. 

3. Sources of information/documents may include 
a. Goods identification numbers and codes 
b. Manifests 
c. Picking slips, merchandise transfers, stock requisitions and bar codes 
d. Manufacturer’s specifications 
e. Company operating procedures and policies 
f. Supplier and/or client instructions 
g. Materials safety data sheets 
h. Phone, Electronic Data Interchange, fax, e-mail, Internet, radio, oral, aural or signed communications 
i. Codes of Practice 
j. Legislation and Regulations 
k. Award, Enterprise Bargaining Agreement, other industrial arrangements  
l. Standards and certification requirements 
m. Quality assurance procedures 
n. Australian Standard 2359 - Industrial Truck Code. 

4. Workplace context may include 
a. Work organisation procedures and practices 
b. Conditions of service, legislation and industrial agreements including 

• workplace agreements and awards 
• occupational health & safety 
• State, Federal or Territory Legislation. 

c. Consultative processes may involve 
• staff members 
• management 
• union representatives 
• industrial relations, Occupational Health and Safety specialists 
• other professional or technical staff. 
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5. Applicable State/ Territory/ Commonwealth regulations and legislation may include but are not 
limited to 
a. Occupational Health & Safety 
b. Workplace Relations 
c. Workers Compensation 
d. Water and Road use and license arrangements 
e. License, Patent or copyright arrangements 
f. Dangerous goods and air freight regulations 
g. Export/Import/Quarantine/Bond requirements 
h. Marine Orders 
i. Environmental Protection Legislation 
j. Emergency Procedures. 

Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm appropriate knowledge and skills to: 

• locate, interpret and apply relevant information 
• provide customer, client service 
• convey information in written and oral form 
• maintain workplace records 
• use workplace colloquial and technical language and communication technologies in the workplace 

context. 

2. Interdependent assessment of units.  Pre-requisite to this unit is completion of Operating forklifts. 

3. Required knowledge and skills may include  
a. Displays the following knowledge and skills in terms of job role or function: 

• site layout 
• focus of operation of work systems, equipment, management and site operating systems 
• application of relevant industrial or other legislative requirements  
• identification and correct use of equipment, processes and procedures. 

4. Resource implications 
a. Range of forklift attachments. 

5. Consistency in performance may include 
a. Applies knowledge and skills when 

• establishing plans 
• describing consequences 
• completing tasks 
• identifying improvements 
• applying safety precautions relevant to the task. 
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b. Shows evidence of application of relevant workplace procedures including 
• hazard policies and procedures including Codes of Practice 

◊ emergency, fire and accident procedures 
◊ the use of personal protective clothing and equipment conforming to industry standards 

according to the nature of the task 
◊ hazard identification 

• issue resolution procedures 
• job procedures and work instructions 
• relevant guidelines relating to the safe use of machinery and equipment including the tagging of 

unserviceable or damaged items 
• quality assurance procedures (where existing) 
• security procedures 
• following recognised housekeeping processes 
• waste, pollution and recycling management processes  

c. Action taken promptly-accidents and incidents reported in accordance with Statutory requirements and 
enterprise procedures  

d. Recognises and adapts appropriately to cultural differences in the workplace, including modes of 
behaviour and interactions among staff and others  

e. Work completed systematically with attention to detail and without damage of goods, equipment or 
personnel. 

6. Context for assessment  
a. Assessment may occur on the job or in a simulated workplace 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information  •   
Communicating ideas & information  •   
Planning & organising activities   •  
Working with others in teams  •   
Using mathematical ideas & techniques  •   
Solving Problems  •   
Using technology  •   
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Field D Load Handling 

Description 

This unit applies knowledge and skills to transfer goods using specialised load shifting equipment and is to be 
endorsed specifying the relevant equipment. 

Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Plan work for the current working conditions 

 1) Traffic flow and work area conditions are constantly assessed and anticipated 
to allow safe operation to ensure no injury to people, or damage to equipment, 
loads or facilities. 

2) Characteristics of the load are taken into account to ensure that where 
applicable, appropriate attachments are used to transport the load. 

3) Any occurrences in the work area that may affect the safety and efficiency of 
operations are reported to the appropriate personnel. 

2 Use controls and equipment operating systems to manage movement of 
the unit and accessory operations 

 1) Equipment is prepared and any appropriate attachment fitted. 
2) Gear and operational levers are checked to ensure that they are in the neutral 

position prior to inserting ignition key and starting engine. 
3) Engine is started in accordance with manufacturer's guidelines to bring the 

engine to speed. 
4) Instruments and gauges are monitored during start-up and operations to ensure 

that operation is within manufacturer's specifications and enterprise safety 
requirements. 

5) Engine power is managed for efficiency of equipment movement and economy 
of equipment operations. 

6) Equipment operations are conducted within manufacturer's specified torque 
range. 

7) Any faults or damage to equipment are immediately reported to the appropriate 
personnel. 

3 Locate load and identify load characteristics 

 1) Load is located and identified according to instructions. 
2) Loading and unloading plans are followed to ensure efficiency and safety of 

operations. 
3) Characteristics of the load are taken into account to ensure that appropriate 

loading and unloading procedures are followed. 
4) Hazardous goods are identified and relevant procedures are taken into account 

when planning and conducting the work. 
5) Load weight and dimensions are within the capacity of the equipment. 
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4 Move materials and loads 

 1) Equipment is manoeuvred and positioned using smooth and controlled 
movements. 

2) Manoeuvres are within the limits of the equipment and in line with 
manufacturer's specifications. 

3) Materials are moved ensuring no injury to personnel or damage to equipment 
or goods. 

5 Monitor and operate controls 

 1) Equipment controls are monitored and operated in accordance with 
manufacturer's operating instructions. 

2) Control systems are understood and acted upon in accordance with Statutory 
Authority Regulations, manufacturer's guidelines and site operating 
procedures. 

3) Control faults are identified and reported in accordance with company 
guidelines. 

4 Stop, park and secure equipment 

 1) Equipment is brought to a controlled halt within manufacturer's guidelines. 
2) Equipment is parked without injury to personnel or damage to equipment, 

loads or facilities in accordance with company procedures. 
3) Equipment is secured on a flat, even surface and not close to doorways, aisles, 

access-ways or blind corners and in accordance with securing procedures for 
the appropriate equipment. 

Range of Variables 

1. General context 
a. Work may be performed under some supervision, generally within a team/group environment 
b. Customers may be internal or external 
c. Enterprises may comprise large, medium or small worksites 
d. Work may be undertaken in various work environments involved in warehousing, storage and 

distribution. 

2. Worksite environment may include 
a. Operations conducted by day or night 
b. Work conducted in restricted spaces or exposed conditions or controlled or open environments, or even 

or uneven, wet or dry surfaces 
c. Exposure to chemicals, dangerous or hazardous substances and movements of equipment, goods and 

vehicles 
d. Equipment may include 

• heavy forklifts 
• reach stackers 
• excavators 
• front-end loaders 
• bulldozers 
• straddle Carriers 
• shipboard/Wharf Cranes 
• bridge and Gantry Cranes 

e. This unit will be endorsed for the particular equipment. 
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3. Sources of information/documents may include 
a. Goods identification numbers and codes 
b. Manifests 
c. Picking slips, merchandise transfers, stock requisitions and bar codes 
d. Manufacturer’s specifications 
e. Company operating procedures and policies 
f. Supplier and/or client instructions 
g. Materials safety data sheets 
h. Phone, Electronic Data Interchange, fax, e-mail, Internet, radio, oral, aural or signed communications 
i. Codes of Practice 
j. Legislation and Regulations 
k. Award, Enterprise Bargaining Agreement, other industrial arrangements  
l. Standards and certification requirements 
m. Quality assurance procedures 
n. Australian Standard 2359 - Industrial Truck Code 

4. Workplace context may include 
a. Work organisation procedures and practices 
b. Conditions of service, legislation and industrial agreements including 

• workplace agreements and awards 
• occupational health & safety 
• State, Federal or Territory Legislation 

c. Consultative processes may involve 
• staff members 
• management 
• union representatives 
• industrial relations, Occupational Health and Safety specialists 
• other professional or technical staff 

5. Applicable State/ Territory/ Commonwealth regulations and legislation may include but are not 
limited to 
a. Occupational Health & Safety 
b. Workplace Relations 
c. Workers Compensation 
d. Water and Road use and license arrangements 
e. License, Patent or copyright arrangements 
f. Dangerous goods and air freight regulations 
g. Export/Import/Quarantine/Bond requirements 
h. Marine Orders 
i. Environmental Protection Legislation 
j. Emergency Procedures 

Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm appropriate knowledge and skills to: 

• Locate, interpret and apply relevant information 
• Provide customer, client service 
• Convey information in written and oral form 
• Maintain workplace records 
• Use workplace colloquial and technical language and communication technologies in the 

workplace context 
• Loads are shifted safely, equipment used appropriately 

2. Interdependent assessment of units.  This unit of competency may be assessed in conjunction with other 
units that form part of a job role or function. 
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3. Required knowledge and skills may include  
a. Displays the following knowledge and skills in terms of job role or function: 

• site layout 
• focus of operation of work systems, equipment, management and site and organisational operating 

procedures 
• impact of job on enterprise and individual performance 
• application of relevant industrial requirements  
• identification and correct use of equipment, processes and procedures used within context of the job 
• use balance points and estimation of weights in setting up loads to be shifted 

4. Resource implications 
a. Specialised equipment. 

5. Consistency in performance may include 
a. Applies knowledge and skills when 

• establishing plans 
• describing consequences 
• completing tasks 
• identifying improvements 
• applying safety precautions relevant to the task 

b. Shows evidence of application of relevant workplace procedures including 
• hazard policies and procedures including Codes of Practice 
• issue resolution procedures 
• job procedures and work instructions 
• relevant guidelines relating to the safe use of machinery and equipment including the tagging of 

unserviceable or damaged items 
• quality assurance procedures (where existing) 
• security procedures 

c. Action taken promptly-accidents and incidents reported in accordance with Statutory requirements and 
enterprise procedures  

d. Recognises and adapts appropriately to cultural differences in the workplace, including modes of 
behaviour and interactions among staff and others  

e. Work completed systematically with attention to detail and without damage of goods, equipment or 
personnel 

6. Context for assessment  
a. Assessment may occur on the job or in a simulated workplace 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information  •   
Communicating ideas & information  •   
Planning & organising activities  •   
Working with others in teams  •   
Using mathematical ideas & techniques  •   
Solving Problems  •   
Using technology  •   
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Field D Load Handling 

Description 

This unit applies knowledge and skills safely and correctly operate typical mechanised materials handling 
equipment used in the road transport industry. 

Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Select mechanical moving equipment 

 1) The mechanised handling equipment, the route to be taken and procedures to 
be used are selected appropriate to the characteristics of the goods. 

2) Hazardous goods are identified and handled in accordance with procedures for 
hazardous and dangerous goods. 

2 Move goods 

 1) Goods are moved using the selected materials handling equipment in 
accordance with occupational health and safety regulations, manufacturer’s 
instructions and company procedures. 

3 Check goods and complete documentation 

 1) Moved goods are inspected for possible damage during transit 
2) All required documentation is completed for the tracking of the moved goods 

in accordance with company requirements. 

Range of Variables 

1. Type of materials handling equipment 
a. includes all mechanised materials handling equipment, for example, automatic guided vehicle, tow 

motors, high level order picker, conveyor systems, mechanised pallet movers, cranes and hoists, tailgates. 

2. Workplace environment 
a. Includes all road transport situations, for example 

• operations conducted at day or night 
• work conducted in confined spaces, exposed conditions and controlled or open environment 
• in the warehouse  and at the depot 
• in the vehicle on the road  
• at the client’s workplace  
• in a range of typical weather conditions. 

3. Level of Supervision 
a. May be limited or minimum supervision. 

4. Occupational Health and Safety Standards 
a. as per company and statutory requirements. 
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5. Regulations/Legislation 
a. State licensing regulations 
b. Certificates of competency 
c. Supervision requirements 
d. Occupational health and safety requirements. 

6. Documentation and Reporting Systems 
a. As per company requirements. 

7. Procedures 
a. Procedures for identifying and handling various categories of goods are those prescribed by government 

regulation or company policies. 

Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm sufficient knowledge of mechanised mechanical materials handling 

procedures and their suitability for use with different classes of goods. 
b. Assessment must confirm the ability to apply this knowledge in a real or simulated road transport 

environment. 

2. Interdependent assessment of units.  This unit may be assessed in conjunction with Operate forklifts 
and/or any of the units within the field of load handling. 

3. Underpinning knowledge and skills may include  
a. Underpinning knowledge 

• Occupational health and safety requirements 
• mechanised materials handling procedures  
• documentation for the movement of goods. 
• sources of information on occupational health and safety 

b. Underpinning skills  
• operation of mechanised materials handling equipment 
• reading and interpretation of simple statements 
• recognition of dangerous goods 
• writing of movement documentation. 

4. Resource  
a. Assessment of this unit will require access to appropriate loads and loading environments, relevant 

vehicles, appropriate lifting aids and appliances. 

5. Consistency 
a. Competence in this unit needs to be assessed over a period of time to ensure consistency of performance 

in a range of contexts. 

6. Context  
a. Competency in this skill area is required for all drivers in the road transport industry required to use 

mechanised equipment in the loading or unloading of vehicles. 
b. Assessment of this unit of competence will usually include observation of work processes and procedures, 

oral and/or written questioning on underpinning knowledge and skills and consideration of evidence of 
required attitudes. 
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Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •    
Communicating ideas & information •    
Planning & organising activities •    
Working with others in teams •    
Using mathematical ideas & techniques •    
Solving Problems •    
Using technology  •   
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Field D Load Handling 

Description 

This unit applies to skills and knowledge to shift loads by hand. 

Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Assess risks arising from the relocation of the load 

 1) Products, goods or materials to be relocated are identified. 
2) Locations for storage determined and potential routes to be followed 

identified. 
3) Effect of load relocation on original load base is predicted. 
4) Pints of balance estimated. 
5) Required clearances compared to available space and adjustments made. 
6) Effects of moving contents which may be loose, liquid, dangerous or 

hazardous are considered. 
7) Potential risks in route(s) which may be followed are considered. 
8) Risks to self are identified arising from the required lifting, load carrying, set 

down or movement of the goods. 
9) Manual handling procedures for lifting, lowering and carrying, pushing and 

pulling are identified. 
10) Team lifting processes are considered for application. 

2 Plan load relocation 

 1) Relocation of the load is planned consistent with the code of practice for 
manual handling. 

2) Process for relocating load proposed including predicting and planning for 
potential difficulties. 

3) Proposed process checked against code of practice and workplace procedures 
for compliance. 

3 Relocate load 

 1) Required actions of lifting, lowering and carrying, pulling and pushing are 
used. 

2) Applications appropriate for team relocation of load are identified. 
3) Team lifting tasks are co-ordinated. 
4) Planned process and route are followed. 
5) Relocated materials are set down without damage to goods, personnel or 

equipment and checked for stability. 
6) Relocation is checked to see that it meets work requirements, with any 

variance(s) reported. 
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Range of Variables 

1. General context 
a. Work is performed under some supervision, generally within a team environment 
b. Customers may be internal or external 
c. Enterprises may comprise large, medium or small worksites 
d. Work may be undertaken in various work environments 
e. Loads to be shifted may be irregularly shaped, packaged or unpackaged, labelled or unlabelled. 

2. Worksite environment may include 
a. Operations conducted by day or night 
b. Work conducted in restricted spaces or exposed conditions or controlled or open environments 
c. Exposure to chemicals, dangerous or hazardous substances and movements of equipment, goods and 

vehicles 
d. Personnel in work area may include enterprise personnel, site visitors, contractors, official 

representatives. 

3. Sources of information/documents may include 
a. Goods identification numbers and codes 
b. Manifests, bar codes, goods and container identification 
c. Manufacturer’s specifications 
d. Enterprise operating procedures and policies 
e. Supplier and/or client instructions 
f. Materials safety data sheets 
g. Phone, Electronic Data Interchange, fax, e-mail, Internet, radio, oral, aural or signed communications 
h. Codes of Practice including the National Standards for Manual Handling and the Industry Safety Code 
i. Legislation, Regulations and related documentation 
j. Award, Enterprise Bargaining Agreement, other industrial arrangements  
k. Standards and certification requirements 
l. Quality assurance procedures. 

4. Workplace context may include 
a. Work organisation procedures and practices 
b. Conditions of service, legislation and industrial agreements including 

• workplace agreements and awards 
• occupational health & safety 
• State, Federal or Territory Legislation. 

c. Consultative processes may involve 
• staff members 
• management 
• union representatives 
• industrial relations, Occupational Health and Safety specialists 
• other professional or technical staff. 

5. Applicable State/ Territory/ Commonwealth regulations and legislation may include but are not 
limited to 
a. Occupational Health & Safety 
b. Workplace Relations 
c. Workers Compensation 
d. Water and Road use and license arrangements 
e. License, Patent or copyright arrangements 
f. Dangerous goods and air freight regulations 
g. Export/Import/Quarantine/Bond requirements 
h. Marine Orders 
i. Environmental Protection Legislation 
j. Emergency Procedures. 
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Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm appropriate knowledge and skills to: 

• locate, interpret and apply relevant information 
• provide customer/client service and work effectively with others 
• convey information in written and oral form 
• maintain workplace records 
• select and use appropriate workplace colloquial and technical language and communication 

technologies in the workplace context 
• follow the designated work plan for the job 
• use appropriate techniques and body positioning when lifting, lowering and carrying, puling and 

pushing and team lifting. 

2. Interdependent assessment of units.  This unit of competency may be assessed in conjunction with other 
units that form part of a job role or function. 

3. Required knowledge and skills may include  
a. Displays the following knowledge and skills in terms of job role or function: 

• site layout and obstacles 
• identification of manual handling risks, the load on the spine, controlled actions on a movement, 

rotation and side movement of the spine, postures and positions, work layout and loads weight, load 
type and position, frequency, distance and time 

• focus of operation of work systems, equipment or management site and organisational operating 
systems  

• impact of job on enterprise and individual performance 
• application of relevant industrial requirements  
• relevant bond, quarantine or other legislative requirements 
• modifying activities dependant on differing workplace contexts, risk situations and environments 
• estimation of size, shape and special requirements of loads  
• identification of container and goods coding, IMDG markings and where applicable Emergency 

Information Panels 
• eye hand coordination. 

4. Resource implications 
a. Access to loads to be shifted and others to assist in the load shifting process. 

5. Consistency in performance may include 
a. Application of knowledge and skills to 

• establishing plans 
• describing consequences 
• completing tasks 
• identifying improvements 
• applying safety precautions relevant to the task. 

b. Goods are shifted with no damage to self, others or the goods. 
c. Shows evidence of application of relevant workplace procedures including 

• obtaining assistance form other team members when required 
• hazard policies and procedures including Codes of Practice 
• issue resolution procedures 
• job procedures and work instructions 
• quality assurance procedures (where existing) 
• security procedures 
• following recognised housekeeping processes 
• waste, pollution and recycling management processes. 
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d. Action taken promptly-accidents and incidents reported in accordance with Statutory requirements and 
enterprise procedures. 

e. Recognises and adapts appropriately to cultural differences in the workplace, including modes of 
behaviour and interactions among staff and others. 

f. Work completed systematically with attention to detail and without damage of goods, equipment or 
personnel. 

6. Context for assessment  
a. Assessment may occur on the job or in a simulated workplace. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information  •   
Communicating ideas & information •    
Planning & organising activities  •   
Working with others in teams  •   
Using mathematical ideas & techniques  •   
Solving Problems  •   
Using technology  •   
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Field D Load Handling 

Description 

This unit applies to skills and knowledge to use mechanical aids in the shifting of loads. 
Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Assess risks arising from the relocation of the load 

 1) Products, goods or materials to be relocated are identified. 
2) Location for storage is determined. 
3) Routes to be followed are identified. 
4) Points of balance estimated. 
5) Effect of moving contents which may be loose, liquid, dangerous or hazardous 

are considered. 
6) Potential risks in route(s) which may be followed are considered. 
7) Lifting equipment to minimise potential risks is identified. 
8) Appropriate personal protective equipment is worn. 

2 Plan load relocation 

 1) Load shifting equipment selected. 
2) Safe procedures for using lifting equipment identified, including the 

calculation of S.W.L. (Safe Working Load) and/or W.L.L. (Working Load 
Limit) for weight of goods to be moved. 

3) Process for relocating load proposed predicting and planning for potential 
difficulties. 

4) Proposed process checked against relevant Code of Practice and workplace 
procedures for compliance. 

5) Lifting equipment and accessories are checked for safe operation in 
accordance with manufacturer’s instructions and enterprise procedures. 

3 Relocate load 

 1) Any unsafe equipment is reported to appropriate personnel. 
2) Planned process and route are followed using equipment within necessary 

range of limitations. 
3) Relocated materials are set down without damage to goods, personnel or 

equipment and checked for stability. 
4) Relocation is checked to see that it meets work requirements, any variances are 

reported. 
5) Equipment is returned to storage area. 
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Range of Variables 

1. General context 
a. Work is performed under some supervision, generally within a team environment 
b. Customers may be internal or external 
c. Enterprises may comprise large, medium or small worksites 
d. Work may be undertaken in various work environments. 

2. Worksite environment may include 
a. Operations conducted by day or night 
b. Work conducted in restricted spaces or exposed conditions or controlled or open environments 
c. Exposure to chemicals, dangerous or hazardous substances and movements of equipment, goods and 

vehicles 
d. Personnel in work area may include enterprise personnel, site visitors, contractors, official 

representatives. 

3. Sources of information/documents may include 
a. Goods identification numbers and codes 
b. Manifests, bar codes, goods and container identification 
c. Manufacturer’s specifications 
d. Enterprise operating procedures and policies 
e. Supplier and/or client instructions 
f. Materials safety data sheets 
g. Phone, Electronic Data Interchange, fax, e-mail, Internet, radio, oral, aural or signed communications 
h. Codes of Practice including the National Standards for Manual Handling and the Industry Safety Code 
i. Legislation, Regulations and related documentation 
j. Award, Enterprise Bargaining Agreement, other industrial arrangements  
k. Standards and certification requirements 
l. Quality assurance procedures. 

4. Workplace context may include 
a. Work organisation procedures and practices 
b. Conditions of service, legislation and industrial agreements including 

• workplace agreements and awards 
• occupational health & safety 
• State, Federal or Territory Legislation. 

c. Consultative processes may involve 
• staff members 
• management 
• union representatives 
• industrial relations, Occupational Health and Safety specialists 
• other professional or technical staff. 

5. Applicable State/ Territory/ Commonwealth regulations and legislation may include but are not 
limited to 
a. Occupational Health & Safety 
b. Workplace Relations 
c. Workers Compensation 
d. Water and Road use and license arrangements 
e. License, Patent or copyright arrangements 
f. Dangerous goods and air freight regulations 
g. Export/Import/Quarantine/Bond requirements 
h. Marine Orders 
i. Environmental Protection Legislation 
j. Emergency Procedures. 
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Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm appropriate knowledge and skills to: 

• use manual handling equipment to shift loads 
• identify manual handling risks to self, others and equipment 
• estimate effect of load and operating limitations of equipment 
• locate, interpret and apply relevant information 
• maintain workplace records 
• use workplace colloquial and technical language and communication technologies in the workplace 

context. 

2. Interdependent assessment of units.  This unit of competency may be assessed in conjunction with other 
units that form part of a job role or function. 

3. Required knowledge and skills may include  
a. Displays the following knowledge and skills in terms of job role or function: 

• identification and safe use of mechanised materials handling equipment relevant to the workplace 
• focus of operation of work systems, equipment or management, site and organisational operating 

procedures 
• relationships and requirements of work and operating systems in respect of related systems 
• impact of job on enterprise and individual performance 
• application of relevant industrial and legislative requirements 
• identification and correct use of equipment, processes and procedures 
• modification of activities dependant on differing workplace contexts and environments 
• calculation of Safe Working Load and Working Load Limit. 

4. Resource implications 
a. Range of manual handling equipment and goods to be shifted. 

5. Consistency in performance may include 
a. Application of knowledge and skills when 

• establishing plans 
• describing consequences 
• completing tasks 
• identifying improvements 
• applying safety precautions relevant to the task. 

b. Shows evidence of application of relevant workplace procedures including 
• hazard policies and procedures including Codes of Practice 
• emergency, fire and accident procedures 
• the use of personal protective clothing and equipment conforming to industry standards according to  

the nature of the task 
• hazard identification 
• issue resolution procedures 
• job procedures and work instructions 
• relevant guidelines relating to the safe use of machinery and equipment including the tagging of 

unserviceable or damaged items 
• quality assurance procedures (where existing) 
• security procedures 
• following recognised housekeeping processes 
• waste, pollution and recycling management processes. 
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c. Action taken promptly-accidents and incidents reported in accordance with Statutory requirements and 
enterprise procedures  

d. Recognises and adapts appropriately to cultural differences in the workplace, including modes of 
behaviour and interactions among staff and others  

e. Work completed systematically with attention to detail and without damage of goods, equipment or 
personnel. 

6. Context for assessment  
a. Assessment may occur on the job or in a simulated workplace. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information  •   
Communicating ideas & information •    
Planning & organising activities  •   
Working with others in teams •    
Using mathematical ideas & techniques  •   
Solving Problems  •   
Using technology  •   
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Field D Load Handling 

Description 

This unit applies basic skills and knowledge to identify critical characteristics of loads and safely load and 
unload in accordance with enterprise requirements and relevant government regulations. 

Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Load and unload vehicle 

 1) Load characteristics are identified and taken into account when determining 
appropriate loading and unloading procedures. 

2) Dangerous or hazardous goods are identified and handled in accordance with 
required procedures for dangerous or hazardous goods. 

3) Load demonstrating compliance with (any) loading regulations and workplace 
safety requirements. 

4) Lifting aids and appliances are selected and used to aid loading procedures in 
compliance with workplace procedures and safety legislation. 

5) Unloading activities are conducted in a safe and efficient manner taking into 
account suitable locations, stowage, safe use of equipment and the balance of 
the remaining load. 

2 Secure and protect load 

 1) The distribution of the load is checked to ensure that it is even, legal and 
within safe working capacity. 

2) Load is secured using the correct load restraint and protection equipment for 
different loads, carrying and storage conditions. 

3) The load is protected in accordance with legal and workplace safety 
requirements. 

3 Complete documentation 

 1) The load is inspected and checked for security to travel. 
2) All required documentation for the goods is completed in accordance with 

enterprise requirements. 

Range of Variables 

1. General context 
a. Work is performed under some supervision, generally within a team environment 
b. Customers may be internal or external 
c. Enterprises may comprise large, medium or small worksites 
d. Work may be undertaken in various work environments. 
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2. Worksite environment may include 
a. Operations conducted by day or night 
b. Work conducted in restricted spaces or exposed conditions or controlled or open environments 
c. Exposure to chemicals, dangerous or hazardous substances and movements of equipment, goods and 

vehicles 
d. Personnel in work area may include enterprise personnel, site visitors, contractors, official 

representatives. 
e. Cargo to be loaded may require special precautions. 

3. Sources of information/documents may include 
a. Goods identification numbers and codes 
b. Manifests, bar codes, goods and container identification 
c. Manufacturer’s specifications 
d. Enterprise operating procedures and policies 
e. Supplier and/or client instructions 
f. Materials safety data sheets 
g. Phone, Electronic Data Interchange, fax, e-mail, Internet, radio, oral, aural or signed communications 
h. Codes of Practice including the National Standards for Manual Handling and the Industry Safety Code 
i. Legislation, Regulations and related documentation 
j. Award, Enterprise Bargaining Agreement, other industrial arrangements  
k. Standards and certification requirements 
l. Quality assurance procedures. 

4. Workplace context may include 
a. Work organisation procedures and practices 
b. Conditions of service, legislation and industrial agreements including 

• workplace agreements and awards 
• occupational health & safety 
• State, Federal or Territory Legislation 

c. Consultative processes may involve 
• staff members 
• management 
• union representatives 
• industrial relations, Occupational Health and Safety specialists 
• other professional or technical staff. 

5. Applicable State/ Territory/ Commonwealth regulations and legislation may include but are not 
limited to 
a. Occupational Health & Safety 
b. Workplace Relations 
c. Workers Compensation 
d. Water and Road use and license arrangements 
e. License, Patent or copyright arrangements 
f. Dangerous goods and air freight regulations 
g. Export/Import/Quarantine/Bond requirements 
h. Marine Orders 
i. Environmental Protection Legislation 
j. Emergency Procedures. 
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Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm appropriate knowledge and skills to: 

• locate, interpret and apply relevant information 
• provide customer/client service  
• work effectively with colleagues 
• convey information in written and oral form 
• maintain workplace records 
• use workplace colloquial and technical language and communication technologies in the workplace 

context 
• identify load characteristics, dangerous or hazardous goods, manual handling equipment and practices 
• safely load and unload goods following enterprise procedures 
• distribute and secure load for safe transport. 

2. Interdependent assessment of units.  This unit of competency may be assessed in conjunction with other 
units that form part of a job role or function. 

3. Required knowledge and skills may include  
a. Displays the following knowledge and skills in terms of job role or function: 

• site layout 
• focus of operation of work systems, equipment or management, and site organisational operating 

procedures 
• impact of job on enterprise and individual performance 
• application of relevant industrial requirements  
• relevant bond, quarantine or other legislative requirements 
• identification and correct use of equipment, processes and procedures 
• application of regulations and enterprise policy 
• appropriate use of manual handling techniques and equipment 
• modifying activities dependant on differing workplace contexts, risk situations and environments 
• estimation of size, shape and special requirements of loads  
• identification of container and goods coding, IMDG markings and where applicable Emergency 

Information Panels 
• eye hand coordination. 

4. Resource implications 
a. Access to loads to be loaded/unloaded, goods and appropriate space for loading and unloading 

operations. 

5. Consistency in performance may include 
a. Application of knowledge and skills when 

• establishing plans 
• describing consequences 
• completing tasks 
• identifying improvements 
• applying safety precautions relevant to the task 
• assessing operational capability of equipment used and work processes selected. 

b. Loads are packed/unpacked to make safe and effective use of available spaces 
c. Goods receiving special handling and/or documentation are identified and appropriate procedures 

followed 
d. Relocated material is restacked appropriate for the transport method, safe height, weight loading, size and 

crushability of the goods. 
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e. Shows evidence of application of relevant workplace procedures including  
• hazard policies and procedures including Codes of Practice 
• issue resolution procedures 
• job procedures and work instructions 
• relevant guidelines relating to the use of equipment 
• quality assurance procedures (where existing) 
• security procedures 
• following recognised housekeeping processes 
• waste, pollution and recycling management processes. 

f. Action taken promptly-accidents and incidents reported in accordance with Statutory requirements and 
enterprise procedures  

g. Recognises and adapts appropriately to cultural differences in the workplace, including modes of 
behaviour and interactions among staff and others  

h. Work completed systematically with attention to detail and without damage of goods, equipment or 
personnel. 

6. Context for assessment  
a. Assessment may occur on the job or in a simulated workplace. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information •    
Communicating ideas & information •    
Planning & organising activities  •   
Working with others in teams •    
Using mathematical ideas & techniques  •   
Solving Problems  •   
Using technology  •   
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Field D Load Handling 

Description 

This unit applies skills and knowledge for the preparations necessary for transferring cargo using slings on the 
waterfront. 

Suggested Pre-Requisite 

FPI OHS 1A Follow defined occupational health & safety policies & procedures. 
 

1 Prepare for transfer of cargo 

 1) Working area is prepared and maintained in accordance with national 
standards and safety codes and site operating procedures. 

2) Unsafe work practices and or faulty equipment is reported in accordance with 
enterprise procedures. 

3) Correct protective equipment is identified and worn. 

2 Calculate Safe Working Load (SWL) or Working Load Limit (WLL) of 
slings and loads 

 1) Safe Working Load (SWL) or Working Load Limit (WLL) is calculated using 
standardised formulae for different types of lifting cables. 

2) Lifting equipment is checked to determine the safe working load. 
3) Fibre Ropes, Wire Ropes, Chains or Webbing Sling are checked for 

conformity with safety equipment. 

3 Sling cargo and unsling cargo 

 1) Cargo is slung/unslung in accordance with national standards, safety codes and 
site operating procedures. 

2) Correct securing devices are identified and used 
3) Load is steadied by tag lines as required. 
4) Damaged cargo is identified and reported in accordance with enterprise 

procedures. 
5) Slinging attachments are released from load ensuring no injury to personnel or 

damage to machinery or cargo. 

4 Strap and unstrap goods 

 1) Cargo is strapped and unstrapped in accordance with national standards, safety 
codes and site operating procedures. 

2) Mechanical strapping equipment is used in accordance with manufacturer's 
instructions. 

3) Damaged cargo is identified and reported in accordance with enterprise 
reporting procedures. 

4) Strapping arrangements are secured/released to/from load ensuring no injury to 
personnel or damage to machinery or cargo. 
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Range of Variables 

1. General context 
a. Work may be performed under some supervision, generally within a team environment 
b. Customers may be internal or external 
c. Enterprises may comprise large, medium or small worksites 
d. Work may be undertaken in various work environments. 

2. Worksite environment may include 
a. Operations conducted by day or night 
b. Work conducted in restricted spaces or exposed conditions or controlled or open environments 
c. Exposure to chemicals, dangerous or hazardous substances and movements of equipment, goods and 

vehicles 
d. Personnel in work area may include enterprise personnel, site visitors, contractors, official 

representatives. 

3. Sources of information/documents may include 
a. Goods identification numbers and codes 
b. Manifests, bar codes, goods and container identification 
c. Manufacturer’s specifications 
d. Enterprise operating procedures and policies 
e. Supplier and/or client instructions 
f. Materials safety data sheets 
g. Phone, Electronic Data Interchange, fax, e-mail, Internet, radio, oral, aural or signed communications 
h. Codes of Practice including the National Standards for Manual Handling and the Industry Safety Code 
i. Legislation, Regulations and related documentation 
j. Award, Enterprise Bargaining Agreement, other industrial arrangements  
k. Standards and certification requirements 
l. Quality assurance procedures. 

4. Workplace context may include 
a. Work organisation procedures and practices 
b. Conditions of service, legislation and industrial agreements including 

• workplace agreements and awards 
• occupational health & safety 
• State, Federal or Territory Legislation 

c. Consultative processes may involve 
• staff members 
• management 
• union representatives 
• industrial relations, Occupational Health and Safety specialists 
• other professional or technical staff. 

5. Applicable State/ Territory/ Commonwealth regulations and legislation may include but are not 
limited to 
a. Occupational Health & Safety 
b. Workplace Relations 
c. Workers Compensation 
d. Water and Road use and license arrangements 
e. License, Patent or copyright arrangements 
f. Dangerous goods and air freight regulations 
g. Export/Import/Quarantine/Bond requirements 
h. Marine Orders 
i. Environmental Protection Legislation 
j. Emergency Procedures. 
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Evidence Guide 

1. Critical aspects of evidence to be considered. 
a. Assessment must confirm appropriate knowledge and skills to: 

• identify appropriate points for locations of slings 
• sling goods safely and set down without damage 
• locate, interpret and apply relevant information 
• provide customer/client service and work effectively with others 
• convey information in written and oral form 
• maintain workplace records 
• use workplace colloquial and technical language and communication technologies in the workplace 

context. 

2. Interdependent assessment of units.  This unit of competency may be assessed in conjunction with other 
units that form part of a job role or function. 

3. Required knowledge and skills may include  
a. Displays the following knowledge and skills in terms of job role or function: 

• site layout 
• focus of operation of work systems, equipment or management, and site operating procedures 
• relationships and requirements of work and operating systems in respect of related systems 
• impact of job on enterprise and individual performance 
• application of relevant industrial requirements  
• relevant bond, quarantine or other legislative requirements 
• identification and correct use of equipment, processes and procedures used within context of the job 
• requirements for Safe Working Load (SWL) or Working Load Limit (WLL). 

4. Resource implications 
a. Range of lifting slings, ropes, cables and nets. 

5. Consistency in performance may include 
a. Application of knowledge and skills when 

• establishing plans 
• describing consequences 
• completing tasks 
• identifying improvements 
• applying safety precautions relevant to the task. 

b. Shows evidence of application of relevant workplace procedures including 
• hazard policies and procedures including Codes of Practice 
• issue resolution procedures 
• job procedures and work instructions 
• relevant guidelines relating to the safe use of machinery and equipment including the tagging of 

unserviceable or damaged items 
• quality assurance procedures (where existing) 
• security procedures 
• following recognised housekeeping processes 
• waste, pollution and recycling management processes. 

c. Action taken promptly-accidents and incidents reported in accordance with Statutory requirements and 
enterprise procedures  

d. Recognises and adapts appropriately to cultural differences in the workplace, including modes of 
behaviour and interactions among staff and others  

e. Work completed systematically with attention to detail and without damage of goods, equipment or 
personnel. 
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6. Context for assessment  
a. Assessment may occur on the job or in a simulated workplace. 

Key Competencies & Application to Standards 

Key Competency  Level  
 1 2 3 
Collecting, analysing & organising information  •   
Communicating ideas & information  •   
Planning & organising activities  •   
Working with others in teams  •   
Using mathematical ideas & techniques  •   
Solving Problems  •   
Using technology  •   
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CA.1 
AQF ⊇/⊄ 

 
Operate Retail Equipment 

This unit involves the operation of a variety of retail equipment. It 
encompasses the identification of the correct equipment required for 
a given task, maintenance required and operating competencies. 

 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
  

CA.1.1 Maintain Retail 
Equipment 

ν Purpose of equipment used in store/department 
identified accurately. 

ν Equipment operated according to design 
specifications. 

ν Equipment faults identified and reported. 

ν Maintenance program for retail equipment identified 
and applied according to store policy. 

CA.1.2 Apply Keyboard Skills ν Keyboard operated using typing techniques within 
designated speed and accuracy requirements. 

ν Information entered and edited accurately. 

CA.1.3 Operate Data Entry 
Equipment 

ν Data entered using portable data entry equipment 
according to store policy and procedures. 

ν Price marking equipment operated according to 
store policy. 

ν Data entered accurately and within designated time 
limits. 
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RANGE OF VARIABLES 

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to store administrative and clerical systems. 

ν Store merchandise and service range. 

ν Size, type and location of store. 

ν Range of responsibility. 

ν Types of equipment used. 

ν Retail equipment is not limited to, but may include: 
− point of sales terminals 
− electronic bar coding equipment for price labelling and stocktaking 
− printers 
− electronic ordering equipment 
− wrapping and packing equipment, eg. shrink wrapping 
− equipment for carrying or moving merchandise 
− equipment for storage of merchandise including refrigerators 
− weighing machines 
− thermometers 
− dye tag removers 
− trolley return equipment. 
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EVIDENCE GUIDE 
        

The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν operating a range of store retail equipment according to store policy and procedures and 
industry codes of practice 

ν operating and maintaining a range of store retail equipment according to manufacturers’ 
instructions and design specifications 

ν applying store maintenance program and reporting of faults/problems 

ν consistently applying safe work practices, in the operation and maintenance of store retail 
equipment, according to occupational health and safety legislation/regulations/codes of practice 

ν reading and interpreting operation manuals to solve routine faults/errors and to maintain and use 
the equipment effectively 

ν using keyboard skills to enter and edit data accurately 

ν completing tasks in set time frame. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the 
required standard in this unit. 
ν Operational knowledge of store policies and procedures, in regard to: 

• the operation of store retail equipment 

• maintenance of store retail equipment 

• reporting problems and faults. 

ν Basic operational knowledge of relevant: 

• legislation and statutory requirements, including: 
− occupational health and safety regulations 

• industry codes of practice, including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

ν Knowledge of purpose and impact of using electronic technology. 

ν Operational skills and techniques in: 

• completing tasks in set time frame 

• dealing with different types of transactions 

• following common fault finding procedures 

ν Knowledge of the operation and maintenance of store retail equipment which may include: 

• point of sale terminals such as registers, EFTPOS, credit cards 

• numerical display boards 
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EVIDENCE GUIDE (CONTINUED) 

  

• printers 

• electronic scales/weighing machines 

• calculators  

• scanners/electronic bar coding equipment calculators 

• dye tag removers 

• thermometers 

• refrigeration or food storage equipment 

• pricing and security equipment 

• trolley return equipment 

• equipment for carrying or moving merchandise (eg. trolleys, pallet jacks, pedestrian forklifts) 

• wrapping and packing equipment (eg. shrink wrapping). 

ν Skills for the operation and use of store retail equipment which may include: 

• keyboard skills 

• numeric keypad skills 

• electronic data entry skills. 

ν Literacy skills in regard to reading store procedures for operating equipment 

ν Numeracy skills for using equipment 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

1 1 1 1 1 1 1 

Note:  The Key Competencies whose levels are in shaded boxes require explicit emphasis. 



 

FPI 99  185 
© Australian National Training Authority  

 
EVIDENCE GUIDE (CONTINUED) 

  

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for CA.1: Operate Retail Equipment, the candidate will demonstrate the ability to 
effectively operate retail equipment specific to the work area, including fault identification and 
reporting procedures. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 
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EVIDENCE GUIDE (CONTINUED) 

  

Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit CA.1: Operate Retail Equipment is a Phase A unit within Certificate II in Retail Operations.  All 
Phase A units are essential.  The other Phase A Units are: 

CS.1: Communicate in the Workplace 
ER.1: Work Effectively in a Retail Environment 
LP.1:  Apply Safe Working Practices 
M.2:   Perform Routine Housekeeping Duties. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase A has been completed the candidate will undertake an 
Integrated Competency Assessment based on the theme Developing Good Working Habits. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit CA.1: Operate Retail Equipment which are 
critical to the theme of Developing Good Working Habits in order to demonstrate the acquisition of 
basic work skills, knowledge and good work habits essential for all retail employees. 

The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase A. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν relevant documentation, such as: 

• store policy and procedure manuals 

• manufacturers’ instructions/operation manuals. 

ν a range of store retail equipment which may include but is not limited to the following: 

• point of sale terminals 

• electronic barricading equipment for price labelling 

• electronic ordering equipment 

• wrapping and packing equipment, such as shrink wrapping 

• equipment for carrying/moving/storing merchandise, such as pallet jack (or fork lift if 
licensed) 

• weighing machines 

• thermometers 

• dye tag removers 

• trolley return equipment 

• numerical keyboard equipment including calculators 

• scanners. 

ν qualified workplace assessor. 
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CA.2 
AQF ⊄ 

 
Apply Retail Office Procedures 

This unit is based on the National Clerical - Administrative 
Competency Standards (Private Sector) and is equivalent to TEC201 
and INF201. It involves office clerical functions in a retail situation. 

 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
  

CA.2.1 Process Incoming and 
Outgoing Mail 

ν Incoming mail sorted and dispatched to nominated 
person/location. 

ν Outgoing mail collected and checked to ensure all 
items correctly prepared for dispatch. 

ν Mail recorded, according to store policy. 

ν Mail dispatched to meet designated time limits. 

CA.2.2 Process Bulk Mail ν Documents collated as required. 

ν Envelopes sorted and batched according to 
Australia Post specifications. 

ν Batched items lodged for delivery. 

CA.2.3 Operate Office 
Equipment 

ν Appropriate equipment identified for intended 
application. 

ν Equipment operated in accordance with 
instructions. 

ν Equipment faults identified and rectified or 
reported. 

ν Opening and shut down processes are followed 
according to store procedures. 

ν Maintenance program for equipment maintained to 
ensure down time is minimised. 

CA.2.4 File and Retrieve 
Documents 

ν Documents filed according to store policy. 

ν Documents identified and retrieved as requested. 

ν Existing records accurately updated and modified. 

ν Designated inactive files removed, processed and 
stored according to store policy. 

ν New files accurately assembled. 

ν Documentation movements accurately recorded. 
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ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

CA.2.5 Establish Contact with 
Internal and External 
Customers 

ν Telephone system functions used according to 
store policy. 

ν Telephone, facsimile or electronic mail numbers 
obtained and accurately recorded. 

ν Incoming calls answered promptly and according to 
store policy. 

ν Contact established and purpose of contact clearly 
conveyed. 

ν Calls transferred or placed on hold as required. 

ν Customers kept informed of delays and what action 
is being taken. 

ν Messages recorded accurately and calls promptly 
returned if required. 

CA.2.6 Prepare Simple 
Correspondence 

ν Correspondence prepared and presented for 
approval and/or signature without undue delay. 

ν Text written using clear, concise language. 

ν Spelling, punctuation and grammar are correct. 

ν Standard form letters used according to store 
policy. 
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RANGE OF VARIABLES 

  

The Range of Variable statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to store administrative and clerical systems. 

ν Size, type and location of store. 

ν Resources required to complete tasks. 

ν Store telephone system 

ν Telephone and other communication numbers may be internal or external. 

ν Mail dispatching and collecting procedures, including internal systems, Australia Post and 
courier services 

ν Recording/filing systems. 

ν Equipment used may include but is not limited to the following: 
− facsimile machine 
− telephone system 
− photocopier 
− answering machine 
− public address system 
− paging system 
− franking machine 
− typewriters. 

ν Number of staff. 
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EVIDENCE GUIDE 

  

The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying procedures for the processing of mail, including bulk mail 

ν operating and maintaining office equipment in accordance with store policies and procedures 

ν filing and retrieving documents in accordance with store policies and procedures 

ν following procedures for establishing contact with internal and external customers 

ν consistently applying procedures for the preparation of simple correspondence. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the 
required standard in this unit. 
ν Operational knowledge of store policies and procedures, in regard to: 

• store administrative and clerical systems. 

• organisation of work routine 

• receiving and dispatching incoming and outgoing mail 

• processing information 

• reporting problems and faults. 

ν Knowledge of operation of office technology: 

• facsimile machine 

• telephone/switchboard 

• photocopier 

• answering machine 

• public address system 

• paging system 

• franking machine. 

ν Operational skills and techniques in: 

• completing tasks in set time frame 

ν Literacy and numeracy skills in regard to processing, recording and documenting information. 
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EVIDENCE GUIDE (CONTINUED) 

  

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

1 1 1 1  1 1 

Note:  The Key Competencies whose levels are in shaded boxes require explicit emphasis. 

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 
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EVIDENCE GUIDE (CONTINUED) 

  

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for CA.2: Apply Retail Office Procedures, the candidate will demonstrate the ability to 
use and apply typical retail office equipment procedures and performing a variety of routine office 
tasks in accordance with store policies and procedures. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 

Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit CA.2: Apply Retail Office Procedures is a Phase C3 unit within Certificate II in Retail 
Operations. Phase C3 is an elective stream.  The other Phase C3 Units are: 

CA.3: Apply Retail Office Keyboard Skills 
F.2:    Perform Retail Finance Duties 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase C3 has been completed the candidate will undertake an 
Integrated Competency Assessment based on the theme Communicating Through Documents. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit CA.2: Apply Retail Office Procedures which are 
critical to the theme of Communicating Through Documents in order to demonstrate the acquisition 
of knowledge and skills in providing administrative support for the sales function, including 
documentation relating to orders, finances and merchandise. 
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EVIDENCE GUIDE (CONTINUED) 

  

The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase C3. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 

Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν relevant documentation, such as: 

• store policy and procedure manuals 

• manufacturers’ instructions/operation manuals. 

ν a range of store retail equipment which may include but is not limited to the following: 

• facsimile machine (fax) 

• computer electronic mail system (E-Mail) 

• telephone systems 

• photocopier 

• answering machine 

• public address system 

• paging system 

• franking machine 

• typewriters and/or computers. 

ν qualified workplace assessor. 
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CA.5 
AQF ⊂ 

 
Operate Retail Information 
Technology Systems 

This unit involves the use and application of the store information 
technology system.  It requires a knowledge of the hardware and 
software in use, and the ability to enter, retrieve and use information 
as required. 

 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
  

CA.5.1 Use Store Information 
Technology System 

ν Knowledge of store information technology system 
accurately demonstrated and conveyed to other 
staff members as required. 

ν Hardware accurately identified and operated 
according to manufacturers instructions and store 
procedures. 

ν Software including database, menus and Electronic 
Data Interchange (E.D.I.), accurately identified and 
used according to manufacturers instructions and 
store procedures. 

ν Application and uses of software available, 
accurately identified and used according to store 
procedures. 

ν Data transmitted according to Electronic Data 
Interchange procedures as required. 

ν Keyboard skills used accurately to enter 
information as required by store policies. 

ν Back up procedures regularly performed according 
to store procedures. 

CA.5.2 Edit/Update Information ν Information to be edited/updated correctly identified 
according to store procedures. 

ν Information on system accurately edited/updated 
according to store procedures. 

ν Price changes accurately identified and entered 
into store system as required. 

ν Matching of shelf data price and computer records 
ensured. 
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ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

CA.5.3 Solve Problems ν Equipment/hardware/software faults identified and 
rectified where possible or expert assistance sought 
without delay. 

ν Maintenance program for hardware and software 
systems monitored and implemented according to 
manufacturers specifications and store procedures. 

ν Routine problems handled using appropriate 
problem solving techniques and referred to 
appropriate personnel as required. 

ν Problems arising at point of sale including EFTPOS 
credit and cheque facilities, evaluated and resolved 
according to store procedures. 

ν Assistance positively and actively provided to staff 
as problems arise. 
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RANGE OF VARIABLES 

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policy and procedures in regard to information technology systems. 

ν Store merchandise range. 
ν Size, type and location of store. 
ν Industry codes of practice. 
ν Range of responsibility. 
ν Types of equipment used including: 

− personal computers/terminals which may be stand alone or networked 
− scanning equipment 
− bar coding 
− point of sale terminals 
− pricing equipment. 

ν Types of software used including: 
− menus 
− database 
− electronic data interchange (E.D.I.). 

ν Systems used may include: 
− centrally based 
− store based 
− network. 

ν System may be loaded/downloaded electronically or manually. 
ν Applications and use of information technology systems may include: 

− point of sale operations 
− EFTPOS 
− credit cards 
− smart cards 
− loyalty cards 
− credit checks granting of credit, loans 
− arrangement of credit for customer via a third party 
− customer details, records 
− financial details 
− pricing, price changes 
− store specials, suppliers deals (direct to store) 
− inventory control/stock losses 
− ordering of stock 
− stock transfers 
− staff productivity, scanning rates, sales volume 
− staff payroll (from staff log in and log out) 
− staff rosters 
− sales reports 
− individual/department/item sales performances 
− profitability of lines/items. 
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ν Information to be entered may include: 
− price changes (manually or electronically) 
− staffing information 
− customer details/records including names, addresses, consumer information/profiles 
− stock records 
− stock transfers 
− orders. 

ν Stock ordering/selling may include: 
− electronic cataloguing 
− use of multi-media 
− selling from computer screen 
− electronic data interchange (E.D.I.) 
− delivery management 
− use of internet facilities 
− suppliers using shopping pages to communicate information direct to customer. 

ν Stores may use internet for communication. 

ν System problems may relate to: 
− hardware faults, breakdowns 
− software 
− staff abilities/training 
− point of sale, eg. EFTPOS, credit facilities, cheque clearances 
− pricing variations. 

ν Problems may be solved by: 
− routine procedures 
− manufacturers recommendations 
− lateral thinking 
− operator or manager 
− referral to specialist/expert. 

ν Varying levels of staff training. 
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EVIDENCE GUIDE 
  

The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program.  

This unit assumes and builds on competency in Unit CA.1: Operate Retail Equipment, Unit 
CA.3: Apply Retail Office Keyboard Skills and Unit CS.2: Apply Point of Sale Handling 
Procedures. 

Critical Aspects of Evidence 
Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying store policies and procedures in regard to information technology systems 
including: 

• resolution of system faults 

• use and application of store credit and EFTPOS 

• assessing and entering information on store system 

ν following requirements of relevant legislation and statutory requirements including Consumer 
Law and credit procedures. 

Underpinning Knowledge and Skills 
The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 
ν Knowledge and application of store policies and procedures, in regard to: 

• use and operation of store information technology systems including: 
− use and maintenance of hardware and software systems 
− solutions to problems/breakdowns 
− operation of equipment. 

ν Knowledge, understanding and application of: 

• legislation and statutory requirements including: 
− consumer law 
− credit procedures 
− occupational health and safety 

• industry codes of practice including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

ν Knowledge of: 

• store product and services range, including pricing structure 

• manufacturers specifications in regard to operation of hardware and software 

• use, application and operation of software including: 
− databases 
− menus 
− electronic data exchange (E.D.I.). 

ν Knowledge of and techniques in problem solving 
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Key Competencies 
This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 2 2 2 2 2 2 

Note:  The Key Competencies whose levels are in shaded boxes require explicit emphasis. 

Method and Context of Assessment 
This section should be read in conjunction with the Qualifications, Section 3.5 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for CA.5: Operate Retail Information Technology Systems, the candidate will 
demonstrate the ability to use and operate store information technology systems, including system 
maintenance, problem solving and fault reporting. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate III in 
Retail Operations. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competence for Certificate III in Retail Operations are 
set out in the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competence have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competence. 

Unit CA.5 Operate Retail Information Technology Systems is either a Phase C or a Phase E unit 
within Certificate III in Retail Operations. Phase C and Phase E are elective streams. 

Refer to the Qualifications, Section 3.5 for the other Phase C and Phase E units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competence in either Phase C or Phase E has been completed, the candidate 
will undertake an Integrated Competency Assessment based on the theme for that phase:   

Phase C: Developing and Recognising Retail Skills. 
Phase E: Co-ordinating Retail Office Functions 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit CA.5 Operate Retail Information Technology 
Systems, which are critical to either the theme of Phase C or the theme of Phase E. 

The Phase C theme, Developing and Recognising Retail Skills requires the candidate to 
demonstrate an ability to develop, deliver and assess the effectiveness of a training program which 
is based on and relates the selected co-ordination and specialist elective units to the workplace 
situation. 

The Phase E theme, Co-ordinating Retail Office Functions requires the candidate to demonstrate 
an ability to co-ordinate a team within the selected administrative areas. The details of the 
Integrated Competency Assessment should be negotiated with the qualified assessor according to 
the candidate’s choice of elective units and role in the workplace. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competence within either Phase C or Phase E. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the Assessment. 

All resources must be provided for the assessment.  The resources should relate specifically to 
store policies, procedures and range of stock and equipment.  Resources may include: 

ν a retail environment 

ν hardware and software instruction manuals 

ν information technology system 

ν Relevant documentation such as: 

• store policies and procedures on management of information technology systems 

• legislation and statutory requirements including: 
− occupational health and safety 
− consumer law 

• industry codes of practice including 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

ν qualified workplace assessor. 
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CS.2 
AQF ⊄ 

 
Apply Point of Sale Handling 
Procedures 

This unit involves operations at the point of sale area. It 
encompasses procedures for use of point of sale equipment and for 
completing a sales transaction. 

 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
  

CS.2.1 Operate Point of Sale 
Equipment 

ν Point of sale equipment operated according to 
design specifications. 

ν Point of sale terminal opened and closed according 
to store procedure. 

ν Point of sale terminal cleared and tender 
transferred according to store procedure. 

ν Cash handled according to store security 
procedures. 

ν Supplies of change in point of sale terminal 
maintained according to store policy. 

ν Active point of sale terminals attended according to 
store policy. 

ν Records completed for transaction errors according 
to store policy. 

ν Adequate supplies of dockets, vouchers and point 
of sale documents maintained. 

ν Customers informed of delays in the point of sales 
operation. 

CS.2.2 Perform Point of Sale 
Transactions 

ν Point of sale transactions completed according to 
store policy. 

ν Store procedures identified and applied in respect 
of cash and non-cash transactions, eg. EFTPOS, 
credit card, cheque and lay-by, gift vouchers. 

ν Store procedures identified and applied in regard to 
exchanges and returns. 

ν Goods moved through point of sale area efficiently 
and with attention to fragility and packaging. 

ν Information entered into point of sale equipment 
accurately. 

ν Price/total/amount of cash received stated verbally 
to customer. 

ν Correct change tendered. 
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CS.2.3 Complete Sales ν Customer order forms, invoices, receipts 
completed accurately. 

ν Customer delivery requirements identified and 
processed accurately, without undue delay. 

ν Sales transactions processed without undue delay 
or customers directed to point of sale terminals 
according to store policy. 

CS.2.4 Wrap and Pack Goods ν Adequate supplies of wrapping material or bags 
maintained/requested. 

ν Appropriate packaging material selected. 

ν Merchandise wrapped neatly and effectively where 
required. 

ν Items packed safely to avoid damage in transit, and 
labels attached where required. 

ν Transfer of merchandise for parcel pick-up or other 
delivery methods arranged if required. 
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The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to operation of point of sale equipment, security and 
sales transactions. 

ν Store facilities in regard to customer service. 

ν Size, type and location of store. 

ν Store merchandise range including size and weight. 

ν Store services range. 

ν Regular and new customers. 

ν Customers may include people from a range of social, cultural or ethnic backgrounds and 
physical and mental abilities. 

ν Point of sale equipment may be manual or electronic. 

ν Point of sale transactions may include cash or non-cash transactions including EFTPOS, 
cheques, credit cards, smart cards, lay-by, credits and returns and gift vouchers. 

ν Wrapping techniques may vary according to merchandise range. 

ν Levels of staffing, eg. staff shortages. 

ν Varying levels of staff training. 

ν Routine or busy trading conditions. 

ν Full-time, part-time or casual staff. 

ν Customers with routine or special requests. 

ν Handling techniques may vary according to stock characteristics and industry codes of practice. 

ν Bag checking procedures. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently operating Point of Sale equipment according to manufacturers’ instructions and 
store policies and procedures 

ν consistently applying store policies and procedures in regard to cash handling and point of sale 
transactions, according to the range of variables 

ν processing sales transaction information responsibly and accurately according to store policies 
and procedures 

ν consistently applying store policies and procedures in regard to the handling, packing and 
wrapping of goods/merchandise. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Operational knowledge of store policies and procedures, in regard to: 

• customer service 

• point of sale procedures/transactions 

• allocated duties and responsibilities 

• processing information. 

ν Knowledge of: 

• range of services provided by the store 

• stock availability. 

ν Basic operational knowledge of relevant: 

• legislation and statutory requirements, including consumer law 

• industry codes of practice, including:  
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code. 

ν Operational skills and techniques in: 

• questioning/listening 

• verbal and non verbal communication 

• following set routines and procedures 

• dealing with different types of transactions 

• wrapping and packing techniques 

• store bag checking procedures 

• merchandise handling techniques. 
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ν Knowledge of cash and non cash handling procedures, including: 

• opening and closing point of sale terminal 
• clearance of terminal and transference of tender 
• maintenance of cash float 
• tendering of change 
• counting cash 
• calculating non-cash documents 
• balancing point of sale terminal 
• recording takings 
• security of cash and non-cash transactions 
• change required and denominations of change  
• EFTPOS 
• credit cards 
• gift vouchers 
• lay by 
• credits, credit notes and returns 
• cheques / travellers cheques 
• customer accounts 
• COD. 

ν Knowledge of the functions and procedures for operating Point of Sale equipment, including: 
• registers 
• numerical display boards 
• calculators  
• electronic scales 
• scanners 
• EFTPOS 
• credit cards 
• lay by 
• credits and returns 
• cheques / travellers cheques 
• customer accounts 
• COD. 

ν Literacy skills in regard to written sales and delivery documentation. 

ν Numeracy skills in regard to handling cash. 
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Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

1 1 1 1 1 1 1 

 
Note: The Key Competencies whose levels are in shaded boxes require explicit emphasis 
 

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 
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Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for CS.2: Apply Point of Sale Handling Procedures, the candidate will demonstrate the 
ability to solve common problems which may occur during the performance of a range of point of 
sale transactions according to store policies and procedures. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 

Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit CS.2: Apply Point of Sale Handling Procedures is a Phase B unit within Certificate II in Retail 
Operations.  All Phase B units are essential.  The other Phase B Units are: 

LP.2:  Minimise Theft 
CS.3: Interact With Customers 
I.1:     Perform Stock Control Procedures 
F.1:    Balance the Register/Terminal. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase B has been completed the candidate will undertake an 
Integrated Competency Assessment based on the theme Protecting the Store Against Loss. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit CS.2: Apply Point of Sale Handling Procedures 
which are critical to the theme of Protecting the Store Against Loss including customers, money and 
stock. 

The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase B. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν relevant documentation, such as: 

• financial transaction dockets/slips 

• stock/inventory/price lists 

• store policy and procedure manuals 

ν a range of Point of Sale equipment and materials 

ν qualified workplace assessor. 
 
 
 



 

FPI 99  213 
© Australian National Training Authority  

CS.3 
AQF ⊄ 

 
Interact with Customers 

This unit encompasses the competencies required to deliver service 
to customers. 

 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
  

CS.3.1 Deliver Service to 
Customers 

ν Communication with customers conducted in a 
professional, courteous manner, according to store 
policy. 

ν Customers’ needs and reasonable requests met or 
referred to supervisor according to store policy. 

ν Customers’ details and information recorded where 
necessary. 

ν Possible problems identified, anticipated and action 
taken to minimise the effect on customer 
satisfaction. 

ν Opportunities to deliver additional levels of service 
beyond the customer’s immediate request 
recognised and acted upon. 

ν Contact with customer maintained until sale is 
completed according to store policy. 

ν Customer farewelled appropriately and courteously 
according to store policy. 

ν Verbal and non-verbal communication used to 
develop rapport with customers during service 
delivery. 

ν Repeat custom encouraged by promotion of 
appropriate services or products according to store 
policy. 

ν Customer returns or refunds processed according 
to store policy and procedures. 

CS.3.2 Respond to Customer 
Complaints 

ν Positive helpful attitude conveyed to customers 
when handling complaints. 

ν Complaints handled sensitively, courteously and 
with discretion. 

ν Nature of complaint established by active listening 
and questioning and confirmed with the customer. 

ν Action taken to resolve complaint to customers’ 
satisfaction wherever possible. 

ν Unresolved customer dissatisfaction or complaints 
promptly referred to supervisor. 

ν Opportunities taken to turn incidents of customer 
dissatisfaction into a demonstration  of high quality 
service to customers in line with store policy. 
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CS.3.2 Respond to Customer 
Complaints (Cont’d) 

ν Documentation regarding customer dissatisfaction 
or complaints completed accurately and legibly. 

ν Follow up action taken as necessary to ensure 
customer satisfaction. 

CS.3.3 Receive and Process 
Sales Orders 

ν Customers’ details and information recorded 
accurately. 

ν Customers promptly referred to appropriate area as 
required. 

ν Customers provided with information in clear, 
concise manner. 

ν Sales orders processed, recorded and acted upon 
according to store policy. 

CS.3.4 Identify Customers’ 
Special Requirements 

ν Customers with special needs or requirements 
identified promptly by observation and questioning. 

ν A willingness to assist conveyed verbally and non-
verbally. 

ν Customers’ needs promptly serviced, referred or 
redirected as required. 
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The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to customer service. 

ν Size, type and location of store. 

ν Store merchandise range. 

ν Store services range. 

ν Product knowledge. 

ν Regular and new customers. 

ν Customers may include people from a range of social, cultural or ethnic backgrounds and 
physical and mental abilities. 

ν Sales orders may be in verbal, written or electronic form. 

ν Store delivery policies. 

ν Customer service may include: 
− all store activities 
− internal and external customers 
− follow up in event of delays in service provision. 

ν Customer needs may include: 
− information regarding store facilities and services 
− location of specific items within the store. 

ν Levels of staffing, eg. staff shortages. 

ν Varying levels of staff training. 

ν Routine or busy trading conditions. 

ν Full-time, part-time or casual staff. 

ν Customers with routine or special requests. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence  

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying store policies and procedures and industry codes of practice in regard to 
customer service 

ν providing a quality service environment by treating customers and team members in a courteous 
and professional manner through all stages of the service/sales procedure 

ν accurately identifying the nature of customer complaints, resolving complaints and providing 
service to customers according to store policies and the range of variables 

ν using effective questioning/active listening and observation skills to identify customers’ special 
requirements 

ν accessing, recording and processing sales orders accurately and responsibly according to store 
policies and procedures 

ν collaboratively working within a team to meet customers’ needs 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Operational knowledge of store policies and procedures, in regard to: 

• customer service 

• dealing with difficult customers 

• handling and recording complaints 

• allocated duties/responsibilities 

• customer returns/refunds 

• lay by/gift voucher/raincheck procedures. 

ν Knowledge of: 

• merchandise and service range of the store 

• location of store departments 

• telephone extension numbers of store departments. 

ν Basic operational knowledge of relevant: 

• legislation and statutory requirements, including consumer law. 

• industry codes of practice, including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 
− Trade Practices and Fair Trading Acts 
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ν Operational skills and techniques in: 

• questioning/listening 

• resolving conflict 

• following set routines and procedures 

• handling difficult or abusive customers 

• greeting/farewelling techniques 

• add on selling concepts 

ν Knowledge of the functions and procedures for operating the store telephone system and other 
communication equipment. 

ν Literacy skills in the following areas:  

• written procedures for orders, in person, by telephone or electronic format 

• message taking in person or by telephone 

• written record of complaints 

• sales, stock and delivery documentation 

ν Numeracy skills in regard to: 

• handling of tender 

• weighing and measuring goods 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

1 1 1 1 1 1  

Note: The Key Competencies whose levels are in shaded boxes require explicit emphasis 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for CS.3: Interact with Customers, the candidate will demonstrate the ability to provide 
the most effective service to customers by identifying their specific needs and responding to 
complaints in a range of customer service situations. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit CS.3: Interact With Customers is a Phase B unit within Certificate II in Retail Operations.  All 
Phase B units are essential.  The other Phase B Units are: 

CS.2: Apply Point of Sale Handling Procedures 
LP.2:  Minimise Theft 
I.1:     Perform Stock Control Procedures 
F.1:    Balance the Register/Terminal. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase B has been completed the candidate will undertake an 
Integrated Competency Assessment based on the theme Protecting the Store Against Loss. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit CS.3: Interact With Customers which are 
critical to the theme of Protecting the Store Against Loss including customers, money and/or stock. 

The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase B. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν relevant documentation, such as: 

• sales order forms 

• complaint/return forms 

• stock/inventory/price lists  

• store policy and procedure manuals. 

ν access to a range of customers with different requirements (real or simulated) 

ν point of sale equipment and materials 

ν a communication system or a range of communication equipment 

ν qualified workplace assessor. 
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CS.4 
AQF ⊂ 

 
Co-ordinate Interaction with 
Customers 

This unit requires a level of competency involving the responsibility 
for ensuring that staff meet the store standards for service to 
customers. 

 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
  

CS.4.1 Implement Customer 
Service Standards 

ν Service standards monitored according to store 
policy. 

ν Deficiencies in service identified and action taken 
as required according to store policy. 

ν Store policies and procedures in relation to 
customer service provision conveyed to team 
members. 

ν Feedback on quality of service provision given to 
team members and management on a regular 
basis. 

CS.4.2 Implement Store Policy 
Regarding Customer 
Complaints 

ν Service standards monitored to ensure store policy 
in regard to customer complaints is implemented by 
sales staff. 

ν Procedures to resolve customer complaints 
authorised, actioned, or referred to a higher 
authority according to store policy. 

ν Customers’ special needs satisfied where 
appropriate according to store policy. 

CS.4.3 Communicate with 
Management 

ν Management referred to regarding current store 
policies on customer service issues which may 
affect the operation of the department/section. 

ν Operational information provided to management 
and other supervisors in order to facilitate customer 
service planning. 
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CS.4.4 Lead Customer Service 
Team 

ν Store policies and procedures interpreted and 
applied to store operation. 

ν Team motivated to achieve high standard of 
service to customers. 

ν Team access to current information on staff issues 
and operations ensured. 

ν Team tasks clarified, planned and allocated in 
consultation with staff to ensure effective day-to-
day store operations and efficient use of human 
resources. 

 
ν Team informed of changes in store service policies 

and procedures which impact upon their 
roles/responsibilities. 

ν Team provided with feedback in regard to 
achievement/non achievement of agreed service 
standards and performance/targets. 

ν Team members encouraged to contribute feedback 
in regard to achievement of performance targets. 

ν Routine problems handled using appropriate 
problem solving techniques and referred to 
management if required. 
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The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to customer service and staff supervision. 

ν Store merchandise and service range. 

ν Customers may be new or existing. 

ν Customers may be internal or external. 

ν Customers and team members may include people from a range of social, cultural and ethnic 
backgrounds and physical and mental abilities. 

ν Size of team. 

ν Size, type and location of store. 

ν Sales targets. 

ν Levels of staffing, eg. staff shortages. 

ν Varying levels of staff training. 

ν Routine or busy trading conditions. 

ν Full-time, part-time or casual staff. 

ν Customers with routine or special requests. 

ν Range of responsibilities/duties. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

This unit assumes and builds on competency in Unit CS.3: Interact With Customers 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν co-ordinating a team in the provision of quality customer service according to store policy by: 

• consulting with staff 

• allocating tasks 

• conveying relevant information 

• applying policy 

• monitoring performance 

• identifying deficiencies 

• providing feedback 

• motivating staff 

• solving routine problems. 

ν providing accurate feedback to management on operational and procedural matters related to 
provision of customer service 

ν supervising the resolution of customer complaints according to store policy. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Knowledge and application of store policies and procedures, in regard to: 
• customer service 
• customer complaints about products or individual staff 
• staff supervision 
• monitoring team performance 
• discipline 
• grievance handling 
• allocating duties/responsibilities 
• meetings 
• store appraisal. 

ν Knowledge and understanding of: 
• merchandise and service range of the store 

• lines of communication to staff and management. 
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ν Knowledge, understanding and application of relevant: 

• legislation and statutory requirements, including consumer law 

• industry codes of practice, including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

ν Knowledge of principles and techniques in interpersonal relation skills, including: 

• giving feedback 

• coaching 

• performance analysis 

• questioning/listening/observation 

• group presentation 

• team motivation 

• negotiation 

• team leadership 

• verbal and non verbal communication 

ν Knowledge of principles and techniques in: 

• planning and organising activities 

• solving problems 

ν Literacy skills in regard to: 

• completing a proforma for feedback to management 

• reading and interpreting store policies and procedures. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 2 2 2  2  

Note: The Key Competencies whose levels are in shaded boxes require explicit emphasis. 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.5 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is required 
to be demonstrated and where assessment (on job, off job) should be undertaken for this unit are 
set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

The range of variables in the environment in undertaking the tasks involved in this unit would be 
difficult to simulate.  Therefore the assessment for this unit is most effectively undertaken on the 
job. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed in a work 
environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for CS.4: Co-ordinate Interaction with Customers, the candidate will demonstrate the 
ability to lead the customer service team, ensuring  that staff meet store standards relating to 
customer service/complaints, and the ability to report customer service issues to management. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate III in 
Retail Operations. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for Certificate III in Retail Operations are 
set out in the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competency. 

Unit CS.4: Coordinate Interaction with Customers is either a Phase C or a Phase D unit within 
Certificate III in Retail Operations. Phase C and Phase D are elective streams. 

Refer to the Qualifications, Section 3.5 for the other Phase C and Phase D units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in either Phase C or Phase D has been completed, the candidate 
will undertake an Integrated Competency Assessment based on the theme for that phase:   

Phase C: Developing and Recognising Retail Skills. 
Phase D: Co-ordinating in a Retail Environment 

 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit CS.4: Coordinate Interaction with Customers, 
which are critical to either the theme of Phase C or the theme of Phase D. 

The Phase C theme, Developing and Recognising Retail Skills, requires the candidate to 
demonstrate an ability to develop, deliver and assess the effectiveness of a training program which 
is based on and relates the selected coordination and specialist elective units to the workplace 
situation. 

The Phase D theme, Coordinating in a Retail Environment, requires the candidate to demonstrate 
an ability to coordinate a team within the elected functional areas of supervision, stock and/or 
recommending products and services. The details of the Integrated Competency Assessment 
should be negotiated with the qualified assessor according to the candidate’s choice of elective 
units and role in the workplace. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competency within either Phase C or Phase D. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment. The resources should relate specifically to store 
policies, procedures and range of stock and equipment.  Resources may include: 

ν a retail environment 

ν relevant documentation, such as  

• store policy and procedure manuals 

• reporting proformas 

• legislation and statutory requirements, including consumer law 

• industry codes of practice, including: 
− Supermarket Scanning Code, and 
− Jewellery and Timepieces Industry Code 

ν access to a client service team 

ν access to a range of customers with different requirements 

ν qualified workplace assessor. 
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F.1 
AQF ⊄ 

 
Balance Register/Terminal 

This unit involves operations at the register/terminal. It 
encompasses competencies involving clearing the register, counting 
money, calculating non-cash transactions and reconciling takings. 

 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
  

F.1.1 Remove Takings from 
Register/Terminal 

ν Register/terminal balance performed at designated 
times according to store policy and procedures. 

ν Cash float separated from takings prior to balancing 
procedure  and secured according to store policy. 

ν Change supplied to register/terminal according to 
store policy. 

ν Register/terminal reading or print out accurately 
determined. 

ν Cash and non-cash documents removed and 
transported according to store security policies and 
procedures. 

F.1.2 Reconcile Takings ν Cash counted accurately. 

ν Non-cash documents calculated accurately. 

ν Balance between register/terminal reading and sum 
of cash and non-cash transactions determined 
accurately. 

ν Records for store and individual department takings 
recorded accurately and according to store policy. 
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The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present. 

ν Store policies and procedures in regard to register/terminal balance. 

ν Store policies and procedures in regard to security. 

ν Size, type and location of store. 

ν Level of responsibility. 

ν Resources required to complete task. 

ν Types of equipment/systems used. 

ν Register/terminals may be manual or electronic. 

ν Non-cash transactions may include but are not limited to: 
− credit cards 
− cheques 
− hire purchase 
− lay-by 
− cash on delivery (C.O.D.) 
− customer refunds 
− customer credit ratings. 

ν Register/terminals may be cleared by operator or by specialist staff at intervals during or at close 
of trading. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the Unit of Competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit 

ν operating register/terminal equipment according to manufacturers’ instructions and store policy 

ν consistently applying store policies and procedures in regard to handling cash and removing 
takings from register/terminal 

ν consistently applying store policies and procedures in regard to reading registers and recording 
information 

ν processing documentation/records responsibly and according to store policies and procedures 

ν reconciling takings according to store policies and procedures. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Operational knowledge of store policies and procedures, in regard to: 
• register/terminal balance 
• cash and non-cash transactions security 
• cash float 
• change required and denomination of change 
• operation of equipment used at register/terminal. 

ν Knowledge of cash and non cash handling procedures, including: 
• opening and closing point of sale terminal 
• clearance of terminal and transference of tender 
• maintenance of cash float 
• counting cash 
• calculating non-cash documents 
• balancing point of sale terminal 
• recording takings 
• security of cash and non-cash transactions 
• change required and denominations of change  
• EFTPOS/credit cards 
• gift vouchers/lay by 
• credits and returns. 

ν Operational skills and techniques in completing tasks to a set time frame. 

ν Literacy skills in regard to interpreting documentation. 

ν Numeracy skills in regard to counting cash, calculating non-cash transactions and reporting on 
takings. 
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Key competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

1 1 1 1 1 1 1 

Note:  The Key Competencies whose levels are in shaded boxes require explicit emphasis. 

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 
What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 
Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 
In the activity for F.1: Balance the Register/Terminal, the candidate will demonstrate the ability to 
use and balance a register or terminal according to store policy and procedures. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit F.1 Balance the Register/Terminal is a Phase B unit within Certificate II in Retail Operations.  
All Phase B units are essential.  The other Phase B Units are: 

CS.2: Apply Point of Sale Handling Procedures 
LP.2:  Minimise Theft 
CS.3: Interact With Customers 
I.1:     Perform Stock Control Procedures. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase B has been completed the candidate will undertake an 
Integrated Competency Assessment based on the theme Protecting the Store Against Loss. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit F.1: Balance the Register/Terminal which are 
critical to the theme of Protecting the Store Against Loss including customers, money and/or stock. 

The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase B. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν relevant documentation, such as: 

• financial transaction dockets/slips/invoices 

• sample debit, credit and cash vouchers 

• recording/tally sheets 

• store policy and procedure manuals in regard to register/terminal balance. 

ν register/terminal and related equipment 

ν qualified workplace assessor. 
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F.2 
AQF ⊄ 

 
Perform Retail Finance Duties 

This unit is based on the National Clerical-Administrative 
Competency Standards (Private Sector) and is equivalent to unit FIN 
201. It involves financial competencies in a retail situation. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

F.2.1 Process Petty Cash 
Transactions 

ν Petty cash claims checked for approval, accuracy 
and authenticity before processing. 

ν Transactions balanced and checked according to 
store policy and procedures. 

ν Irregularities noted and referred to nominated 
person for resolution. 

ν Petty cash transactions processed and recorded 
within designated time limits. 

F.2.2 Prepare Banking 
Documents 

ν Cashbook entries balanced against record of 
takings. 

ν Deposit entries accurately compiled, and balanced. 

ν Cash, cheques and credit card vouchers listed on 
banking deposit forms in accordance with the 
banking institution’s guidelines. 

ν In-store credit systems processed according to 
store policy. 

F.2.3 Process Non-Cash 
Transactions 

ν Credit card transactions balanced and presented to 
nominated person for checking. 

ν Irregularities noted and referred to nominated 
person for resolution. 

F.2.4 Reconcile Invoices for 
Payment to Creditors 

ν Discrepancies between invoices and delivery and 
delivery notes identified and reported to nominated 
person/section for resolution. 

ν Errors in invoice charges identified and reported to 
nominated person/section for correction/resolution. 

ν Discrepancies and errors rectified, as directed. 

ν Corrected and authorised invoices processed for 
payment within designated time limits. 

ν Creditor enquiries resolved and/or referred to 
nominated person/section for resolution. 
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F.2.5 Prepare Invoices for 
Debtors 

ν Preparatory calculations performed to produce 
accurate customer invoices. 

ν Relevant documentation completed to ensure 
accuracy of contents. 

ν Documents distributed to nominated person/section 
for certification prior to being dispatched. 

ν Verified documents dispatched within designated 
time limits. 

ν Documents copied and filed for auditing purposes. 
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The range of variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to store financial systems. 

ν Size, type and location of store. 

ν Level of responsibility. 

ν Resources required to complete tasks. 

ν Types of equipment/systems used. 

ν Financial recording systems may be manual or electronic. 

ν Business source documents used may include, but are not limited to, the following: 
− purchase requisitions 
− purchase orders 
− invoices 
− receipts 
− delivery dockets/receipts 
− credit notes 
− statements 
− remittance advices 
− cash register rolls 
− deposit books. 

ν Interbranch stock transfers. 

ν Non-cash transactions may include but are not limited to: 
− credit cards 
− customer credit ratings 
− cheques 
− hire purchase 
− lay-by 
− cash on delivery (C.O.D.) 
− customer refunds. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying store policies and procedures, in regard to petty cash and non cash 
transactions. invoicing, banking processes and processing delivery and document discrepancies 

ν consistently and responsibly applying skills pertaining to the reconciliation and payments of 
invoices for creditors and debtors, in accordance with store policies and procedures. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Operational knowledge of store policies and procedures, in regard to: 

• register/terminal balance 

• cash and non-cash transactions security 

• petty cash 

• cash balances 

• banking 

• purchase requisitions/orders 

• issuing of receipts 

• delivery dockets 

• credit notes 

• statements 

• remittance advices 

• cash register rolls 

• deposit books 

• change required and denomination of change 

• operation of equipment used at register/terminal 

• processing delivery and delivery document discrepancies 

• invoicing procedures for debtors and creditors. 

ν Operational skills and techniques in: 

• completing tasks to set timelines. 
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ν Knowledge of cash and non cash handling procedures, including: 

• opening and closing point of sale terminal 

• clearance of terminal and transference of tender 

• maintenance of cash balances 

• counting cash 

• calculating non-cash documents 

• customer credit ratings 

• balancing point of sale terminal 

• recording takings 

• security of cash and non-cash transactions 

• change required and denominations of change  

• EFTPOS/credit cards 

• processing of cheques 

• gift vouchers/lay by 

• cash on delivery (COD) 

• lay-by 

• credits and returns 

• customer refunds. 

ν Literacy skills in regard to interpreting documentation. 

ν Numeracy skills in regard to counting cash, calculating non-cash transactions and reporting on 
takings. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

1 1 1 1 1 1 1 

Note:  The Key Competencies whose levels are in shaded boxes require explicit emphasis. 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for F.2: Perform Retail Finance Duties, the candidate will demonstrate the ability to 
process a range of retail cash and non-cash transactions in accordance with store policy and 
procedures. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit F.2: Perform Retail Finance Duties is a Phase C3 unit within Certificate II in Retail Operations. 
Phase C3 is an elective stream.  The other Phase C3 Units are: 

CA.2: Apply Retail Office Procedures 
CA.3: Apply Retail Office Keyboard Skills. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase C3 has been completed the candidate will undertake an 
Integrated Competency Assessment based on the theme Communicating Through Documents. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit F.2: Perform Retail Finance Duties which are 
critical to the theme of Communicating Through Documents in order to demonstrate the acquisition 
of knowledge and skills in providing administrative support for the sales function, including 
documentation relating to orders, finances and merchandise. 

The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase C3. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν relevant documentation, such as: 

• store policy and procedure manuals 

• financial transaction dockets/slips/invoices 

• recording/tally sheets 

• cash register rolls 

• cash on delivery (C.O.D.) vouchers 

• cheques/traveller’s cheques 

• credit cards 

• credit notes 

• lay-by. 

ν EFTPOS facilities and equipment 

ν registers and related equipment 

ν computer equipment 

ν a range of software applications 

ν qualified workplace assessor. 
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F.3 
AQF ⊂ 

 
Produce Financial Reports 

This unit is based on the National Clerical-Administrative 
Competency Standards (Private Sector) and is equivalent to FIN 301, 
FIN 302 and part of FIN 401. It requires competencies involving the 
responsibility for ensuring that store financial systems are 
maintained and implemented. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

F.3.1 Enter Payment 
Summaries into Journals 

ν Payment documents filled out identifying relevant 
details. 

ν Payment documents checked for authenticity of 
claim. 

ν Payment documents balanced on a routine basis. 

F.3.2 Reconcile Accounts to 
Balance 

ν Discrepancies between transaction documentation 
and account balances identified. 

ν Errors in documentation rectified. 

ν Data recorded on nominated system within 
designated time limits. 

F.3.3 Prepare Bank 
Reconciliations 

ν Deposit entries and cash payment summaries 
checked for accuracy against bank statements. 

ν Discrepancies noted and resolved. 

ν Regular reconciliation reports produced within 
designated time limits to provide data for 
preparation of trial balance. 

ν Pay-in documentation completed accurately. 

ν All money (cash, cheques, credit cards) 
calculations balanced accurately. 

F.3.4 Receive and Document 
Payments/Takings 

ν Cash is correctly counted and, when applicable, 
correct change given. 

ν Cheque and credit card payments are verified with 
the nominated person/department prior to 
acceptance. 

ν Receipts are accurately completed and issued. 
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ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

F.3.5 Dispatch Statements to 
Debtors and Follow up 
Outstanding Accounts 

ν Debtor statements checked for accuracy of 
contents. 

ν Any noted discrepancies rectified accurately. 

ν Debtor statements dispatched within designated 
time limits. 

ν Outstanding accounts collected within designated 
credit periods. 

ν Credit terms reviewed and controlled to ensure 
payment within designated time limits. 

ν Debtors ledger accurately maintained to reflect 
current situation. 

ν Customer credit terms reviewed when indicated 
according to store policy. 

F.3.6 Dispatch Payments to 
Creditors 

ν Payment documentation prepared by others 
checked for accuracy of information and 
dispatched to creditors within designated time 
limits. 

ν Creditors’ statements reconciled with accounting 
records. 

ν Relevant data input into creditors’ ledger. 

ν General ledger reconciled against accounting 
records. 

F.3.7 Prepare Financial 
Reports 

ν Purpose of the report clarified with nominated 
officer. 

ν Relevant data identified and obtained from 
nominated internal and/or external sources. 

ν Nominated internal records updated to show 
current status of financial report. 

ν Data transcribed onto nominated form and in the 
authorised manner. 
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RANGE OF VARIABLES  

  

The range of variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to financial systems, which will take into consideration 
government legislation when applicable. 

ν Size, type and location of store. 

ν Resources required to complete tasks. 

ν Recording, documenting and reporting systems. 

ν Types of equipment used. 

ν Complexity of software packages used. 

ν Range of responsibilities/job description. 

ν Accounting systems used. 

ν Accounting systems may be manual or electronic. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

This unit assumes and builds on competency in Unit F.2: Perform Retail Finance Duties. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying store policies and procedures, in regard to producing financial reports 

ν consistently applying store policies and procedures in regard to handling cash 

ν consistently applying store policies and procedures in regard to the accurate and effective 
recording of data for reporting and processing document discrepancies and the reconciliation of 
reports for preparation of trail balances 

ν consistently applying store policies and procedures in regard to receiving, recording and 
dispatching to debtors and creditors 

ν applying the follow up procedures for outstanding accounts. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Knowledge and application of store policies and procedures, in regard to: 
• register/terminal balance 
• cash and non-cash transactions security 
• petty cash 
• cash balances 
• banking 
• purchase requisitions/orders 
• issuing of receipts 
• delivery dockets 
• credit notes 
• statements 
• remittance advices 
• cash register rolls 
• deposit books 
• change required and denomination of change 
• operation of equipment used at register/terminal 
• processing delivery and delivery document discrepancies 
• invoicing procedures for debtors and creditors. 
• register/terminal balance. 

 
 



 

FPI 99  247 
© Australian National Training Authority  

EVIDENCE GUIDE (CONTINUED)  

  

ν Knowledge and application of cash and non cash handling procedures, including: 

• opening and closing point of sale terminal 

• clearance of terminal and transference of tender 

• maintenance of cash float 

• counting cash 

• calculating non-cash documents 

• balancing point of sale terminal 

• recording takings 

• security of cash and non-cash transactions 

• change required and denominations of change  

• EFTPOS/credit cards 

• gift vouchers/lay by 

• credits and returns. 

ν Knowledge of and skills in 

• planning and organising activities 

ν Literacy skills in regard to interpreting documentation. 

ν Numeracy skills in regard to counting cash, calculating non-cash transactions and reporting on 
takings. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 2 2 1 2 1 2 
 
Note: The Key Competencies whose levels are in shaded boxes require explicit emphasis 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.5 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

The range of variables in the environment in undertaking the tasks involved in this unit would be 
difficult to simulate.  Therefore the assessment for this unit is most effectively undertaken on the 
job. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed in a work 
or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

• apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

• integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for F.3: Produce Financial Reports, the candidate will demonstrate the ability to 
process, check and balance payment documents and transactions and produce financial reports, 
ensuring that store financial systems are implemented and maintained. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate III in 
Retail Operations. 
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Interdependent assessment of units (Integrated Competency Assessment) 

The pattern and selection of units of competence for Certificate III in Retail Operations are set out in 
the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competence have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competence. 

Unit F.3: Produce Financial Reports is either a Phase C or a Phase E unit within Certificate III in 
Retail Operations. Phase C and Phase E are elective streams. 

Refer to the Qualifications, Section 3.5 for the other Phase C and Phase E units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance.  When each unit of competence in either Phase C or Phase E has been completed, 
the candidate will undertake an Integrated Competency Assessment based on the theme for that 
phase:   

Phase C: Developing and Recognising Retail Skills. 
Phase E: Co-ordinating Retail Office Functions 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit F.3: Produce Financial Reports, which are 
critical to either the theme of Phase C or the theme of Phase E. 

The Phase C theme, Developing and Recognising Retail Skills requires the candidate to 
demonstrate an ability to develop, deliver and assess the effectiveness of a training program which 
is based on and relates the selected coordination and specialist elective units to the workplace 
situation. 

The Phase E theme, Coordinating Retail Office Functions requires the candidate to demonstrate an 
ability to coordinate a team within the selected administrative areas. The details of the Integrated 
Competency Assessment should be negotiated with the qualified assessor according to the 
candidate’s choice of elective units and role in the workplace. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competence within either Phase C or Phase E. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 
ν relevant documentation, such as: 

• financial transaction dockets/slips/invoices 
• recording/tally sheets 
• store policy and procedure manuals. 

ν recording, documenting and filing systems 
ν registers and related equipment including EFTPOS facilities/equipment 
ν a range of appropriate software 
ν computer equipment 
ν qualified workplace assessor. 
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F.4 
AQF ⊂/⊆ 

 
Prepare Payroll 

This unit is based on the National Clerical/Administrative 
Competency Standards (Private Sector) and is equivalent to FIN 501. 
It  involves the preparation, processing, payment and recording of 
the store employee salaries. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

F.4.1 Prepare Payroll Data ν Gross pay and deductions accurately calculated 
from information contained in relevant documents 
according to enterprise agreements and/or award 
specifications. 

ν Payment due to individual employees calculated or 
data referred to payroll processor for calculation 
within designated time limits. 

ν Details of pay identifying gross and net amounts 
correctly prepared for presentation to individual 
employees. 

ν Group tax amounts calculated and transcribed and 
payments made in accordance with Australian 
Taxation Office (ATO) procedures. 

ν Periodic deductions forwarded to nominated 
creditors within designated time limits. 

F.4.2 Process Payment of 
Wages and Salaries 

ν Wages prepared and issued within designated time 
limits. 

ν Records kept and maintained for taxation and 
auditing purposes. 

ν Designated security procedures followed at all 
times to ensure confidentiality and security of 
information. 

ν Wage enquiries dealt with promptly and 
courteously. 

ν Records kept for the period determined by 
government legislation. 
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ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

F.4.3 Administer Salary and 
Wages Records 

ν Employee group certificate amounts accurately 
prepared and balanced from salary records. 

ν Declaration forms for new and existing employees 
completed in accordance with Australian Taxation 
Office (ATO) requirements. 

ν Payments to government authorities identified and 
accurately calculated in accordance with relevant  
government legislation.Payments to government 
authorities prepared and dispatched within the time 
limits designated by the authority. 

ν Occupational superannuation payments calculated 
and dispatched within the guidelines of the fund 
and government legislative requirements. 

ν Information regarding salaries provided to 
government and/or collection agencies and 
payments dispatched to agencies as required, 
within the time limits designated by the agencies. 

ν Information regarding workers compensation 
claims accurately compiled, assessed and 
payments made as required. 
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RANGE OF VARIABLES 

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to payroll preparation. 

ν Store policies and procedures in regard to security. 

ν Size, type and location of store. 

ν Number of staff. 

ν Recording and documenting systems. 

ν Payroll systems may be manual or electronic. 

ν Payroll may be prepared internally or recorded and dispatched to a central pay office/centre. 

ν Government legislation. 

ν Relevant industrial awards. 

ν Payroll data may include: 
− employee records 
− nominated industrial awards and agreements 
− individual agreements 
− company timesheets 
− garnishee orders from government or collection agencies 
− workers compensation claims. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying store policies and procedures, in regard to preparing the payroll 

ν consistently applying Australian Taxation Office (ATO) policies and procedures, including 
preparation and recording details for Group Certificates 

ν consistently applying store policies and procedures, in regard to calculation of wages/salaries, 
including time sheets, taxation and periodic deductions 

ν consistently applying store policies and procedures, in regard to processing and presentation 
wage/salary documentation 

ν consistently applying store policies and procedures, in regard to establishing and maintaining 
effective manual/electronic recording and filing systems detailing relevant employee information. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 
ν Knowledge and application of store policies and procedures, in regard to: 

• register/terminal balance 
• cash and non-cash transactions security 
• cash float 
• change required and denomination of change 
• operation of equipment used at register/terminal. 

ν Broad knowledge of cash and non cash handling procedures, including: 
• opening and closing point of sale terminal 
• clearance of terminal and transference of tender 
• maintenance of cash float 
• counting cash 
• calculating non-cash documents 
• balancing point of sale terminal 
• recording takings 
• security of cash and non-cash transactions 
• change required and denominations of change  
• EFTPOS/credit cards 
• gift vouchers/lay by 
• credits and returns. 
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ν Knowledge of principles and techniques in: 

• planning and organising activities 

• solving problems 

ν Literacy skills in regard to interpreting documentation. 

ν Numeracy skills in regard to counting cash, calculating non-cash transactions and reporting on 
takings. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 1 2 1 2 2 2 

Note:  The Key Competencies whose levels are in shaded boxes require explicit emphasis. 

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Sections 3.5 and 3.6 and 
the Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 
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Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for F.4: Prepare Payroll, the candidate will demonstrate the ability to prepare, pay and 
administer employee salaries and wages in compliance with legislative requirements and store 
policies and procedures. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate III in 
Retail Operations and Certificate IV in Retail Management. 

Interdependent assessment of units (Integrated Competency Assessment) 

Certificate III in Retail Operations 

The pattern and selection of units of competence for Certificate III in Retail Operations are 
set out in the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competence have 
been grouped into phases of interrelated units. Each phase is assessed through an 
Integrated Competency Assessment activity to assure that appropriate holistic assessment 
occurs for each group of interrelated units of competence. 

Unit F.4 Prepare Payroll  is either a Phase C or a Phase E unit within Certificate III in Retail 
Operations. Phase C and Phase E are elective streams. 

Refer to the Qualifications, Section 3.5 for the other Phase C and Phase E units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competence in either Phase C or Phase E has been completed, the candidate 
will undertake an Integrated Competency Assessment based on the theme for that phase:   

Phase C: Developing and Recognising Retail Skills. 
Phase E: Co-ordinating Retail Office Functions 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 
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The assessment will integrate those aspects of Unit F.4 Prepare Payroll, which are critical to either 
the theme of Phase C or the theme of Phase E. 

The Phase C theme, Developing and Recognising Retail Skills requires the candidate to 
demonstrate an ability to develop, deliver and assess the effectiveness of a training program which 
is based on and relates the selected coordination and specialist elective units to the workplace 
situation. 

The Phase E theme, Coordinating Retail Office Functions requires the candidate to demonstrate an 
ability to coordinate a team within the selected administrative areas. The details of the Integrated 
Competency Assessment should be negotiated with the qualified assessor according to the 
candidate’s choice of elective units and role in the workplace. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competence within either Phase C or Phase E. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 

Certificate IV in Retail Management 

The pattern and selection of units of competency for Certificate IV in Retail Management are 
set out in the Qualifications, Section 3.6 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have 
been grouped into phases of interrelated units. Each phase is assessed through an 
Integrated Competency Assessment activity to assure that appropriate holistic assessment 
occurs for each group of interrelated units of competency. 

Unit F.4 Prepare Payroll is an elective unit in the Administrative Stream within Certificate IV in Retail 
Management. It may be selected in conjunction with the essential unit in either Phase B or Phase D. 

Refer to the Qualifications, Section 3.6 for the other units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in either Phase B or Phase D has been completed, the candidate 
will undertake an Integrated Competency Assessment based on the theme for that phase: 

Phase B: Leading and Managing People 
Phase D: Managing Financial Resources 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit F.4 Prepare Payroll, which are critical to either 
the theme of Phase B or the theme of Phase D. 
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The Phase B theme, Leading and Managing People, requires the candidate to demonstrate an 
ability to communicate with staff to identify relevant and achievable team goals for the functional 
area, develop measuring and monitoring procedures, develop and implement feedback processes 
and plan and deliver coaching plans within the specialist elective area chosen. 

The Phase D theme, Managing Financial Resources, requires the candidate to demonstrate an 
ability to analyse the financial control systems, identify ways to improve performance and develop a 
budget proposal for the specialist elective functional area chosen.  

In either Phase B or Phase D, the details of the Integrated Competency Assessment should be 
negotiated with the qualified assessor. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competency within either Phase B or Phase D. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate IV in Retail Management. 

Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν relevant documentation, such as: 

• payroll preparation and security policy 

• relevant government and taxation legislation, superannuation, payroll tax, fringe benefits tax, 
workers’ compensation and garnishee orders 

• store policy and procedure manuals. 

ν computer equipment and appropriate software 

ν financial recording and documentation systems 

ν qualified workplace assessor. 
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I.1 
AQF ⊄ 

 
Perform Stock Control Procedures 

This unit involves the handling of stock. It includes receiving, 
unpacking and dispatching of goods and participating in stocktaking 
under supervision. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

I.1.1 Receive and Process 
Incoming Goods 

ν Cleanliness and orderliness in receiving bay 
maintained according to store policy. 

ν Goods unpacked using correct techniques and 
equipment in line with store policy. 

ν Packing materials removed and disposed of 
promptly according to store policy. 

ν Incoming stock accurately checked and validated 
against purchase orders and delivery 
documentation according to store policy. 

ν Items received inspected for damage, quality, use-
by dates, breakage or discrepancies and recorded 
according to store policy. 

ν Stock levels accurately recorded on store stock 
systems, according to store policy. 

ν Secure storage of goods arranged according to 
store policy and government legislation. 

ν Stock dispatched to appropriate area/department. 

ν Stock price and code labels applied when required 
according to store policy. 

I.1.2 Rotate Stock ν Stock rotation procedures for merchandise and 
wrapping and packing materials carried out 
routinely and accurately according to store policy. 

ν Excess stock placed in storage or disposed of in 
accordance with store policy. 

ν Safe lifting and carrying techniques  maintained in 
line with store occupational health and safety policy 
and government legislation. 
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ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

I.1.3 Participate in Stocktake ν Stocktaking and cyclical counts assisted with, 
according to store policy/procedures. 

ν Stock records documentation  completed according 
to store stock control system. 

ν Discrepancies in stock recorded and reported. 

ν Electronic recording equipment operated and 
maintained according to manufacturer’s 
specifications. 

I.1.4 Reorder Stock ν Minimum stock levels identified according to store 
policy. 

ν Stock requisition forms or electronic orders 
completed accurately. 

ν Undelivered stock orders identified on stock system 
and followed up without undue delay. 

I.1.5 Dispatch Goods ν Goods to be returned to supplier identified and 
labelled with date, supplier and reason for return or 
referred to management if required. 

ν Credit request documentation completed according 
to store procedure. 

ν Goods stored securely while awaiting dispatch. 

ν Delivery documentation completed according to 
store procedures. 

ν Special delivery instructions noted. 

ν Items packed safely and securely to avoid damage 
in transit. 
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RANGE OF VARIABLES 

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to stock control and dispatch. 

ν Size type and location of store. 

ν Manual or electronic stock recording. 

ν Stocktakes may be cyclical or compliance driven. 

ν Type of equipment. 

ν Store merchandise range. 

ν Seasonal and supplier availability. 

ν Merchandise may need to conform to established quality guidelines. 

ν Store stock control may include checking incoming or existing stock and special orders. 

ν Stock may be moved manually or mechanically. 

ν Delivery procedures. 

ν Levels of staffing, eg. staff shortages. 

ν Varying levels of staff training. 

ν Routine or busy trading conditions. 

ν Full-time, part-time or casual staff. 

ν Handling techniques may vary according to stock characteristics and industry codes of practice. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying store policies and procedures, industry codes of practice, relevant 
legislation and statutory requirements in regard to stock control 

ν consistently applying safe work practices in the manual handling and moving of stock, according 
to occupational health and safety legislation/regulations/codes of practice 

ν interpreting and applying manufacturers’ instructions with regard to handling stock and using 
relevant equipment 

ν receiving and processing incoming goods and dispatching outgoing goods according to store 
policies and procedures 

ν rotating stock and reordering stock/maintaining stock levels according to store policies and 
procedures 

ν assisting with stocktaking and cyclical counts according to store policies and procedures 

ν interpreting and processing information accurately and responsibly. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Operational knowledge of store policies and procedures, in regard to: 

• stock control 

• store labelling policy 

• product quality standards 

• correct unpacking of goods 

• out of date, missing or damaged stock 

• equipment used 

• stock location 

• waste disposal 

• methods of storage 

• delivery documentation 

• stock record documentation 

• dispatch documentation. 

ν Knowledge of manual handling and safe lifting techniques. 
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ν Basic operational knowledge of relevant: 

• legislation and statutory requirements, including consumer law 

• industry codes of practice, including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

• occupational health and safety regulations. 

ν Operational skills and techniques in: 

• following set routines and procedures 

• use of electronic labelling/ticketing equipment. 

ν Literacy and numeracy skills in regard to stock records and delivery documentation. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

1 1 1 1 1 1 1 

Note: The key competencies whose levels are in shaded boxes require explicit emphasis. 

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 
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Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for I.1: Perform Stock Control Procedures, the candidate will demonstrate the ability to 
process a specified range of stock and undertake stocktaking procedures in accordance with store 
policy. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 

Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit I.1: Perform Stock Control Procedures is a Phase B unit within Certificate II in Retail 
Operations.  All Phase B units are essential.  The other Phase B Units are: 

CS.2: Apply Point of Sale Handling Procedures 
LP.2:  Minimise Theft 
CS.3: Interact With Customers 
F.1:    Balance the Register/Terminal. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase B has been completed the candidate will undertake an 
Integrated Competency Assessment based on the theme Protecting the Store Against Loss. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit I.1: Perform Stock Control Procedures which 
are critical to the theme of Protecting the Store Against Loss including customers, money and/or 
stock. 
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The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase B. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 

Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν access to relevant equipment: 

• stock moving equipment 

• manual and electronic labelling/ticketing equipment 

• computers/stock recording equipment. 

ν relevant documentation, such as: 

• invoices/packing slips/dispatch documents/order forms 

• recording/tally sheets 

• store policy and procedure manuals. 

• occupational health and safety regulations 

• legislation and statutory requirements including consumer law 

• industry codes of practice, including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

ν qualified workplace assessor 
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I.2 
AQF ⊂ 

 
Maintain Stock Control 

This unit requires a level of competency involving the responsibility 
for ensuring that staff receive and dispatch goods and count stock, 
and for monitoring and maintaining stock records. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

I.2.1 Monitor Receipt and 
Dispatch of Goods 

ν Responsibility for receipt and dispatch of goods 
delegated to appropriate staff. 

ν Store procedures implemented in regard to receipt, 
dispatch and secure storage of goods. 

ν Staff functions observed to ensure store 
procedures are followed and documentation is 
completed correctly. 

ν Store procedures implemented to ensure goods 
inspected for quantity and quality on receipt. 

ν Variations to quantity and quality of delivered 
goods acted upon according to store policy. 

ν Safe handling and storage of goods supervised in 
line with store policy. 

I.2.2 Maintain Stock Records ν Stock levels monitored and maintained at required 
levels. 

ν Stock reorder cycles maintained, monitored and 
adjusted as required. 

ν Team members informed of their individual 
responsibilities in regard to recording of stock. 

ν Stock storage and movement records  maintained 
in line with store policy. 

ν Stock discrepancies recorded and procedures 
followed according to store policy. 

ν Stock performance monitored and fast/slow selling 
items identified and reported according to store 
policy. 
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ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

I.2.3 Co-ordinate 
Stocktake/Cyclical Count 

ν Policies and procedures in regard to stocktaking 
and cyclical counts interpreted and explained to 
team members. 

ν Staff rostered according to allocated budget and 
time constraints. 

ν Stocktaking tasks allocated to individual team 
members. 

ν Team members provided with clear directions for 
the performance of each task. 

ν Team members allocated to ensure effective use of 
staff resources to complete task. 

ν Accurate reports on stocktake data, including 
discrepancies produced for management. 

I.2.4 Identify Stock Losses ν Losses accurately identified, recorded and 
assessed against potential loss forecast on a 
regular basis. 

ν Avoidable losses identified and reasons 
established.  Possible solutions recommended and 
implemented. 
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RANGE OF VARIABLES 

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to stock control. 

ν Size, type and location of store. 

ν Store merchandise and product range. 

ν Seasonal and supplier availability. 

ν Handling techniques may vary according to stock characteristics and industry codes of practice. 

ν Store stock control system. 

ν Range of responsibilities/job description. 

ν Budget and time constraints. 

ν Type of equipment used. 

ν Stock recording systems may be manual or electronic. 

ν Stock transfers may involve inter and intra store/department. 

ν Procedures for investigating discrepancies. 

ν Levels of staffing, eg. staff shortages. 

ν Varying levels of staff training. 

ν Routine or busy trading conditions. 

ν Full-time, part-time or casual staff. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

This unit assumes and builds on competency in Unit I.1: Perform Stock Control Procedures.  

This unit must be taken in conjunction with I.3: Order Stock. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently implementing and monitoring store policy/procedures regarding receipt, dispatch 
and secure storage of goods 

ν regular monitoring of staff implementation of store procedures and documentation in regard to 
receipt, dispatch and  secure storage of goods 

ν monitoring stock levels, storage, movement and reorder cycles on a regular basis 

ν organising and co-ordinating stock take, according to store policy and procedures. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Knowledge and application of store policies and procedures, in regard to: 

• stock control 

• store merchandising system: 
− bar codes 
− labels 
− price tags. 

• store stock recording system 

• stock replenishment/reorder procedures 

• inter and intra store/department transfers 

• reporting of stock discrepancies/damage 

• identifying and recording stock losses 

• identifying and recording discrepancies 

• receipt and dispatch of goods including inspection for quality and quantity. 

ν Knowledge, understanding and application of relevant: 

• legislation and statutory requirements including consumer law 

• industry codes of practice including food handling codes 

• occupational health and safety legislation/regulations/codes of practice, including: 
− Manual Handling Regulations and Codes of Practice 
− Plant and Equipment Regulations 
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ν Knowledge and skills in: 

• store stocktaking systems 

• use of electronic recording equipment where relevant. 

ν Knowledge of principles and techniques in interpersonal relation skills, including: 

• giving feedback 

• coaching 

• performance analysis 

• questioning/listening/observation 

• group presentation 

• team motivation 

• negotiation 

• time management 

• verbal and non verbal communication  

• team leadership 

ν Knowledge of principles and techniques in: 

• planning and organising activities 

• solving problems 

ν Literacy and numeracy in regard to stock control reports and documentation 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 2 2 2 2 2 2 

Note:  Key Competencies whose levels are in shaded boxes require explicit emphasis 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.5 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

The range of variables in the environment in undertaking the tasks involved in this unit would be 
difficult to simulate.  Therefore the assessment for this unit is most effectively undertaken on the 
job. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed in a work 
environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for I.2: Maintain Stock Control, the candidate will demonstrate the ability to co-
ordinate stocktake/cyclical counts,  to monitor and maintain stock records, ensuring that goods are 
received and dispatched according to store policy and procedures and that stock losses are 
identified and recorded. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate III in 
Retail Operations. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competence for Certificate III in Retail Operations are 
set out in the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competence have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competence. 

Unit I.2: Maintain Stock Control is either a Phase C, a Phase D or a Phase E unit within Certificate 
III in Retail Operations. Phase C, Phase D and Phase E are elective streams. 

Refer to the Qualifications, Section 3.5 for the other Phase C, Phase D and Phase E units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in either Phase C, Phase D or Phase E has been completed, the 
candidate will undertake an Integrated Competency Assessment based on the theme for that 
phase:   

Phase C: Developing and Recognising Retail Skills. 
Phase D: Co-ordinating in a Retail Environment 
Phase E: Co-ordinating Retail Office Functions 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit I.2: Maintain Stock Control, which are critical to 
either the theme of Phase C, the theme of Phase D, or the theme of Phase E. 

The Phase C theme, Developing and Recognising Retail Skills requires the candidate to 
demonstrate an ability to develop, deliver and assess the effectiveness of a training program which 
is based on and relates the selected coordination and specialist elective units to the workplace 
situation. 

The Phase D theme, Coordinating in a Retail Environment requires the candidate to demonstrate 
an ability to coordinate a team within the elected functional areas of supervision, stock and/or 
recommending products and services. The details of the Integrated Competency Assessment 
should be negotiated with the qualified assessor according to the candidate’s choice of elective 
units and role in the workplace. 

The Phase E theme, Coordinating Retail Office Functions requires the candidate to demonstrate an 
ability to coordinate a team within the elected administrative areas. The details of the Integrated 
Competency Assessment should be negotiated with the qualified assessor according to the 
candidate’s choice of elective units and role in the workplace. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competence within either Phase C, Phase D or Phase E. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  The resources should relate specifically to 
store policies, procedures and range of stock and equipment.  Resources may include: 

ν a retail environment 

ν relevant documentation, such as: 

• store policy and procedures for receipt and dispatch of goods 

• store procedures for stock take 

• occupational health and safety legislation/regulations/codes of practice 

• industry codes of practice 

• legislation and statutory requirements. 

ν qualified workplace assessor. 
 
 
 



 

FPI 99  275 
© Australian National Training Authority  

I.3 
AQF ⊂ 

 
Order Stock 

This unit requires competencies which include networking and 
administrative skills while working under the supervision of the 
store buyer. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

I.3.1 Process Order ν Orders for stock processed/raised as requested 
according to store policies and procedures. 

ν Ordering and recording system accurately 
maintained. 

ν Availability of sample range ensured according to 
buying plan. 

ν Pricing materials ordered as required. 

ν Negotiated purchase and supply agreements 
recorded accurately and filed for retrieval. 

I.3.2 Follow up Order ν Delivery process monitored to meet agreed 
deadlines. 

ν Routine supply problems handled or referred to 
management as required by store policy. 

ν Continuous liaison with buyers, store/departments, 
warehouse and suppliers to ensure continuity of 
supply. 

ν Stock distributed according to store/department 
allocation. 
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The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store merchandise and marketing policies. 

ν Type of market and customer needs. 

ν Store merchandise and product range. 

ν Product range may be existing or new. 

ν Store pricing, labelling, packaging requirements. 

ν Type and location of suppliers 

ν Suppliers may be existing or new contacts. 

ν Local or overseas suppliers. 

ν Store quality control policies and procedures. 

ν Staff training policies and procedures. 

ν Range of responsibility/job description. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

This unit assumes and builds on competency in Unit I.1: Perform Stock Control Procedures. 

This unit must be taken in conjunction with I.2: Maintain Stock Control. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently raising/processing  stock orders and maintaining record system according to store 
policies and procedures 

ν monitoring delivery processes and distributing stock to ensure continuity of supply. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Knowledge and application of store policies and procedures, in regard to: 

• store merchandising and marketing 

• range of merchandise 

• current and future stock levels 

• inter and infra store/department transfer procedures 

• existing suppliers 

• store quality control procedures and requirements. 

ν Knowledge of principles and techniques in: 

• communicating ideas and information 

• planning and organising activities 

• solving problems 

• negotiation processes 

ν Literacy and numeracy skills in regard to: 

• processing/raising stock orders 

• maintaining stock ordering and recording system 

• maintaining delivery and supply records 

• stock distribution records. 
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Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 2 2 2 2 2 2 

Note:  The Key Competencies whose levels are in shaded boxes require explicit emphasis 

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.5 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

The range of variables in the environment in undertaking the tasks involved in this unit would be 
difficult to simulate.  Therefore the assessment for this unit is most effectively undertaken on the 
job. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed in a work 
environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 
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Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for I.3: Order Stock, the candidate will demonstrate the ability to ensure that orders for 
goods are processed according to store policy and follow up procedures are carried out, as 
required. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate III in 
Retail Operations. 

Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competence for Certificate III in Retail Operations are 
set out in the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competence have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competence. 

Unit I.3 Order Stock is either a Phase C, a Phase D or a Phase E unit within Certificate III in Retail 
Operations. Phase C, Phase D and Phase E are elective streams. 

Refer to the Qualifications, Section 3.5 for the other Phase C, Phase D and Phase E units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in either Phase C, Phase D or Phase E has been completed, the 
candidate will undertake an Integrated Competency Assessment based on the theme for that 
phase:   

Phase C: Developing and Recognising Retail Skills. 
Phase D: Co-ordinating in a Retail Environment 
Phase E: Co-ordinating Retail Office Functions 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 
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The assessment will integrate those aspects of Unit I.3 Order Stock, which are critical to either the 
theme of Phase C, the theme of Phase D, or the theme of Phase E. 

The Phase C theme, Developing and Recognising Retail Skills requires the candidate to 
demonstrate an ability to develop, deliver and assess the effectiveness of a training program which 
is based on and relates the selected coordination and specialist elective units to the workplace 
situation. 

The Phase D theme, Coordinating in a Retail Environment requires the candidate to demonstrate 
an ability to coordinate a team within the elected functional areas of supervision, stock and/or 
recommending products and services. The details of the Integrated Competency Assessment 
should be negotiated with the qualified assessor according to the candidate’s choice of elective 
units and role in the workplace. 

The Phase E theme, Coordinating Retail Office Functions requires the candidate to demonstrate an 
ability to coordinate a team within the elected administrative areas. The details of the Integrated 
Competency Assessment should be negotiated with the qualified assessor according to the 
candidate’s choice of elective units and role in the workplace. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competence within either Phase C, Phase D or Phase E. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 

Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  The resources should relate specifically to 
store policies, procedures and range of stock and equipment.  Resources may include: 

ν a retail environment 

ν relevant documentation, such as: 

• store merchandising and marketing policy and procedures 

• inter and intra store/department transfer procedures 

• store quality control procedures and requirements. 

ν qualified workplace assessor. 
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I.4 
AQF ⊆ 

 
Buy Merchandise 

This unit requires a level of competencies which involve market 
analysis, planning and introduction of product ranges, establishing 
contacts with suppliers and setting selling prices to maximise 
profits. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

I.4.1 Analyse Market ν Store marketing policies analysed and identified. 

ν Customer requirements monitored formally and 
informally in order to evaluate market trends and 
customer needs. 

ν New products and services  researched. 

ν Opportunities to improve sales identified and 
considered. 

ν Merchandise range monitored to identify the 
demand for individual items and seasonal 
variations. 

ν Market competition monitored. 

I.4.2 Plan Product Range ν Buying plan developed and implemented in 
accordance with store merchandise policies, 
market analysis, sales performance of line, stock 
availability and fashion trends. 

ν Future directions for merchandise ranges 
determined according to store policies. 

ν Relevant staff liaised with to co-ordinate 
promotional and marketing activities. 

ν Store/department sales figures analysed to 
determine contribution rates of product lines. 

ν Investment levels determined with reference to 
previous years’ sales figures, predicted demand 
and projected gross profit. 

ν Contribution improvement opportunities identified 
and acted upon. 

ν Store/department space requirements and brand 
product mix determined according to store policy. 

ν Stock levels determined according to peak 
seasons, special events and supplier’s lead time. 

ν Analyse, evaluate and amend stock range and 
sources of supply according to management, staff 
and customer feedback. 
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I.4.3 Establish Supplier 
Relations 

ν Co-operative relationships with supplier 
representatives developed according to store 
policy. 

ν Existing suppliers continuously assessed in regard 
to quality, profitability, service and delivery status. 

ν New suppliers identified and existing suppliers 
deleted according to performance indicators of 
price, quality, performance, supply reliability and 
merchandise range. 

I.4.4 Negotiate Supply of 
Goods 

ν Arrangements with suppliers negotiated and 
implemented according to store policies and 
procedures and communicated to relevant 
personnel. 

ν Special pricing arrangements and customer 
payment agreements authorised and 
communicated to relevant staff and management 
personnel according to store policy. 

ν Records of suppliers and stock monitored for 
accuracy and legibility and appropriate action taken 
where necessary. 

ν Market factors affecting supply identified and 
communicated to relevant personnel. 

ν Complete and accurate records of negotiations and 
agreements conveyed to appropriate personnel 
within designated time lines. 

ν Immediate corrective action taken where potential 
or actual problems with supply indicated. 

ν New suppliers identified and developed to maintain 
and improve sales and service delivery. 

ν Analyse, evaluate and amend stock range and 
source of supply according to management, staff 
and customer feedback. 

I.4.5  ν Merchandise quality standards established with 
suppliers according to legal requirements, customer 
requirements and store policy. 

ν Quality of merchandise monitored and ensured 
during supply, manufacture and delivery processes. 

ν Stock return figures recorded and analysed against 
target figure. 
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I.4.6 Introduce Product Range ν Store/area managers/staff informed of new product 
ranges and advised of preferred location of 
merchandise. 

ν Staff training in product knowledge implemented to 
introduce product range. 

ν New ranges demonstrated/displayed to staff 
according to store merchandising plan. 

I.4.7 Maximise Profit ν Individual product range contributions are 
calculated/estimated against budget/targets. 

ν Product range assessment checks developed and 
implemented against budget/targets. 

ν Overall selling space contributions 
calculated/estimated according to store 
merchandising plan. 

ν Profit margins maximised in negotiations with 
suppliers. 

ν Store pricing policies determined, according to 
stated net profit margin in store merchandising plan 
and consumer law. 

ν Specifications for terms of trade negotiated in 
regard to: 

− special buys 
− payment terms 
− promotional deals with suppliers. 

 

I.4.8 Rationalise Stock ν Stock range reviewed and updated at regular 
intervals. 

ν Stock lines to be deleted identified and action taken 
to minimise adverse effect on profit. 

ν Stock consolidated as required to maximise sales 
potential. 
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The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store merchandise and marketing policies which may include: 
− store culture 
− current market position 
− target markets. 

ν Size, type and location of store. 

ν Type of market and customer needs. 

ν Store merchandise and product range. 

ν Product range may be existing or new. 

ν Store pricing, labelling and packaging requirements. 

ν Types and location of suppliers. 

ν Local or overseas suppliers. 

ν Store quality control policies and procedures. 

ν Suppliers may be existing or new contacts. 

ν Staff training policies and procedures. 

ν Sources of supply may be internal or external. 

ν Negotiation process may include: 
− face to face 
− correspondence 
− meetings 
− telephone or electronic media. 

ν Reasons for deletion of stock lines may include: 
− changes in store policy/culture 
− sales performance 
− customer requirements 
− fashion trends 
− product availability 
− problems with supply. 

ν Stock consolidation may include: 
− movement of stock between departments or stores. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying store policies and procedures, industry codes of practice and statutory 
requirements/regulations in regard to buying, merchandising and marketing policies 

ν applying market analysis, planning, procurement and rationalisation of stock and merchandise 
and service ranges, maintaining of supplier relations and quality control, according to the range 
of variables 

ν accurately interpreting market trends and applying to the store situation to create opportunities to 
improve sales and services, while maximising profits 

ν analysing market and planning the introduction of a product and service range 

ν identifying suppliers, negotiating supply of goods, rationalising stock and monitoring quality 
control 

ν training/communicating information to and from staff/team members, in regard to stock and 
merchandise and service range. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Broad knowledge of store policies and procedures, in regard to: 

• marketing 

• buying 

• profit margins 

• quality control 

• stock/inventory levels - current and future 

• stock location/allocated areas 

• staff product knowledge training.  

ν Broad knowledge of industry/store, including: 

• market needs 

• range of merchandise available 

• market competition 

• existing and possible new suppliers 

• channels of distribution 
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EVIDENCE GUIDE (CONTINUED) 

  

ν Broad knowledge of relevant: 

• legislation and statutory requirements, including consumer law 

• industry codes of practice, including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

ν Knowledge and techniques in: 

• collecting, analysing and organising information, including evaluation and analysis of: 
− market trends and projections 
− sales figures and investment levels 
− space requirements 

• communicating ideas and information, including: 
− negotiation skills 
− group presentation skills 

• planning and organising activities 

• solving problems 

• using and applying technology, including electronic data interchange. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

3 3 3 3 3 3 3 

 
Note: The Key Competencies whose levels are in shaded boxes require explicit emphasis 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.6 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency.  Evidence is best gathered using the 
products, processes and procedures of the individual workplace context as the means by which the 
candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for I.4: Buy Merchandise, the candidate should provide evidence of the ability to 
develop, implement and monitor an appropriate buying plan, according to store merchandising 
policy, including evidence of the ability to undertake and act on market analysis, manage the 
supply, profitability, introduction of new stock, and, where required, the rationalisation of stock. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate IV in 
Retail Management. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for Certificate IV in Retail Management are 
set out in the Qualifications, Section 3.6 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competency. 

Unit I.4: Buy Merchandise is an elective unit in the Buying Stream within Certificate IV in Retail 
Management. It may be selected in conjunction with the essential unit in either Phase B or Phase D. 

Refer to the Qualifications, Section 3.6 for the other units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in either Phase B or Phase D has been completed, the candidate 
will undertake an Integrated Competency Assessment based on the theme for that phase: 

Phase B: Leading and Managing People 
Phase D: Managing Financial Resources 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit I.4: Buy Merchandise, which are critical to 
either the theme of Phase B or the theme of Phase D. 

The Phase B theme, Leading and Managing People, requires the candidate to demonstrate an 
ability to communicate with staff to identify relevant and achievable team goals for the functional 
area, develop measuring and monitoring procedures, develop and implement feedback processes 
and plan and deliver coaching plans within the specialist elective area chosen. 

The Phase D theme, Managing Financial Resources, requires the candidate to demonstrate an 
ability to analyse the financial control systems, identify ways to improve performance and develop a 
budget proposal for the specialist elective functional area chosen.  

In either Phase B or Phase D, the details of the Integrated Competency Assessment should be 
negotiated with the qualified assessor. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competency within either Phase B or Phase D. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate IV in Retail Management. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν access to relevant information and documentation, including: 

• store policies and procedures 

• legislation and statutory requirements 

• industry codes of practice 

• merchandise/supplier data 

ν qualified workplace assessor. 
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LP.2 
AQF ⊄ 

 
Minimise Theft 

This unit encompasses the competencies necessary to maintain a 
secure workplace. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

LP.2.1 Apply Routine Store 
Security 

ν Store security systems and procedures applied 
according to store policy. 

ν Cash handled and secured according to store 
policy. 

ν Suspect behaviour by customers observed and 
dealt with according to store policy. 

ν Internal and external theft dealt with according to 
store policy. 

ν Products and equipment stored in a secure 
manner. 

LP.2.2 Minimise Theft ν Appropriate action taken to minimise theft by 
applying store procedures. 

ν Merchandise matched to correct price tags. 

ν Surveillance of merchandise which can be easily 
stolen maintained according to store policy and 
industry codes of practice. 

ν Customers’ bags checked as required at point of 
sale according to store policy and industry codes of 
practice. 

ν Security of cash, cash register and keys 
maintained according to store policy. 

ν Security of stock, cash and equipment in regard to 
customers, staff and outside contractors 
maintained according to store policy. 

ν Suspected or potential thieves dealt with according 
to store policy and procedures.  
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RANGE OF VARIABLES 

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to security. 

ν Store policies will take into account local and state security legislation and industry codes of 
practice. 

ν Size and type and location of store. 

ν Store merchandise and service range. 

ν Merchandise may be covered by special security requirements. 

ν Types of security equipment. 

ν Security procedures may deal with: 
− customers 
− staff 
− keys 
− visitors, sales representatives, contractors, vendors 
− stock 
− records 
− cash, credit 
− equipment 
− premises 
− armed hold-up. 

ν Security equipment used eg. alarm systems, video surveillance, mirrors, locked and secure 
areas. 

ν Levels of staffing, eg. staff shortages. 

ν Varying levels of staff training. 

ν Routine or busy trading conditions. 

ν Full-time, part-time or casual staff. 
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EVIDENCE GUIDE 

  

The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying store policies and procedures and industry codes of practice, in regard to 
store security and theft prevention 

ν consistently applying store policies and procedures in regard to following security procedures 
and for reporting theft/suspicious behaviour to relevant personnel 

ν monitoring stock, work area, customers and staff to minimise opportunities for theft. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Operational knowledge of store policies and procedures, in regard to: 

• security 

• checking customers’ bags and purchases 

• reporting problems and faults. 

ν Basic operational knowledge of relevant: 

• legislation and statutory requirements, particularly in regard to checking customers’ bags and 
purchases, including criminal law, property offences, consumer law 

• Trade Practices Act and Fair Trading Act 

ν Operational knowledge of: 

• store merchandising system including price tags, label, bar codes, and price lists/catalogues 

• security procedures relating to cash handling, credit cards, EFTPOS and cheque 
transactions 

• location and operation of store security equipment, including video surveillance, alarms, dye 
tags, etc. 

• reporting procedures for external/internal theft or suspicious circumstances. 

ν Literacy and numeracy skills in: 

• recording of stolen items 

• reporting of theft 
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Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

1 1 1 1  1 1 

Note:  Key Competencies whose levels are in shaded boxes require explicit emphasis 

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 
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Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for LP.2: Minimise Theft, the candidate will demonstrate the ability to follow store 
security procedures and store procedures to minimise theft in a range of retail situations. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 

Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit LP.2:  Minimise Theft is a Phase B unit within Certificate II in Retail Operations.  All Phase B 
units are essential.  The other Phase B Units are: 

CS.2: Apply Point of Sale Handling Procedures 
CS.3: Interact With Customers 
I.1:     Perform Stock Control Procedures 
F.1:    Balance the Register/Terminal. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase B has been completed the candidate will undertake an 
Integrated Competency Assessment based on the theme Protecting the Store Against Loss. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit LP.2:  Minimise Theft which are critical to the 
theme of Protecting the Store Against Loss including customers, money and/or stock. 

The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase B. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 
ν relevant documentation, such as: 

• store policy and procedure manuals 

• legislation and statutory regulations 

• industry codes of practice 

• Trade Practices Act and Fair Trading Act 
ν relevant security equipment 
ν point of sale equipment 
ν qualified workplace assessor. 
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LP.3 
AQF ⊂ 

 
Maintain Store Safety 

This unit is based on Workplace Australia Guidelines and requires a 
level of competency involving the responsibility for ensuring staff 
members maintain occupational health and safety and emergency 
procedures. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

LP.3.1 Inform Team Members ν Store policies and procedures in regard to 
occupational health and safety and emergency 
procedures clearly and accurately explained to 
team members. 

ν Team members given access to store policy. 

ν Relevant provisions of occupational health and 
safety legislation and codes clearly and accurately 
explained to team members. 

ν Information on identified hazards and risk control 
procedures regularly provided and clearly and 
accurately explained to team members. 

LP.3.2 Involve Team Members ν Provide opportunities and processes for team 
members to consult and contribute on occupational 
health and safety issues according to store policy. 

ν Issues raised, resolved promptly or referred to 
relevant personnel according to store policy. 

ν Outcomes of issues raised on occupational health 
and safety matters promptly conveyed to team 
members. 

LP.3.3 Monitor and Maintain a 
Safe Working 
Environment 

ν Store policies and procedures implemented with 
regard to identification, prevention and reporting of 
potential hazards. 

ν Prompt action taken to deal with hazardous events 
according to store policies. 

ν Unsafe or hazardous events investigated to identify 
cause and inadequacies in risk control measures or 
resource allocation for risk control measures 
identified and reported to relevant personnel. 

ν Control measures to prevent re-occurrence and 
minimise risks of unsafe and hazardous events 
implemented  and monitored according to store 
policy and the hierarchy of control. 

ν Hazardous goods handled and stored in 
accordance with store policy and Occupational 
Health and Safety Regulations. 
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ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

LP.3.3 Monitor and Maintain a 
Safe Working 
Environment (Cont’d) 

ν Equipment maintained in accordance with store 
policy and occupational health and safety 
regulations. 

ν Team performance monitored to ensure use of safe 
manual handling techniques. 

LP.3.4 Implement Emergency 
Procedures 

ν Store emergency policies and procedures 
implemented promptly in the event of an 
emergency which may include: 

− alarm systems and procedures 
− fire-fighting procedures 
− store evacuation procedures for staff and 

customers 
− transport arrangements for sick and/or injured 

persons 
− medical attention procedures 
− events likely to endanger staff or customers 
− product recall/contamination. 

LP.3.5 Identify Need for 
Occupational Health and 
Safety Training 

ν Occupational health and safety training needs 
identified accurately, specifying gaps between 
occupational health and safety competencies 
required and those held by team members. 

ν Training organised/arranged according to store 
policy. 

LP.3.6 Maintain Occupational 
Health and Safety 
Records 

ν Occupational health and safety records and legal 
requirements for the maintenance of records for 
occupational injury and disease completed 
accurately and legibly, according to store policy. 

ν Information from records used to identify hazards 
and monitor risk control procedures according to 
store policy. 
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RANGE OF VARIABLES  

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to occupational health and safety and emergency 
procedures which will incorporate occupational health and safety regulations where applicable. 

ν Size, type and location of store. 

ν Store merchandise and service range. 

ν Type of tools and equipment used. 

ν Range of responsibilities/job description. 

ν Occupational health and safety procedures may deal with customers, staff, equipment, premises 
or stock. 

ν Emergencies may include: 
− sickness 
− accidents 
− fire  
− store evacuation involving staff or customers. 
− product recall/contamination 
− bomb threat 

ν Hazardous goods/equipment may include: 
− use and storage of hazardous/chemical sprays 
− handling products treated with chemicals 
− poisonous/allergenic effects of products 
− electricity and water. 

ν Correct use of equipment and protective gear may include: 
− correct foot wear 
− protective gear (eyes, face, hands) 
− glue guns/burns 
− sharp instruments/cuts/disease control 
− safe manual handling. 

ν Information exhibited in the work area of responsibility in accordance with all relevant 
occupational health and safety requirements particularly with regard to: 
− general duty of care 
− requirements for the maintenance and confidentiality of records of occupational injury and 

disease 
− provision of information and training 
− regulations and codes of practice relating to hazards present in work area 
− health and safety representatives and occupational health and safety committees 
− issue resolution. 
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RANGE OF VARIABLES (CONTINUED) 

  

ν Hazardous events include accidents, fires and emergencies such as chemical spills or bomb 
threats.  

ν Procedures for dealing with hazardous events include evacuation, chemical containment and first 
aid procedures according to store policies and procedures for: 
− inspection 
− housekeeping 
− consultation processes, either general or specific to occupational health and safety 
− training and assessment 
− specific hazard policies and procedures 
− occupational health and safety information 
− occupational health and safety record keeping 
− maintenance of plant and equipment. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

This unit assumes and builds on competency in Unit LP.1: Apply Safe Working Practices. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν applying and monitoring store policies and procedures, industry codes of practice, relevant 
legislation and statutory requirements in regard to occupational health and safety and 
emergency procedures 

ν applying and monitoring safe work practices in the handling and moving of stock, according to 
occupational health and safety legislation/regulations/codes of practice 

ν interpreting and monitoring the implementation of manufacturers’ instructions with regard to 
handling stock and using relevant equipment 

ν applying and monitoring safe work practices in the handling, storage and disposal of unsafe or 
hazardous materials 

ν identifying occupational health and safety training needs and maintaining occupational health 
and safety records. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 
ν Knowledge and application of store policies and procedures, in regard to: 

• occupational health and safety 
• emergency procedures 
• unsafe or hazardous goods: 

− handling and storage 
− disposal. 

• bomb threat procedures 
• store evacuation. 

ν Knowledge and understanding of: 
• manual handling and safe lifting techniques 
• possible fire and safety hazards 
• sickness and accident procedures 
• location of nearest first aid assistant/facility 
• hierarchy of risk control: 

− elimination of hazards 
− engineering controls to reduce risk 
− administrative controls eg. for rotation 
− use of personal protective equipment. 
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ν Knowledge, understanding and application of relevant: 

• occupational health and safety legislation/regulations/codes of practice 
• equal opportunity principles 
• anti discrimination legislation. 

ν Knowledge of principles and techniques in interpersonal relation skills, including: 

• giving feedback 

• coaching 

• performance analysis 

• questioning/listening/observation 

• group presentation 

• team motivation 

• negotiation  

• verbal and non verbal communication 

• team leadership 

ν Knowledge of principles and techniques in: 

• planning and organising activities 

• solving problems 

ν Literacy and numeracy skills in regard to interpreting and applying Occupational Health and 
Safety documents and reporting procedures. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 2 2 2  2 2 

Note:  The Key Competencies whose levels are in shaded boxes require explicit emphasis. 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.5 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

The range of variables in the environment in undertaking the tasks involved in this unit would be 
difficult to simulate.  Therefore the assessment for this unit is most effectively undertaken on the 
job. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed in a work 
environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for LP.3: Maintain Store Safety, the candidate will demonstrate the ability to facilitate, 
monitor and maintain a safe workplace based on established occupational health and safety 
policies, including Workplace Australia guidelines and relevant legislation 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate III in 
Retail Operations. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competence for Certificate III in Retail Operations are 
set out in the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competence have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competence. 

Unit LP.3 Maintain Store Safety is a Phase B unit within Certificate III in Retail Operations. All 
Phase B units are essential. The other Phase B units are: 

M.4:  Co-ordinate Housekeeping 
LP.4: Maintain Store Security 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competence in Phase B has been completed, the candidate will undertake an 
Integrated Competency Assessment based on the theme Implementing Policies to Protect Against 
Loss. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit LP.3 Maintain Store Safety, which are critical to 
the theme Implementing Policies to Protect Against Loss in order to ensure that the store does not 
lose customers, money or stock through carelessness or theft, including demonstrating an ability to 
identify the skills required by team members in housekeeping, safety and security and implementing 
a strategy to apply the appropriate work practices. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competence within Phase B . 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 



 

FPI 99  305 
© Australian National Training Authority  

 
EVIDENCE GUIDE (CONTINUED) 

  

Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  The resources should relate specifically to 
store policies, procedures and range of stock and equipment.  Resources may include: 

ν a retail environment 

ν access to relevant equipment: 

• stock moving equipment 

• alarm systems 

• fire-fighting equipment. 

• communication equipment 

ν relevant documentation, such as: 

• occupational health and safety legislation 

• store evacuation procedures 

• store policy and procedure manuals. 

ν qualified workplace assessor. 
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LP.4 
AQF ⊂ 

 
Maintain Store Security 

This unit requires a level of competency involving the responsibility 
for ensuring that staff members maximise store security. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

LP.4.1 Monitor and Maintain 
Store Security 

ν Store policies and procedures implemented to 
ensure store security maintained. 

ν Security procedures are monitored and assessed 
according to store policy. 

ν Procedures implemented to minimise theft of easily 
stolen merchandise. 

ν Security of cash, cash register and keys 
maintained according to store policy. 

ν Store procedures in regard to credit cash/cheque 
and EFTPOS transactions implemented. 

ν Team members are informed of store policies and 
procedures in regard to security. 

ν Team members provided with feedback in regard 
to implementation/non implementation of store 
security procedures. 

ν Staff provided with on-going supervision and 
training to facilitate awareness and detection of 
theft. 

ν Matters likely to affect store security  reported 
according to store policy. 
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RANGE OF VARIABLES 

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to security. 

ν Size, type and location of store. 

ν Store merchandise and service range. 

ν Type of security equipment used. 

ν Security procedures may deal with: 
− customers 
− staff/staff property 
− visitors, sales representatives, contractors, vendors 
− stock 
− records 
− cash and cash movement 
− equipment 
− premises 
− opening and closing of premises 
− theft 
− armed robbery 
− events likely to endanger customers or staff. 

ν Range of responsibilities/job description. 

ν Levels of staffing, eg. staff shortages. 

ν Varying levels of staff training. 

ν Routine or busy trading conditions. 

ν Full-time, part-time or casual staff. 



 

FPI 99  309 
© Australian National Training Authority  

 
EVIDENCE GUIDE 

  

The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

This unit assumes and builds on competency in Unit LP.2: Minimise Theft. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν applying store policies and procedures, industry codes of practice, relevant legislation and 
statutory requirements in regard to store security 

ν applying relevant legislation and statutory regulations particularly in regard to checking of 
customers’ bags and purchases 

ν interpreting, applying and monitoring security procedures in regard to: 

• cash handling, credit card and cheque transactions 

• internal or external theft or suspicious circumstances 

• armed robbery 

• opening and closing premises. 

ν implementing store policies and procedures in regard to: 

• informing staff regarding store security 

• staff security supervisions and training 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Knowledge and application of store policies and procedures, in regard to: 

• security: 
− cash handling, credit card, cheque transactions 
− external/internal theft 
− suspicious circumstances 
− armed robbery. 

• staff security training 

• procedures for opening and closing premises. 

ν Knowledge, understanding and application of relevant legislation and statutory regulations, 
particularly in relation to checking of customers’ bags and purchases. 

ν Knowledge of store alarm and security systems. 
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ν Knowledge of principles and techniques in interpersonal relation skills, including: 

• giving feedback 

• coaching 

• performance analysis 

• questioning/listening/observation 

• group presentation 

• team motivation 

• negotiation 

• verbal and non verbal communication 

• team leadership 

ν Knowledge of principles and tecniques in: 

• planning and organising activities 

• solving problems 

ν Literacy skills in regard to interpreting and applying O&S documents and reporting procedures. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 2 2 2 2 2 2 

Note:  The Key Competencies whose levels are in shaded boxes require explicit emphasis. 

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.5 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

The range of variables in the environment in undertaking the tasks involved in this unit would be 
difficult to simulate.  Therefore the assessment for this unit is most effectively undertaken on the 
job. 
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Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed in a work 
environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for LP.4: Maintain Store Security, the candidate will demonstrate the ability to monitor 
and maintain a secure workplace through the implementation of store security policies and 
procedures, provision of information to team members and identification of security issues and 
training needs. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate III in 
Retail Operations. 

Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competence for Certificate III in Retail Operations are 
set out in the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competence have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competence. 

Unit LP.4 Maintain Store Security is a Phase B unit within Certificate III in Retail Operations. All 
Phase B units are essential. The other Phase B units are: 

LP.3: Maintain Store Safety 
M.4: Co-ordinate Housekeeping 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 
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When each unit of competency in Phase B has been completed, the candidate will undertake an 
Integrated Competency Assessment based on the theme Implementing Policies to Protect Against 
Loss. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit LP.4 Maintain Store Security, which are critical 
to the theme Implementing Policies to Protect Against Loss in order to ensure that the store does 
not lose customers, money or stock through carelessness or theft, including demonstrating an 
ability to identify the skills required by team members in housekeeping, safety and security and 
implementing a strategy to apply the appropriate work practices. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competency within Phase B . 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 

Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  The resources should relate specifically to 
store policies, procedures and range of stock and equipment.  Resources may include: 

ν a retail environment 

ν relevant documentation, such as: 

• store policy and procedures in regard to security 

• legislation and statutory requirements 

• occupational health and safety legislation 

ν access to relevant equipment, such as: 

• alarm systems 

• point of sale equipment 

• communication equipment 

ν qualified workplace assessor. 
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LP.5 
AQF ⊂ 

 
Apply Store Security Systems and 
Procedures 

This unit builds on Unit LP.2 Minimise Theft.  It involves the 
maintenance and use of store security equipment, ensuring the 
safety and well being of staff and customers, the detection and 
apprehension of thieves and the application of post apprehension 
procedures in line with state or territory laws. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

LP.5.1 Maintain Store Security 
Systems 

ν Security equipment operated according to 
manufacturers instructions and store procedures. 

ν Security equipment regularly checked to ensure 
operational effectiveness and faults/regular 
servicing organised in line with store 
procedures/manufacturers specifications. 

ν Surveillance of specific store areas is applied in line 
with store procedures 

ν Security data entered accurately and updated as 
required by store policy and procedures 

LP.5.2 Deal With Potentially 
Unsecured Situations 

ν Factors which increase security risk identified, 
regularly monitored, recorded and reported 
according to assigned instructions. 

LP.5.3 Detect and Apprehend 
Thieves 

ν Evidence associated with each theft offence is 
collected as required by the law of evidence under 
state or territory legal proceedings 

ν Alternative  actions to arrest are considered and 
facilitated for minor offences where permitted by 
store procedures. 

ν Apprehension and or arrest of thieves is facilitated 
in line with store procedures and state or territory 
law. 

ν Store detection and apprehension procedures are 
applied in a manner which ensures safety of self, 
colleagues, customers, the general public and the 
offender. 
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ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

LP.5.4 Apply Post 
Apprehension 
Procedures 

ν Reports prepared for police/security personnel 
according to legal requirements and store 
procedures. 

ν Appropriate requirements/processes applied with 
regard to: 

− obtaining brief particulars 
− recovery of merchandise 
− searching offenders 
− rights of  offenders 
− questioning offenders, according to 

state/territory law. 
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RANGE OF VARIABLES 

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to the apprehension of thieves. 

ν Size, type and location of store. 

ν Store merchandise and service range. 

ν Security equipment used in stores may include: 
− alarms 
− surveillance equipment such as cameras, closed circuit television 
− dye tags 
− security barcodes. 

ν Store standard procedures for the operation of security equipment. 

ν The elements of theft as defined by state or territory legislation, case law and/or common law. 

ν Authority to apprehend thieves as described in state or territory legislation, case law or common 
law and as applied or permitted by store policies or procedures. 

ν Post apprehension or arrest procedures as described by state or territory legislation. 

ν Theft and other property offences may include: 
− customer and bag checking procedures 
− criminal deception (false pretences) 
− criminal (willful) damage 
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EVIDENCE GUIDE 
  

The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

This is a specialist skill unit which assumes and builds on competency in LP.2: Minimise 
Theft. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently and accurately operating store security equipment 
ν consistently applying store procedures and relevant state or territory legislation, case law or 

common law in relation to the detection and apprehension of offenders 
ν identifying and recording evidence in accordance with relevant state/territory legislation, case 

law or common law. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit: 

ν Knowledge and application of store policies and procedures, in regard to: 

• dealing with theft and other property offenses, including customer bag checking procedures 

• dealing with other property offences, including criminal deception (false pretences), criminal 
(willful) damage 

• apprehension of offenders 

• operation and maintenance of store security equipment, taking into account manufacturers 
maintenance and operating procedures. 

ν Knowledge of principles and skills in: 

• surveillance techniques 

ν Knowledge, understanding and application of: 

• relevant law and industry codes of practice and their application in relation to store polices 
and procedures, in regard to the checking of customers’ bags and purchases 

• the elements of proof and defences to the offence as per the relevant state/territory 
legislation, case law and common law 

• relevant powers of arrest and post arrest procedures within the appropriate state or territory 
and their application in relation to store policies and procedures 

• the applicable Rules of Evidence of the relevant state/territory, Court procedures and the 
giving of evidence in Court 

• occupation health and safety legislation/guidelines 

ν Knowledge of: 

• theft statistics, annual cost of theft, thief profiles and categories 

• definition of theft and larceny 

ν Literacy and numeracy skills in relation to interpreting legal documents, recording and reporting 
procedures. 
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Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

3 3 3 3 3 3 3 
 
Note: The Key Competencies whose levels are in shaded boxes require explicit emphasis 
 

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.5 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

The range of variables in the environment in undertaking the tasks involved in this unit would be 
difficult to simulate.  Therefore the assessment for this unit is most effectively undertaken on the 
job. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed in a work 
environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 
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Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for LP.5: Apply Store Security Systems and Procedures, the candidate will 
demonstrate the ability to undertake the detection and apprehension of thieves in the retail 
workplace, follow appropriate post-apprehension procedures, and use store security equipment. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate III in 
Retail Operations. 

Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for Certificate III in Retail Operations are 
set out in the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competency. 

Unit LP.5: Apply Store Security Systems and Procedures is either a Phase C or a Phase D unit 
within Certificate III in Retail Operations. Phase C and Phase D are elective streams. 

Refer to the Qualifications, Section 3.5 for the other Phase C and Phase D units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in either Phase C or Phase D has been completed, the candidate 
will undertake an Integrated Competency Assessment based on the theme for that phase:   

Phase C: Developing and Recognising Retail Skills. 
Phase D: Co-ordinating in a Retail Environment 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit LP.5: Apply Store Security Systems and 
Procedures which are critical to either the theme of Phase C or the theme of Phase D. 
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The Phase C theme, Developing and Recognising Retail Skills, requires the candidate to 
demonstrate an ability to develop, deliver and assess the effectiveness of a training program which 
is based on and relates the selected coordination and specialist elective units to the workplace 
situation. 

The Phase D theme, Coordinating in a Retail Environment, requires the candidate to demonstrate 
an ability to coordinate a team within the elected functional areas of supervision, stock and/or 
recommending products and services. The details of the Integrated Competency Assessment 
should be negotiated with the qualified assessor according to the candidate’s choice of elective 
units and role in the workplace. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competency within either Phase C or Phase D. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 

Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  The resources should relate specifically to 
store policies, procedures and range of stock and equipment.  Resources may include: 

ν a retail environment 

ν relevant documentation, such as: 

• theft statistics 

• thief profiles 

• legislation and statutory requirements relating to theft and property offences 

• store policy and procedure manuals 

ν access to equipment such as: 

• security systems 

• communication equipment 

ν qualified workplace assessor. 
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M.1 
AQF ⊄ 

 
Merchandise Products 

This unit involves the arrangement and presentation of merchandise 
within the store.  It includes the setting up and maintenance of 
displays and labelling or pricing stock. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

M.1.1 Place and Arrange 
Merchandise 

ν Merchandise unpacked in accordance with 
salon/store procedure. 

ν Merchandise placed on floor, fixtures and shelves 
in determined locations. 

ν Merchandise displayed to achieve a balanced fully 
stocked appearance and promote sales. 

ν Damaged, soiled or out of date stock identified and 
corrective action taken as required according to 
store procedure. 

ν Stock range placed to conform with fixtures, 
ticketing, prices or bar codes. 

ν Stock rotated according to stock requirements and 
store procedure. 

ν Stock presentation conforms to special handling 
techniques and other safety requirements. 

M.1.2 Prepare Display 
Labels/Tickets 

ν Labels/tickets for window, wall or floor displays 
prepared according to store policy. 

ν Tickets prepared using electronic equipment or 
neatly by hand according to store procedures. 

ν Soiled, damaged, illegible or incorrect labels/ 
tickets identified and corrective action taken. 

ν Electronic ticketing equipment used and 
maintained according to design specifications. 

ν Ticketing equipment maintained and stored in a 
secure location. 

M.1.3 Place, Arrange and 
Display Price Tickets and 
Labels. 

ν Tickets/labels are visible and correctly placed on 
merchandise. 

ν Labels/tickets replaced according to store policy. 

ν Correct pricing and information maintained on 
merchandise according to store procedures, 
industry codes and government requirements. 
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M.1.4 Maintain Displays ν Special promotion areas reset and dismantled. 

ν Supervisor assisted in selection of merchandise for 
display. 

ν Merchandise arranged/faced up as directed and/or 
according to layout specifications and load bearing 
capacity of fixtures. 

ν Unsuitable or out of date displays identified, reset 
and/or removed as directed. 

ν Optimum stock levels identified and stock 
replenished according to store policy. 

ν Display areas maintained in a clean and tidy 
manner. 

ν Excess packaging removed from display areas. 

M.1.5 Protect Merchandise ν Correct handling, storage and display techniques 
identified and used according to stock 
characteristics and industry codes. 
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The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policy and procedures in regard to merchandising of stock. 

ν Size, type and location of store. 

ν Size, type and location of display areas and fittings. 

ν Store merchandise range. 

ν Industry codes of practice 

ν Setting of new displays or maintaining existing displays. 

ν Tickets may be provided, produced electronically or manually. 

ν Store ticketing and pricing policy may include: 
− pricing gun 
− shelf tickets 
− shelf talkers 
− written labels 
− swing ticketing 
− bar coding 
− price boards 
− header boards. 

ν Handling techniques may vary according to stock characteristics and industry codes of practice. 

ν Levels of staffing, eg. staff shortages. 

ν Varying levels of staff training. 

ν Routine or busy trading conditions. 

ν Full-time, part-time or casual staff. 

ν Merchandise may be characterised by: 
− type 
− size 
− brand 
− customer 
− colour. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently apply store policies and procedures in regard to displaying, merchandising, 
ticketing, pricing and storage of stock 

ν displaying merchandise on floor, fixtures shelves/display areas, in determined locations, in 
accordance with special manual handling techniques and other safety requirements 

ν preparing display labels and price tickets for merchandise with regard to store policies and 
procedures 

ν operating, maintaining and storing a range of ticketing equipment according to: 

• store policy and procedures 

• industry codes of practice 

• manufacturers’ instructions and design specifications. 

ν arranging correct pricing and information on merchandise according to store procedures, 
industry codes and government requirements 

ν identifying damaged, soiled or out of date stock and taking corrective action as required by store 
procedures and legislative requirements 

ν maintaining display areas and replenishing stock as required in accordance with store 
procedures and legislative requirements 

ν performing correct manual handling, storage and display techniques according to: 

• stock characteristics 

• industry codes of practice 

• occupational health and safety legislation/regulations/codes of practice. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Operational knowledge of store policies and procedures, in regard to: 

• merchandising, ticketing and pricing of stock 

• correct storage of stock 

• principles of display 

• store promotional themes, including advertising, catalogues and special offers 

• location of display areas 

• availability and use of display materials 

• stock rotation 
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• stock replenishment 
• merchandise range 
• scheduling for building and rotating displays 
• correct manual handling techniques for protection of self and merchandise 
• correct storage procedures for labelling/ticketing equipment and materials. 

ν Basic knowledge of elements and principles of design and trends in retail design. 

ν Basic operational knowledge of relevant: 
• occupational health and safety regulations including manual handling and hygiene and 

sanitation 
• legislation and statutory requirements including consumer law 
• Trade Practices and Fair Trading Acts, particularly for pricing and ticketing 
• industry codes of practice, including: 

− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

ν Operational skills and techniques in: 
• use and maintenance of manual and electronic labelling/ticketing equipment 
• completing tasks in a set time frame. 

ν Literacy and numeracy skills in relation to: 
• reading and interpreting store procedures and guidelines 
• machine or manual preparation of labels/tickets 
• reading and understanding manufacturer’s instructions 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

1 1 1 1 1 1 1 

 
Note: The Key Competencies whose levels are in shaded boxes require explicit emphasis 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for M.1: Merchandise Products, the candidate will demonstrate the ability to undertake 
basic merchandising and display activities with the aim of enhancing sales performance for 
specified products. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit M1: Merchandise Products is a Phase C1 unit within Certificate II in Retail Operations. Phase 
C1 is an elective stream.  The other Phase C1 Units are: 

S.2: Advise on Products and Services 
S.1: Sell Products and Services. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase C1 has been completed the candidate will undertake an 
Integrated Competency Assessment based on the theme Promoting Products So That They Sell. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit M1: Merchandise Products which are critical to 
the theme of Promoting Products So That They Sell in order to demonstrate the acquisition of 
knowledge and skills in promoting, displaying, providing information and selling of products and 
services in the candidate’s workplace. 

The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase C1. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν a range of ticketing and pricing equipment 

ν merchandise for display 

ν display materials and props 

ν cleaning materials 

ν relevant documentation, such as: 

• store policy and procedure manuals on housekeeping, merchandising and occupational 
health and safety 

• manufacturers’ instructions/operation manuals on electronic ticketing equipment 

• relevant legislation and industry codes of practice 

ν qualified workplace assessor. 
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M.2 
AQF ⊇/⊄ 

 
Perform Routine Housekeeping Duties

This unit involves the application of personal hygiene practices by 
staff members and the organisation, tidiness and cleanliness of the 
workplace. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

M.2.1 Organise Work Area ν Counter, preparation areas, point of sales area, 
and walkways maintained in a safe, uncluttered 
and organised manner according to store policy. 

ν All routines carried out safely, effectively and 
efficiently with minimum inconvenience to 
customers and staff, according to store policy. 

ν Store policies and procedures for tidying of fixtures, 
point of sale terminals, displays, preparation areas 
and aisles, and placing items in designated areas 
applied. 

M.2.2 Clean Work Area ν Store policies and procedures for personal hygiene 
applied. 

ν Store policies and procedures applied for cleaning 
of work area. 

ν Waste promptly removed and disposed of 
according to store policy. 

ν Spills, food, waste, or other potential hazards 
removed from floors according to store policy. 

ν Signage promptly displayed in regard to unsafe 
areas eg. spills 

ν Equipment and consumable materials maintained 
and stored correctly after use. 

ν Tools and equipment (including guards) cleaned 
and used in accordance with manufacturer’s 
instructions and government requirements. 
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RANGE OF VARIABLES  

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policy and procedures in regard to routine housekeeping practices. 

ν Size and type of store. 

ν Store merchandise and service range. 

ν Types of equipment used in store. 

ν Routine housekeeping may include tidying and cleaning of counters, benches, sinks, preparation 
areas, walkways, fixtures and other working surfaces. 

ν Maintenance and storage of cleaning equipment. 

ν Use and storage of cleaning chemicals. 

ν Handling and cleaning techniques may vary according to stock characteristics and industry 
codes of practice. 

ν Routine or busy trading conditions. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying housekeeping duties to work area, point of sales terminals, walkways and 
fixtures/display areas 

ν consistently applying safe work practices in the operation and maintenance of a range of 
cleaning/housekeeping equipment according to: 

• store policy and procedures 

• occupational health and safety legislation/regulations/codes of practice 

• industry codes of practice 

• manufacturers’ instructions and design specifications. 

ν applying store housekeeping program of work area and reporting of faults/problems to relevant 
person/department 

ν reading, accurately interpreting and consistently applying manufacturers’ instructions for 
cleaning products, tools and equipment 

ν completing tasks in set time frame. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Operational knowledge of store policies and procedures, in regard to: 

• housekeeping 

• use and maintenance of store cleaning equipment  

• personal hygiene 

• waste disposal and environment protection 

• reporting problems and faults. 

ν Basic operational knowledge of relevant: 

• occupational health and safety regulations including manual handling and hygiene and 
sanitation 

• labels used to identify chemicals and hazardous substances/HAZCHEM labels 

• manufacturers’ instructions for use of cleaning materials or hazardous substances 

• manufacturers’ instructions for use of cleaning equipment 

• legislation and statutory requirements, including consumer law 
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• industry codes of practice, including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

ν Operational skills and techniques in: 

• use and maintenance of cleaning equipment 

• use and storage of chemicals, hazardous substances and flammable materials 

• safe use of electrical and other equipment 

• planning and organising activities. 

ν Literacy and numeracy skills in reading and understanding manufacturer’s instructions. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

1  1 1 1 1 1 

 
Note: The Key Competencies whose levels are in shaded boxes require explicit emphasis 

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 
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Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for M2: Perform Routine Housekeeping Duties, the candidate will demonstrate the 
ability to organise the work area and perform effective routine housekeeping procedures in a range 
of retail situations. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 

Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit M.2: Perform Routine Housekeeping Duties is a Phase A unit within Certificate II in Retail 
Operations.  All Phase A units are essential.  The other Phase A Units are: 

CS.1: Communicate in the Workplace 
ER.1: Work Effectively in a Retail Environment 
LP.1:  Apply Safe Working Practices 
CA.1: Operate Retail Equipment. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase A has been completed the candidate will undertake an 
Integrated Competency Assessment based on the theme Developing Good Working Habits. 

The Integrated Competency Assessment activity will require the candidate to: 
• apply the skills and knowledge which underpin the process required to demonstrate competency 

in the workplace, including the appropriate key competencies 
• integrate the most critical aspects of the phase for which workplace competency must be 

demonstrated. 
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The assessment will integrate those aspects of Unit M.2: Perform Routine Housekeeping Duties 
which are critical to the theme of Developing Good Working Habits in order to demonstrate the 
acquisition of basic work skills, knowledge and good work habits essential for all retail employees. 

The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase A. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 

Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν cleaning/store housekeeping equipment and materials 

ν relevant documentation, such as: 

• store policy and procedure manuals on housekeeping, cleaning and occupational health and 
safety 

• manufacturers’ instructions/operation manuals on cleaning equipment and materials 

• manual handling regulations and industry codes of practice 

• plant and equipment regulations. 

ν qualified workplace assessor. 
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M.3 
AQF ⊂ 

 
Co-ordinate Merchandise 
Presentation 

This unit requires a level of competency involving the responsibility 
for ensuring that staff arrange, present and label or price 
merchandise according to store requirements. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

M.3.1 Co-ordinate Merchandise 
Presentation and Display 

ν Items to be advertised/promoted, identified 
according to store merchandising policy. 

ν Promotions or special events planned, co-ordinated 
and evaluated as directed by management. 

ν Construction and maintenance of displays planned 
and supervised in order to achieve balance and 
visual impact. 

ν Staff informed of store display standards/ 
requirements. 

ν Staff informed of occurrence and timing of 
promotions and special events, especially in regard 
to advertising, catalogues, special offers and in 
store promotions. 

ν Product/service display information accurately 
depicts product/service being promoted. 

ν Displays are completed according to required time 
schedule, with minimum disruption to customer 
service and traffic flow. 

ν Displays constructed and maintained in a safe, 
secure manner. 

ν Replenishment of merchandise and rotation of 
stock on store displays regularly monitored and 
action taken as required. 

ν Staff informed of appropriate timing for dismantling 
and disposal of displays. 

ν Merchandise presentation evaluated against sales 
turnover and store presentation standards. 

ν Management provided with feedback in regard to 
improvement of store marketing and promotional 
activities. 
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ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

M.3.2 Implement Merchandise 
Pricing 

ν Store policies and procedures implemented in 
regard to pricing/ticketing. 

ν Current prices for products and services identified 
and amended according to store policy. 

ν Team members informed of both price changes 
and current pricing policies. 
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RANGE OF VARIABLES  

  

The Range of Variable statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policy and procedures in regard to merchandising and pricing policies. 

ν Size, type and location of store. 

ν Size, type and location of display areas and fittings. 

ν Size and type of product 

ν Store merchandise and service range. 

ν Routine or busy trading conditions. 

ν Setting up of new displays or maintaining existing displays. 

ν Display may be located in a variety of areas including windows, shelves, walls, fixtures on floor. 

ν Tickets may be provided, produced electronically or manually. 

ν Seasonal and special promotions. 

ν Levels of staffing, eg. staff shortages. 

ν Varying levels of staff training. 

ν Full-time, part-time or casual staff. 

ν Handling techniques may vary according to stock characteristics and industry codes of practice. 
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EVIDENCE GUIDE  

  

The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

This unit assumes and builds on competency in Unit M.1: Merchandise Products 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate 
competency in this unit: 

ν consistently and accurately implementing store policies and procedures in regard to displaying, 
merchandising, ticketing, pricing and storage of stock 

ν co-ordinating and monitoring display, promotion and presentation of merchandise according to 
store policies and procedures and legislative requirements 

ν identifying products to be advertised/promoted according to store merchandising policies 

ν co-ordinating construction and maintenance of displays within time schedule set in regard to 
advertising, catalogues, special offers and in-store promotions in a safe and secure manner 

ν informing staff of pricing policies, promotions/special events, display standards/requirements and 
timing for dismantling/disposal of displays 

ν evaluating and reporting sales and presentation effectiveness of store merchandising/ 
promotional activities to management and staff as required by store policies and procedures. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Knowledge and application of store policies and procedures, in regard to: 

• merchandising, pricing and ticketing 

• merchandise range 

• storage of stock 

• stock rotation and replenishment 

• minimum stock levels required 

• procedure for accessing information and implementing price changes 

• principles of display 

• location of display areas 

• availability and use of materials 

• store promotional themes 

• occurrence and timing of store promotions including advertising, catalogues and special 
offers 

• load bearing capacity of fixtures and display areas 

• correct manual handling techniques for protection of self and merchandise 

• correct storage procedures for labelling/ticketing equipment and materials. 
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ν Knowledge, understanding and application of relevant: 

• occupational health and safety legislation/regulations/codes of practice 

• legislation and statutory requirements including consumer law 

• Trade Practices and Fair Trading Acts, particularly for pricing and ticketing 

• industry codes of practice, including 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code. 

ν Knowledge of and skills in: 

• use and maintenance of electronic labelling/ticketing equipment 

• manufacturer’s specifications for the use of electronic labelling/ticketing equipment 

ν Knowledge of principles and techniques in interpersonal relation skills, including: 

• giving feedback 

• coaching 

• performance analysis 

• questioning/listening/observation 

• group presentation 

• team motivation 

• negotiation 

• verbal and non verbal communication 

• team leadership 

ν Knowledge of principles and techniques in: 

• planning and organising activities 

• solving problems 

ν Literacy and numeracy skills in relation to: 

• machine or manual preparation of labels/tickets 

• reading and interpreting store policies and procedures 

• merchandise presentation and pricing. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 2 2 2 2 2 2 

Note:  The Key Competencies whose levels are in boldface require explicit emphasis 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.5 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

The range of variables in the environment in undertaking the tasks involved in this unit would be 
difficult to simulate.  Therefore the assessment for this unit is most effectively undertaken on the 
job. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed in a work 
environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for M.3: Co-ordinate Merchandise Presentation, the candidate will demonstrate the 
ability to co-ordinate merchandise presentation and display,  including accurate pricing and 
ticketing, according to store policies and procedures. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate III in 
Retail Operations. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for Certificate III in Retail Operations are 
set out in the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competency. 

Unit M.3: Co-ordinate Merchandise Presentation is either a Phase C or a Phase D unit within 
Certificate III in Retail Operations. Phase C and Phase D are elective streams. 

Refer to the Qualifications, Section 3.5 for the other Phase C and Phase D units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in either Phase C or Phase D has been completed, the candidate 
will undertake an Integrated Competency Assessment based on the theme for that phase:   

Phase C: Developing and Recognising Retail Skills. 
Phase D: Co-ordinating in a Retail Environment 

 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit M.3: Co-ordinate Merchandise Presentation 
which are critical to either the theme of Phase C or the theme of Phase D. 

The Phase C theme, Developing and Recognising Retail Skills, requires the candidate to 
demonstrate an ability to develop, deliver and assess the effectiveness of a training program which 
is based on and relates the selected co-ordination and specialist elective units to the workplace 
situation. 

The Phase D theme, Co-ordinating in a Retail Environment, requires the candidate to demonstrate 
an ability to co-ordinate a team within the elected functional areas of supervision, stock and/or 
recommending products and services. The details of the Integrated Competency Assessment 
should be negotiated with the qualified assessor according to the candidate’s choice of elective 
units and role in the workplace. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competency within either Phase C or Phase D. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  The resources should relate specifically to 
store policies, procedures and range of stock and equipment.  Resources may include: 

ν a retail environment 

ν pricing and ticketing equipment 

ν merchandise for display 

ν display materials and props 

ν relevant documentation, such as: 

• store policy and procedure manuals on merchandising and occupational health and safety 

• manufacturers’ instructions/operation manuals on electronic ticketing equipment 

• legislation and statutory requirements, including consumer law 

• industry codes of practice, including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

• Trade Practices and Fair Trading Acts, particularly for pricing and ticketing 

ν access to a work team 

ν qualified workplace assessor. 
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M.4 
AQF ⊂ 

 
Co-ordinate Housekeeping 

This unit requires a level of competency involving the responsibility 
for ensuring staff members maintain housekeeping. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

M.4.1 Implement Housekeeping 
Policies 

ν Store policies and procedures implemented to 
ensure counter, point of sales area, fixtures, 
displays, walkways and other work areas 
maintained in a clean and tidy manner. 

ν Individual and team performance monitored to 
ensure housekeeping standards maintained 
according to store policy. 

ν Regular schedule/roster for store/department 
housekeeping tasks and inspections developed 
and maintained. 

ν Team members informed of individual 
responsibilities for housekeeping tasks. 

ν Procedures for prompt waste removal especially 
spillages on floors implemented according to store 
policy. 

ν Supply and maintenance of housekeeping 
equipment and materials co-ordinated according to 
store policy. 

ν Store procedures for safe storage of housekeeping 
equipment ensured. 

ν Suggestions for improvements in procedures 
reported to management according to store policy. 
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RANGE OF VARIABLES  

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to housekeeping. 

ν Size, type and location of store. 

ν Store merchandise and service range. 

ν Handling techniques may vary according to stock characteristics and industry codes of practice. 

ν Range of responsibilities/job description. 

ν Type of housekeeping/maintenance equipment used. 

ν Maintenance, use and storage of cleaning equipment. 

ν Levels of staffing, eg. staff shortages. 

ν Varying levels of staff training. 

ν Routine or busy trading conditions. 

ν Full-time, part-time or casual staff. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

This unit assumes and builds on competency in Unit M.2: Perform Routine Housekeeping 
Duties. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying store policies and procedures in regard to housekeeping duties in work 
area, point of sales terminals, walkways and fixtures/display areas 

ν implementing and monitoring store housekeeping policies and procedures including prompt 
waste/spillage removal and occupational health and safety legislation/regulations/codes of 
practice 

ν developing and maintaining regular housekeeping schedules/rosters 

ν informing staff of responsibilities for housekeeping tasks 

ν monitoring individual and team performance ensuring housekeeping standards are maintained 

ν co-ordinating supply, maintenance and safe storage of housekeeping equipment and materials 

ν reporting suggestions for improvements in procedures to management. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Knowledge and application of store policies and procedures, in regard to: 

• housekeeping 

• location, use and maintenance of cleaning materials and protective clothing 

• disposal of waste products including hazardous materials and environment protection. 

ν Knowledge, understanding and application of relevant: 

• occupational health and safety legislation/regulations/codes of practice 

• labels used to identify chemicals and hazardous substances/HAZCHEM labels 

• manufacturers’ instructions for use of cleaning materials or hazardous substances 

• manufacturers’ instructions for use of cleaning equipment 

• legislation and statutory requirements, including: 
− manual handling regulations and codes of practice 
− plant and equipment regulations 
− hazardous substances legislation 
− dangerous goods legislation 

• industry codes of practice. 
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ν Knowledge of and skills in: 

• use and maintenance of cleaning equipment 

• use and storage of chemicals, hazardous substances and flammable materials 

• safe use of electrical and other equipment 

ν Knowledge of principles and techniques in interpersonal relation skills, including: 

• giving feedback 

• coaching 

• performance analysis 

• questioning/listening/observation 

• group presentation 

• team motivation 

• negotiation 

• verbal and non verbal communication 

• team leadership 

ν Knowledge of principles and techniques in: 

• planning and organising activities 

• solving problems 

ν Literacy skills in regard to: 

• reporting procedures 

• reading and interpreting store policies and procedures 

• reading and interpreting manufacturer’s instructions. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 2 2 2  2  

Note:  The Key Competencies whose levels are in shaded boxes require explicit emphasis 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.5 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

The range of variables in the environment in undertaking the tasks involved in this unit would be 
difficult to simulate.  Therefore the assessment for this unit is most effectively undertaken on the 
job. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed in a work 
environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for M.4: Co-ordinate Housekeeping, the candidate will demonstrate the ability to 
implement, co-ordinate and maintain housekeeping in the store according to policies and 
procedures. 

Unit assessment exemplars are available in the Guide for Assessment Activities for Certificate III in 
Retail Operations. 
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Interdependent assessment of units (Integrated Competency Assessment) 

The pattern and selection of units of competence for Certificate III in Retail Operations are 
set out in the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competence have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competence. 

Unit M.4: Co-ordinate Housekeeping is a Phase B unit within Certificate III in Retail Operations. All 
Phase B units are essential. The other Phase B units are: 

LP.3: Maintain Store Safety 
LP.4: Maintain Store Security 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase B has been completed, the candidate will undertake an 
Integrated Competency Assessment based on the theme Implementing Policies to Protect Against 
Loss. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit M.4: Co-ordinate Housekeeping, which are 
critical to the theme Implementing Policies to Protect Against Loss in order to ensure that the store 
does not lose customers, money or stock through carelessness or theft, including demonstrating an 
ability to identify the skills required by team members in housekeeping, safety and security and 
implementing a strategy to apply the appropriate work practices. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competence within Phase B . 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  The resources should relate specifically to 
store policies, procedures and range of stock and equipment.  Resources may include: 

ν a retail environment 

ν cleaning/store housekeeping equipment and materials 

ν relevant documentation, such as: 

• store policy and procedure manuals on house cleaning and occupational health and safety 

• manufacturers’ instructions/operation manuals on cleaning equipment and materials 

• Manual Handling Regulations and Codes of Practice 

• Plant and Equipment Regulations 

• Hazardous Substances Legislation 

• Dangerous Goods Legislation. 

ν access to a work team 

ν qualified workplace assessor. 
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S.1 
AQF ⊄ 

 
Sell Products and Services 

This unit involves the use of sales techniques and encompasses the 
key selling skills from approaching the customer to closing the sale. 
It requires a basic level of product knowledge. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

S.1.1 Apply Product 
Knowledge 

ν Knowledge of the use and application of relevant 
products and services demonstrated. 

ν Experienced sales staff or product information 
guide consulted to increase product knowledge. 

S.1.2 Approach Customer ν Timing of customer approach determined and 
applied. 

ν Effective sales approach identified and applied. 

ν Positive impression conveyed to arouse customer 
interest. 

ν Knowledge of customer buying behaviour 
demonstrated. 

ν Customer focused on specific merchandise. 

S.1.3 Gather Information ν Questioning techniques applied to determine 
customer buying motives. 

ν Listening skills used to determine customer 
requirements. 

ν Non-verbal communication cues interpreted and 
clarified. 

ν Customers identified by name where possible. 

S.1.4 Sell Benefits ν Customer needs matched to appropriate products 
and services. 

ν Knowledge of products’ features and benefits 
communicated clearly to customers. 

ν Product use and safety requirements described to 
customers. 

ν Customers referred to appropriate product 
specialist as required. 

ν Routine customer questions about merchandise, 
eg. price, price reductions, quality, usage, are 
answered accurately and honestly or referred to 
more experienced senior sales staff. 
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ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

S.1.5 Overcome Objections ν Customer objections identified and accepted. 

ν Objections categorised into price, time and 
merchandise characteristics. 

ν Solutions offered according to store policy. 

ν Problem solving applied to overcome customer 
objections. 

S.1.6 Close Sale ν Customer buying signals monitored, identified and 
responded to appropriately. 

ν Customer encouraged to make purchase 
decisions. 

ν Appropriate method of closing sale selected and 
applied. 

S.1.7 Maximise Sales 
Opportunities 

ν Opportunities for making additional sales 
recognised and applied. 

ν Customer advised of complementary products or 
services according to customer’s identified need. 

ν Personal sales outcomes reviewed to maximise 
future sales. 
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RANGE OF VARIABLES  

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policy and procedures in regard to selling products and services. 

ν Size, type and location of store. 

ν Store merchandise range. 

ν Store service range. 

ν Store sales approach. 

ν Product knowledge may include warranties, corresponding benefits of various products, use-by 
dates, storage requirements and stock availability. 

ν Customers with routine or special requests. 

ν Regular and new customers. 

ν Selling may be face to face or by telephone. 

ν Customers may include people from a range of social, cultural or ethnic backgrounds and 
physical and mental abilities. 

ν Levels of staffing, eg. staff shortages. 

ν Varying levels of staff training. 

ν Routine or busy trading conditions. 

ν Full-time, part-time or casual staff. 

ν Customer lists. 

ν Handling techniques may vary according to stock characteristics and industry codes of practice. 
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EVIDENCE GUIDE  

  

The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν applying product knowledge and using an appropriate sales approach to sell the benefits of 
products, overcome objections and close sales 

ν using questioning, listening and observation skills to accurately determine customer 
requirements 

ν consistently applying store policies and procedures, in regard to selling products and services 

ν maximising sales opportunities according to store policies and procedures 

ν consistently applying industry codes of practice, relevant legislation and statutory requirements 
in regard to selling products and services 

ν evaluating personal sales performance to maximise future sales. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Operational knowledge of store policies and procedures, in regard to: 

• selling products and services 

• allocated duties and responsibilities. 

ν Knowledge of store merchandise and service range. 

ν Specific product knowledge for area/section. 

ν Basic operational knowledge of relevant: 

• legislation and statutory requirements, including consumer law 

• industry codes of practice, including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

ν Operational skills and techniques in: 

• verbal and non verbal communications 

• questioning/listening/observation 

• handling difficult customers 

• negotiating 

• problem solving 

• sales performance appreciation 
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ν Basic knowledge and understanding of customer types and needs, including: 

• customer buying motives 

• customer behaviour and cues 

• individual and cultural differences 

• demographics/lifestyle/income 

• types of customer needs, eg. functional, psychological. 

ν Selling skills, including: 

• opening techniques 

• buying signals 

• strategies to focus customer on specific merchandise 

• add ons and complimentary sales 

• overcoming customer objections 

• closing techniques. 

ν Literacy skills in regard to: 

• reading and understanding product information 

• reading and understanding store policies and procedures 

• recording information 

ν Numeracy skills in regard to handling of tender, weighing and measuring goods. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

1 1 1 1 1 1  

Note: The Key Competencies whose levels are in shaded boxes require explicit emphasis 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment Is appropriate, what evidence should be gathered, how competence is required 
to be demonstrated and where assessment (on job, off job) should be undertaken for this unit are 
set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for S.1: Sell Products and Services, the candidate will demonstrate the ability to 
develop and communicate specified product knowledge to a range of customers and encourage 
sales opportunities by matching customer needs to features and benefits of the product. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit S.1: Sell Products and Services is a Phase C1 and a Phase C2 unit within Certificate II in 
Retail Operations.  Phase C1 and Phase C2 are elective streams. 

Refer to the Qualifications, Section 3.4, for the other Phase C1 and Phase C2 units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase C1 or Phase C2 has been completed the candidate will 
undertake an Integrated Competency Assessment based on one of the themes: 

Phase C1: Promoting Products So That They Sell 

Phase C2: Promoting Fresh Food Products So That They Sell. 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit S.1: Sell Products and Services which are 
critical to the theme of Promoting Products (or Fresh Food Products) So That They Sell in order to 
demonstrate the acquisition of knowledge and skills in promoting, displaying, providing information 
and selling the products and services of the candidate’s workplace. 

The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase C1 or Phase C2. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 
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Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of stores/work environments.  Resources may include: 

ν a real or simulated retail environment 

ν access to a range of customers with different requirements (real or simulated) 

ν relevant documentation, such as 
− stock/inventory/price lists 
− sales order forms 
− store policy and procedures manuals 

ν a range of merchandise and products appropriate to the retail workplace 

ν product labels and sources of product information. 

ν qualified workplace assessor. 
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S.2 
AQF ⊄ 

 
Advise on Products and Services 

This unit builds on Unit S.1 Sell Products and Services. It requires a 
greater depth of specialist or general product knowledge and a 
greater need for experience and skill in offering advice to customers. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

S.2.1 Develop Product 
Knowledge 

ν Product knowledge developed, maintained and 
conveyed to other staff members as required. 

ν Comparisons between products and services 
researched and applied including: 

− brand options 
− product features 
− warranties 
− price. 

ν Knowledge of competitors’ product and service 
range and pricing structure demonstrated. 

S.2.2 Recommend Specialised 
Products 

ν Merchandise evaluated according to customer 
requirements. 

ν Features and benefits of products and services 
demonstrated to customer to create a buying 
environment. 

ν Detailed specialised knowledge of product applied 
to provide accurate advice to customers. 
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RANGE OF VARIABLES  

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following range of variables may include: 

ν Store policy and procedures in regard to selling products and services. 

ν Size, type and location of store. 

ν Store merchandise range. 

ν Store service range. 

ν Product knowledge and training available. 

ν Specialist products and services. 

ν Customers with routine or special requests. 

ν Customers with special needs. 

ν Regular and new customers. 

ν Customers may include people from a range of social, cultural or ethnic backgrounds and 
physical and mental abilities. 

ν Levels of staff training. 



 

FPI 99  361 
© Australian National Training Authority  

 
EVIDENCE GUIDE  

  

The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying store policies and procedures and industry codes of practice in regard to 
customer service and selling products and services 

ν developing, maintaining and conveying product knowledge to customers 

ν applying detailed and specialised product knowledge to provide accurate advice according to the 
needs of the customer. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Specialist product knowledge including: 

• specialised products 

• warranties 

• corresponding benefits of various products 

• shelf life; use-by date 

• storage requirements 

• ingredients or materials contained in products 

• product/ingredient origins 

• features and use of products 

• care and handling of products 

• corresponding or complementary products and services 

• stock availability 

• ordering procedures. 

ν Knowledge of and ability to apply store/industry manuals and documentation (paper based or 
computerised). 

ν Knowledge of store: 

• stock and merchandise range 

• service range 

• procedures for taking customer orders 

• buying, pricing and ordering procedures 

• other relevant policies and procedures. 
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ν Basic operational knowledge of relevant: 

• legislation and statutory requirements including consumer law. 

• industry codes of practice, including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 

ν Ability to use a range of communication/electronic equipment. 

ν Literacy skills in regard to: 

• reading and understanding product information 

• reading and understanding store policies and procedures 

• recording information 

ν Numerical skills used for estimating and calculating costs relevant to pricing products. 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 2 1 1 2 2 2 

Note: The Key Competencies whose levels are in shaded boxes require explicit emphasis 

Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.4 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

Evidence should be gathered attesting to the achievement of competence by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 
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Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed either in 
a work or simulated work environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence, 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit. 

In the activity for S.2: Advise on Products and Services, the candidate will demonstrate the ability to 
apply product knowledge to specified products and provide accurate advice to customers on those 
products in a variety of sales situations. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate II in 
Retail Operations. 

Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for the Certificate II in Retail Operations 
are set out in the Qualifications, Section 3.4 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of inter-related units.  Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of inter-related units of competency. 

Unit S.2: Advise on Products and Services is a Phase C1 unit within Certificate II in Retail 
Operations. Phase C1 is an elective stream.  The other Phase C1 Units are: 

S.1: Sell Products and Services 
M1: Merchandise Products. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in Phase C1 has been completed the candidate will undertake an 
Integrated Competency Assessment based on the theme Promoting Products So That They Sell. 
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The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit S.2: Advise on Products and Services which 
are critical to the theme of Promoting Products So That They Sell in order to demonstrate the 
acquisition of knowledge and skills in promoting, displaying, providing information and selling of 
products and services in the candidate’s workplace. 

The evidence should be gathered during learning and assessment activities for each unit of 
competency within Phase C1. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate II in Retail Operations. 

Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  If workplace based, the resources should 
relate specifically to store policies, procedures and range of stock and equipment.  If an off the job 
or simulated work environment is used then resources should be generic and be applicable to a 
wide variety of retail stores/work environments.  Resources may include: 

ν a real or simulated store situation containing: 

• range of stock and merchandise (real and simulated, common and unusual) 

ν relevant documentation, such as: 

• stock/inventory lists 

• price lists 

• store policy and procedures manuals 

• delivery costs 

• details of services available 

ν access to a range of customers with different requirements (real or simulated) 

ν a range of communication equipment 

ν qualified workplace assessor. 
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S.3 
AQF ⊂ 

 
Co-ordinate Sales Performance 

This unit requires a level of competency which involves the 
responsibility for ensuring that the sales performance of the sales 
team meets the store requirements. 

 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

  

S.3.1 Implement Sales Policies 
and Procedures 

ν Store policies and procedures in regard to selling 
implemented and monitored. 

ν Store policies and procedures implemented and 
monitored in regard to sales transactions, including 
non-cash sales, and variations to standard sales 
transactions. 

ν Team monitored to ensure information is entered 
into point of sale equipment accurately. 

ν Team monitored to ensure goods are moved 
through point of sale area efficiently and safely. 

ν Team monitored to ensure that products and 
services are matched to customer needs. 

S.3.2 Monitor Achievement of 
Sales Targets 

ν Individual and department sales targets monitored 
and recorded according to store policy. 

ν Store sales results monitored and recorded in line 
with sales targets. 

ν Feedback provided to management and staff on 
sales performance in relation to sales targets and 
planning. 
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RANGE OF VARIABLES  

  

The Range of Variables statement provides details of the scope of the Elements and 
Performance Criteria to allow for differences within enterprises and workplaces, including 
practices, knowledge and requirements.  The Range of Variables also provides a focus for 
assessment and relates to the unit as a whole. 

The following variables may be present: 

ν Store policies and procedures in regard to selling products and services and sales transactions. 

ν Size, type and location of store. 

ν Store/department sales targets. 

ν Sales targets may vary according to experience and training of staff. 

ν Store merchandise range. 

ν Handling techniques may vary according to stock characteristics and industry codes of practice. 

ν Store services range. 

ν Product knowledge. 

ν Product information training. 

ν Customers with special requests, special needs and routine requirements. 

ν Regular and new customers. 

ν Customers may include people from a range of social, cultural or ethnic backgrounds and 
physical and mental abilities. 

ν Selling may include face to face or telephone sales techniques. 

ν Teams may represent department or store. 

ν Levels of staffing, eg. staff shortages. 

ν Routine or busy trading conditions. 

ν Full-time, part-time or casual staff. 
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The following components of the Evidence Guide relate directly to the Performance Criteria 
and the Range of Variables for the unit of competency and will inform and provide guidance 
for assessment of the unit in the workplace and/or training program. 

This unit assumes and builds on competency in Unit S.1: Sell Products and Services and 
Unit S.2: Advise on Products and Services. 

Critical Aspects of Evidence 

Evidence of the following knowledge and skills is considered essential to demonstrate competency 
in this unit: 

ν consistently applying store policies and procedures and industry codes of practice in regard to 
customer service and selling products and services 

ν implementing and monitoring store policies and procedures in relation to sales transactions, 
including non-cash sales, and variations to standard sales transactions 

ν monitoring and providing feedback to management and staff on sales performance in relation to 
sales targets and planning. 

Underpinning Knowledge and Skills 

The following knowledge, understanding and skills are essential to perform work to the required 
standard in this unit. 

ν Knowledge and application of store policies and procedures, in regard to: 

• external and internal customer contact 

• selling products and services 

• allocated duties and responsibilities. 

ν Knowledge and understanding of: 

• store merchandise and services provided by the store 

• customer profile 

• location of store departments 

• store/department sales targets 

• factors that enhance sales performance 

• importance of sales to store performance 

• stock control procedures. 

ν Knowledge, understanding and application of relevant: 

• legislation and statutory requirements including consumer law. 

• industry codes of practice, including: 
− Supermarket Scanning Code 
− Jewellery and Timepieces Industry Code 
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ν Knowledge of principles and techniques in interpersonal relation skills, including: 

• giving feedback 

• coaching 

• performance analysis 

• questioning/listening/observation 

• group presentation 

• team motivation 

• negotiation 

• verbal and non verbal communication 

• team leadership 

ν Knowledge of principles and techniques in: 

• planning and organising activities 

• solving problems 

ν Literary skills in regard to: 

• business documents 

• financial reports 

ν Numeracy skills in regard to functional retail calculations, including: 

• margins 

• mark downs/mark ups 

• gross profit 

• basic budgetting against sales and costs 

 

Key Competencies 

This refers to the seven areas of generic competency that underpin effective workplace 
practices.  The Key Competencies cover the three levels of performance in the following 
areas: 

Collecting, 
analysing & 
organising 
information 

Communicating 
ideas & 

information 

Planning & 
organising 
activities 

Working with 
others and in 

teams 

Using 
mathematical 

ideas & 
techniques 

Solving 
problems 

Using 
technology 

2 2 2 2 2 2 2 

Note: The Key Competencies whose levels are in shaded boxes require explicit emphasis 
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Method and Context of Assessment 

This section should be read in conjunction with the Qualifications, Section 3.5 and the 
Assessment Guidelines, Section 3 of the National Retail Training Package. 

What assessment is appropriate, what evidence should be gathered, how competence is 
required to be demonstrated and where assessment (on job, off job) should be undertaken 
for this unit are set out below: 

Competency is demonstrated by performance of all stated criteria according to the range of 
variables applicable to the workplace. 

The range of variables in the environment in undertaking the tasks involved in this unit would be 
difficult to simulate.  Therefore the assessment for this unit is most effectively undertaken on the 
job. 

Evidence should be gathered attesting to the achievement of competency by the candidate to the 
standard required for each element and unit of competency. 

Evidence is best gathered using the products, processes and procedures of the individual 
workplace context as the means by which the candidate achieves retail industry competencies. 

In order to ensure consistency of performance, evidence should be collected over a set period of 
time which is sufficient to include dealings with an appropriate range and variety of retail situations. 

Elements of competency contain both theoretical and practical components.  The theoretical 
components may be assessed off the job.  The practical components should be assessed in a work 
environment. 

Assessment activities may also include written or verbal short answer testing, multiple choice 
testing, practical exercises, role plays, research/project work or observation of practical 
demonstration. 

Unit Assessment 

Evidence is most relevant when provided through an holistic assessment activity which integrates 
the elements of competency for each unit. 

The unit assessment activity will require the candidate to gather evidence of ability to: 

ν apply knowledge and skills which underpin the process required to demonstrate competence 
including the appropriate key competencies 

ν integrate knowledge and skills critical to demonstrating competence in this unit 

In the activity for S.3: Co-ordinate Sales Performance, the candidate will demonstrate the ability to 
monitor performance of a sales team in the areas of store policy and procedures for 
sales/transactions, individual and departmental sales targets, selling and point of sale operations. 

Unit assessment exemplars are available in the Guide to Assessment Activities for Certificate III in 
Retail Operations. 
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Interdependent Assessment of Units (Integrated Competency Assessment) 

The pattern and selection of units of competency for Certificate III in Retail Operations are 
set out in the Qualifications, Section 3.5 of the National Retail Training Package. 

To facilitate the assessment process within each qualification, units of competency have been 
grouped into phases of interrelated units. Each phase is assessed through an Integrated 
Competency Assessment activity to assure that appropriate holistic assessment occurs for each 
group of interrelated units of competency. 

Unit S.3 Co-ordinate Sales Performance is either a Phase C or a Phase D unit within Certificate III 
in Retail Operations. Phase C and Phase D are elective streams. 

Refer to the Qualifications, Section 3.5 for the other Phase C and Phase D units. 

Each Integrated Competency Assessment activity is based on a theme which focuses the 
assessment on those aspects of the phase considered to be most critical for competent workplace 
performance. 

When each unit of competency in either Phase C or Phase D has been completed, the candidate 
will undertake an Integrated Competency Assessment based on the theme for that phase:   

Phase C: Developing and Recognising Retail Skills. 
Phase D: Co-ordinating in a Retail Environment 

The Integrated Competency Assessment activity will require the candidate to: 

ν apply the skills and knowledge which underpin the process required to demonstrate competency 
in the workplace, including the appropriate key competencies 

ν integrate the most critical aspects of the phase for which workplace competency must be 
demonstrated. 

The assessment will integrate those aspects of Unit S.3 Co-ordinate Sales Performance, which are 
critical to either the theme of Phase C or the theme of Phase D. 

The Phase C theme, Developing and Recognising Retail Skills, requires the candidate to 
demonstrate an ability to develop, deliver and assess the effectiveness of a training program which 
is based on and relates the selected coordination and specialist elective units to the workplace 
situation. 

The Phase D theme, Coordinating in a Retail Environment, requires the candidate to demonstrate 
an ability to coordinate a team within the elected functional areas of supervision, stock and/or 
recommending products and services. The details of the Integrated Competency Assessment 
should be negotiated with the qualified assessor according to the candidate’s choice of elective 
units and role in the workplace. 

Evidence relevant to the Integrated Competency Assessment should be gathered during learning 
and assessment activities for each unit of competency within either Phase C or Phase D. 

Integrated Competency Assessment exemplars are available in the Guide to Assessment Activities 
for Certificate III in Retail Operations. 
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EVIDENCE GUIDE (CONTINUED)  

  

Resource Implications 

This refers to the resources that are necessary for undertaking the assessment. 

All resources must be provided for the assessment.  The resources should relate specifically to 
store policies, procedures and range of stock and equipment.  Resources may include: 

ν a retail environment 

ν relevant documentation, such as: 

• stock/inventory lists  

• price lists 

• store policy and procedure manuals 

• individual/department sales targets and results 

• reporting proformas 

• legislation and statutory requirements, including consumer law 

• industry codes of practice, including: 
− Supermarket Scanning Code, and 
− Jewellery and Timepieces Industry Code 

ν access to a sales team 

ν point of sale equipment and materials 

ν qualified workplace assessor. 
 



 

372 FPI 99 
 © Australian National Training Authority 

 


