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Version Modification History
The version details of this endorsed Training Package are in the table below. The latest information is
at the top of the table.

Version Release Date Comments

2 April 2007 Category 2 change: Title and qualification requirement
changes to an existing Aviation qualification:

Licensed qualification

Change: TDA40203A Certificate IV in Transport & Distribution -
Aviation Flight Operations

To: TDA40107 Certificate IV in Aviation Operations
(Commercial Pilot Aeroplane Licence) and

TDA40207 Certificate IV in Aviation Operations (Commercial
Pilot Helicopter Licence)

Change title from 'Transport & Distribution' to 'Aviation
Operations' to more accurately reflect the Aviation industry.

Reduces the requirements for completion from twenty eight
(28) to fifteen (15) units. The fifteen (15) units are all placed at
level IV.

Removes the thirteen (13) Cert 1-Cert III level units from the
qualification which do not contribute to occupational outcomes
for commercial pilots.

Category 1 change:Code amendment to all Aviation
qualifications:

This involves deleting the redundant 'A' character at the end of
each qualification code to comply with the NTIS and DEST
requirements as outlined in the Training Package Development
Handbook .

1 March 2003 Primary Release

Forms control: All endorsed training packages will have a version number displayed on the
imprint page of every volume constituting that training package. Every training package will
display an up-to-date copy of this modification history form, to be placed immediately after the
contents page of the first volume of the training package. Comments on changes will only
show sufficient detail to enable a user to identify the nature and location of the change.
Changes to training packages will generally be batched at quarterly intervals. This
modification history form will be included within any displayed sample of that training package
and will constitute all detail available to identify changes.
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Qualifications Framework

The Australian Qualifications Framework

What is the Australian Qualifications Framework?

A brief overview of the Australian Qualifications Framework (AQF) follows. For a full
explanation of the AQF see the AQF Implementation Handbook, 3rd Edition 2002. You can
download it from the Australian Qualifications Advisory Board (AQFAB) website (
www.aqf.edu.au) or obtain a hard copy by contacting AQFAB on phone 03 9639 1606 or by
emailing AQFAB on aqfab@curriculum.edu.au

The AQF provides a comprehensive, nationally consistent framework for all qualifications in
post-compulsory education and training in Australia. In the vocational education and training
(VET) sector it assists national consistency for all trainees, learners, employers and providers
by enabling national recognition of qualifications and Statements of Attainment.

Training Package qualifications in the VET sector must comply with the titles and guidelines of
the AQF. Endorsed Training Packages provide a unique title for each AQF qualification which
must always be reproduced accurately.

Qualifications

Training Packages can incorporate the following eight AQF qualifications.

• Certificate I in ...
• Certificate II in ...
• Certificate III in ...
• Certificate IV in ...
• Diploma of ...
• Advanced Diploma of ...
• Vocational Graduate Certificate of ...
• Vocational Graduate Diploma of ...

On completion of the requirements defined in the Training Package, a Registered Training
Organisation (RTO) may issue a nationally recognised AQF qualification. Issuance of AQF
qualifications must comply with the advice provided in the AQF Implementation Handbook
and the Australian Quality Training Framework Standards for Registered Training
Organisations, particularly Standard 10.

Statement of Attainment

Where an AQF qualification is partially achieved through the achievement of one or more
endorsed units of competency, an RTO may issue a Statement of Attainment. Issuance of
Statements of Attainment must comply with the advice provided in the AQF Implementation
Handbook and the Australian Quality Training Framework Standards for Registered Training
Organisations, particularly Standard 10.

Under the Standards for Registered Training Organisations, RTOs must recognise the
achievement of competencies as recorded on a qualification or Statement of Attainment
issued by other RTOs. Given this, recognised competencies can progressively build towards
a full AQF qualification.

AQF Guidelines and Learning Outcomes

The AQF Implementation Handbook provides a comprehensive guideline for each AQF
qualification. A summary of the learning outcome characteristics and their distinguishing
features for each VET related AQF qualification is provided below.
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Certificate I

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and skills would prepare a person to perform a
defined range of activities most of which may be routine and predictable.

Applications may include a variety of employment related skills including preparatory access
and participation skills, broad-based induction skills and/or specific workplace skills. They
may also include participation in a team or work group.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate knowledge by recall in a narrow range of areas;
• demonstrate basic practical skills, such as the use of relevant tools;
• perform a sequence of routine tasks given clear direction
• receive and pass on messages/information.

Certificate II

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and skills would prepare a person to perform in
a range of varied activities or knowledge application where there is a clearly defined range of
contexts in which the choice of actions required is usually clear and there is limited
complexity in the range of operations to be applied.

Performance of a prescribed range of functions involving known routines and procedures
and some accountability for the quality of outcomes.

Applications may include some complex or non-routine activities involving individual
responsibility or autonomy and/or collaboration with others as part of a group or team.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate basic operational knowledge in a moderate range of areas;
• apply a defined range of skills;
• apply known solutions to a limited range of predictable problems;
• perform a range of tasks where choice between a limited range of options is required;
• assess and record information from varied sources;
• take limited responsibility for own outputs in work and learning.

Certificate III

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and competencies would cover selecting,
adapting and transferring skills and knowledge to new environments and providing technical
advice and some leadership in resolution of specified problems. This would be applied
across a range of roles in a variety of contexts with some complexity in the extent and choice
of options available.

Performance of a defined range of skilled operations, usually within a range of broader
related activities involving known routines, methods and procedures, where some discretion
and judgement is required in the section of equipment, services or contingency measures
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and within known time constraints.

Applications may involve some responsibility for others. Participation in teams including
group or team co-ordination may be involved.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate some relevant theoretical knowledge
• apply a range of well-developed skills
• apply known solutions to a variety of predictable problems
• perform processes that require a range of well-developed skills where some discretion

and judgement is required
• interpret available information, using discretion and judgement
• take responsibility for own outputs in work and learning
• take limited responsibility for the output of others.

Certificate IV

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and competencies would cover a broad range
of varied activities or application in a wider variety of contexts most of which are complex and
non-routine. Leadership and guidance are involved when organising activities of self and
others as well as contributing to technical solutions of a non-routine or contingency nature.

Performance of a broad range of skilled applications including the requirement to evaluate
and analyse current practices, develop new criteria and procedures for performing current
practices and provision of some leadership and guidance to others in the application and
planning of the skills. Applications involve responsibility for, and limited organisation of,
others.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate understanding of a broad knowledge base incorporating some theoretical
concepts

• apply solutions to a defined range of unpredictable problems
• identify and apply skill and knowledge areas to a wide variety of contexts, with depth in

some areas
• identify, analyse and evaluate information from a variety of sources
• take responsibility for own outputs in relation to specified quality standards
• take limited responsibility for the quantity and quality of the output of others.

Diploma

Characteristics of Learning Outcomes

Breadth, depth and complexity covering planning and initiation of alternative approaches to
skills or knowledge applications across a broad range of technical and/or management
requirements, evaluation and co-ordination.

The self directed application of knowledge and skills, with substantial depth in some areas
where judgement is required in planning and selecting appropriate equipment, services and
techniques for self and others.

Applications involve participation in development of strategic initiatives as well as personal
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responsibility and autonomy in performing complex technical operations or organising others.
It may include participation in teams including teams concerned with planning and evaluation
functions. Group or team co-ordination may be involved.

The degree of emphasis on breadth as against depth of knowledge and skills may vary
between qualifications granted at this level.

Distinguishing Features of Learning Outcomes

Do the competencies or learning outcomes enable an individual with this qualification to:

• demonstrate understanding of a broad knowledge base incorporating theoretical
concepts, with substantial depth in some areas

• analyse and plan approaches to technical problems or management requirements
• transfer and apply theoretical concepts and/or technical or creative skills to a range of

situations
• evaluate information, using it to forecast for planning or research purposes
• take responsibility for own outputs in relation to broad quantity and quality parameters
• take some responsibility for the achievement of group outcomes.

Advanced Diploma

Characteristics of Learning Outcomes

Breadth, depth and complexity involving analysis, design, planning, execution and evaluation
across a range of technical and/or management functions including development of new
criteria or applications or knowledge or procedures.

The application of a significant range of fundamental principles and complex techniques
across a wide and often unpredictable variety of contexts in relation to either varied or highly
specific functions. Contribution to the development of a broad plan, budget or strategy is
involved and accountability and responsibility for self and others in achieving the outcomes is
involved.

Applications involve significant judgement in planning, design, technical or
leadership/guidance functions related to products, services, operations or procedures.

The degree of emphasis on breadth as against depth of knowledge and skills may vary
between qualifications granted at this level.

Distinguishing Features of Learning Outcomes

Do the competencies or learning outcomes enable an individual with this qualification to:

• demonstrate understanding of specialised knowledge with depth in some areas
• analyse, diagnose, design and execute judgements across a broad range of technical

or management functions
• generate ideas through the analysis of information and concepts at an abstract level
• demonstrate a command of wide-ranging, highly specialised technical, creative or

conceptual skills
• demonstrate accountability for personal outputs within broad parameters
• demonstrate accountability for personal and group outcomes within broad parameters.

Vocational Graduate Certificate

Characteristics of competencies or learning outcomes

• The self-directed development and achievement of broad and specialised areas of
knowledge and skills, building on prior knowledge and skills.
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• Substantial breadth and complexity involving the initiation, analysis, design, planning,
execution and evaluation of technical and management functions in highly varied and
highly specialised contexts.

• Applications involve making significant, high-level, independent judgements in major
broad or planning, design, operational, technical and management functions in highly
varied and specialised contexts. They may include responsibility and broad ranging
accountability for the structure, management and output of the work or functions of
others.

• The degree of emphasis on breadth, as opposed to depth, of knowledge and skills may
vary between qualifications granted at this level.

Distinguishing features of learning outcomes

• Demonstrate the self-directed development and achievement of broad and specialised
areas of knowledge and skills, building on prior knowledge and skills.

• Initiate, analyse, design, plan, execute and evaluate major broad or technical and
management functions in highly varied and highly specialised contexts.

• Generate and evaluate ideas through the analysis of information and concepts at an
abstract level.

• Demonstrate a command of wide-ranging, highly specialised technical, creative or
conceptual skills in complex contexts.

• Demonstrate responsibility and broad-ranging accountability for the structure,
management and output of the work or functions of others.

Vocational Graduate Diploma

Characteristics of competencies or learning outcomes

• The self-directed development and achievement of broad and specialised areas of
knowledge and skills, building on prior knowledge and skills.

• Substantial breadth, depth and complexity involving the initiation, analysis, design,
planning, execution and evaluation of major functions, both broad and highly
specialised, in highly varied and highly specialised contexts.

• Further specialisation within a systematic and coherent body of knowledge.
• Applications involve making high-level, fully independent, complex judgements in broad

planning, design, operational, technical and management functions in highly varied and
highly specialised contexts. They may include full responsibility and accountability for
all aspects of work and functions of others, including planning, budgeting and strategy
development.

• The degree of emphasis on breadth, as opposed to depth, of knowledge and skills may
vary between qualifications granted at this level.

Distinguishing features of learning outcomes

• Demonstrate the self-directed development and achievement of broad and highly
specialised areas of knowledge and skills, building on prior knowledge and skills.

• Initiate, analyse, design, plan, execute and evaluate major functions, both broad and
within highly varied and highly specialised contexts.

• Generate and evaluate complex ideas through the analysis of information and concepts
at an abstract level.

• Demonstrate an expert command of wide-ranging, highly specialised, technical,
creative or conceptual skills in complex and highly specialised or varied contexts.

• Demonstrate full responsibility and accountability for personal outputs.
• Demonstrate full responsibility and accountability for all aspects of the work or functions

of others, including planning, budgeting and strategy.
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Australian qualifications framework

The Aviation Training Package provides significant flexibility to Registered Training
Organisations (RTOs), enterprises and individuals in packaging units of competency together
to lead to a qualification.

This level of flexibility reflects the multiple job roles, enterprise requirements and changing
technological nature of the industry. It is expected however that users of this Training
Package select units of competency, which packaged together, provide a coherent
qualification, inclusive of all the competencies necessary to fulfil occupation requirements.

Importantly, the flexibility of packaging available within the Qualifications Framework must be
considered within the responsibility of individuals, enterprises and/or RTOs to package units
of competency together to meet legislative requirements and industry codes of practice
necessary at an occupational level.

In packaging units of competency together to form a training program, users should be aware
of requirements set out in the aviation Assessment Guidelines, and the Australian Quality
Training Framework (AQTF). The Qualifications Framework within this manual provides the
units of competency available within each qualification and requirements for completion of a
qualification.

New apprenticeships

All Certificates I through IV within this Training Package are available for New
Apprenticeships.

Skill Sets

Definition

Skill sets are defined as single units of competency, or combinations of units of competency
from an endorsed Training Package, which link to a licence or regulatory requirement, or
defined industry need.

Wording on Statements of Attainment

Skill sets are a way of publicly identifying logical groupings of units of competency which meet
an identified need or industry outcome. Skill sets are not qualifications.

Where skill sets are identified in a Training Package, the Statement of Attainment can set out
the competencies a person has achieved in a way that is consistent and clear for employers
and others. This is done by including the wording 'these competencies meet [the relevant skill
set title or industry need is included]' on the Statement of Attainment. This wording applies
only to skill sets that are formally identified as such in the endorsed Training Package.

All Statements of Attainment must include the wording 'A Statement of Attainment is issued
by a Registered Training Organisation when an individual has completed one or more units of
competency from a nationally recognised qualification'. The following may also be used 'these
competencies form part of the [the relevant qualification(s) code and title are inserted]'.

This section below provides information on skill sets within this Training Package, with the
following important disclaimer: Readers should ensure that they have also read the part of
the Training Package that outlines licensing and regulatory requirements.

Skill Sets in this Training Package

Where this section is blank, nationally recognised skill sets have yet to be identified in this
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industry.
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Assessment Guidelines

Introduction

These Assessment Guidelines provide the endorsed framework for assessment of units of
competency in this Training Package. They are designed to ensure that assessment is
consistent with the Australian Quality Training Framework (AQTF) Standards for Registered
Training Organisations. Assessments against the units of competency in this Training
Package must be carried out in accordance with these Assessment Guidelines.

Assessment System Overview

This section provides an overview of the requirements for assessment when using this
Training Package, including a summary of the AQTF requirements; licensing/registration
requirements; and assessment pathways.

Benchmarks for Assessment

Assessment within the National Training Framework is the process of collecting evidence and
making judgements about whether competency has been achieved to confirm whether an
individual can perform to the standards expected in the workplace, as expressed in the
relevant endorsed unit of competency.

In the areas of work covered by this Training Package, the endorsed units of competency are
the benchmarks for assessment. As such, they provide the basis for nationally recognised
Australian Qualifications Framework (AQF) qualifications and Statements of Attainment
issued by Registered Training Organisations (RTOs).

Australian Quality Training Framework Assessment Requirements

Assessment leading to nationally recognised AQF qualifications and Statements of
Attainment in the vocational education and training sector must meet the requirements of the
AQTF as expressed in the Standards for Registered Training Organisations.

The Standards for Registered Training Organisations can be downloaded from the DEST
website at www.dest.gov.au or can be obtained in hard copy from DEST. The following points
summarise the assessment requirements under the AQTF.

Registration of Training Organisations

Assessment must be conducted by, or on behalf of, an RTO formally registered by a State or
Territory Registering/Course Accrediting Body in accordance with the Standards for
Registered Training Organisations. The RTO must have the specific units of competency
and/or AQF qualifications on its scope of registration. See Section 1 of the Standards for
Registered Training Organisations.

Quality Training and Assessment

Each RTO must have systems in place to plan for and provide quality training and
assessment across all its operations. See Standard 1 of the Standards for Registered
Training Organisations.

Assessor Competency Requirements

Each person involved in training, assessment or client service must be competent for the
functions they perform. See Standard 7 of the Standards for Registered Training
Organisations for assessor competency requirements. Standard 7 also specifies the
competencies that must be held by trainers.
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Assessment Requirements

The RTOs assessments must meet the requirements of the endorsed components of Training
Packages within its scope of registration. See Standard 8 of the Standards for Registered
Training Organisations.

Assessment Strategies

Each RTO must identify, negotiate, plan and implement appropriate learning and assessment
strategies to meet the needs of each of its clients. See Standard 9 of the Standards for
Registered Training Organisations.

Mutual Recognition

Each RTO must recognise the AQF qualifications and Statements of Attainment issued by
any other RTO. See Standard 5 of the Standards for Registered Training Organisations.

Access and Equity and Client Services

Each RTO must apply access and equity principles, provide timely and appropriate
information, advice and support services that assist clients to identify and achieve desired
outcomes. This may include reasonable adjustment in assessment. See Standard 6 of the
Standards for Registered Training Organisations.

Partnership Arrangements

RTOs must have, and comply with, written agreements with each organisation providing
training and/or assessment on its behalf. See Standard 1.6 of Standards for Registered
Training Organisations.

Recording Assessment Outcomes

Each RTO must have effective administration and records management procedures in place,
and must record AQF qualifications and Statements of Attainment issued. See Standards 4
and 10.2 of the Standards for Registered Training.

Issuing AQF Qualifications and Statement of Attainment

Each RTO must issue AQF qualifications and Statements of Attainment that meet the
requirements of the AQF Implementation Handbook and the endorsed Training Packages
within the scope of its registration. An AQF qualification is issued once the full requirements
for a qualification, as specified in the nationally endorsed Training Package are met. A
Statement of Attainment is issued where the individual is assessed as competent against
fewer units of competency than required for an AQF qualification. See Standard 10 and
Section 2 of the Standards for Registered Training Organisations.

Applicable regulatory requirements

The Aviation Industry is tightly regulated by a range of international, national and
state/territory conventions, codes and legislation. These regulations, licence arrangements
and codes of practice pertain to many different aspects of operations including safety, health,
hygiene, security, anti-discrimination, equal employment opportunity, quarantine, and customs
and immigration.

• Persons employed in the Aviation Industry need to fulfil competency and training
requirements as detailed in the regulations relevant to their occupation. Persons
assessed as complying with these requirements are usually provided with some form of
certification by the respective authorities. These are certificates required by the relevant
state/territory or Australian legislation or international code or convention before a
person can be allowed to work in the occupation covered under the legislation. These
certificates should not be confused with national educational qualifications that are
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issued by Registered Training Organisations.
• While in the Aviation Industry there is a close relationship between the regulatory

certificates and the National VET qualifications, they are issued by different
organisations under different legislative authority.

Reforms and regulatory requirements

• It should be noted that regulatory requirements are usually subject to ongoing review
and improvement. There are also many national initiatives to improve consistency and
cooperative arrangements across state/territory regulatory requirements. Given the
dynamic nature of these reforms and improvements, it is important that Registered
Training Organisations access and interpret current regulatory requirements from the
relevant regulatory authorities and adjust their training and assessment resources and
processes to suitably incorporate and accommodate any pertinent changes to
regulatory requirements. RTOs should check any regulatory changes with the Civil
Aviation Safety Authority (CASA), www.casa.gov.au .

Pathways

The competencies in this Training Package may be attained in a number of ways including
through:

• formal or informal education and training
• experiences in the workplace
• general life experience, and/or
• any combination of the above.

Assessment under this Training Package leading to an AQF qualification or Statement of
Attainment may follow a learning and assessment pathway, an assessment-only or
recognition pathway, or a combination of the two as illustrated in the following diagram.

Each of these assessment pathways leads to full recognition of competencies held - the
critical issue is that the candidate is competent, not how the competency was acquired.

Assessment, by any pathway, must comply with the assessment requirements set out in the
Standards for Registered Training Organisations.

Learning and Assessment Pathways

Usually, learning and assessment are integrated, with assessment evidence being collected
and feedback provided to the candidate at anytime throughout the learning and assessment
process.
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Learning and assessment pathways may include structured programs in a variety of contexts
using a range of strategies to meet different learner needs. Structured learning and
assessment programs could be: group-based, work-based, project-based, self-paced, action
learning-based; conducted by distance or e-learning; and/or involve practice and experience
in the workplace.

Learning and assessment pathways to suit New Apprenticeships have a mix of formal
structured training and structured workplace experience with formative assessment activities
through which candidates can acquire and demonstrate skills and knowledge from the
relevant units of competency.

Assessment-Only or Recognition of Prior Learning Pathway

Competencies already held by individuals can be formally assessed against the units of
competency in this Training Package, and should be recognised regardless of how, when or
where they were achieved.

In an assessment-only or Recognition of Prior Learning (RPL) pathway, the candidate
provides current, quality evidence of their competency against the relevant unit of
competency. This process may be directed by the candidate and verified by the assessor,
such as in the compilation of portfolios; or directed by the assessor, such as through
observation of workplace performance and skills application, and oral and/or written
assessment. Where the outcomes of this process indicate that the candidate is competent,
structured training is not required. The RPL requirements of Standard 8.2 of the Standards for
Registered Training Organisations must be met.

As with all assessment, the assessor must be confident that the evidence indicates that the
candidate is currently competent against the endorsed unit of competency. This evidence
may take a variety of forms and might include certification, references from past employers,
testimonials from clients, and work samples. The onus is on candidates to provide sufficient
evidence to satisfy assessors that they currently hold the relevant competencies. In judging
evidence, the assessor must ensure that the evidence of prior learning is:

• authentic (the candidates own work)
• valid (directly related to the current version of the relevant endorsed unit of competency)
• reliable (shows that the candidate consistently meets the endorsed unit of competency)
• current (reflects the candidates current capacity to perform the aspect of the work

covered by the endorsed unit of competency), and
• sufficient (covers the full range of elements in the relevant unit of competency and

addresses the four dimensions of competency, namely task skills, task management
skills, contingency management skills, and job/role environment skills).

The assessment only or recognition of prior learning pathway is likely to be most appropriate
in the following scenarios:

• candidates enrolling in qualifications who want recognition for prior learning or current
competencies

• existing workers
• individuals with overseas qualifications
• recent migrants with established work histories
• people returning to the workplace, and
• people with disabilities or injuries requiring a change in career.

Combination of Pathways

Where candidates for assessment have gained competencies through work and life
experience and gaps in their competence are identified, or where they require training in new
areas, a combination of pathways may be appropriate.
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In such situations, the candidate may undertake an initial assessment to determine their
current competency. Once current competency is identified, a structured learning and
assessment program ensures that the candidate acquires the required additional
competencies identified as gaps.

Assessor Requirements

This section identifies the mandatory competencies for assessors, and clarifies how others
may contribute to the assessment process where one person alone does not hold all the
required competencies.

Assessor Competencies

The Standards for Registered Training Organisations specify mandatory competency
requirements for assessors. For information, Standard 7.3 from the Standards for Registered
Training Organisations follows:

7.3 a The RTO must ensure that assessments are conducted by a person who has:

• the following competencies* from the Training Package for Assessment and
Workplace Training, or demonstrated equivalent competencies:
• TAAASS401A Plan and organise assessment;
• TAAASS402A Assess competence;
• TAAASS404A Participate in assessment validation;

• relevant vocational competencies, at least to the level being assessed.

b However, if a person does not have all of the competencies in Standards 7.3 a (i)
and the vocational competencies as defined in 7.3 a (ii), one person with the
competencies listed in Standard 7.3 a (i), and one or more persons who have the
competencies listed in Standard 7.3 a (ii) may work together to conduct
assessments.

* A person who holds the competencies BSZ401A Plan assessment, BSZ402A
Conduct assessment, and BSZ403A Review assessment from the Training
Package for Assessment and Workplace Training will be accepted for the purposes
of this standard. A person who has demonstrated equivalent competencies to
BSZ401A and BSZ402A and BSZ403A in the period up to 12 months following
publication of the Training and Assessment Training Package will also be accepted
for the purposes of this standard.

Designing Assessment Tools

This section provides an overview on the use and development of assessment tools.

Use of Assessment Tools

Assessment tools provide a means of collecting the evidence that assessors use in making
judgements about whether candidates have achieved competency.

There is no set format or process for the design, production or development of assessment
tools. Assessors may use prepared assessment tools, such as those specifically developed to
support this Training Package, or they may develop their own.

Using Prepared Assessment Tools

If using prepared assessment tools, assessors should ensure these are benchmarked, or
mapped, against the current version of the relevant unit of competency. This can be done by
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checking that the materials are listed on the National Training Information Service
(http://www.ntis.gov.au). Materials on the list have been noted by the National Training Quality
Council as meeting their quality criteria for Training Package support materials.

Developing Assessment Tools

When developing assessment tools, assessors must ensure that they:

• are benchmarked against the relevant unit or units of competency
• are reviewed as part of the validation of assessment strategies as required under 9.2 (i)

of the Standards for Registered Training Organisations
• meet the assessment requirements expressed in the Standards for Registered Training

Organisations, particularly Standards 8 and 9.

A key reference for assessors developing assessment tools is TAA04 Training and
Assessment Training Package and the unit of competency TAAASS403A Develop
assessment tools. There is no set format or process for the design, production or
development of assessment materials.

Conducting Assessment

This section details the mandatory assessment requirements and provides information on
equity in assessment including reasonable adjustment.

Mandatory Assessment Requirements

Assessments must meet the criteria set out in Standard 8 from the Standards for Registered
Training Organisations. For information, Standard 8 from the Standards for Registered
Training Organisations is reproduced below.

8 RTO Assessments

The RTOs assessments meet the requirements of the endorsed components of
Training Packages and the outcomes specified in accredited courses within the
scope of its registration.

8.1 The RTO must ensure that assessments (including RPL):

i. comply with the assessment guidelines included in the applicable nationally
endorsed Training Packages or the assessment requirements specified in
accredited courses;

ii. lead to the issuing of a statement of attainment or qualification under the AQF when
a person is assessed as competent against nationally endorsed unit(s) of
competency in the applicable Training Package or modules specified in the
applicable accredited course;

iii. are valid, reliable, fair and flexible;

iv. provide for applicants to be informed of the context and purpose of the assessment
and the assessment process;

v. where relevant, focus on the application of knowledge and skill to standard of
performance required in the workplace and cover all aspects workplace
performance, including task skills, task management skills, contingency
management skills and job role environment skills;

vi. involve the evaluation of sufficient evidence to enable judgements to be made
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about whether competency has been attained;

vii. provide for feedback to the applicant about the outcomes of the assessment
process and guidance on future options in relation to those outcomes;

viii. are equitable for all persons, taking account of individual needs relevant to the
assessment; and

ix. provide for reassessment on appeal.

8.2 a The RTO must ensure that RPL is offered to all applicants on enrolment

b The RTO must have an RPL process that:

i. is structured to minimise the time and cost to applicants; and

ii. provides adequate information, support and opportunities for participants to
engage in the RPL process.

Access and Equity

An individuals access to the assessment process should not be adversely affected by
restrictions placed on the location or context of assessment beyond the requirements
specified in this Training Package.

Reasonable adjustments can be made to ensure equity in assessment for people with
disabilities. Adjustments include any changes to the assessment process or context that meet
the individual needs of the person with a disability, but do not change competency outcomes.
Such adjustments are considered reasonable if they do not impose an unjustifiable hardship
on a training provider or employer. When assessing people with disabilities, assessors are
encouraged to apply good practice assessment methods with sensitivity and flexibility.

Further Sources of Information

The section provides a listing of useful contacts and resources to assist assessors in
planning, designing, conducting and reviewing of assessments against this Training Package.

Contacts

Australian Training Products Ltd

Level 25, 150 Lonsdale Street

MELBOURNE VIC 3000

PO Box 12211

A'Beckett Street Post Office

MELBOURNE VIC 8006

Telephone: (03) 9655 0600

Fax: (03) 9639 4684

Web: www.atpl.net.au

Email: sales@atpl.net.au

Innovation and Business Industry Skills Council

Building B, Level 2

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007
Assessment Guidelines

Volume 2 of 4 Page 19 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



192 Burwood Road

Telephone: (03) 9815 7000

Fax: (03) 9815 7001

Email: virtual@ibsa.org.au

General Resources

Refer to http://antapubs.dest.gov.au/publications/search.asp to locate the following ANTA
publications.

AQF Implementation Handbook, third Edition. Australian Qualifications Framework Advisory
Board, 2002, aqf.edu.au

Australian Quality Training Framework (AQTF) - for general information go to:
www.dest.gov.au/sectors

Australian Quality Training Framework (AQTF) - for resources and information go to:
www.dest.gov.au

Australian Quality Training Framework Standards for Registered Training Organisations,
Australian National Training Authority, Melbourne, 2005. Available in hard copy from State
and Territory Training Authorities or can be downloaded from www.dest.gov.au

TAA04 Training and Assessment Training Package. This is available from the Innovation and
Business Skills Australia (IBSA) Industry Skills Council and can be viewed, and components
downloaded, from the National Training Information Service (NTIS). National Training
Information Service, an electronic database providing comprehensive information about
RTOs, Training Packages and accredited courses - www.ntis.gov.auStyle Guide for Training
Package Support Materials, Australian National Training Authority, Melbourne, 2003. Can be
downloaded from the ANTA page at www.dest.gov.au

Assessment Resources

Training Package Assessment Guides - a range of resources to assist RTOs in developing
Training Package assessment materials developed by DEST with funding from the
Department of Education, Training and Youth Affairs. It is made up of 10 separate titles, as
described at the ANTA publications page of www.dest.gov.au. Go to
www.resourcegenerator.gov.au/loadpage.asp?TPAG.htm

Printed and/or CD ROM versions of the Guides can be purchased from Australian Training
Products (ATP). The resource includes the following guides:

• Training Package Assessment Materials Kit
• Assessing Competencies in Higher Qualifications
• Recognition Resource
• Kit to Support Assessor Training
• Candidates Kit: Guide to Assessment in New Apprenticeships
• Assessment Approaches for Small Workplaces
• Assessment Using Partnership Arrangements
• Strategies for ensuring Consistency in Assessment
• Networking for Assessors
• Quality Assurance Guide for Assessment

An additional guide "Delivery and Assessment Strategies" has been developed to
complement these resources.

Assessment Tool Design and Conducting Assessment
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VETASSESS AND; Western Australian Department of Training and Employment 2000,
Designing Tests - Guidelines for designing knowledge based tests for Training Packages.
Vocational Education and Assessment Centre 1997, Designing Workplace Assessment Tools,
A self-directed learning program, NSW TAFE.

Manufacturing Learning Australia 2000, Assessment Solutions, Australian Training Products,
Melbourne.

Rumsey, David 1994, Assessment practical guide, Australian Government Publishing Service,
Canberra.

Assessor Training

Australian Committee on Training Curriculum (ACTRAC) 1994, Assessor training program -
learning materials, Australian Training Products, Melbourne.

Australian National Training Authority, A Guide for Professional Development, ANTA,
Brisbane.

Australian Training Products Ltd Assessment and Workplace Training, Training Package -
Toolbox, ATPL Melbourne.

Green, M, et al. 1997, Key competencies professional development Package, Department for
Education and Childrens Services, South Australia.

Victorian TAFE Association 2000, The professional development CD: A learning tool, VTA,
Melbourne.

Assessment System Design and Management

Office of Training and Further Education 1998, Demonstrating best practice in VET project -
assessment systems and processes, OTFE Victoria.

Toop, L., Gibb, J. and; Worsnop, P. Assessment system designs, Australian Government
Publishing Service, Canberra.

Western Australia Department of Training and VETASSESS 1998, Kit for Skills Recognition
Organisations, WADOT, Perth.
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TDAE103A Maintain aircraft radio communications
Unit Descriptor This unit involves the skills and knowledge required to maintain radio

communications using English language and to operate and manage
radiotelephone, transponder and intercom equipment under normal and
emergency flight conditions. Required performance includes
compliance with all relevant regulatory requirements.

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Carry out radiotelephone
communications

1.1 Transmission and receipt of radio telephone messages is
carried out using English language in accordance with
workplace procedures and regulatory requirements

1.2 Emergency and urgency transmissions and procedures
are made in accordance with the Enroute Supplement
Australia (ERSA) (current edition) and the Aeronautical
Information Publication (AIP)

1.3 All messages are reacted to appropriately in accordance
with workplace procedures and regulatory requirements

1.4 A listening watch is maintained throughout a flight in
accordance with workplace procedures

2. Maintain radiotelephone
equipment

2.1 Radiotelephone equipment failure procedures are
performed in the event of a loss of radio transmission or
reception in accordance with Flight Manual/Pilot's
Operating Handbook (POH)

2.2 Fault finding procedures and corrective actions not
involving special tools or instruments are employed

3. Operate transponder 3.1 Aircraft transponder is operated and monitored in
accordance with the AIP during normal and emergency
operations

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft radio communication

principles, regulations, standard phraseology, safety
codes, protocols and procedures to maintain radio
communications as part of commercial aircraft activities
across a variety of operational contexts within the
Australian aviation industry

Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL

• Aircraft may include fixed wing aircraft, helicopters,
commercial balloons and other commercial aircraft which
incorporate radio communications equipment

• Performance may be demonstrated on an aircraft with
appropriate radiotelephone equipment

• Classes of airspace may be:
• as designated by the regulator
• restricted and danger areas
• military control zones
• Air Defence Identification Zones

• Radiotelephony equipment may include:
• HF radio
• VHF radio
• transponder
• intercom system

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

• Standard phraseology used in radio communications is
that detailed in the Aeronautical Information Publications
(AIP)
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders including Day Visual Flight
Rules (Day VFR)

• Manual of Standards-Pilot Licensing (MOS-PL)
• Flight Manual/ Pilot's Operating Handbook (POH)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA)
• charts
• Flight Radio Operators License (FROL) Syllabus
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Regulations, Civil Aviation

Safety Regulations and Civil Aviation Orders pertaining
to radio communications

• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• oral and written English language communication skills

sufficient to support situation awareness within flight
radio operations

• operate aircraft radiotelephone equipment in
accordance with manufacturer's instructions,
workplace procedures and regulatory requirements

• communicate effectively under operating conditions
using standard phraseology and communication
protocols

• carry out basic faultfinding of defective radiotelephone
equipment

• complete required documentation
• maintain compliance with regulatory requirements

pertaining to aircraft radiotelephone communications
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant sections of Civil Aviation Regulations, Civil
Aviation Safety Regulations and Civil Aviation Orders
pertaining to aircraft radio communications

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of effective radio communications
• functions of radiotelephone equipment as used on

aircraft
• operating procedures for aircraft radiotelephone

equipment
• standard radiotelephony phraseology as detailed in the

FROL syllabus and the Aeronautical Information
Publication (AIP)

• international distress frequencies for R/T
• recall distress, radio failure and unlawful interference

transponder code
• problems that may occur during radio communications

and action that can be taken to overcome them
• faults that may occur in radiotelephone equipment and

appropriate fault detection and remedial action that can
be taken

• fault finding procedures and corrective actions for
radiotelephone equipment not involving special tools or
instruments

• Ability to:
• use English language to a standard which enables

requests and instructions to be understood by Air
Traffic Service and other stations and ensures
compliance with received instructions

• read and interpret instructions, procedures and
information relevant the radio communications and the
use of radio equipment

• communicate effectively under aircraft operating
conditions using standard phraseology

• apply relevant Civil Aviation Safety Regulations
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the use of aircraft radio

equipment and it application in aircraft communications
• monitor and anticipate operational problems and take

appropriate action
• manipulate any switch or device requiring the release

of flight controls without changes to height, heading,
speed, attitude, exceeding RPM or power limits

• interpret and react appropriately to light signals from air
traffic control
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to maintain aircraft radio communications,
and/or

• maintain aircraft radio communications in an
appropriate range of operational aircraft flight contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• operating aircraft radiotelephone equipment
• communicating effectively under operating conditions

using standard phraseology and communication
protocols

• carrying out basic faultfinding of defective
radiotelephone equipment

• ensuring compliance with regulatory requirements
pertaining to aircraft radio telephone communications

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations,

Civil Aviation Orders and local air traffic control
procedures

• OHS and environmental protection policies and
procedures

• precautions to ensure that equipment limitations are
not exceeded

• hazard control policies and procedures
• operational procedures and work instructions (including

security and housekeeping procedures)
• manufacturer's specifications relating to the operation

of radiotelephone equipment
• Proficiency and use of English language must be

sufficient to avoid misunderstanding during
communications

• Action is taken promptly to report and/or rectify incidents
and problems identified when using radio equipment for
aircraft communications in accordance with relevant
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aircraft and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority pertaining to aircraft radio communications

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that radio communications is
maintained at all times and in such a manner that the
successful outcome of radio operations is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the radio and aircraft type can be demonstrated

• Competency should be assessed under operating
conditions, except where observation in the workplace is
unsafe, insufficient or impractical. In these cases,
approved simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of communication principles and applicable
legislation to aircraft radio communications
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TDAE203A Use air traffic control communication
procedures

Unit Descriptor This unit involves the skills and knowledge required to use air traffic
control communication procedures, including delivering and receiving
messages, communicating using standard and non-standard
phraseology, passing on operational information, issuing instructions
and coordinating traffic. It also includes the knowledge and skills
required to perform a handover/takeover, and to respond to pilot
requests, abnormal and emergency situations, or facility failures.

(Persons applying competence in this unit will need to fulfil the relevant
regulatory requirements of the Civil Aviation Safety Authority pertaining
to Air Traffic Controllers)

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Deliver messages 1.1 Communication delivery is clear and delivered to a
satisfactory standard

2. Communicate using
standard phraseology

2.1 Communications are carried out in accordance with
workplace procedures, and regulatory requirements and
protocols

2.2 Standard phrases are used in most relevant
circumstances

3. Communicate using
non-standard phraseology

3.1 Phraseology is appropriately improvised in situations
where standard phraseology is found to be inadequate

3.2 Non-standard phraseology is unambiguous and accurate

4. Pass on operational
information

4.1 Sufficient, accurate aeronautical, navigational and
meteorological information is provided as prescribed in
workplace procedures and regulatory requirements

4.2 Operational information is usually provided at appropriate
times

5. Issue instructions 5.1 Instructions are issued accurately and in a timely manner
5.2 Read-backs are consistently checked in accordance with

regulatory requirements and workplace procedures

6. Coordinate instructions
and information

6.1 Instructions and information is accurately and sufficiently
coordinated in accordance with regulatory requirements
and workplace procedures

6.2 Coordination is satisfactorily completed on time

7. Perform handover/
takeover

7.1 Sufficient, concise and unambiguous information is
exchanged during the handover/takeover of responsibility
for the controller's position

7.2 Relevant facility settings and equipment status is provided
in accordance with workplace procedures
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8. Respond to pilot requests 8.1 Sufficient information is obtained from relevant sources to
determine the nature and implications of the pilot request

8.2 An appropriate response is made to pilot requests in
accordance with regulatory requirements and workplace
procedures

9. Respond to abnormal and
emergency situations, or
facility failure

9.1 Action is taken to address/report the event in accordance
with regulatory requirements and workplace procedures

9.2 Response to the event is made in the time required by
regulation and workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 2

Planning and organising activities 3

Working with others and in teams 3

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 3

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
air traffic control regulatory requirements of the Civil
Aviation Safety Authority

• Work is performed under various levels of supervision,
dependent on workplace context, and may be in a team
environment

• It involves the application of relevant communication
principles, regulations, protocols and procedures when
using air traffic control communication procedures and
delivery techniques across a variety of operational air
traffic control contexts within the Australian aviation
industry

• Coordination is the process of obtaining agreement on
clearances, transfer of control, advice or information to be
issued to aircraft, by means of information exchanged
between Air Traffic Services units, and other agencies
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Worksite environment • Operations may be conducted by day or night in variable
weather conditions

• Performance may be demonstrated in:
• simulated situations, and/or
• an operational air traffic control workplace

• Air traffic control workplace may include:
• Enroute Control
• Terminal Area Control
• Aerodrome Control

• Abnormal or emergency situations may be indicated by a
combination of one or more of the following:
• direct speech communications
• SSR Codes
• datalink communications
• telephone messages
• primary radar information
• workstation displays
• visual observation

• Equipment used in air traffic control communications may
include:
• HF radio
• VHF radio
• signalling lamps
• controller-pilot-data-link-communication equipment

(CPDLC)
• fixed telephone
• mobile telephone
• computers (email and local area networks)
• facsimile

• Non-verbal communication may be achieved by using
• controller-pilot-data-link-communication (CPDLC)

through the workstation HMI
• light signals

• Equipment failure may be total or partial
• Communications may include, but are not limited to:

• provision of current observed and or, automatically
recorded aerodrome weather information

• provision of prescribed aeronautical information
• provision of navigational information
• responses to requests
• response to SAR alerting/IFER/AEP implementation or

facility failure
• instructions to pilots
• provision of NOTAMs
• responses to distress calls

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may be
referred to as:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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• standard operating procedures
• regulatory standards and recommended practices

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards
• Air Traffic Service provider's Operations Manual
• air traffic control Local Instructions (LI) and Temporary

Local Instructions (TLI)
• Aeronautical Information Publication (AIP)
• ICAO Document 4444, ATM/501, Procedures for Air

Navigation Services, Air Traffic Management
• workplace procedures and instructions and job

specification
• equipment manufacturer's specifications and

instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

• relevant Aerodrome Emergency Procedures
• relevant sections of Bureau of Meteorology,

International Civil Aviation Organization (ICAO) and or
the World Meteorological Organization (WMO)
practices and procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to air traffic control
operations

• relevant Australian Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards (MOS)
• Civil Aviation Act
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards
• relevant requirements, standards and recommended

practices of the Bureau of Meteorology, International
Civil Aviation organization (ICAO) or World
Meteorological Organization (WMO)
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• deliver messages. - Note: A satisfactory standard

means that although the delivery was clear, there may
have been some difficulties (e.g. hesitation,
inappropriate inflections and/or emphasis)

• communicate using standard phraseology
• communicate using non-standard phraseology - Note:

Appropriately improvised non-standard phraseology
may not always have been as brief as possible

• pass on operational information - Note: Sufficient
operational information means that the minimum
operational information required is provided, however,
the controller may have provided more information
than was operationally required. Information does not
always have to be provided at the appropriate time,
provided that the timeliness does not compromise
safety

• issue instructions
• coordinate instructions and information - Note:

Satisfactorily completed means that although delivered
in time, coordination may have been rushed. In the
case of non-routine situations, satisfactorily completed
also means that the coordination may have been
handled clumsily, but it did not compromise safety

• perform handover/takeover
• respond to pilot requests
• respond to abnormal and emergency situations, or

facility failure
• Standard speech delivery involves:

• delivery at a speed and volume which is readily
comprehended by flight crew under normal cockpit
workload conditions

• delivery without clipping the end of transmissions
• delivery without hesitation or unnecessary pause
• delivery without inappropriate inflections or emphasis

on words

Interdependent
assessment of units

• This unit of competency must be assessed in conjunction
with other units that form part of a controller's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations
• Relevant OHS and environmental protection procedures

and regulations
• A knowledge of:

• principles of effective communication
• communications procedures applicable in air traffic

control services
• sections of the air traffic procedures manual and local

instructions relevant to air traffic control communication
procedures

• abnormal and emergency procedures
• standard radiotelephony conventions and protocols
• standard phraseology used in radio communications as

detailed in the Aeronautical Information Publication
(AIP)

• relevant equipment/facilities used in air traffic
communications, its applications and the procedures
for its use

• procedures to be followed in the event of
equipment/facility failure

• degraded modes operation/procedures (where
applicable)

• safety hazards and risks that exist when using air
traffic control communications procedures and related
risk control procedures and precautions

• problems that may occur when using air traffic control
communications procedures and appropriate action
that should be taken in each case

• aerodrome and/or facility work plans

• Ability to:
• apply the above knowledge in air traffic control

communications
• read and interpret instructions, procedures, regulations

and information relevant to communication with air
traffic

• select and use equipment needed to communicate with
air traffic and other agencies

• use protocols, phraseology, codes, abbreviations and
conventions required in aviation communications

• communicate effectively with others
• operate effectively within communication networks
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems that might arise when communicating
• monitor and anticipate operational problems and risks

and take appropriate action
• maintain compliance with relevant regulatory

requirements
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge required to use air traffic control
communications procedures, and/or

• use air traffic control communications procedures in an
appropriate range of operational workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• delivering messages
• communicating using standard and non-standard

phraseology
• passing on operational information
• issuing instructions and responding to pilot requests
• coordinating
• performing handover/takeover
• responding to abnormal and emergency situations, or

facility failure
• Shows evidence of application of relevant workplace

procedures including:
• relevant Civil Aviation Safety Regulations and CASA

Manuals of Standards
• OHS and environmental protection policies and

procedures
• operational procedures and work instructions
• manufacturer's specifications relating to

communications equipment
• contingency and emergency plans

• Action is taken promptly to report and/or rectify incidents
and problems identified when using air traffic control
communications procedures in accordance with relevant
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Task is executed systematically with required attention to
detail
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority and the Air Traffic Service provider's Operations
Manual

• Assessment of this unit must be undertaken by a qualified
Air Traffic Service workplace assessor:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at a Registered Training Organisation in simulated

air traffic control situations, and/or
• at an operational controller position

• Competency should be assessed under operating
conditions, except where observation is, insufficient or
impractical. In these cases, appropriate simulation and/or
dedicated scenario-based questioning may be used
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TDAE303A Complete a notice to airmen (notam)
Unit Descriptor This unit involves the skills and knowledge required to complete a

notice to airmen (NOTAM), including preparing and processing the
required NOTAM. Required performance includes compliance with all
relevant regulatory requirements, conventions and protocols.

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant regulatory requirements of the Civil Aviation
Safety Authority)

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Prepare a Notice to
Airmen (NOTAM)

1.1 Situations requiring the issue of a NOTAM are identified
1.2 Specific information required for inclusion in the NOTAM is

calculated or otherwise identified in accordance with
workplace procedures

1.3 NOTAM, containing appropriate information, formatting,
terminology and abbreviations for the notifiable situation is
raised and issued to relevant authorities or organisations
in accordance with workplace procedures and regulatory
requirements

2. Process NOTAM 2.1 The prepared NOTAM is filed in accordance with
workplace procedures and regulatory requirements

2.2 NOTAM is distributed to relevant personnel in accordance
with workplace procedures and regulatory requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 1
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
air traffic control regulatory requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of relevant communication

principles, regulations, conventions, protocols and
procedures when completing a NOTAM as part of
commercial activities across a variety of operational
contexts within the Australian aviation industry
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Worksite environment • Relevant authorities for reporting NOTAMs may include:
• NOTAM Office (Airservices Australia)
• Australian Defence Forces Command for military

bases
• Aerodromes may include:

• licensed aerodromes
• unlicensed aerodromes

• Published information may include:
• AIP - Enroute Supplement Australia (ERSA)
• NOTAM
• AIP Supplement (AICs)

• Types of NOTAMS may include:
• permanent
• temporary
• review

• NOTAMs may be issued for the following situations:
• changes (temporary or permanent) to published

information
• advanced notice of aerodrome works affecting runways

or obstacle limitation surfaces
• unserviceable portions of the runway
• failures in aerodrome lighting or obstacle lighting
• changes to navigational aids information
• bird or animal hazards posing a danger to aircraft

movements
• new obstacles
• other changes of the serviceability of the aerodrome

which may affect the safety of aircraft operations
• ERSA information may include:

• aerodrome diagram
• aerodrome location and administration
• movement area data
• lighting data
• navigation aids data
• air traffic services
• traffic advisory frequency
• ground services
• Unicom
• aerodrome frequency response unit
• special procedures
• notices
• runway distance supplement
• obstacle-clear take-off gradients
• one directional runways
• obstacle survey areas
• supplementary take off distances
• runway slope
• runway strip width

• Information in a NOTAM will include:
• name of aerodrome
• purpose of the NOTAM
• date of issue of the NOTAM

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAE303A Complete a notice to airmen (notam)

Volume 2 of 4, Unit 3 of 14 Page 38 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



• period of validity
• Hazards in the work areas may include:

• aircraft noise
• aircraft movements
• other vehicles in the vicinity of the aircraft
• personnel in the vicinity of the aircraft
• jet blast
• fumes and dust

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to completing
NOTAMs

• aerodrome manuals
• workplace operating procedures manuals
• Manual of Standards-for Aerodromes (previously Rules

and Practices for Aerodromes [RPA])
• En route Supplement Australia (ERSA)
• Runway Distance Supplement (RDS)
• Departure and Approach Procedures (DAP)
• airline timetables
• induction and training materials

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• Civil Aviation Act (1988) and Civil Aviation Regulations

and Orders pertaining to the completion of NOTAMs
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to NOTAM completion

• Manual of Standards-for Aerodromes (previously Rules
and Practices for Aerodromes [RPA])

• applicable State, Territory and Commonwealth
regulations concerning:
• OHS
• workplace relations
• workers compensation
• ADG Code and Mines Regulation Act for fuel
• environmental protection
• equal opportunity
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify when a NOTAM is required
• identify the type of information required in a NOTAM

for different situations
• complete a NOTAM for:

• hazardous situations in the movement area
• changes to published information (including

declared distance calculations)
• permanent changes to the aerodrome requiring

notification
• interpret a Method of Working Plan (MOWP)
• locate, interpret and apply relevant information
• provide customer/client services
• work effectively with colleagues
• convey information in written and oral form
• maintain workplace records
• use workplace colloquial and technical language and

communications technologies in the workplace context
• use relevant forms, charts and proformas
• maintain compliance with relevant regulatory

requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders pertaining to the completion of
NOTAMs

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• aerodrome operating procedures
• reporting procedures
• aircraft schedules and their use in aerodrome

inspection and reporting
• purpose and application of MOWPs
• safety hazards and risks that exist when completing a

NOTAM and related risk control procedures and
precautions

• problems that may occur when completing a NOTAM
and appropriate action that should be taken in each
case

• Ability to:
• apply the above knowledge to the completion of a

NOTAM
• read and interpret instructions, procedures, regulations

and information relevant to completing a NOTAM
• complete an NOTAM
• communicate effectively with others
• use protocols, phraseology, codes, abbreviations and

conventions required in aviation communications
• operate communications equipment
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems that might arise when completing a

NOTAM
• monitor and anticipate operational problems and risks

and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to complete a NOTAM, and/or

• complete a NOTAM in an appropriate range of
operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying when a NOTAM is required
• identifying the type of information required in a NOTAM

for different situations
• completing a NOTAM for:

• hazardous situations in the movement area
• changes to published information (including

declared distance calculations)
• permanent changes to the aerodrome requiring

notification
• interpreting a MOWP

• Shows evidence of application of relevant workplace
procedures including:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders pertaining to the completion of
NOTAMs

• OHS and environmental protection policies and
procedures

• hazard and risk control policies and procedures
• operational procedures and work instructions
• manufacturer's specifications relating to equipment

• Action is taken promptly to report and/or rectify problems
identified when completing a NOTAM in accordance with
relevant regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aircraft and equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate operational situation

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to the completion of a NOTAM

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAE303A Complete a notice to airmen (notam)

Volume 2 of 4, Unit 3 of 14 Page 42 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



TDAE403A Maintain radio communications as part of
airport operations

Unit Descriptor This unit involves the skills and knowledge required to maintain radio

communications using English language as part of airport operations,
including the operation, management and maintenance of radio
equipment under normal and emergency conditions. It also covers the
skills and knowledge needed when taking appropriate action in the
event of radio failure, including maintenance of communications with
aircraft using light signals. Required performance includes compliance
with all relevant regulatory requirements (i.e. CAR Part 5 Div 3 and
CAR 82-85 inclusive).

(Persons applying competence in this unit to commercial operations will
need to hold the Radio Operator's Proficiency Certificate and operate in
accordance with the relevant regulatory requirements of the Civil
Aviation Safety Authority)

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Carry out radio
communications

1.1 Transmission and receipt of radio telephone messages is
carried out using English language in accordance with
workplace procedures and regulatory requirements

1.2 Emergency and urgency transmissions and procedures
are made in accordance with the Enroute Supplement
Australia (ERSA) (current edition) and the Aeronautical
Information Publication (AIP)

1.3 Appropriate responses are made to all received messages
in accordance with workplace procedures and regulatory
requirements

1.4 A listening watch is maintained in accordance with
workplace procedures

2. Maintain radio equipment 2.1 System checks are performed prior to radio use to confirm
that it is operational in accordance with manufacturer's
specifications and operational procedures

2.2 The aircraft radio system is maintained in accordance with
manufacturer's specifications and operational
requirements.

2.3 Faults in the radio performance are identified and reported
in accordance with company procedures

2.4 For minor faults not requiring special tools or instruments,
appropriate fault-finding procedures and corrective actions
are employed in accordance with workplace procedures

3. Take appropriate action in
event of radio failure

3.1 Radio equipment failure procedures in the event of a loss
of radio transmission or reception are followed in
accordance with workplace procedures and the Flight
Manual/Pilot's Operating Handbook (POH)

3.2 In the advent of radio failure, light signals from aircraft are
correctly interpreted and appropriate responses made in
accordance with workplace procedures
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft radio communication

principles, regulations, standard phraseology, safety
codes, protocols and procedures to maintain radio
communications with aircraft as part of commercial airport
activities across a variety of operational contexts within
the Australian aviation industry
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Worksite environment • Operations are conducted by day in variable weather
condition

• Aerodromes may include:
• licensed aerodromes
• unlicensed aerodromes
• aeroplane landing areas (ALAs)

• Radio equipment may include:
• HF radio
• VHF radio

• An aircraft radio system may include:
• battery switch
• radio master switch
• indicating meters
• fuses and circuit breakers
• microphone and voice activated
• transmitter
• receiver
• headphones and speaker
• antenna systems appropriate to the radio

• Radio operations may include:
• maintaining the aircraft radio system
• transmitting and receiving on VHF and HF
• using squelch controls
• establishing a listening watch
• conducting a communication check
• the use of Automatic Terminal Information Services

(ATIS)
• use of an Emergency Locator Transmitter (ELT)

• Relevant frequencies (as per ERSA) are:
• Mandatory Broadcast Zones (MBZ)
• Common Traffic Advisory Frequency (CTAF)
• other air traffic agencies (e.g. air traffic control)
• Automatic Terminal Information Services (ATIS)

• Phraseology and phonetic considerations include but are
not limited to:
• standard procedural words and phrases
• pronunciation of phonetic alphabet and numbers
• correct use of aircraft call signs
• transmission of numbers
• transmission of time
• radio test procedure/reliability scale
• listening to the radio (avoiding over transmissions)
• establishing and maintaining communications
• clipped transmission and consequences

• Emergency radio procedures are:
• a Distress Message ('Mayday' call)
• an Urgency Message ('Pan' call)

• Appropriate responses to emergency transmission
include:
• establishing priority of calls
• imposing radio silence

• At aerodromes with air traffic control, alternative
communication methods, in the advent of radio failure,
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will include the use of light signals
• Dependent of the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to radio
communications (including CAR Part 5 Div 3 and CAR
82-85 inclusive)

• Manual of Standards-for Aerodromes (previously Rules
and Practices for Aerodromes [RPA])

• workplace procedures and instructions and job
specification

• Flight Manual/Pilot's Operating Handbook (POH)
• Manual of Standards - Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA)
• Civil Aviation Advisory Publication (CAAP) No.

AIRWAYS - 3(0)
• manufacturers specifications for the operation and

maintenance of radio equipment
• relevant operations manuals
• approved checklists for radio operation and minor

maintenance
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Regulations, Civil Aviation

Safety Regulations and Civil Aviation Orders pertaining
to radio communications (including CAR Part 5 Div 3
and CAR 82-85 inclusive)

• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• maintain an aircraft radio system
• overcome minor faults and problems
• check equipment and prepare for transmission or

receival
• transmit and receive messages
• use correct phraseology and phonetics and protocols

according to aviation conventions
• maintain a listening watch
• conduct a communication check
• respond to emergency transmission
• interpret light signals (applicable to aerodromes with air

traffic control)
• locate, interpret and apply relevant information (e.g.

ATIS)
• maintain compliance with regulatory requirements

pertaining to aircraft radiotelephone communications

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Regulations, Civil
Aviation Safety Regulations and Civil Aviation Orders
pertaining to aircraft radio communications including CAR
Part 5 Div 3 and CAR 82-85 inclusive

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of effective radio communications
• functions of radiotelephone equipment as used to

communicate with aircraft
• operating and maintenance procedures for aircraft

radiotelephone equipment
• standard radiotelephony phraseology as detailed in the

Aeronautical Information Publication (AIP)
• critical messages including a Distress Message

('Mayday' call) and an Urgency Message ('Pan' call)
• international distress frequencies for R/T
• problems that may occur during radio communications

and action that can be taken to overcome them
• faults that may occur in radio equipment and

appropriate fault-reporting, fault-detection and remedial
action that can be taken

• fault finding procedures and corrective actions for radio
not involving special tools or instruments

• Ability to:
• use English language to a standard which enables

requests and instructions to be understood and
interpreted correctly

• read and interpret instructions, procedures and
information relevant the radio communications and the
use of radio equipment

• communicate effectively under operational conditions
using standard phraseology

• apply relevant Civil Aviation Safety Regulations
• interpret and react appropriately to light signals
• carry out basic maintenance procedures on radio

equipment
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the use of aircraft radio

equipment and it application in aircraft communications
• monitor and anticipate operational problems and take

appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to maintain aircraft radio communications
as part of airport operations, and/or

• maintain aircraft radio communications as part of
airport operations in an appropriate range of
operational airport contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• maintaining an aircraft radio system
• overcoming minor faults and problems
• checking equipment and prepare for transmission or

receival
• transmitting and receiving messages
• using correct phraseology and phonetics and protocols

according to aviation conventions
• maintaining a listening watch
• conducting a communication check
• responding to emergency transmission
• interpreting light signals (applicable to aerodromes with

air traffic control)
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations,

Civil Aviation Orders and local air traffic control
procedures

• OHS and environmental protection policies and
procedures

• precautions to ensure that equipment limitations are
not exceeded

• hazard control policies and procedures
• operational procedures and work instructions (including

security and housekeeping procedures)
• manufacturer's specifications relating to the operation

of radiotelephone equipment
• Proficiency and use of English language must be

sufficient to avoid misunderstanding during
communications

• Action is taken promptly to report and/or rectify incidents
and problems identified when using radio equipment for
aircraft communications in accordance with relevant
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aircraft and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAE403A Maintain radio communications as part of airport operations

Volume 2 of 4, Unit 4 of 14 Page 50 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority pertaining to aircraft radio communications

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved radio communications simulator, and/or
• in an appropriate operational workplace situation

• Assessment should confirm that radio communications is
maintained at all times and in such a manner that the
successful outcome of radio operations is not in doubt

• Competency should be assessed under operating
conditions, except where observation in the workplace is
unsafe, insufficient or impractical. In these cases,
approved simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of communication principles and applicable
legislation to aircraft radio communications
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TDAB103A Inspect and report on an aerodrome
Unit Descriptor This unit involves the skills and knowledge required to inspect and

report on an aerodrome, including performing an aerodrome inspection,
reporting hazardous situations, facilitating repairs and reporting the
restoration of aerodrome serviceability. Required performance includes
compliance with all relevant regulatory requirements and protocols.

(Persons applying competence in this unit to commercial airport
operations will need to fulfil the relevant regulatory requirements of the
Civil Aviation Safety Authority pertaining to inspecting and reporting on
aerodromes)

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Perform an aerodrome
inspection

1.1 Access to the aerodrome is arranged with appropriate
authorities

1.2 Aerodrome is inspected for serviceability, identifying
situations resulting in the unserviceability of the
aerodrome

1.3 Where appropriate, the hazardous situation is rectified or
made safe using suitable procedures

1.4 Aircraft parking control is completed in accordance with
workplace communication procedures and regulatory
requirements

2. Report hazardous
situations

2.1 Any requirement for official notification of the hazardous
situation on the movement area and obstacle restriction
areas are assessed

2.2 Relevant authorities or organisations are notified of the
hazardous situation in accordance with workplace
communication procedures and regulatory requirements

3. Facilitate repairs 3.1 Any requirement for official notification of the hazardous
situation on the movement area and obstacle restriction
areas are assessed

3.2 Relevant authorities or organisations are notified of the
hazardous situation in accordance with workplace
communication procedures and regulatory requirements

4. Report the restoration of
aerodrome serviceability

4.1 Restoration of aerodrome serviceability is inspected and
confirmed in accordance with workplace communication
procedures and regulatory requirements

4.2 Unserviceability markings are removed
4.3 Relevant authorities are notified of the restoration of

aerodrome serviceability in accordance with workplace
communication procedures and regulatory requirements
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 1

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulatory requirements of the Civil Aviation Safety
Authority

• Work is performed under limited supervision
• Work involves the application of relevant principles,

regulations, protocols and procedures when inspecting
and reporting on an aerodrome as part of commercial
airport activities across a variety of operational contexts
within the Australian aviation industry
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Worksite environment • Inspections may need to occur by day or by night, and in
any weather conditions and will include movement areas,
obstacle restriction areas, animal and bird hazards and
objects becoming hazards within obstacle limitation areas

• Aerodrome serviceability inspections should occur:
• at least one hour prior to the first commercial transport

operation of the day, or as determined by the
aerodrome operator, or

• after any significant phenomenon which could
reasonably be expected to affect the serviceability of
the aerodrome, or

• otherwise as determined by the aerodrome operator
• Situations requiring reporting may include:

• changes to temporary or permanent published
aerodrome information

• hazardous situations resulting in some or all of the
aerodrome becoming unserviceable

• aerodrome works
• restoration of aerodrome serviceability

• Relevant authorities for accessing and reporting purposes
may include:
• aerodrome operator or delegated person
• NOTAM Office (Airservices Australia)
• Civil Aviation Safety Authority
• Air Traffic Control (ATC)
• Australian Defence Forces Command for military

bases
• aerodrome users

• Aerodromes may include:
• licensed aerodromes
• unlicensed aerodromes
• aeroplane landing areas (ALAs)

• Aerodrome movement area includes:
• apron
• taxiway
• runway
• Obstacle Restriction Area (ORA)

• Aerodrome surrounds may include:
• fences and gates
• buildings
• permanent or temporary structures under flight paths

(including runway approaches, take-off areas and
circuit areas or OLS)

• drainage systems
• areas surrounding navigational aids
• obstacle limitation surfaces

• Obstacle Restriction Areas may include:
• runway strips
• clearways
• taxiway strips
• runway end safety areas

• Visual aids may include:
• wind indicator
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• signal circles
• markers and markings

• Signs and notices may include:
• authorised entry
• speed restrictions
• no smoking
• limited access
• hazard warnings
• movement area guidance signs
• underground electrical reticulation

• Navigational aids may include:
• non directional beacons (NDBs)
• VHF omni range (VOR)
• distance measuring equipment (DME)
• instrument landing systems (ILS)

• Hazardous situations leading to the unserviceability of
sealed movement areas may include:
• changes or loss of runway surface frictional

characteristics
• excessive loose materials
• potholes or cracks
• unsatisfactory pavement bearing capacity
• loss of runway shape

• loss of visibility of markings
• stripping
• flooding
• runway edge fretting
• bird or animal activity
• disabled aircraft, vehicles, and equipment
• fuel and oil spills

• Hazardous situations leading to the unserviceability of
unsealed movement areas may include:
• pot holes, scouring, ruts
• excessive loose materials
• unsatisfactory surface bearing capacity (e.g. becoming

too soft, slippery or rough)
• long grass, surface cracks, stones and debris
• loss of runway shape
• loss of visibility of markers
• bird or animal activity
• disabled aircraft, vehicles, and equipment
• fuel and oil spills
• flooding

• Hazardous situations leading to the unserviceability of the
obstacle restriction areas may include:
• long grass
• surface cracks
• large rocks
• vehicles plant and equipment on the movement area
• bird or animal activity
• unduly rough surface that may cause damage to an

aircraft (not including an aircraft becoming bogged)
• Hazardous situations leading to the unserviceability of the
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aerodrome surrounds may include:
• structures extending beyond the Obstacle Limitation

Surfaces
• broken fences or open gates
• faulty drains
• erosion or other damage to the shoulder of the

movement area
• incorrect or unclear markers and unclear runway

markings
• damaged wind assembly
• long grass, surface cracks, stones and debris
• aerodrome works (e.g. Time Limited Work, major

works requiring Method of Working Plan (MOWP))
• Situations restricting the effective operation of

navigational aids such as:
• vehicle movements within restricted areas
• obstructions (e.g. grass, trees, vehicles, buildings)
• inappropriate or faulty restriction markers or fences
• electrical power lines infringing on clearance zones
• power cables incorrectly laid

• Procedures for making movement and obstacle restriction
areas safe may involve:
• marking the unserviceable area by day or night
• partial closure of the movement area
• closing the movement area (aerodrome closure)
• extinguish lighting in the hazardous section of the

movement area
• contacting the aerodrome users
• reporting of the above by NOTAM

• Serviceability markings/advice may include:
• signal circle markers
• unserviceability cross markers
• unserviceability cones
• displaced threshold markers
• unserviceability lighting
• glider markers
• dumb bell markers

• Suitable means of reporting will include some or all of the
following:
• verbal communications
• other written means of communication as is

appropriate (e.g. fax)
• NOTAMs
• Method of Working Plan (MOWP)

• Procedures for initiating repairs or hazard removal may
include:
• notifying relevant aerodrome personnel
• undertaking the repairs
• removing the hazard
• notifying appropriate contractors

• Procedures for appropriate bird and animal management
may include:
• maintaining perimeter fencing
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• harassment procedures including explosives sounds,
sirens etc

• culling
• environmental controls (e.g. dumping of rubbish)
• habitat management in accordance with the

Bird/Wildlife Hazard Management Program
• Emergency response procedures may include:

• implementing aerodrome emergency procedures
• reporting to the local police service
• reporting to the Australian Transport Safety Bureau

• Hazards in the work areas may include:
• aircraft noise
• aircraft movements
• other vehicles in the vicinity of the aircraft
• personnel in the vicinity of the aircraft
• jet blast
• fumes
• dust

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders pertaining to inspecting and reporting
on aerodromes (i.e. CAR 89)

• aerodrome manuals
• workplace operating procedures manuals
• Manual of Standards-for Aerodromes (previously Rules

and Practices for Aerodromes [RPA])
• Enroute Supplement Australia (ERSA)
• Departure and Approach Procedures (DAP)
• manufacturers' specifications for equipment used when

inspecting and reporting on aerodromes
• Civil Aviation Advisory Publications (CAAPs)
• airline timetables
• induction and training materials
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4. Applicable regulations
and legislation

• Applicable regulations and legislation may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders pertaining to inspecting and reporting
on aerodromes (i.e. CAR 89)

• relevant requirements, standards and recommended
practices of the International Civil Aviation
Organisation (ICAO) pertaining to airport reporting

• Manual of Standards-for Aerodromes (previously Rules
and Practices for Aerodromes [RPA])

• ADG Code and Mines Regulation Act for fuel
• applicable State, Territory and Commonwealth

regulations concerning:
• occupational health and safety
• workplace relations
• workers compensation
• ADG Code and Mines Regulation Act for fuel
• environmental protection
• equal opportunity
• wildlife management (including culling)
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• complete an inspection of an aerodrome
• identify hazardous conditions affecting the safety of

aircraft
• assess the requirement for official notification of

changes to the serviceability of the aerodrome
• assess the most appropriate means of making the

hazardous situation temporarily safe
• repair damage to movement area and surrounds

without official notification (where appropriate)
• place/locate unserviceability markers correctly
• apply reporting or notification procedures in

accordance with workplace and regulatory
requirements

• report changes to the serviceability of movement and
obstacle restriction areas, and aerodrome surrounds

• interpret a NOTAM or MOWP where applicable
• facilitate appropriate repairs
• undertake appropriate animal and bird harassment

procedures
• implement appropriate response to aircraft accidents

and incidents
• locate, interpret and apply relevant information
• provide customer/client services
• work effectively with colleagues
• convey information in written and oral forms
• maintain workplace records
• use workplace colloquial and technical language and

communications technologies in the workplace context
• use relevant forms, charts and proformas
• maintain compliance with relevant regulatory

requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Sections of Civil Aviation Safety Regulations and Civil
Aviation Orders pertaining to inspecting and reporting on
aerodromes (i.e. CAR 89)

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• aerodrome inspection procedures
• aerodrome operating procedures
• functions of a works safety officer (as defined in Civil

Aviation Safety Regulations)
• reporting procedures
• relevant equipment used in aerodrome inspection and

reporting
• aircraft schedules and their use in aerodrome

inspection and reporting
• purpose and application of unserviceability markers
• purpose and application of Method of Working Plans

(MOWPs)
• aerodrome emergency response procedures
• safety hazards and risks that exist when inspecting an

aerodrome and related risk control procedures and
precautions

• problems that may occur when inspecting and
reporting on an aerodrome and appropriate action that
should be taken in each case

• Ability to:
• apply the above knowledge to inspecting and reporting

on aerodromes
• inspect the movement and obstacle restriction areas,

and aerodrome surrounds
• select and use equipment needed to inspect and report

on aerodromes
• report changes to aerodrome serviceability
• make temporary repairs to the movement area
• position/locate unserviceability markers
• assess the need for official notification
• assess the appropriateness of repair processes
• communicate effectively with others
• read and interpret instructions, procedures, regulations

and information relevant to inspecting and reporting on
aerodromes

• prepare and distribute aerodrome weather reports
(AWRs) that meet Bureau of Meteorology, International
Civil Aviation Organization (lCAO) and or, World
Meteorological Organization (WMO) standard
procedures and practices. (Note: this does not apply
weather forecast products)

• access and promulgate as appropriate, public weather
and aviation forecasts and current weather products
applicable to the worksite

• use protocols, phraseology, codes, abbreviations and
conventions required in aviation communications

• operate communications equipment
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• modify activities dependent on differing workplace
contingencies, risk situations and environments

• solve problems that might arise when inspecting and
reporting on aerodromes

• monitor and anticipate operational problems and risks
and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to inspect and report on aerodromes,
and/or

• inspect and report on aerodromes in an appropriate
range of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• completing an inspection of an aerodrome
• identifying hazardous conditions, including adverse

weather, which can affect the safety of aircraft (this
applies only to qualified observers)

• accessing and promulgating as appropriate public
weather and aviation forecasts and current weather
products applicable to the worksite

• assessing the requirement for official notification of
changes to the serviceability of the aerodrome

• assessing the most appropriate means of making the
hazardous situation temporarily safe

• using unserviceability markers
• reporting changes to the serviceability of movement

and obstacle restriction areas, and aerodrome
surrounds

• interpreting a NOTAM or MOWP where applicable
• facilitating appropriate repairs
• undertaking appropriate animal and bird harassment

procedures
• implementing appropriate response to aircraft

accidents and incidents
• maintaining compliance with relevant regulatory

requirements
• accurately completing an aerodrome weather report

(AWR) to Bureau of Meteorology, International Civil
Aviation Organization (ICAO) and or, World
Meteorological Organization (WMO) standards

• Shows evidence of application of relevant workplace
procedures including:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard and risk control policies and procedures
• operational procedures and work instructions
• manufacturer's specifications relating to equipment

• Action is taken promptly to report and/or rectify incidents
and problems identified when inspecting and reporting on
aerodromes in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aircraft, facilities and equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Action is taken promptly to report adverse weather
conditions in accordance with the relevant Bureau of
Meteorology, International Civil Aviation Organization
(ICAO) and or World Meteorological Organization (WMO)
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practices and procedures

Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate operational situation

• Competency should be assessed in such a manner that
comprehension of all key aspects of effective inspecting
and reporting on aerodromes can be demonstrated

• Competency should be assessed under operating
conditions, except where observation is unsafe,
insufficient or impractical. In these cases, appropriate
simulation may be used

• Evidence should demonstrate the ability to apply required
knowledge of relevant principles and applicable
legislation to inspecting and reporting on aerodromes

• Assessment of competence for meteorological knowledge
and skills must comply with the assessment requirements
of the Bureau of Meteorology, World Meteorological
Organization (WMO) or International Civil Aviation
Organization (ICAO)
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TDAB203A Inspect and report on aerodrome lighting
systems

Unit Descriptor This unit involves the skills and knowledge required to inspect and
report on aerodrome lighting systems, including inspecting and
reporting faults in aerodrome lighting, making any identified
unserviceable condition safe, and confirming and reporting the return of
the aerodrome lighting to serviceable condition. Required performance
includes compliance with all relevant regulatory requirements,
conventions and protocols, i.e. CAR 94 and 95.

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant regulatory requirements of the Civil Aviation
Safety Authority pertaining to inspecting and reporting on aerodrome
lighting systems)

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Inspect the aerodrome
lighting

1.1 Access to the aerodrome is arranged with appropriate
authorities

1.2 Lighting systems are prepared for inspection
1.3 Lighting systems are inspected for serviceability, and

faults or hazardous situations which may effect aircraft
safety are identified

1.4 Where appropriate, the hazardous situation created by
faulty lighting systems is rectified or made safe in
accordance with workplace procedures and regulatory
requirements

2. Report faults in
aerodrome lighting

2.1 Any requirement for official notification of lighting faults is
assessed

2.2 Suitably qualified electrical contractors are contacted for
repairs where appropriate

2.3 Relevant authorities or organisations are notified of
damage to aerodrome lighting, switching mechanisms and
circuits in accordance with workplace communication
procedures and regulatory requirements

3. Make any unserviceable
condition safe

3.1 Faulty lights are replaced or repaired in accordance with
workplace procedures and regulatory requirements, with
minimal disruption to aircraft movements

3.2 Relevant authorities or organisations are notified of
aerodrome works in accordance with workplace
communication procedures and regulatory requirements

3.3 Temporary lighting is installed as required

4. Report the return of the
aerodrome lighting to
serviceable condition

4.1 Restored aerodrome lighting systems are inspected and
confirmed for serviceability

4.2 Relevant authorities or organisations are notified of the
restoration of lighting serviceability in accordance with
workplace communication procedures and regulatory
requirements
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 1

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulatory requirements of the Civil Aviation Safety
Authority

• Work is performed under limited supervision
• Work involves the application of relevant principles,

regulations, protocols and procedures when inspecting
and reporting on aerodrome lighting systems as part of
commercial airport activities across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Lighting inspections may need to occur by day or by
night, and in any weather conditions

• Aerodrome lighting serviceability inspections should occur
in accordance with the Manual of Standards, including:
• at least one hour prior to the first commercial transport

operation of the day, or
• prior to the last light of the day (dusk)
• immediately after any significant phenomenon which

could reasonably be expected to affect the
serviceability of the aerodrome, or

• otherwise as determined by the aerodrome operator
• Situations requiring reporting may include:

• changes to temporary or permanent published
aerodrome information

• hazardous situations resulting in some or all of the
aerodrome becoming unserviceable

• aerodrome works
• restoration of aerodrome serviceability

• Relevant authorities for accessing and reporting purposes
include:
• aerodrome operator or delegated person
• NOTAM Office (Airservices Australia)
• Civil Aviation Safety Authority
• Air Traffic Control (ATC)
• Australian Defence Forces Command for military

bases
• aerodrome users

• Aerodromes may include:
• licensed aerodromes
• unlicensed aerodromes
• aeroplane landing areas (ALAs)

• Aerodrome movement area includes:
• apron
• taxiway
• runway
• Obstacle Restriction Area (ORA)

• Permanent aerodrome lighting and circuits include:
• runway lighting
• runway end lights
• threshold lights
• runway end identification lights
• obstacle lighting
• aerodrome beacon
• approach lighting
• illuminated wind indicators
• Pilot Activated Lighting (PAL)
• taxiway centre lights
• taxiway edge lights
• apron edge lights
• apron flooding lights
• T-VASIS
• PAPI
• standby power
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• Temporary aerodrome lighting includes kerosene flares or
battery lights

• Reportable hazardous situations caused by faulty lights
include:
• power supply failure
• circuit failure
• partial lighting failures, as described in rules and

practices for aerodromes
• failure of lighting to the wind indicator
• failure of obstruction lights
• failure of aerodrome beacon
• failure of the Pilot Activated Lighting (PAL) warning

signal
• Procedures for making the lighting problem safe include:

• partial closure of the movement area
• closing the movement area (aerodrome closure)
• contacting the aerodrome user

• Unserviceability lights are red lights
• Suitable means of reporting will include some or all of the

following:
• verbal communications
• NOTAMs
• other written means of communication as is

appropriate (e.g. fax)
• Method of Working Plan (MOWP)

• Initiating repairs or hazard removal procedures includes:
• notifying relevant aerodrome personnel
• undertaking the repairs
• removing the hazard
• notifying appropriate electrical contractors
• serviceability inspection (following repairs)

• Hazards in the work areas may include:
• high voltage electrical cables
• aircraft noise
• aircraft movements
• other vehicles in the vicinity of the aircraft
• personnel in the vicinity of the aircraft
• jet blast
• fumes
• dust

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAB203A Inspect and report on aerodrome lighting systems

Volume 2 of 4, Unit 2 of 14 Page 67 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to air traffic control
operations, i.e. CAR 94 and 95

• Aerodrome manual
• Workplace operating procedures manuals
• Manual of Standards-for Aerodromes (previously Rules

and Practices for Aerodromes [RPA])
• Enroute Supplement Australia (ERSA)
• Departure and approach procedures (DAP)
• relevant Civil Aviation Advisory Publications (CAAPs)
• RPT routes & timetables
• workplace procedures and instructions and job

specification
• lighting equipment manufacturer's specifications and

instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• Civil Aviation Act (1988) and Civil Aviation Regulations

and Orders (CAR 94 and 95)
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to airport reporting

• Manual of Standards-for Aerodromes (previously Rules
and Practices for Aerodromes [RPA])

• applicable State, Territory and Commonwealth
regulations concerning:
• electrical codes and regulations
• OHS
• workplace relations
• workers compensation
• environmental protection
• equal opportunity
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• complete a lighting systems inspection
• identify faulty lights, switches or circuit breakers
• assess the requirement for official notification of faulty

lights
• repair faulty lighting where applicable (note that repairs

would be limited to globe replacement and minor
repairs. Major repairs would need to be undertaken by
a qualified electrician)

• use unserviceability lighting correctly
• apply appropriate reporting or notification procedures
• report changes to the serviceability of the lights
• interpret a MOWP where applicable
• facilitate appropriate repairs
• locate, interpret and apply relevant information
• provide customer/client services
• work effectively with colleagues
• convey information in written and oral form
• maintain workplace records
• use workplace colloquial and technical language and

communications technologies in the workplace context
• use relevant forms, charts and proformas
• maintain compliance with relevant regulatory

requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders, i.e. CAR 94 and 95

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• features and characteristics of aerodrome lighting

systems
• aerodrome operating procedures
• reporting procedures
• relevant equipment used in the inspection and

reporting on aerodrome lighting systems
• effects on the serviceability of the aerodrome caused

by lighting faults
• allowable minor repairs under electrical codes and

regulations and procedures for engaging a qualified
electrician to carry out major repairs

• purpose and application of unserviceability markers
• purpose and application of Method of Working Plans

(MOWPs)
• safety hazards and risks that exist when inspecting

aerodrome lighting systems and related risk control
procedures and precautions

• problems that may occur when inspecting and
reporting on aerodrome lighting systems and
appropriate action that should be taken

• Ability to:
• apply the above knowledge to inspecting and reporting

on aerodrome lighting systems
• select and use equipment needed to inspect and report

on aerodrome lighting systems
• report changes to aerodrome lighting serviceability
• assess the appropriateness of repair processes
• communicate effectively with others
• read and interpret instructions, procedures, regulations

and information relevant to inspecting and reporting on
aerodrome lighting systems

• use protocols, phraseology, codes, abbreviations and
conventions required in aviation communications

• operate communications equipment
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems that might arise when inspecting and

reporting on aerodrome lighting systems
• monitor and anticipate operational problems and risks

and take appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to inspect and report on aerodrome lighting
systems, and/or

• inspect and report on aerodrome lighting systems in an
appropriate range of operational workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• completing a lighting systems inspection
• identifying faulty lights, switches or circuit breakers
• assessing the requirement for official notification of

faulty lights
• repairing faulty lighting where applicable
• using unserviceability lighting
• determining the most appropriate reporting or

notification procedures
• reporting changes to the serviceability of the lights
• interpreting a MOWP where applicable
• facilitating appropriate repairs

• Shows evidence of application of relevant workplace
procedures including:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders including CAR 94 and 95, Aerodrome
manual and relevant CAAPs

• OHS and environmental protection policies and
procedures

• hazard and risk control policies and procedures
• operational procedures and work instructions including:

• identifying damage to the movement surface
• identifying the appropriate course of action
• identifying appropriate notification processes
• reporting changes to the serviceability of aerodrome

lights
• manufacturer's specifications and instructions relating

to lighting equipment

• Action is taken promptly to report and/or rectify incidents
and problems identified when inspecting and reporting on
aerodrome lighting systems in accordance with relevant
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aircraft, facilities and equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation in

appropriately simulated lighting systems, and/or
• during an appropriate operational situation

• Competency should be assessed in such a manner that
comprehension of all key aspects of effective inspecting
and reporting on aerodrome lighting systems can be
demonstrated

• Competency should be assessed under operating
conditions, except where observation is unsafe,
insufficient or impractical. In these cases, appropriate
simulation may be used

• Evidence should demonstrate the ability to apply required
knowledge of relevant principles and applicable
legislation to inspecting and reporting on aerodrome
lighting systems
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TDAB303A Inspect and report on the "obstacle limitation
surfaces"

Unit Descriptor This unit involves the skills and knowledge required to inspect and
report on the 'Obstacle Limitation Surfaces', including performing a
visual inspection of the 'Obstacle Limitation Surfaces', reporting
obstacles in the 'obstacle limitation surface and reporting the return of
the aerodrome to the previous status.

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant regulatory requirements of the Civil Aviation
Safety Authority)

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Perform a visual
inspection of the 'Obstacle
Limitation Surfaces'

1.1 The 'Obstacle Limitation Surfaces' are inspected visually,
and objects or structures which have or may become
obstacles are identified

1.2 Where appropriate, obstacles in the 'Obstacle Limitation
Surfaces' are removed without notification in accordance
with workplace procedures

1.3 Where an obstacle can not be removed, a determination
for the reporting, marking or lighting of the obstacle is
made in accordance with workplace procedures

2. Report obstacles in the
'Obstacle Limitation
Surface'

2.1 Where an obstacle can not be removed, declared
distances and supplementary take off distances are
calculated and are appropriately reported to relevant
authorities and organisations in accordance with
workplace procedures

2.2 All relevant authorities or organisation are notified of the:
2.2.1 status of the obstacle (i.e. permanent or

temporary)
2.2.2 declared distances for the obstacle
2.2.3 location of the obstacle, where there is no

requirement for reporting declared distances
2.2.4 appropriate marking and lighting requirements

using suitable means of communication

3. Report the return of the
aerodrome to the previous
status

3.1 The 'Obstacle Limitation Surfaces' are inspected visually
to confirm removal of temporary obstacles

3.2 Relevant authorities or organisations are notified of the
removal of the temporary obstacle, using suitable means
of communication
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulatory requirements of the Civil Aviation Safety
Authority

• Work is performed under limited supervision
• Work involves the application of relevant principles,

regulations, protocols and procedures when inspecting
and reporting on the 'Obstacle Limitation Surfaces' as
part of commercial airport activities across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Inspections may need to occur by day or by night, and in
any weather conditions

• 'Obstacle Limitation Surfaces' inspections will occur:
• at least one hour prior to the first commercial transport

operation of the day, or
• immediately after any significant phenomenon which

could reasonably be expected to affect the
serviceability of the aerodrome, or

• otherwise as determined by the aerodrome operator
• Relevant authorities for accessing and reporting purposes

include:
• aerodrome operator or delegated person
• NOTAM Office (Airservices Australia)
• Civil Aviation Safety Authority
• Air Traffic Control (ATC)
• Australian Defence Forces Command for military

bases
• aerodrome users

• Aerodromes may include:
• licensed aerodromes
• unlicensed aerodromes
• aeroplane landing areas (ALAs)

• Obstacles may be:
• existing objects or structures
• proposed objects or structures

• Obstacles may occur within the:
• movement area
• obstacle restriction area
• obstacle limitation surfaces

• 'Obstacle Limitations Surfaces' which are related to the
aerodrome reference point include:
• inner horizontal surface
• conical surface
• outer horizontal surface

• Other 'Obstacle Limitations Surfaces' include:
• transitional surface
• inner transitional surface
• approach and take-off surfaces
• inner approach surface
• baulked landing surfaces

• Declared distances include:
• takeoff run available (TORA)
• takeoff distance available (TODA)
• accelerate stop distance (ASDA)
• landing distance available (LDA)
• TODA gradient
• STODA and associated gradients

• Procedures for making the aerodrome surrounds safe
may involve:
• marking the unserviceable area or obstacle by day or

night
• partial closure of the aerodrome
• aerodrome closure
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• contacting the aerodrome user
• marking and lighting of obstacles

• Serviceability markers and cones include:
• signal circle markers
• unserviceability cross markers
• unserviceability cones
• displaced threshold markers
• work limit markers
• glider markers
• dumb bell markers

• Suitable means of reporting include:
• verbal communications
• NOTAMs
• other written means of communication as is

appropriate (e.g. fax)
• Method of Working Plan (MOWP)

• Initiating repairs or hazard removal procedures includes:
• notifying relevant aerodrome personnel
• undertaking the repairs
• negotiating with the owner of the obstacle to remove

the hazard
• notifying appropriate contractors
• post-works serviceability inspection

• Hazards in the work areas may include:
• aircraft noise
• aircraft movements
• other vehicles in the vicinity of the aircraft
• personnel in the vicinity of the aircraft
• jet blast
• fumes
• dust

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to inspecting and
reporting on the 'Obstacle Limitation Surfaces'

• aerodrome manuals
• workplace operating procedures manuals
• Manual of Standards-for Aerodromes (previously Rules

and Practices for Aerodromes [RPA])
• Enroute Supplement Australia (ERSA)
• Departure and Approach Procedures (DAP)
• manufacturers' specifications for equipment used when

inspecting and reporting on the 'Obstacle Limitation
Surfaces'

• Civil Aviation Advisory Publications (CAAPs)
• airline timetables
• induction and training materials

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Act (1988) and Civil Aviation

Regulations and Orders, including CAR 89w to 89Z
inclusive

• relevant requirements, standards and recommended
practices of the International Civil Aviation
Organisation (ICAO) pertaining to airport reporting

• Manual of Standards-for Aerodromes (previously Rules
and Practices for Aerodromes [RPA])

• Airports Act
• applicable State, Territory and Commonwealth

regulations concerning:
• occupational health and safety
• workplace relations
• workers compensation
• ADG Code and Mines Regulation Act for fuel)
• environmental protection
• equal opportunity
• wildlife management (including culling)
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify the various 'Obstacle Limitation Surfaces'
• complete an inspection of the 'Obstacle Limitation

Surfaces'
• identify objects protruding through the 'Obstacle

Limitation Surfaces' (i.e. become obstacles)
• assess the requirement for official notification of

obstacles
• assess the most appropriate means of making the

hazardous situation temporarily safe
• remove the obstacle without official notification (where

appropriate)
• correctly place/locate unserviceability markers and

lighting
• correctly apply obstacle markers and lighting
• calculate runway declared distances
• calculate supplementary takeoff distances
• report obstacles and declared distances
• facilitate appropriate restorative procedures
• locate, interpret and apply relevant information
• provide customer/client services
• convey information in written and oral form
• maintain workplace records
• use workplace colloquial and technical language and

communications technologies in the workplace context
• use relevant forms, charts and proformas
• maintain compliance with relevant regulatory

requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders, including CAR 89w to 89Z inclusive

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• procedures for inspecting and reporting on 'Obstacle

Limitation Surfaces' (OLS)
• aerodrome operating procedures
• functions of a works safety officer (as defined in Civil

Aviation Safety Regulations CAR 89)
• reporting procedures
• relevant equipment used in aerodrome inspection and

reporting on 'Obstacle Limitation Surfaces'
• aircraft schedules and their use in inspection and

reporting on OLS
• purpose and application of unserviceability markers
• purpose and application of Method of Working Plans

(MOWPs)
• basic mathematics underlying the survey of OLS and

the calculation of the declared distances
• principles of shielding of objects and the impact of

multiple critical obstructions on Supplementary Take
Off Distances

• safety hazards and risks that exist when inspecting and
reporting on OLS and related risk control procedures
and precautions

• problems that may occur when inspecting and
reporting on 'Obstacle Limitation Surfaces' and
appropriate action that should be taken in each case,
including when objects protrude OLS

• Ability to:
• apply the above knowledge to inspecting and reporting

on the OLS
• read and interpret instructions, procedures, regulations

and information relevant to inspecting and reporting on
the OLS

• inspect the OLS
• select and use equipment needed to inspect and report

on the OLS, including a theodolite or other appropriate
survey instrument

• report changes to aerodrome serviceability
• make temporary repairs to the movement area
• position/locate unserviceability markers
• assess the need for official notification
• assess the appropriateness of repair processes
• communicate effectively with others
• use protocols, phraseology, codes, abbreviations and

conventions required in aviation communications
• operate communications equipment
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems that might arise when inspecting and
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reporting on OLS
• monitor and anticipate operational problems and risks

and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to inspect and report on OLS, and/or

• to inspect and report on OLS in an appropriate range
of operational workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying the various OLS
• completing an inspection of the OLS
• identifying objects protruding through the OLS
• assessing the requirement for official notification of

obstacles
• assessing the most appropriate means of making the

hazardous situation temporarily safe
• removing the obstacle without official notification

(where appropriate)
• using unserviceability markers and lighting
• applying obstacle markers and lighting
• calculating declared distances
• calculating supplementary takeoff distances
• reporting obstacles and declared distances
• facilitating appropriate restorative procedures

• Shows evidence of application of relevant workplace
procedures including:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard and risk control policies and procedures
• operational procedures and work instructions

• Action is taken promptly to report and/or rectify incidents
and problems identified when inspecting and reporting on
the OLS in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aircraft and equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
relevant assessment requirements of the Civil Aviation
Safety Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate operational situation

• Competency should be assessed under operating
conditions, except where observation is unsafe,
insufficient or impractical. In these cases, appropriate
simulation may be used

• Evidence should demonstrate the ability to apply required
knowledge and applicable legislation to the inspection
and reporting on OLS
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TDAB403A Manage and carry out pre- and post-flight
cabin checks

Unit Descriptor This unit involves the skills and knowledge required to manage and
carry out pre- and post-flight cabin safety, security and service checks
on a commercial aircraft, including conducting required pre-flight
checks, preparing the aircraft cabin for service, carrying out required
post-flight checks, and carrying out all required administrative
procedures related to the necessary cabin checks.

(Persons applying competence in this unit to cabin crew operations on
a commercial aircraft will need to fulfil the relevant regulatory
requirements of the Civil Aviation Safety Authority)

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Carry out pre-flight safety
and security checks

1.1 Pre-flight cabin safety and security checks are carried out
in accordance with regulatory requirements and workplace
procedures

1.2 Where a problem related to aircraft safety or security is
identified, appropriate action is taken to promptly address
the problem and/or report it to relevant personnel in
accordance with regulatory requirements and workplace
procedures

1.3 Crew Resource Management (CRM) principles are
applied in order to establish and maintain awareness of
the impact of time and/or commercial pressure on
safety-sensitive tasks

1.4 Tasks are prioritised during pre-flight checks in order to
ensure that critical safety tasks are addressed prior to
service checks

1.5 Appropriate action is taken in accordance with workplace
procedures to report or rectify situations where cabin
safety resources are faulty or inadequate in accordance
with regulatory requirements and workplace procedures

2. Prepare aircraft cabin for
service

2.1 Preparation of the cabin for passenger arrival is conducted
in accordance with workplace procedures

2.2 Pre-flight cabin service checks are carried out in
accordance with regulatory requirements and workplace
procedures

2.3 Cabin resources are accessed to replenish depleted
stocks when necessary

2.4 Difficulties in the preparation of the cabin are
reported/rectified in accordance with workplace
procedures
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3. Carry out post-flight
checks

3.1 Cabin is inspected and post-flight cabin safety, security
and service checks are carried out in accordance with
regulatory requirements and workplace procedures

3.2 Any safety or security issues, damage to the aircraft cabin
and resources, defective cabin systems and depleted
stocks are identified and reported in accordance with
workplace procedures

4. Carry out administrative
procedures

4.1 Workplace administrative procedures concerning cabin
safety, security and service checks and related action are
identified and interpreted

4.2 Administrative procedures are implemented in accordance
with regulatory requirements and workplace procedures

4.3 All required pre-flight and post-flight cabin safety, security
and service checking documentation is completed in
accordance with regulatory requirements and workplace
requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant legislative and regulatory
requirements

• Work is performed under limited supervision usually
within a team environment

• It involves the application of safety and operational
principles, procedures and regulatory requirements to the
management and conduct of pre- and post-flight cabin
safety, security and service checks on commercial aircraft
across a variety of operational contexts within the
Australian aviation industry.
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Worksite environment • Safety, security and service checks may be conducted as
a member of an aircrew team:
• on any passenger-carrying aircraft type in commercial

service
• during short and/or long haul/international services
• in any category of service for which the crew member

has been trained
• in any allowable operating and weather conditions
• in accordance with relevant regulatory and operational

requirements
• Performance may be demonstrated on:

• an approved cabin service simulator
• in a suitably simulated work environment
• a passenger carrying aircraft

• Pre- and post-flight cabin safety and security checks may
include checking:
• safety resources and equipment in accordance with

relevant procedures and regulations, including first aid
equipment

• security of aircraft cabin in accordance with relevant
procedures and regulations

• Pre- and post-flight cabin service checks may include
checking:
• cabin facilities for supplies and cleanliness
• cabin to ensure that pillows, blankets and headrest

covers and other passenger resources meet
passenger service standards

• stock of newspapers and magazines to ensure they
are adequate and tidy

• stocks of special resources required for children and
infants

• resources needed for passengers with special needs
• Aircraft features and amenities may include:

• toilets
• wheel chairs and equipment for aiding disabled

passengers
• seat controls and adjustments
• equipment for use with babies
• audio-visual equipment
• overhead lockers
• telephone
• movie screens
• in-seat video and entertainment resources

• Persons consulted may include:
• other members of the aircrew team
• ground staff
• security personnel
• technical staff

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may be
referred to as:
• company procedures
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• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders relevant to pre- and post-flight checks
of aircraft

• airline procedures and instructions and job
specifications

• pre- and post-flight checking procedures and checklists
• operational manuals
• manufacturer's instructions for aircraft cabin equipment

and facilities
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• Civil Aviation Act
• relevant standards and recommended practices

(SARPS) of the International Civil Aviation
Organisation (ICAO) pertaining to the pre- and post
flight safety, security and service checks of an aircraft
cabin

• relevant Australian Civil Aviation Safety Regulations
and Civil Aviation Orders pertaining to the pre- and
post flight safety, security and service checks of an
aircraft cabin

• relevant OHS legislation
• environmental protection legislation
• equal opportunity and anti-discrimination legislation
• relevant customs and quarantine regulations
• relevant Australian Standards
• industrial relations and workplace compensation

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• differentiate between safety/security sensitive checks

and those addressing service requirements
• carry out pre-flight cabin safety and security checks

and take appropriate action
• prepare aircraft cabin for service
• carry out pre-flight cabin service checks and take

appropriate action
• carry out relevant administrative procedures
• complete required documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAB403A Manage and carry out pre- and post-flight cabin checks

Volume 2 of 4, Unit 4 of 14 Page 86 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS, security hygiene and environmental
procedures/regulations

• Relevant customs, quarantine, equal opportunity and
anti-discrimination regulations

• A knowledge of:
• regulatory requirements concerning passenger and

aircraft safety and security
• Crew Resource Management (CRM) and Human

Factors (HF) principles
• regulatory requirements and airline procedures and

standards for managing and conducting pre- and
post-flight cabin safety and security checks on aircraft

• airline procedures and standards for managing and
conducting pre- and post-flight cabin service checks on
aircraft

• action to be taken during pre- and post-flight cabin
checks in response to senior aircrew instructions

• airline administrative procedures
• cabin service features and amenities for various types

of aircraft
• cabin safety resources for various types of aircraft
• risks that exist when conducting pre- and post-flight

cabin checks and related risk control procedures and
precautions

• problems that may occur when managing and
conducting pre- and post-flight cabin checks and action
that should be taken in each case

• Ability to:
• apply the above knowledge when conducting pre- and

post-flight cabin checks on aircraft
• read and interpret instructions, procedures and

information relevant to managing and pre- and
post-flight cabin checks on aircraft

• select and use relevant equipment when managing
and conducting pre- and post-flight cabin checks on
aircraft

• implement safety procedures, demonstrations
practices and regulations

• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with managing and

conducting pre- and post-flight cabin checks on aircraft
• monitor and anticipate passenger safety and security

needs and operational problems and hazards and take
appropriate action in conjunction with other members
of the aircrew team
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to manage and conduct pre- and post-flight
cabin checks on aircraft, and/or

• manage and conduct pre- and post-flight cabin checks
on aircraft in an appropriate range of operational
workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• differentiating between safety/security sensitive checks

and those addressing service requirements
• carrying out pre-flight cabin safety and security checks

and taking appropriate action
• preparing aircraft cabin for service
• carrying out pre-flight cabin service checks and taking

appropriate action
• carrying out relevant administrative procedures
• completing required documentation

• Shows evidence of application of relevant workplace
procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• OHS, security and environmental protection policies

and procedures
• quarantine, equal opportunity and anti-discrimination

regulations
• hazard control policies and procedures
• airline operational procedures and work instructions

(including safety, security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of aircraft and its ancillary equipment

• Action is taken promptly to report and/or rectify safety,
security or service issues and problems identified when
conducting pre- and post flight cabin checks on an aircraft
in accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aircraft and its equipment

• Recognises and adapts appropriately to cultural and
language differences in the workplace, including modes
of behaviour and interactions among staff, passengers
and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority relevant to the conduct of pre- and post-flight
cabin checks on aircraft

• Assessment of this unit must be undertaken by a
Registered Training Organisation which has been
appropriately accredited by the Civil Aviation Safety
Authority:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved simulator or in appropriate simulated cabin
situations, and/or

• during an appropriate flight
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TDAA103A Package dangerous goods for air transport
Unit Descriptor This unit involves the skills and knowledge required to package

dangerous goods for air transport in accordance with IATA and other
relevant regulatory requirements, including selecting appropriate
packing instructions, identifying and selecting packing, packaging the
dangerous goods, labelling and marking dangerous goods, and stowing
the packaged dangerous goods in accordance with regulatory
requirements.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Select appropriate
packing instructions

1.1 Type of dangerous goods to be transported is identified in
accordance with workplace procedures and regulatory
requirements

1.2 Appropriate packing instructions for the identified type of
dangerous goods are selected in accordance with the
relevant regulatory requirements

2. Identify and select packing 2.1 Required packing materials are identified and selected in
accordance with workplace procedures and regulatory
requirements

2.2 Checks are made to confirm that the selected packing has
undergone all required tests in accordance with the
relevant regulatory requirements

2.3 Where required, combination of packing is checked to
confirm that it has been appropriately tested in
accordance with the relevant regulatory requirements

3. Package the dangerous
goods

3.1 Dangerous goods are packaged using the selected
packing materials in accordance with workplace
procedures and regulatory requirements

3.2 Approved absorbent materials and cushioning is used in
accordance with the relevant regulatory requirements

4. Label and mark the
packaged dangerous
goods

4.1 Packaged dangerous goods are labelled and marked in
accordance with workplace procedures and regulatory
requirements

5. Stow the packaged
dangerous goods

5.1 Packaged dangerous goods are stowed in a warehouse in
accordance with workplace procedures and regulatory
requirements

5.2 Relevant personnel are advised of the disposition of the
stowed packaged dangerous goods in accordance with
workplace procedures and regulatory requirements
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant IATA, CASA and other
relevant regulatory requirements

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and relevant regulations during packaging of dangerous
goods for air transport across a variety of operational
contexts within the Australian aviation industry
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Worksite environment • Packaging of dangerous goods for air transport may be
carried out:
• in any allowable operating and weather conditions
• at freight depots, terminals and airports
• in relation to any aircraft types in service in Australia on

domestic and international flights
• accordance with regulatory and workplace

requirements
• Performance may be demonstrated:

• in appropriately simulated air freight packaging
situations, and/or

• in an operational air freight packaging situation at an
airport

• Persons consulted during packaging of dangerous goods
for air transport may include:
• customers
• other members of the work team(s)
• supervisors and managers
• flight crew
• dangerous goods experts and advisors
• technical staff

• Personal protection equipment may include:
• gloves
• safety footwear
• safety glasses
• mask or respirator
• high visibility clothing

• Hazards may include:
• hazardous or dangerous materials
• contamination of, or from, materials being handled

• spill, leakages, ruptures
• dust/vapours

• Hazard management is consistent with the principle of
hierarchy of control with elimination, substitution, isolation
and engineering control measures being selected before
safe working practices and personal protective equipment

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may be
referred to as:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
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Sources of information/
documents

• Information/documents may include:
• Civil Aviation Safety Regulations relevant to packaging

of dangerous goods for air transport
• relevant IATA dangerous goods regulations
• relevant Australian Standards and the Industry Safety

Code
• manifests, bar codes, goods and product identification
• goods identification numbers and codes
• supplier and/or client instructions
• OHS regulations
• workplace procedures and instructions and job

specification
• workplace checklists for packaging of dangerous

goods for air transport
• emergency procedures
• flight schedules
• local instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• Australian and international regulations and codes of

practice for the transport of dangerous goods by air
• relevant IATA dangerous goods regulations
• IATA standard for air cargo packaging (TACT Rules)
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to packaging of
dangerous goods for air transport

• the Air Cargo Tariff (IATA)
• Australian Civil Aviation Safety Regulations relevant to

packaging of dangerous goods for air transport
• Civil Aviation Act
• local instructions
• relevant OHS legislation
• environmental protection legislation
• relevant security regulations
• relevant Australian Standards
• industrial relations and workplace compensation

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify types of dangerous goods
• select appropriate packing instructions for the type of

dangerous goods to be transported by air
• identify and select appropriate packing
• package the dangerous goods in accordance with

regulatory requirements
• label and mark dangerous goods in accordance with

regulatory requirements
• stow the packaged dangerous goods
• maintain compliance with relevant regulatory

requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant regulatory requirements pertaining to
packaging, packing, marking, labelling documenting,
storing and despatching of dangerous goods designated
for air transport, including IATA and CASA requirements

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• safety principles for the packaging of dangerous goods

for air transport
• characteristics and ways of identifying various types of

dangerous goods
• workplace procedures for packaging, packing, marking,

labelling documenting, storing and despatching of
dangerous goods designated for air transport

• documentation requirements for the transport of
appropriate dangerous goods by air

• risks that exist when packaging dangerous goods for
air transport and related risk control procedures and
precautions

• problems that may occur when packaging of
dangerous goods for air transport and appropriate
action that should be taken in each case

• Ability to:
• apply the above knowledge when packaging

dangerous goods for air transport
• read and interpret instructions, procedures and

information relevant to the packaging of dangerous
goods for air transport

• implement OHS procedures and relevant regulations
• communicate effectively with others when packaging

dangerous goods for air transport
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve/report problems associated with packaging of

dangerous goods for air transport
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to package dangerous goods for air
transport, and/or

• package dangerous goods for air transport in an
appropriate range of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying types of dangerous goods
• selecting appropriate packing instructions for

dangerous goods to be transported by air
• identifying and selecting appropriate packing for the

packaging of dangerous goods for air transport
• packaging dangerous goods
• labelling and marking dangerous goods
• stowing the packaged dangerous goods
• maintaining compliance with relevant regulatory

requirements when packaging dangerous goods for air
transport

• Shows evidence of application of relevant workplace
procedures including:
• relevant regulatory requirements pertaining to the

transport of dangerous goods by air
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• Action is taken promptly to report and/or rectify incidents
and problems identified when packaging dangerous
goods for air transport in accordance with relevant
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others

Context for assessment • Assessment of competence must comply with the
relevant assessment requirements of the Civil Aviation
Safety Authority (CASA)

• Assessment of this unit must be undertaken by a
Registered Training Organisation approved by CASA to
conduct training/assessment in this competence area:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in approved

simulated air freight packaging situations, and/or
• during air freight packaging operations at an air

freight depot or terminal
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TDAD103A Accept dangerous goods for air transport
Unit Descriptor This unit involves the skills and knowledge required to accept

dangerous goods for air transport in accordance with IATA and other
relevant regulatory requirements, including interpreting freight
documentation, recognising dangerous goods, accepting appropriate
dangerous goods, declining to accept prohibited and improperly
prepared dangerous goods, and preparing required dangerous goods
documentation.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Interpret freight
documentation

1.1 Received documentation for the transport of freight by air
is examined and interpreted in accordance with workplace
procedures and regulatory requirements

1.2 Types of freight to be transported are identified in
accordance with workplace procedures and regulatory
requirements

2. Recognise dangerous
goods

2.1 Freight containing dangerous goods is recognised in
accordance with workplace procedures and regulatory
requirements

2.2 All types of dangerous goods and items containing
dangerous goods are correctly identified

2.3 Workplace policies and regulatory requirements
concerning the types of dangerous goods are identified,
interpreted and applied

3. Accept appropriate
dangerous goods

3.1 Where the identified dangerous goods are not permitted to
be transported by air, the shipper is courteously advised
that the freight cannot be accepted

3.2 The shipper is given an explanation of reasons why
prohibited dangerous goods freight cannot be accepted
and is referred to the relevant regulatory requirements in
accordance with workplace procedures

3.3 Where the identified dangerous goods are permitted to be
transported by air, the requirements for packaging,
labelling and handling are confirmed in accordance with
workplace procedures and regulatory requirements

3.4 Dangerous goods accepted for air transport are checked
to ensure that they are packaged and labelled in
accordance with regulatory requirements

3.5 Dangerous goods accepted for air freight are handled in
accordance with the regulatory requirements including
procedures for emergencies and spills

4. Prepare dangerous goods
documentation

4.1 Relevant documentation, including an Air Waybill and
check sheets are prepared and signed in accordance with
workplace procedures and regulatory requirements

4.2 Relevant documentation is attached to the freight,
processed and filed in accordance with workplace
procedures and regulatory requirements
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5. Stow dangerous goods 5.1 All dangerous goods are stowed in a warehouse in
accordance with workplace procedures and regulatory
requirements

5.2 Relevant personnel are advised of the disposition of the
stowed dangerous goods in accordance with workplace
procedures and regulatory requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant IATA, CASA and other
relevant regulatory requirements

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and relevant regulations during acceptance of dangerous
goods for air transport across a variety of operational
contexts within the Australian aviation industry
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Worksite environment • Acceptance of dangerous goods for air transport may be
carried out:
• in any allowable operating and weather conditions
• at freight depots, terminals and airports
• in relation to any aircraft types in service in Australia on

domestic and international flights
• accordance with regulatory and workplace

requirements
• Performance may be demonstrated:

• in appropriately simulated air freight acceptance
situations, and/or

• in an operational air freight acceptance situation at an
airport

• Persons consulted during acceptance of dangerous
goods for air transport may include:
• customers
• other members of the work team(s)
• supervisors and managers
• flight crew
• dangerous goods experts and advisors
• technical staff

• Personal protection equipment may include but is not
limited to:
• gloves
• safety footwear
• safety glasses
• mask or respirator
• high visibility clothing
• hearing protection
• sun protection

• Hazards may include:
• hazardous or dangerous materials
• contamination of, or from, materials being handled
• spill, leakages, ruptures
• dust/vapours

• Hazard management is consistent with the principle of
hierarchy of control with elimination, substitution, isolation
and engineering control measures being selected before
safe working practices and personal protective equipment

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may be
referred to as:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
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Sources of information/
documents

• Information/documents may include:
• Civil Aviation Safety Regulations relevant to

acceptance of dangerous goods for air transport
• relevant IATA dangerous goods regulations
• relevant Australian Standards and the Industry Safety

Code
• manifests, bar codes, goods and product identification
• goods identification numbers and codes
• supplier and/or client instructions
• materials safety data sheets
• OHS regulations
• workplace procedures and instructions and job

specification
• workplace checklists for acceptance of dangerous

goods for air transport
• emergency procedures including procedures for

handling spills
• flight schedules
• local instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• Australian and international regulations and codes of

practice for the transport of dangerous goods by air,
including Australian and International Dangerous
Goods Codes

• relevant IATA dangerous goods regulations
• IATA standard for air cargo acceptance (TACT Rules)
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to acceptance of
dangerous goods for air transport

• the Air Cargo Tariff (IATA)
• Australian Civil Aviation Safety Regulations relevant to

acceptance of dangerous goods for air transport
• Civil Aviation Act
• local instructions
• relevant State/Territory regulations pertaining to the

transport of dangerous goods by air
• relevant OHS legislation
• environmental protection legislation
• relevant security regulations
• relevant Australian Standards
• industrial relations and workplace compensation

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• interpret freight documentation
• recognise dangerous goods
• accept appropriate dangerous goods
• prepare dangerous goods documentation
• pack, mark, label document, store and despatch

dangerous goods designated for air transport
• maintain compliance with relevant regulatory

requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant regulatory requirements pertaining to
acceptance, packing, marking, labelling documenting,
storing and despatching of dangerous goods designated
for air transport, including IATA and CASA requirements

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• safety principles for the acceptance of dangerous

goods for air transport
• characteristics and ways of identifying various types of

dangerous goods
• workplace procedures for acceptance, packing,

marking, labelling documenting, storing and
despatching of dangerous goods designated for air
transport

• documentation requirements for the transport of
appropriate dangerous goods by air

• risks that exist when carrying out acceptance of
dangerous goods for air transport and related risk
control procedures and precautions

• problems that may occur when carrying out
acceptance of dangerous goods for air transport and
appropriate action that should be taken in each case

• Ability to:
• apply the above knowledge when carrying out

acceptance of dangerous goods for air transport
• read and interpret instructions, procedures and

information relevant to acceptance of dangerous goods
for air transport

• implement OHS procedures and relevant regulations
• communicate effectively with others when carrying out

acceptance of dangerous goods for air transport
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve/report problems associated with acceptance of

dangerous goods for air transport
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to accept dangerous goods for air transport,
and/or

• accept dangerous goods for air transport in an
appropriate range of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• interpreting freight documentation
• recognising dangerous goods
• accepting appropriate dangerous goods
• preparing dangerous goods documentation
• packing, marking, labelling, documenting, storing and

despatching dangerous goods designated for air
transport

• maintaining compliance with regulatory requirements
pertaining to the transport of dangerous goods by air

• Shows evidence of application of relevant workplace
procedures including:
• relevant regulatory requirements pertaining to the

transport of dangerous goods by air
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• Action is taken promptly to report and/or rectify incidents
and problems identified when accepting dangerous goods
for air transport in accordance with relevant regulations
and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others

Context for assessment • Assessment of competence must comply with the
relevant assessment requirements of the Civil Aviation
Safety Authority (CASA) and the Commonwealth
Department of Transport Regulated Agents Security
Programme

• Assessment of this unit must be undertaken by a
Registered Training Organisation approved by CASA to
conduct training/assessment in this competence area:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in approved

simulated air freight acceptance situations, and/or
• during air freight acceptance operations at an air

freight depot or terminal
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TDAD203A Load and secure aviation freight
Unit Descriptor This unit involves the skills and knowledge required to load and secure

aviation freight in accordance with workplace procedures, aircraft
manufacturer's instructions and regulatory requirements, including
using the in-hold systems to load and stow freight/ baggage/containers
on the aircraft and identifying, responding and reporting any
malfunctions with the in-hold baggage system and/or problems in the
loading, stowing and securing of the freight/baggage/containers.

(Persons applying competence in this unit to ground crew operations at
a commercial airport will need to comply with the relevant regulatory
requirements of the Civil Aviation Safety Authority)

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Use in-hold system to load
and stow baggage, loose
freight and/or containers
on aircraft

1.1 Pre-operational checks of in-hold aircraft baggage system
are conducted in accordance with workplace procedures

1.2 In-hold aircraft baggage system is prepared for operation
in accordance with workplace procedures and
manufacturer's instructions

1.3 In-hold aircraft baggage system is used to facilitate
loading and stowing of in-hold freight/baggage/containers
in accordance with workplace procedures, aircraft loading
sheet and regulatory requirements

2. Stow and secure
baggage, loose freight
and/or containers

2.1 Correct manual handling precautions and procedures are
used when stowing freight/baggage/containers in aircraft
hold in accordance with OHS requirements

2.2 Freight/baggage/containers are secured and restrained in
aircraft hold in accordance with workplace procedures,
aircraft manufacturer's instructions and regulatory
requirements

2.3 Baggage hold door is secured in accordance with
workplace procedures, aircraft manufacturer's instructions
and regulatory requirements

3. Respond to problems in
loading baggage, loose
freight and/or containers

3.1 A problem in loading, stowing and securing
freight/baggage/containers in the aircraft hold is correctly
and promptly identified and an appropriate solution
determined in conjunction with other baggage team
members and/or supervisor/team leader in accordance
with workplace procedures and regulatory requirements

3.2 Any malfunction of in-hold baggage system is correctly
and promptly identified and appropriate action is taken to
rectify and/or report the problem in accordance with
workplace procedures and regulatory requirements

3.3 Where an identified problem cannot be readily resolved by
the project team, it is reported and referred to appropriate
personnel
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 3

Working with others and in teams 3

Using mathematical ideas and techniques 1

Solving problems 3

Using technology 3

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant IATA, CASA and other
relevant regulatory requirements

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and IATA, OHS and other relevant regulations to the
loading and securing of aviation freight onto aircraft
across a variety of operational contexts within the
Australian aviation industry
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Worksite environment • Loading and securing of freight may be carried out:
• in any allowable operating and weather conditions
• at both major airports and regional airports
• in relation to any aircraft types in service in Australia
• accordance with relevant regulatory and operational

requirements
• Performance may be demonstrated in:

• appropriately simulated in-hold freight loading
situations, and/or

• when loading and securing freight on an aircraft
• Aviation freight may include:

• passengers' baggage
• containers/cans loaded with baggage/freight
• loose freight
• live freight
• allowable dangerous goods
• fragile and perishable goods
• valuables
• mail/express
• diplomatic
• human remains

• Hazards that may exist when loading and securing of
aviation freight may include but are not restricted to:
• use of incorrect lifting and maneuvering techniques for

the types of baggage concerned usually in restricted
hold space

• heavy baggage
• overweight baggage
• falling baggage
• poorly stacked/stowed/secured baggage/freight
• baggage of unusual shape or physical size
• incorrectly labelled baggage
• baggage containing illegal substances
• baggage found to be a security risk
• moving equipment within hold (where applicable)

including belt loaders
• uneven surfaces or gaps in the floor of the aircraft hold
• protruding surfaces in the aircraft's bulkhead and hold

structures
• noise
• dust
• hold-up

• Personal protective equipment may include but is not
restricted to:
• hearing protection
• safety gloves
• safety footwear
• protective clothing
• sun protection

• Persons consulted during the loading and securing of
aviation freight may include:
• other members of the baggage handling and ramp
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teams
• aircrew
• load controllers
• supervisors, team leaders and managers
• check-in staff
• ground support staff
• technical staff

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders relevant to the loading and securing of
aviation freight

• workplace procedures and instructions and job
specification

• loading/trim sheets
• load manifests
• air waybills
• operational checklists for in-hold baggage systems
• procedures for handling special freight such as live

freight, dangerous goods, fragile freight and perishable
freight

• pre- and post-operational equipment checklists
• equipment logs/records
• OHS regulations
• emergency procedures
• flight schedules and gate allocations
• manufacturer's specifications and instructions for the

in-hold baggage system for the aircraft concerned
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to the loading and
securing of aviation freight

• relevant IATA regulations
• relevant Australian Civil Aviation Safety Regulations

pertaining to the loading and securing of aviation
freight

• Civil Aviation Act
• relevant OHS legislation
• environmental protection legislation
• relevant Australian Standards
• industrial relations and workplace compensation

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• carry out required pre-operational checks on in-hold

aircraft baggage systems
• prepare in-hold baggage system for the loading of

freight/ baggage/containers
• read and interpret an aircraft trim/load sheet
• load, secure and restrain freight/ baggage/containers in

accordance with workplace procedures and regulatory
requirements

• use correct manual handling techniques in accordance
with OHS regulations

• use appropriate techniques to handle heavy or
awkwardly shaped freight baggage in in-hold
environments

• maintain compliance with regulatory requirements and
local instructions

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles for the safe and effective handling, loading

and securing of freight/baggage into an aircraft
• principles and procedures relevant to trimming and

balancing the load on an aircraft
• aircraft trim/loading sheets - their purpose, use and

interpretation
• features and differences in in-hold baggage systems

used in various aircraft types
• workplace procedures for loading and securing freight

and baggage onto an aircraft
• layout of airport and location of aircraft gates
• relevant local instructions pertaining to the operation of

in-hold baggage systems and the loading and
unloading of aviation freight

• manufacturer's instructions for relevant in-hold
baggage systems

• risks that exist when loading and securing aviation
freight and related risk control procedures and
precautions

• problems that may occur when loading and securing
aviation freight and appropriate action that should be
taken in each case

• Ability to:
• apply the above knowledge to the loading and securing

of aviation freight
• read and interpret instructions, trim/load sheets,

procedures and information relevant to loading and
securing aviation freight

• implement OHS procedures and relevant regulations
• communicate effectively with others when loading and

securing aviation freight
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve/report problems with loading and securing

aviation freight
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to load and secure aviation freight, and/or

• load and secure aviation freight in an appropriate
range of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• carrying out required pre-operational checks on in-hold

aircraft baggage systems
• preparing in-hold baggage systems for the loading of

freight/baggage and/or containers
• reading and interpreting an aircraft trim/load sheet
• loading, securing and restraining freight/

baggage/containers
• using correct manual handling techniques in

accordance with OHS regulations
• using appropriate techniques to handle heavy or

awkwardly shaped freight/baggage in in-hold
environments

• maintaining compliance with relevant regulatory
requirements and local instructions

• Shows evidence of application of relevant workplace
procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of the in-hold aircraft baggage system concerned

• Action is taken promptly to report and/or rectify incidents
and problems identified when loading and securing
aviation freight in accordance with relevant regulations
and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others, or damage to
the baggage or the aircraft and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant
licensing/regulatory authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in approved

simulated workplace conditions, and/or
• during appropriate tug operations at an airport

• Competency should be assessed under operating
conditions, except where observation is unsafe,
insufficient or impractical. In these cases, approved
simulated workplace conditions may be used
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TDAD303A Prepare freight for flight
Unit Descriptor This unit involves the skills and knowledge required to prepare aviation

freight for air transport in accordance with OHS and other regulatory
requirements, including identifying the freight, packaging and labelling
the freight and assembling the freight ready for loading onto the aircraft.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Identify freight 1.1 Documentation for the transport of freight by air is
examined and interpreted in accordance with workplace
procedures and regulatory requirements

1.2 Types of freight to be transported are identified in
accordance with workplace procedures and regulatory
requirements

2. Package freight 2.1 Requirements for the packaging of freight are identified
and interpreted in accordance with workplace procedures

2.2 Materials and resources required for packaging are
selected in accordance with workplace procedures

2.3 Freight is securely packaged in accordance with identified
requirements

2.4 Live freight is packaged and handled in accordance with
workplace procedures and regulatory requirements

3. Label freight 3.1 Requirements for the labelling of the freight are identified
and interpreted in accordance with workplace procedures

3.2 Freight is correctly labelled in accordance with workplace
procedures and regulatory requirements

4. Assemble freight ready for
loading onto aircraft

4.1 Freight is consolidated in accordance with loading plan
4.2 Freight is loaded into containers where required in

accordance with workplace procedures and regulatory
requirements

4.3 Loose freight is appropriately assembled for transfer to
aircraft in accordance with workplace procedures and
regulatory requirements

4.4 Live freight is placed in the appropriate assembly area and
correctly cared for in accordance with workplace
procedures and regulatory requirements

4.5 Freight containing allowable dangerous goods is
appropriately segregated and stored in preparation for
loading in accordance with workplace procedures and
relevant regulatory requirements

4.6 Freight is screened by security for explosives in
accordance with workplace procedures and relevant
regulatory requirements
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant IATA, CASA and other
relevant regulatory requirements

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and relevant regulations when preparing aviation freight
across a variety of operational contexts within the
Australian aviation industry
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Worksite environment • Preparation of freight for air transport may be carried out:
• in any allowable operating and weather conditions
• at freight depots, terminals and airports
• in relation to any aircraft types in service in Australia on

domestic and international flights
• accordance with regulatory and workplace

requirements
• Performance may be demonstrated:

• in appropriately simulated air freight preparation
situations, and/or

• in an operational air freight preparation situation at an
airport

• Persons consulted during preparation of freight for air
transport may include:
• customers
• other members of the work team(s)
• supervisors and managers
• flight crew
• international and domestic agents, suppliers, clients
• relevant authorities and institutions
• dangerous goods experts and advisors
• perishable goods experts and advisors
• experts and advisors on the transport of animals and

livestock
• valuable goods security experts
• mail/express experts and advisors
• human remains experts, funeral directors and advisors
• experts on other special categories of air freight
• technical staff

• Personal protection equipment may include but is not
limited to:
• gloves
• safety headwear and footwear
• safety glasses
• mask or respirator
• high visibility clothing
• hearing protection
• sun protection

• hazards may include:
• hazardous or dangerous materials
• contamination of, or from, materials being handled
• spill, leakages, ruptures
• dust/vapours

• Hazard management is consistent with the principle of
hierarchy of control with elimination, substitution, isolation
and engineering control measures being selected before
safe working practices and personal protective equipment

• Freight may include:
• aviation containers/cans loaded with freight
• general freight
• loose freight
• allowable dangerous goods
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• perishable goods
• fragile goods
• live freight
• passengers' baggage
• valuables
• mail/express
• diplomatic
• human remains

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may be
referred to as:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders relevant to preparation of freight for air
transport

• relevant IATA regulations
• relevant Australian Standards and the Industry Codes

of Practice relevant to various categories of air freight
• manifests, bar codes, goods and product identification
• goods identification numbers and codes
• supplier and/or client instructions
• OHS regulations
• workplace procedures and instructions and job

specification
• workplace checklists for preparation of freight for air

transport
• cold chain checklists and guidelines for the air

transport of perishable goods
• emergency procedures
• flight schedules
• local instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• Australian and international regulations and codes of

practice for the transport of freight by air
• relevant IATA regulations
• IATA standard for air cargo
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to preparation of freight
for air transport

• relevant Australian Civil Aviation Safety regulations
pertaining to preparation of freight for air transport

• Civil Aviation Act
• local instructions
• relevant OHS and environmental protection legislation
• relevant security regulations
• relevant Australian Standards
• industrial relations and workplace compensation

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify freight
• package freight in accordance with workplace

procedures and regulatory requirements
• label freight in accordance with workplace procedures

and regulatory requirements
• assemble freight ready for loading onto aircraft in

accordance with workplace procedures and regulatory
requirements

• maintain compliance with relevant regulatory
requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant regulatory requirements pertaining to the
preparation of freight for air transport, including IATA and
CASA requirements

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• the loading principles for air freight
• features and differences in various types of freight

handling and packaging equipment used at Australian
airports and freight terminals

• workplace procedures for freight preparation
operations for various categories of air freight

• manufacturer's instructions for relevant equipment and
packing used during freight preparation operations

• manual handling procedures
• risks that exist when carrying out freight preparation

operations and related risk control procedures and
precautions

• problems that may occur when carrying out freight
preparation operations and appropriate action that
should be taken in each case

• Ability to:
• apply the above knowledge during aviation freight

preparation operations
• read and interpret instructions, procedures and

information relevant to aviation freight preparation
operations

• implement OHS procedures and relevant regulations
• communicate effectively with others when carrying out

aviation freight preparation operations
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve/report problems associated with aviation freight

preparation operations
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to carry out aviation freight preparation
operations, and/or

• aviation freight preparation operations in an
appropriate range of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying freight
• packaging and labelling freight
• assembling freight ready for loading onto aircraft

• Shows evidence of application of relevant workplace
procedures including:
• relevant regulations
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of relevant equipment

• Action is taken promptly to report and/or rectify incidents
and problems identified when preparing aviation freight
for a flight in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
airport facilities, aircraft or equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

Context for assessment • Assessment of competence must comply with the
relevant assessment requirements of the Civil Aviation
Safety Authority (CASA)

• Assessment of this unit must be undertaken by a
Registered Training Organisation approved by CASA to
conduct training/assessment in this competence area:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in approved

simulated air freight preparation situations, and/or
• during air freight preparation operations at an air

freight depot or terminal
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TDAD403A Conduct aviation freight weighing operations
Unit Descriptor This unit involves the skills and knowledge required to conduct aviation

freight weighing operations in accordance with OHS and other
regulatory requirements, including interpreting freight documentation,
weighing freight, measuring dimensions of freight, confirming
measurements against freight documentation and completing and
signing off the air waybill.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Interpret freight
documentation

1.1 Freight documentation is accessed and interpreted in
accordance with workplace procedures and regulatory
requirements

2. Weigh freight 2.1 Weighing machine is prepared for use in accordance with
manufacturer's instructions and workplace procedures

2.2 Freight is weighed in accordance with manufacturer's
instructions and workplace procedures

2.3 Correct manual lifting procedures are used when
transferring the freight to and from the weighing machine
in accordance with OHS regulations and workplace
procedures

2.4 Measured weight of freight is accurately recorded in
accordance with workplace procedures

3. Measure dimensions of
freight

3.1 Physical dimensions of the freight are measured in
accordance with workplace procedures

3.2 Measured dimensions of the freight in accordance with
workplace procedures

3.3 Freight with unusual shape is noted and an appropriate
record is kept in accordance with workplace procedures

4. Confirm measurement
against freight
documentation

4.1 Weight and physical dimensions, as measured, are
compared with those contained within the received
documentation

4.2 Where the measured weight and physical dimensions
correspond with those in the documentation, appropriate
confirmation is recorded on the air waybill in accordance
with workplace procedures and regulatory requirements

4.3 Where there is a discrepancy between the measured
weight and physical dimensions and those in the
documentation, appropriate action is taken to contact the
client and report and record the discrepancy in
accordance with workplace procedures and regulatory
requirements

5. Sign off air waybill 5.1 The air waybill is completed in accordance with workplace
procedures and regulatory requirements

5.2 The air waybill is signed off and processed in accordance
with workplace procedures and regulatory requirements
noting the outcomes of all measurements

5.3 The processed freight is transferred to the despatch area
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and relevant IATA, CASA and other
regulatory requirements

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and IATA, OHS and other relevant regulations during
aviation freight weighing operations at freight
terminals/depots or commercial airports across a variety
of operational contexts within the Australian aviation
industry
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Worksite environment • Aviation freight weighing operations may be carried out:
• in any allowable operating and weather conditions
• at an aviation freight depot/terminal, or freight check-in

point at either a major airport or regional airport
• within a fully manual process, or in conjunction with

automated freight handling/management equipment
• in relation to either domestic or international aviation

freight transport
• in accordance with relevant regulatory and operational

requirements
• Performance may be demonstrated on:

• in appropriately simulated freight weighing situations,
and/or

• in an operational aviation freight weighing situation at
an airport/freight terminal

• Types of freight may include but are not limited to:
• general freight
• loose freight
• allowable dangerous goods
• perishable goods
• fragile goods
• live freight
• passengers' baggage
• valuables
• mail/express
• diplomatic
• human remains

• Persons consulted during acceptance of freight for air
transport may include:
• customers
• other members of the work team(s)
• supervisors and managers
• flight crew
• dangerous goods experts and advisors
• perishable goods experts and advisors
• experts and advisors on the transport of animals and

livestock
• experts on other special categories of air freight
• technical staff

• Personal protection equipment may include but is not
limited to:
• gloves
• safety footwear
• safety glasses
• mask or respirator (where applicable)
• high visibility clothing
• hearing protection
• sun protection

• Hazards may include:
• hazardous or dangerous materials
• contamination of, or from, materials being handled
• spill, leakages, ruptures
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• dust/vapours
• Hazard management is consistent with the principle of

hierarchy of control with elimination, substitution, isolation
and engineering control measures being selected before
safe working practices and personal protective equipment

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may be
referred to as:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may be
referred to as:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders relevant to aviation freight weighing
operations

• OHS regulations
• workplace procedures and instructions and job

specification
• freight manifest, air waybill and other relevant freight

documentation
• aircraft loading/trim sheet
• aviation freight weighing checklists
• emergency procedures
• flight schedules
• local instructions
• manufacturer's specifications and instructions relevant

weighing equipment
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to aviation freight
weighing operations

• relevant Australian Civil Aviation Safety Regulations
and Civil Aviation Orders pertaining to aviation freight
weighing operations

• Civil Aviation Act
• local instructions
• relevant OHS legislation
• environmental protection legislation
• relevant security regulations
• relevant Australian Standards
• industrial relations and workplace compensation

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• interpret freight documentation
• weigh freight
• measure dimensions of freight
• confirm measurement against freight documentation
• sign off air waybill
• maintain compliance with relevant regulatory

requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAD403A Conduct aviation freight weighing operations

Volume 2 of 4, Unit 4 of 14 Page 123 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• the principles of aviation freight transport and the

importance of load planning and aircraft trim
• features and differences in various types of weighing

equipment used at Australian airports and aviation
freight terminals

• workplace procedures for aviation freight weighing
operations

• manufacturer's instructions for relevant equipment
used during aviation freight weighing operations

• manual lifting precautions and procedures
• risks that exist when conducting aviation freight

weighing operations and related risk control
procedures and precautions

• problems that may occur when conducting aviation
freight weighing operations and appropriate action that
should be taken in each case

• Ability to:
• apply the above knowledge when conducting aviation

freight weighing operations
• read and interpret instructions, regulations, procedures

and other information relevant to aviation freight
weighing operations

• implement OHS procedures and relevant regulations
• communicate effectively with others when conducting

aviation freight weighing operations
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve/report problems that may arise during aviation

freight weighing operations
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to conduct aviation freight weighing
operations, and/or

• conduct aviation freight weighing operations in an
appropriate range of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• interpreting freight documentation
• weighing freight
• measuring dimensions of freight
• confirming measurement against freight documentation
• signing off air waybill

• Shows evidence of application of relevant workplace
procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions including security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of relevant equipment

• Action is taken promptly to report and/or rectify problems
identified when conducting aviation freight weighing
operations in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others

Context for assessment • Assessment of competence must comply with the
relevant assessment requirements of the Civil Aviation
Safety Authority (CASA)

• Assessment of this unit must be undertaken by a
Registered Training Organisation approved by CASA to
conduct training/assessment in this competence area:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in simulated

aviation freight weighing situations, and/or
• during aviation freight weighing operations at an

airport/freight terminal
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TDAD503A Accept freight for air transport
Unit Descriptor This unit involves the skills and knowledge required to accept freight for

air transport in accordance with IATA and other relevant regulatory
requirements, including interpreting freight documentation, recognising
dangerous goods, perishable freight, live freight, and freight in other
special categories, accepting appropriate freight, declining to accept
prohibited and improperly prepared freight, stowing freight
appropriately, and preparing required freight documentation.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Interpret freight
documentation

1.1 Received documentation for the transport of freight by air
is examined and interpreted in accordance with workplace
procedures and regulatory requirements

1.2 Types of freight to be transported are correctly identified in
accordance with workplace procedures and regulatory
requirements

2. Recognise dangerous
goods

2.1 Freight containing dangerous goods is recognised in
accordance with workplace procedures and regulatory
requirements

2.2 All types of dangerous goods and items containing
dangerous goods are correctly identified

2.3 Workplace procedures and regulatory requirements
concerning the types of dangerous goods and their
acceptance, handling, packing, storage, labelling etc. are
interpreted and applied

3. Recognise perishable
freight

3.1 Freight containing perishable goods is recognised in
accordance with workplace procedures and regulatory
requirements

3.2 Workplace procedures and regulatory requirements
concerning the various types of perishable goods and their
acceptance, handling, packing, storage, labelling, etc. are
interpreted and applied
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4. Accept appropriate freight 4.1 Where the identified freight is not permitted to be
transported by air, the shipper is courteously advised that
the freight cannot be accepted

4.2 The consignee is given an explanation of reasons why
prohibited freight cannot be accepted and is referred to
the relevant regulatory requirements in accordance with
workplace procedures

4.3 Where the identified freight is permitted to be transported
by air, the requirements for packaging, labelling and
handling are confirmed in accordance with workplace
procedures and regulatory requirements for the type of
goods concerned

4.4 Freight accepted for air transport is checked to ensure that
it is packaged and labelled in accordance with regulatory
requirements

4.5 Freight accepted for air freight is handled in accordance
with the relevant regulatory requirements for the type of
goods concerned

5. Prepare freight
documentation

5.1 Relevant documentation, including an air waybill and
check sheets are prepared and signed in accordance with
workplace procedures and regulatory requirements

5.2 Relevant documentation is attached to the freight,
processed and filed in accordance with workplace
procedures and regulatory requirements

6. Stow freight 6.1 All freight is stowed in a warehouse and monitored in
accordance with the workplace procedures and regulatory
requirements for the types of goods concerned

6.2 Relevant personnel are advised of the disposition of the
stowed freight in accordance with workplace procedures
and regulatory requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant IATA, CASA and other
relevant regulatory requirements

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and IATA, OHS and other relevant regulations during
acceptance of freight for air transport across a variety of
operational contexts within the Australian and
international aviation industry
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Worksite environment • Acceptance of freight for air transport may be carried out:
• in any allowable operating and weather conditions
• at freight depots, terminals and airports
• in relation to any aircraft types in service in Australia on

domestic and international flights
• in accordance with regulatory and workplace

requirements
• Performance may be demonstrated:

• in appropriately simulated air freight acceptance
situations, and/or

• in an operational air freight acceptance situation at an
airport

• Types of freight may include but are not limited to:
• general freight
• loose freight
• allowable dangerous goods
• perishable goods
• fragile goods
• live freight
• passengers' baggage
• valuables
• mail/express
• diplomatic
• human remains

• Persons consulted during acceptance of freight for air
transport may include:
• customers
• other members of the work team(s)
• supervisors and managers
• flight crew
• dangerous goods experts and advisors
• perishable goods experts and advisors
• experts and advisors on the transport of animals and

livestock
• experts on other special categories of air freight
• technical staff

• Personal protection equipment may include but is not
limited to:
• gloves
• safety footwear
• safety glasses
• mask or respirator (where applicable)
• high visibility clothing
• hearing protection
• sun protection

• Hazards may include:
• hazardous or dangerous materials
• contamination of, or from, materials being handled
• spill, leakages, ruptures
• dust/vapours

• Hazard management is consistent with the principle of
hierarchy of control with elimination, substitution, isolation
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and engineering control measures being selected before
safe working practices and personal protective equipment

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may be
referred to as:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Sources of information/
documents

• Information/documents may include:
• Civil Aviation Safety Regulations relevant to

acceptance of freight for air transport
• relevant IATA regulations
• relevant Australian Standards and the Industry Codes

of Practice relevant to various categories of air freight
• manifests, bar codes, goods and product identification
• goods identification numbers and codes
• supplier and/or client instructions
• OHS regulations
• workplace procedures and instructions and job

specification
• workplace checklists for acceptance of various types of

freight for air transport
• cold chain checklists and guidelines for the air

transport of perishable goods
• emergency procedures
• flight schedules
• local instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAD503A Accept freight for air transport

Volume 2 of 4, Unit 5 of 14 Page 130 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• Australian and international regulations and codes of

practice for the transport of various types of freight by
air

• relevant IATA regulations
• IATA standard for air cargo acceptance (TACT Rules)
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to acceptance of
dangerous goods for air transport

• the Air Cargo Tariff (IATA)
• Australian Civil Aviation Safety Regulations relevant to

the identification and acceptance of dangerous goods
for air transport

• Civil Aviation Act
• standards and codes of practice related to the

acceptance of perishable goods for air transport
• standards and codes of practice related to the

acceptance of live freight for air transport
• local instructions
• relevant OHS legislation
• environmental protection legislation
• relevant security regulations
• relevant Australian Standards
• industrial relations and workplace compensation

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• interpret freight documentation
• recognise dangerous goods
• accept appropriate dangerous goods
• prepare freight documentation
• pack, mark, label document, store and despatch freight

designated for air transport
• maintain compliance with relevant regulatory

requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant regulatory requirements pertaining to
acceptance, packing, marking, labelling documenting,
storing and despatching of freight designated for air
transport, including IATA and CASA requirements

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• safety principles for the acceptance of freight for air

transport
• characteristics and ways of identifying various types of

freight
• workplace procedures for acceptance, packing,

marking, labelling documenting, storing and
despatching of various types of freight designated for
air transport

• dangerous goods including potential hidden or
undeclared dangerous goods and the regulatory
requirements procedures, checklists and guidelines for
dangerous goods identification, acceptance (or
otherwise), handling, packing, storage, labelling, etc.

• cold chain checklists and guidelines for the air
transport of perishable goods

• documentation requirements for the transport of
various types of freight by air

• risks that exist when accepting freight for air transport
and related risk control procedures and precautions

• problems that may occur when carrying out
acceptance of freight for air transport and appropriate
action that should be taken in each case

• Ability to:
• apply the above knowledge when carrying out

acceptance of freight for air transport
• read and interpret instructions, procedures and

information relevant to acceptance of freight for air
transport

• implement IATA regulations
• communicate effectively with others when carrying out

acceptance of freight for air transport
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve/report problems associated with acceptance of

air freight
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to accept freight for air transport, and/or

• accept freight for air transport in an appropriate range
of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• interpreting freight documentation
• recognising various types of freight, including

dangerous goods, perishable freight, live freight, etc.
• accepting appropriate freight
• preparing freight documentation
• packing, marking, labelling, documenting, storing and

despatching freight designated for air transport
• maintaining compliance with regulatory requirements

• Shows evidence of application of relevant workplace
procedures including:
• relevant regulatory requirements pertaining to the

transport of air freight
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• Action is taken promptly to report/rectify
incidents/problems identified when accepting air freight in
accordance with regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others

Context for assessment • Assessment of competence must comply with the
relevant assessment requirements of the Civil Aviation
Safety Authority (CASA)

• Assessment of this unit must be undertaken by a
Registered Training Organisation approved by CASA to
conduct training/assessment in this competence area:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in approved

simulated air freight acceptance situations, and/or
• during air freight acceptance operations
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TDTA1097B Coordinate goods to bond premises
Unit Descriptor This unit involves the skills and knowledge required to coordinate

goods to bond premises in accordance with regulatory and workplace
requirements including identifying and listing goods for bonding,
arranging transfer of goods to bond store, and preparing and issuing
bond lists.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Identify and list goods for
bonding

1.1 Goods are listed for bonding when not delivered or
collected on completion of agreed storage period

1.2 Prior to listing for bonding, inspection is arranged with the
Australian Customs Service for goods identified as surplus

1.3 Goods left after time advertised for collection are listed for
bonding in accordance with workplace policy and
Australian Customs Service requirements

2. Arrange transfer of goods
to bond store

2.1 Arrangements for the transfer of goods to bond store are
made in accordance with regulatory requirements and
workplace procedures

2.2 Carrier is notified of storage or yard location, marks and
quantity

3. Prepare and issue bond
list

3.1 Bond list is prepared in accordance with workplace
requirements and Australian Customs Service regulations

3.2 Bond list, endorsed with the relevant information, is issued
to carrier

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning
coordination of goods to bond premises

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to the coordination of goods
to bond premises as part of work activities in the
warehousing, distribution and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• bond store representatives
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing
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Sources of information/
documents

• Information/documents may include:
• workplace procedures and policies for the coordination

of goods to bond store premises
• supplier and/or client instructions
• goods identification numbers and codes
• manifests, bar codes, goods and container

identification/serial number
• agent's delivery order and agent's program
• customer's clearance
• quarantine clearance
• point of MT return/hand-over agreement
• continuing permission
• single transaction permissions
• chief clerk's MT delivery program
• gate pass/VMO clearance stamped
• bulk run numbers
• manufacturer's specifications for equipment
• dangerous goods declarations and material safety data

sheets (where applicable)
• relevant legislation, regulations and related

documentation including ADG / IMDG Code
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations pertaining to the

coordination of goods to bond premises
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• locate, interpret and apply relevant information
• identify and list goods for bonding
• arrange transfer of goods to bond store
• prepare and issue bond list
• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Australian and international codes and regulations
relevant to the coordination of goods to bond premises

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the coordination of
goods to bond premises

• Focus of operation of work systems, equipment,
management and site operating systems for obtaining
Customs clearances

• Problems that may occur when coordinating goods to
bond premises and appropriate action that can be taken
to resolve the problems

• Documentation requirements for the coordination of
goods to bond premises

• Ability to select and use relevant
communications/computing/office equipment when
coordinating goods to bond premises

• Ability to modify activities depending on differing
workplace contexts, risk situations and environments

• Ability to read and comprehend simple statements in
English

• Ability to read and interpret instructions, procedures and
labels relevant to the coordination of goods to bond
premises

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to
coordinate goods to bond premises, and/or

• coordinate goods to bond premises in an appropriate
range of operational situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• locating, interpreting and applying relevant information
• identifying and listing goods for bonding
• arranging transfer of goods to bond store
• preparing and issuing bond list
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• maintaining workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements

including local and international regulations pertaining
to the coordination of goods to bond premises

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods, explosives and hazardous substances

• workplace procedures and instructions (including
security and housekeeping procedures)

• OHS policies and procedures
• issue resolution procedures
• obtaining assistance from other team members when

required
• relevant guidelines relating to the safe use of

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
potential difficulties in the coordination of goods to bond
premises in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA1197B Package goods
Unit Descriptor This unit involves the skills and knowledge required to package goods

in accordance with regulatory and workplace requirements including
selecting materials, packing and unwrapping products, and labelling
packaged products/loads to the required labelling standards.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Select materials and pack
and unwrap products

1.1 Packaging specifications and order packaging
documentation are correctly interpreted

1.2 Appropriate packaging technology suitable for the goods
to be packed is selected

1.3 Packaging materials are identified and matched to
specifications

1.4 Work plan ensures materials are used economically and
that appropriate packaging is used that minimises loss
and damage in transit or storage

1.5 Work is planned in accordance with OHS requirements
1.6 Completed packed goods are stacked to minimise

damage from within and outside

2. Label packaged
products/loads

2.1 Workplace labelling standards are identified
2.2 Appropriate goods handling, labelling and other

identification symbols are utilised
2.3 Invoices and picking slips are attached (where required)
2.4 Workplace documentation is completed

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
packaging of goods

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to the packaging of goods as
part of work activities in the warehousing, distribution
and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• restricted spaces
• exposed conditions
• controlled or open environments

• Goods may involve special handling, storage and/or
packaging requirements, including temperature controlled
goods and dangerous goods

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials
• oil or water on floor
• a fire or explosion
• damaged packaging or pallets
• debris on floor
• faulty racking
• poorly stacked pallets
• faulty equipment

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes
• codes of practice and regulations relevant to the

packaging of goods
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the packaging of

goods
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• locate, interpret and apply relevant information
• select packaging materials and pack and unwrap

products
• label packaged products/loads to labelling standards
• ensure packaging adequately protects goods
• minimise waste of packaging materials
• identify special requirements of products and package

appropriately
• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTA1197B Package goods

Volume 2 of 4, Imported Unit 2 of 57 Page 145 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Required knowledge and
skills

• Australian and international codes and regulations
relevant to the packaging of goods including the ADG
Code

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the packaging of
goods

• Focus of operation of work systems, equipment,
management and site operating systems for the
packaging of goods

• Problems that may occur when packaging goods and
appropriate action that can be taken to resolve the
problems

• Documentation requirements for the packaging of goods
• Housekeeping standards procedures required in the

workplace
• Site layout and obstacles
• Ability to select and use relevant

communications/computing/equipment/materials when
packaging goods

• Ability to modify activities depending on differing
workplace contexts, risk situations and environments

• Ability to read and comprehend simple statements in
English

• Ability to read and interpret instructions, procedures and
labels relevant to the packaging of goods

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards

• Ability to identify containers and goods coding, ADG and
IMDG markings and where applicable emergency
information panels

• Ability to estimate the size, shape and special
requirements of goods/loads

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to package
goods in accordance with regulatory requirements,
and/or

• package goods in accordance with relevant regulatory
requirements in an appropriate range of operational
situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• locating, interpreting and applying relevant information
• selecting packaging materials and packing and

unwrapping products
• labelling packaged products/loads to required labelling

standards
• ensuring packaging adequately protects goods
• minimising waste of packaging materials
• identifying special requirements of products and

packaging the products appropriately
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• maintaining workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements

including local and international regulations pertaining
to the packaging of goods

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods, explosives and hazardous substances

• OHS regulations and hazard prevention policies and
procedures

• workplace procedures and work instructions
concerning the packaging of goods (including
housekeeping and security procedures)

• obtaining assistance from other team members when
required

• customer service and quality assurance procedures
and policies

• environmental protection procedures
• Action is taken promptly to report and/or rectify any

potential difficulties in the packaging of goods in
accordance with OHS requirements and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA1397B Receive goods
Unit Descriptor This unit involves the skills and knowledge required to receive goods in

accordance with regulatory and workplace requirements, including
identifying workplace procedures and documentation requirements for
the receipt of goods; checking and inspecting goods on arrival and
completing workplace documentation; and unloading, packing and
storing stock.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Identify workplace
procedures and
documentation
requirements for the
receipt of goods

1.1 Workplace procedures for receipt of goods are identified
1.2 Purpose of documents associated with the receipt of

goods is interpreted
1.3 Workplace documentation requirements for the receipt of

goods and reporting of damage are identified

2. Check and inspect goods
on arrival and complete
workplace documentation

2.1 Procedures for checking of goods in comparison with
orders or manifests are identified and followed

2.2 Discrepancies and/or damaged goods are reported
2.3 Non-conforming goods are appropriately documented and

despatched or stored in accordance with company
procedures

3. Unload, unpack and store
stock

3.1 Appropriate manual handling techniques and equipment
are identified

3.2 Safe work procedures are used when unloading,
unpacking and storing stock

3.3 Advice on appropriate storage locations and requirements
for particular products is sought

3.4 Goods are unloaded and unpacked in accordance with
workplace procedures

3.5 Assistance from others is sought when required to
maintain safe and effective work

3.6 Directions are followed to store stock in appropriate areas

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
receiving of goods

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to the receiving of goods as
part of work activities in the warehousing, distribution
and/or storage industries

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTA1397B Receive goods

Volume 2 of 4, Imported Unit 3 of 57 Page 150 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Received goods may involve special handling and
storage requirements, including temperature controlled
goods and dangerous goods

• Problems that may occur when receiving goods may
include:
• damaged stock
• damaged pallets or packaging
• wrong stock
• error in paperwork
• poorly stacked stock
• incorrect quantity

• Aspect s of goods to be checked when receiving goods
may include:
• correct type
• number
• condition
• quality
• packaging
• labelling
• dangerous goods declarations and markings (where

applicable)
• Hazards in the work area may include exposure to:

• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials
• oil or water on floor
• a fire or explosion
• damaged packaging or pallets
• debris on floor
• poorly stacked pallets
• faulty equipment

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• drivers and agents
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
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• Internet
• RF systems
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes
• codes of practice and regulations relevant to the

receiving of goods
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the receiving of

goods
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify workplace procedures and documentation

requirements for the receipt of goods
• check and inspect goods and packaging on arrival and

complete workplace documentation
• unload, unpack and store stock
• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian and international codes and regulations
relevant to the receiving of goods including the ADG
Code and relevant bond, quarantine or other legislative
requirements

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the receiving of
goods

• Focus of operation of work systems, equipment,
management and site operating systems for the receiving
of goods

• Problems that may occur when receiving goods and
appropriate action that can be taken to resolve the
problems

• Specifications and standards for the checking and
inspection of received goods

• Documentation requirements for the receiving of goods
• Housekeeping standards procedures required in the

workplace
• Site layout and obstacles
• Ability to select and use relevant load handling equipment

and personal protection equipment when receiving goods
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to read and interpret instructions, procedures and

labels relevant to the receiving of goods
• Ability to use required personal protective clothing and

equipment conforming to industry and OHS standards
• Ability to identify containers and goods coding, ADG and

IMDG markings and where applicable emergency
information panels

• Ability to estimate the size, shape and special
requirements of goods/loads

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to package
goods in accordance with regulatory requirements,
and/or

• package goods in accordance with relevant regulatory
requirements in an appropriate range of operational
situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying workplace procedures and documentation

requirements for the receipt of goods
• checking and inspecting goods and packaging on

arrival and completing workplace documentation
• unloading, unpacking and storing stock
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• maintaining required workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements

including local and international regulations pertaining
to the receiving of goods

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods, explosives and hazardous substances

• OHS regulations and hazard prevention policies and
procedures

• workplace procedures and work instructions
concerning the receiving of goods (including
housekeeping and security procedures)

• manufacturer's instructions for the use of equipment
• procedures for the use of personal protection

equipment
• obtaining assistance from other team members when

required
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report and/or rectify any safety
incidents or difficulties in the receiving of goods in
accordance with regulatory requirements and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA1497B Use product knowledge to complete work
operations

Unit Descriptor This unit involves the skills and knowledge required to use product
knowledge to complete work operations in accordance with workplace
requirements including identifying products in a subsection of a
warehouse or other storage area, examining quality and reporting on
products, and using inventory and labelling systems to identify and
locate products.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Identify products in a
subsection of a
warehouse or other
storage area

1.1 Products are identified against specified criteria in
accordance with workplace procedures

1.2 Storage and handling characteristics are identified and
applied consistently

1.3 Products are described to internal customers identifying
features which may affect location, safety or storage
requirements

2. Examine quality and
report on products

2.1 Products are inspected in accordance with workplace
quality assurance procedures

2.2 Workplace procedures are followed to replace, return or
dispose of stock/products which are not useable

2.3 Non-conforming products are recorded/reported in
accordance with workplace procedures

3. Use inventory and
labelling systems to
identify and locate
products

3.1 Inventory and labelling systems are used to locate
products within the workplace

3.2 Goods are physically located and identified

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 1
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
identification, handling and storage of various categories
of products/stock

• Work is performed under some supervision generally
within a team environment

• Work involves the application of product knowledge and
an understanding of relevant regulatory requirements to
the handling and storage of various types of
products/stock as part of work activities in the
warehousing, distribution and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Goods may involve special handling, location, storage
and/or packaging requirements, including temperature
controlled goods and dangerous goods

• Inventory systems may be:
• automated
• manual
• paper-based
• computerised
• microfiche

• Categories or groups of products/stock may include:
• small parts
• perishable goods
• overseas export
• dangerous goods
• refrigerated products
• temperature controlled stock
• fragile goods

• Distinguishing identification criteria for products may
include:
• shape
• size
• colour
• distinguishing features
• codes and product identification/serial numbers
• labels
• signs or other documentation
• locations

• The characteristics of products/stock may include:
• small parts
• toxicity
• flammability
• form
• weight
• size
• state
• perishability
• fragility
• security risk

• Labelling systems may include:
• batch code
• bar code
• identification numbering systems
• serial numbers
• symbols for safe handling
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• ADG and HAZCHEM Codes
• Communication in the work area may include:

• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• RF systems
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Hazards in the work area may include:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials
• oil or water on floor
• a fire or explosion
• damaged packaging or pallets
• debris on floor
• faulty racking
• poorly stacked pallets
• faulty equipment
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes
• codes of practice and regulations relevant to the

identification, handling and stacking of goods
• Australian and international regulations and codes of

practice for the handling, stacking and transport of
dangerous goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the packaging of

goods
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• locate, interpret and apply relevant information
• identify products/stock stored in the subsection of the

workplace
• identify properties and purposes of specific categories

of goods
• explain the characteristics of stock in relation to

specific handling and storage requirements
• interpret and use workplace policies, procedures and

practices in relation to product location and condition
• use workplace maps and location guides with inventory

systems to physically locate goods in an efficient
manner

• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian codes and regulations relevant to the products
being identified, handled, transported, stacked and/or
stored as part of work operations

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the identification,
handling, stacking and storage of particular categories of
products

• Focus of operation of work systems, equipment,
management and site operating systems for the
packaging of goods

• Categories or groups of products and the special
handling, stacking and storage requirements for each

• Purpose and use of cataloguing and labelling systems
• Strategies to seek out sources of knowledge of products

and use this information to inform work
• Types of equipment and storage areas appropriate for

different types of goods including perishable, fragile,
dangerous, composition/state goods

• Documentation requirements including reports and
records concerning damaged or contaminated goods

• Housekeeping standards procedures required in the
workplace

• Site layout and obstacles
• Ability to select and use relevant communications,

computing and load handling equipment
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to read and interpret instructions, procedures and

labels relevant to the handling and storage of goods
• Ability to use required personal protective clothing and

equipment conforming to industry and OHS standards
• Ability to identify containers and goods coding, ADG and

IMDG markings and where applicable emergency
information panels

• Ability to estimate the size, shape and special
requirements of goods/loads

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to use
product knowledge to complete work operations,
and/or

• use product knowledge to complete work operations in
an appropriate range of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• locating, interpreting and applying relevant product

information
• identifying products/stock
• identifying properties and purposes of specific

categories of goods
• interpreting and using workplace policies, procedures

and practices in relation to product location, and
condition

• using workplace maps and location guides with
inventory systems to physically locate goods in an
efficient manner

• providing customer/client service and working
effectively with others

• conveying information in written and oral form
• maintaining workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice, regulations and legislative

requirements
• Australian regulations and codes of practice for the

handling and storage of dangerous goods, explosives
and hazardous substances

• workplace procedures and work instructions
concerning the identification, handling and storage of
various categories of products (including housekeeping
and security procedures)

• obtaining assistance from other team members when
required

• customer service and quality assurance procedures
and policies

• OHS regulations and hazard prevention policies and
procedures

• environmental protection procedures
• Action is taken promptly to report and/or rectify any

potential difficulties in the identification, handling and
storage of goods in accordance with relevant regulatory
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA1597B Complete receival/despatch documentation
Unit Descriptor This unit involves the skills and knowledge required to complete

receival/despatch documentation in accordance with regulatory and
workplace requirements including analysing orders to identify work
requirements to fill order, following workplace order documentation
processes, and finalising documentation in accordance with workplace
procedures and any relevant regulatory requirements.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Analyse order to identify
work requirements to fill
order

1.1 Order request documentation is interpreted
1.2 Product(s) in order are noted and workplace location(s)

are identified
1.3 Workplace and product knowledge is used to organise

documentation
1.4 Required schedules for order movement are identified and

noted where required
1.5 Special aspects of the order such as

dangerous/hazardous goods or temperature controlled
goods are identified and information on required
documentation procedures and relevant regulatory
requirements is identified, accessed and interpreted

2. Follow workplace order
documentation processes

2.1 Workplace procedures for documentation of an order are
identified

2.2 Workplace documentation is completed in accordance
with workplace procedures and any relevant regulatory
requirements

3. Finalise documentation 3.1 Order is checked against schedule and order form
3.2 Workplace records are completed, and labels and

appropriate documentation attached in accordance with
workplace procedures and any relevant regulatory
requirements

3.3 Special transportation requirements are identified and
conveyed to appropriate personnel

3.4 Where applicable, all required documentation
requirements for dangerous goods and hazardous
materials are completed in accordance with the relevant
regulations and codes
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
completion of receival/despatch documentation

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to the completion of
receival/despatch documentation as part of work activities
in the warehousing, distribution and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Received/despatched goods may involve special handling
and storage requirements, including temperature
controlled goods, dangerous goods, explosives and
hazardous substances

• Problems that may occur when receiving/despatching
goods include:
• damaged stock
• damaged pallets or packaging
• wrong stock
• error in paperwork
• poorly stacked stock
• incorrect quantity

• Aspects of goods to be checked when
receiving/despatching goods may include:
• correct type
• number
• condition
• quality
• packaging
• labelling
• dangerous goods declarations and marking (where

applicable)
• Hazards in the work area may include exposure to:

• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials
• oil or water on floor
• a fire or explosion
• damaged packaging or pallets
• debris on floor
• poorly stacked pallets
• faulty equipment

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• drivers and agents
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
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• e-mail
• Internet
• RF systems
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes
• codes of practice and regulations relevant to the

receiving of goods
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the receiving of

goods
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify workplace procedures and requirements for the

completion of receival/despatch documentation
• analyse order to identify work requirements
• identify and correctly complete the component parts of

order forms
• follow requirements of the Australian Dangerous

Goods Code (where applicable)
• provide customer/client service and work effectively

with others
• locate, interpret and apply relevant information
• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian and international codes and regulations
relevant to the completion of receival/despatch
documentation, including the ADG Code and relevant
bond, quarantine or other legislative requirements

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the completion of
receival/despatch documentation

• Focus of operation of work systems, equipment,
management and site operating systems for the receiving
of goods

• Problems that may occur when completing
receival/despatch documentation and appropriate action
that can be taken to resolve the problems

• Specifications and standards for the checking and
inspection of received/despatched goods

• Documentation requirements for the receipt and despatch
of goods

• Housekeeping standards procedures required in the
workplace

• Site layout and obstacles
• Ability to select and use relevant

computer/communication/office equipment when
completing receival/despatch documentation

• Ability to modify activities depending on differing
workplace contexts, risk situations and environments

• Ability to read and comprehend simple statements in
English

• Ability to read and interpret instructions, procedures and
labels relevant to the completion of receival/despatch
documentation

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards

• Ability to identify containers and goods coding, ADG and
IMDG markings and where applicable emergency
information panels

• Ability to estimate the size, shape and special
requirements of goods/loads

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to complete
receival/despatch documentation in accordance with
regulatory requirements, and/or

• complete receival/despatch documentation in
accordance with relevant regulatory requirements in an
appropriate range of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying workplace procedures and requirements for

the completion of receival/despatch documentation
• analysing order to identify work requirements
• identifying and correctly completing the component

parts of order forms
• following requirements of the Australian Dangerous

Goods Code (where applicable)
• providing customer/client service and working

effectively with others
• locating, interpreting and applying relevant information
• conveying information in written and oral form
• maintaining required workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements

including local and international regulations pertaining
to the receiving of goods

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods, explosives and hazardous substances

• OHS regulations and hazard prevention policies and
procedures

• workplace procedures and work instructions
concerning the completion of receival/despatch
documentation (including housekeeping and security
procedures)

• manufacturer's instructions for the use of equipment
• procedures for the use of personal protection

equipment
• obtaining assistance from other team members when

required
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report and/or rectify any safety
incidents or difficulties in the completion of
receival/despatch documentationin accordance with
regulatory requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA1797B Apply product knowledge to organise work
operations

Unit Descriptor This unit involves the skills and knowledge required to apply product
knowledge to the organisation of work operations including identifying
and categorising products, matching products to locations based on
specified criteria, and assisting individuals to solve stock identification
and location problems.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Identify and categorise
products

1.1 Products are identified and categorised in terms of
specified criteria in accordance with workplace procedures

2. Match products to
locations based on
specified criteria

2.1 Locations for products are determined based on specified
criteria

2.2 Labels, inventory systems and other information sources
are used to assist in the identification of products,
handling and storage requirements

3. Assist individuals to solve
stock identification and
location problems

3.1 New stock items are identified and particular product
information is brought to the attention of relevant
personnel

3.2 Stock queries are predicted and team members assisted
to locate and assimilate information relevant to these
products

3.3 Personnel are assisted with routine and non-routine stock
enquiries with actions taken to update information of
products for relevant personnel

3.4 Personnel are encouraged to maintain and build product
knowledge through accessing product information and the
application of problem solving and information analysis
skills

4. Identify appropriate
transfer and handling
requirements

4.1 Resources used to transfer different products through the
storage zones are identified and evaluated

4.2 Work in receival and despatch areas is supported by
identification and reporting of variances

4.3 Stock re-ordering is informed by knowledge of product
source, frequency of pick destination (or seasonality) of
products and potential for supply problems

4.4 Relevant documentation is completed in accordance with
workplace procedures

5. Contribute to continuous
improvement

5.1 Knowledge of customer requirements is used to determine
work design

5.2 Potential problems are predicted and notified to
appropriate personnel

5.3 Opportunities for improvements to own work organisation
are identified
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
identification, handling and storage of various categories
of products/stock

• Work is performed under some supervision generally
within a team environment

• Work involves the application of product knowledge and
an understanding of relevant regulatory requirements to
the organisation of work operations in the warehousing,
distribution and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Workplace activities being organised may include but are

not limited to:
• receival
• storage
• goods/stock movement
• despatch
• stock levels
• re-ordering processes

• Work may be conducted in:
• restricted spaces
• exposed conditions
• controlled or open environments

• Goods may involve special handling, location, storage
and/or packaging requirements, including temperature
controlled goods and dangerous goods

• Modes of transfer may be manual or motorised
• Storage types may include but are not limited to:

• bin/binning systems
• rack refrigeration/freezers/cold rooms
• marked floor space
• containers
• racks and racking systems
• block/stacks
• pallets

• Inventory systems may be:
• automated
• manual
• paper-based
• computerised
• microfiche

• Categories or groups of products/stock may include:
• small parts
• perishable goods
• overseas export
• dangerous goods
• refrigerated products
• temperature controlled stock
• fragile goods

• The characteristics of products/stock may include:
• small parts
• toxicity
• flammability
• form
• weight
• size
• state
• perishability
• fragility
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• security risk
• Labelling systems may include but are not limited to:

• batch code
• bar code
• identification numbering systems
• serial numbers
• symbols for safe handling
• ADG and HAZCHEM Codes

• Hazards in the work area may include:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials
• oil or water on floor
• a fire or explosion
• damaged packaging or pallets
• debris on floor
• faulty racking
• poorly stacked pallets
• faulty equipment

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• RF systems
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes, and container
identification/serial number

• codes of practice and regulations relevant to workplace
operations

• Australian and international regulations and codes of
practice for the handling, stacking and transport of
dangerous goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the packaging of

goods
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• locate, interpret and apply relevant product information
• identify and categorise products
• match products to locations based on specified criteria
• assist individuals to solve stock identification and

location problems
• identify appropriate transfer and handling requirements
• contribute to continuous improvement
• provide customer/client service and work effectively

with others
• apply legislative and workplace policy on various

categories of products/stock to workplace activities
• identify product type and location and transport

requirements through observation and checking of
labels and information systems

• assist team members to develop and build product
knowledge to support work requirements

• liaise with appropriate personnel when potential
workflow is affected by stock levels

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian codes and regulations relevant to the
workplace activities

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies relevant to the
application of product knowledge to the organisation of
workplace operations

• Focus of operation of work systems, equipment,
management and site operating systems

• Information on various categories or groups of products
including their key characteristics and hazards and the
special handling, stacking and storage requirements for
each

• Product sources, destinations and potential problems
• Re-ordering procedures and just-in-time planning

principles
• Requirements for workplace documentation, inventory

systems and records
• Sources of product information
• Strategies to seek out sources of knowledge of products

and use this information to inform work
• Types of equipment and storage areas appropriate for

different types of goods including perishable, fragile,
dangerous, composition/state goods

• Documentation requirements including reports and
records concerning damaged or contaminated goods

• Housekeeping standards procedures required in the
workplace

• Site layout and obstacles
• Ability to select and use relevant communications,

computing and office equipment when organising
workplace activities

• Ability to modify activities depending on differing
workplace contexts, risk situations and environments

• Ability to access, read and interpret product information,
policies and regulatory requirements relevant to
workplace operations

• Ability to use information on products/stock to determine,
plan and organise processes used for receival, storage,
goods movement, despatch, stock levels, re-ordering
processes

• Ability to organise and monitor the use of personal
protective clothing and equipment conforming to industry
and OHS standards
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to apply
product knowledge to the organisation of workplace
activities, and/or

• apply product knowledge to the organisation of
workplace activities in an appropriate range of
operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying and categorising products
• matching products to locations based on specified

criteria
• assisting individuals to solve stock identification and

location problems
• identifying appropriate transfer and handling

requirements
• contributing to continuous improvement
• providing customer/client service and working

effectively with others
• applying legislative and workplace policy to workplace

activities
• identifying product type and location and transport

requirements
• assisting team members to develop and build product

knowledge to support work requirements
• Shows evidence of application of relevant workplace

procedures including:
• relevant codes of practice, regulations and legislative

requirements
• Australian regulations and codes of practice for the

handling and storage of dangerous goods, explosives
and hazardous substances

• workplace procedures and work instructions
concerning the application of product knowledge to the
organisation of workplace operations (including
housekeeping and security procedures)

• obtaining assistance from other team members when
required

• customer service and quality assurance procedures
and policies

• OHS regulations and hazard prevention policies and
procedures

• environmental protection procedures
• Action is taken promptly to report and/or rectify any safety

incidents and difficulties in the workplace operations in
accordance with relevant regulatory requirements and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA197B Secure cargo
Unit Descriptor This unit involves the skills and knowledge required to secure cargo

including preparing to secure cargo/containers, lashing and unlashing
cargo, protecting cargo from weather, and packing and unpacking
cargo. It may apply in cargo securing contexts in the stevedoring,
transport, distribution and allied industries.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Prepare to secure
cargo/containers

1.1 Work area is prepared and maintained in accordance with
the national standards, safety codes and site operating
procedures

1.2 Unsafe work practices and/or equipment are reported to
appropriate personnel

1.3 Appropriate protective clothing, equipment and fittings are
selected

1.4 Formwork is erected where no lashing points exist
1.5 Lashing plan is read and interpreted

2. Lash and unlash cargo 2.1 Work is conducted in accordance with industry standards,
statutory requirements, safety codes, site operating
requirements and any special requirements of the cargo

2.2 Lashing points are identified and appropriate fittings and
lashing equipment used for each lashing point

2.3 Cargo is lashed and secured to lashing points ensuring
the correct spread of lashings and that lashings are
secured, attached and tensioned

2.4 Tensioners are securely fastened
2.5 When unlashing, fittings are released, disconnected and

removed from the cargo
2.6 Lashing equipment is placed in designated storage areas

or cleared from work area
2.7 Lashing/unlashing operations ensure no injury to

personnel or damage to machinery or cargo
2.8 Lashing is completed in accordance with lashing plan

3. Protect cargo from
weather

3.1 Cargo is covered/uncovered safely ensuring appropriate
covering and lashing, no injury to personnel or damage to
cargo or equipment

3.2 Work is conducted in accordance with the requirements of
national standards, safety codes and site operating
procedures
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4. Pack and unpack cargo 4.1 Damaged cargo is identified and reported following
enterprise procedures

4.2 Cargo is sorted and stacked prior to packing or after
unpacking, ensuring the stack is in the correct location, in
accordance with national standards, safety codes, and site
operating procedures

4.3 Cargo is identified through the interpretation of marks or
numbers

4.4 Tight stow of cargo is maintained
4.5 Cargo is handled ensuring no injury to personnel or

damage to cargo or equipment

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
securing of cargo

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to the securing of cargo as
part of work activities in the stevedoring, transport,
distribution and allied industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments
• at height
• in a workbox or workcage

• Cargo may include goods with specialist requirements,
including temperature controlled goods and dangerous
goods

• Lashing equipment for containers may include:
• twistlocks
• pelican hooks
• lashing rods (bars)
• turn handles (keys)
• bottle screws
• bridging clamps
• cones

• Securing equipment may include:
• chocks
• racks
• lashings
• ropes
• chains

• Covers may include rain and dust covers
• Hazards in the work area may include exposure to:

• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials

• Personnel in work area may include:
• workplace personnel
• site visitors
• contractors
• official representatives

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• protective clothing
• high visibility clothing
• full arrest safety harness

• Communication in the work area may include:
• phone
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
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• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, bar codes, and container identification/serial

number
• Australian and international codes of practice and

regulations relevant to the securing of cargo
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the securing of

cargo
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant Australian standards and certification

requirements
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• safely lash and secure cargo
• select and appropriately use protective clothing
• locate, interpret and apply relevant information
• work effectively with others
• maintain workplace records
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

• follow the designated work/lashing plan for the job
• apply safety precautions relevant to the task
• assess operational capability of equipment used and

work processes selected

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian and international standards, codes and
regulations relevant to the securing of cargo/freight
including the Australian and International Dangerous
Goods Codes

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the securing of
cargo/freight

• Focus of operation of work systems, equipment,
management and site operating systems for the securing
of cargo/freight

• Problems that may occur when securing cargo/freight and
appropriate action that can be taken to resolve the
problems

• Relevant handling and safety codes
• Lashing and protection procedures
• The marking and numbering systems for cargo
• Relevant bond, quarantine or other legislative

requirements
• Ability to:

• identify, select and use relevant equipment, processes
and procedures when securing cargo/freight

• modify activities depending on differing workplace
contexts, risk situations and environments

• read and interpret instructions, procedures and labels
relevant to securing of cargo/freight

• identify cargo, container and goods, coding, ADG /
IMDG markings and where applicable emergency
information panels

• use the lashing and protection equipment
• receive, acknowledge and send messages with

available communications equipment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to secure
cargo/freight, and/or

• secure cargo/freight in an appropriate range of
operational workplace situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• safely lashing and securing cargo
• selecting and appropriately using protective clothing
• locating, interpreting and applying relevant information
• working effectively with others
• maintaining workplace records
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• following the designated work/lashing plan for the job
• applying safety precautions relevant to the task
• assessing operational capability of equipment

• Shows evidence of application of relevant workplace
procedures including:
• relevant standards, codes of practice and legislative

requirements pertaining to the securing of cargo
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• workplace procedures and instructions (including
security and housekeeping procedures)

• OHS policies and procedures
• issue resolution procedures
• obtaining assistance from other team members when

required
• relevant guidelines relating to the safe use of

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
difficulties in securing cargo in accordance with regulatory
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA2097B Replenish stock
Unit Descriptor This unit involves the skills and knowledge required to replenish stock

in accordance with workplace requirements including participating in
stock rotation activities, interpreting and filling replenishment requests,
and completing all required stock replenishment tasks.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Participate in stock
rotation activities

1.1 Stock levels are counted against appropriate
documentation

1.2 Stock levels are recorded and reported
1.3 Stocks are replenished, adjusted or rotated following

workplace procedures
1.4 Stock re-ordering processes are activated when

appropriate
1.5 Routine and non-routine problems with products or

storage systems are reported following workplace
procedures

2. Interpret and fill
replenishment request

2.1 Order request documentation is interpreted
2.2 Product(s) in order noted and workplace location(s) are

identified
2.3 Workplace and product knowledge is used to plan

sequence of work
2.4 Appropriate materials handling equipment is selected in

accordance with workplace procedures and timeframes
and OHS regulations

2.5 Required schedules for order movement and despatch or
storage are identified

3. Complete stock
replenishment

3.1 Products are sorted, assembled and consolidated in the
appropriate storage areas

3.2 Work is checked in accordance with company procedures
3.3 Documentation and records are completed in accordance

with workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
replenishment of stock

• Work is performed under some supervision generally
within a team environment

• Work involves the application of product knowledge and
an understanding of relevant workplace procedures and
regulatory requirements to replenish stock as part of work
activities in the warehousing, distribution and/or storage
industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Goods may involve special handling, location, storage
and/or packaging requirements, including temperature
controlled goods and dangerous goods

• Inventory systems may be:
• automated
• manual
• paper-based
• computerised
• microfiche

• Categories or groups of products/stock may include:
• small parts
• perishable goods
• overseas export
• dangerous goods
• refrigerated products
• temperature controlled stock
• fragile goods

• The characteristics of products/stock may include:
• small parts
• toxicity
• flammability
• form
• weight
• size
• state
• perishability
• fragility
• security risk

• Labelling systems may include:
• batch code
• bar code
• identification numbering systems
• serial numbers
• symbols for safe handling
• ADG and HAZCHEM Codes

• Hazards in the work area may include:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials
• oil or water on floor
• a fire or explosion
• damaged packaging or pallets
• debris on floor
• faulty racking
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• poorly stacked pallets
• faulty equipment

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• RF systems
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes
• codes of practice and regulations relevant to the

identification, handling and stacking of goods
• Australian and international regulations and codes of

practice for the handling, stacking and transport of
dangerous goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the packaging of

goods
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• participate in stock rotation activities
• identify the purpose of the component parts of order

forms
• identify products and relevant storage areas
• interpret and fill replenishment request
• complete stock counting and replenishment operations
• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Australian codes and regulations relevant to the
replenishment of stock

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the replenishment
of stock

• Focus of operation of work systems, equipment,
management and site operating systems for the
replenishment of stock

• Principles of operation and functions of stock control
systems

• Computer records/documentation requirements for the
replenishment of stock

• Housekeeping standards procedures required in the
workplace

• Site layout and obstacles
• Ability to select and use relevant communications,

computing and office equipment when replenishing stock
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to read and interpret instructions, procedures and

labels relevant to the replenishment of stock
• Ability to use required personal protective clothing and

equipment conforming to industry and OHS standards
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to replenish
stock, and/or

• replenish stock in an appropriate range of operational
situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• participating in stock rotation activities
• identifying purpose of component parts of order forms
• identifying products and relevant storage areas
• interpreting and filling replenishment request
• completing stock counting and replenishment

operations
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• maintaining workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice, regulations and legislative

requirements
• Australian regulations and codes of practice for the

storage of dangerous goods, explosives and
hazardous substances

• workplace procedures and work instructions
concerning the replenishment of stock (including
housekeeping and security procedures)

• manufacturer's instructions on the use of equipment
and systems

• obtaining assistance from other team members when
required

• customer service and quality assurance procedures
and policies

• OHS regulations and hazard prevention policies and
procedures

• environmental protection procedures
• Action is taken promptly to report and/or rectify any

potential difficulties in the replenishment of stock in
accordance with relevant regulatory requirements and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA2297B Participate in stocktakes
Unit Descriptor This unit involves the skills and knowledge required to participate in

stocktakes in accordance with workplace requirements including
preparing for stocktakes, conducting stocktakes, counting stock,
identifying stock discrepancies, and completing all required
documentation.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Prepare for stocktake 1.1 Goods to be counted and appropriate inventory systems
are identified

1.2 Required resources including equipment and record
keeping systems are identified

1.3 Allocated tasks, zones and work requirements are
identified

1.4 Sequence work role planned in a time effective manner

2. Stocktake and count stock 2.1 Stocktaking and cyclical counts are undertaken in
accordance with enterprise policies and procedures

2.2 Inventory data is interpreted
2.3 Inventory data is confirmed to match stock
2.4 Stock levels are accurately counted and documented

3. Identify stock
discrepancies

3.1 Discrepancies in type, number and quality of stock are
accurately recorded and documented

3.2 Products stored in inappropriate storage locations are
relocated and stock records adjusted

4. Complete documentation 4.1 Inventory data is reconciled to match warehouse stock in
accordance with company procedures

4.2 Workplace documentation is completed

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTA2297B Participate in stocktakes

Volume 2 of 4, Imported Unit 9 of 57 Page 198 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
conduct of a stocktake

• Work is performed under some supervision generally
within a team environment

• Work involves the application of product knowledge and
an understanding of relevant workplace procedures and
regulatory requirements when participating in stocktakes
as part of work activities in the warehousing, distribution
and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• restricted spaces
• exposed conditions
• controlled or open environments

• Goods may involve special handling, location, storage
and/or packaging requirements, including temperature
controlled goods and dangerous goods

• Inventory systems may be:
• automated
• manual
• paper based
• computerised
• microfiche

• Categories or groups of products/stock may include:
• small parts
• perishable goods
• overseas export
• dangerous goods
• refrigerated products
• temperature controlled stock
• fragile goods

• The characteristics of products/stock may include:
• small parts
• toxicity
• flammability
• form
• weight
• size
• state
• perishability
• fragility
• security risk

• Labelling systems may include:
• batch code
• bar code
• identification numbering systems
• serial numbers
• symbols for safe handling
• ADG and HAZCHEM Codes

• Hazards in the work area may include:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials
• oil or water on floor
• a fire or explosion
• damaged packaging or pallets
• debris on floor
• faulty racking
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• poorly stacked pallets
• faulty equipment

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• RF systems
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes
• codes of practice and regulations relevant to the

identification, handling and stacking of goods
• Australian and international regulations and codes of

practice for the handling, stacking and transport of
dangerous goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the packaging of

goods
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• follow workplace procedures for stocktakes, including:

• preparing for a stocktake
• implementing stocktake processes
• counting stock
• identifying stock discrepancies

• provide customer/client service
• work effectively with colleagues
• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Australian codes and regulations relevant to the conduct
of stocktakes

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the conduct of
stocktakes

• Focus of operation of work systems, equipment,
management and site operating systems for the conduct
of stocktakes

• Workplace processes for records management and the
production of stocktake reports

• Principles of operation and functions of stocktake
systems

• Housekeeping standards procedures required in the
workplace

• Site layout and obstacles
• Ability to select and use relevant communications,

computing and office equipment when conducting
stocktakes

• Ability to modify activities depending on differing
workplace contexts, risk situations and environments

• Ability to read and comprehend simple statements in
English

• Ability to read and interpret instructions, procedures and
labels relevant to the conduct of stocktakes

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to
participate effectively in stocktakes, and/or

• participate in stocktakes in an appropriate range of
operational situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• following workplace procedures for the conduct of a

stocktake
• providing customer/client service
• working effectively with colleagues in stocktake

activities
• conveying information in written and oral form
• maintaining workplace records
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice, regulations and legislative

requirements
• Australian regulations and codes of practice for the

storage of dangerous goods, explosives and
hazardous substances

• workplace procedures and work instructions for the
conduct of stocktakes (including security procedures)

• manufacturer's instructions on the use of equipment
and systems used in stocktakes

• obtaining assistance from other team members when
required

• customer service and quality assurance procedures
and policies

• OHS regulations and hazard prevention policies and
procedures

• environmental protection procedures
• Action is taken promptly to report and/or rectify any

potential difficulties in stocktakes in accordance with
relevant regulatory requirements and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA2397B Coordinate stocktakes
Unit Descriptor This unit involves the skills and knowledge required to coordinate

stocktakes in accordance with workplace requirements including
planning stocktakes, coordinating stocktake activities, identifying stock
discrepancies, and adjusting documentation in accordance with
workplace procedures and relevant regulatory requirements.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Plan stocktake 1.1 Goods to be counted and appropriate inventory systems
are identified

1.2 Required resources including equipment, record keeping
systems and personnel are identified

1.3 Members of the team are instructed and assisted
1.4 Team members are allocated to particular tasks and

zones and given clear directions for work requirements
1.5 Sequence and operations of the stocktake are planned in

a time effective manner

2. Coordinate stocktake 2.1 Stocktaking and cyclical counts are coordinated in
accordance with workplace policies and procedures

2.2 Inventory data is interpreted
2.3 Inventory data is confirmed to match stock
2.4 Stock levels are accurately counted and documented

3. Identify stock
discrepancies

3.1 Discrepancies in type, number and quality of stock are
accurately recorded and documented

3.2 Possible reasons for discrepancies are identified
3.3 Products stored in inappropriate storage locations are

relocated and stock records are adjusted in accordance
with workplace procedures

4. Adjust documentation 4.1 Inventory data is reconciled to match warehouse stock in
accordance with regulations, workplace practices, policies
and procedures

4.2 Information is reconciled with audit requirements
4.3 Workplace documentation is completed

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTA2397B Coordinate stocktakes

Volume 2 of 4, Imported Unit 10 of 57 Page 206 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements when
coordinating stocktakes

• Work is performed under some supervision generally
within a team environment

• Work involves the application of product knowledge and
an understanding of relevant workplace procedures and
regulatory requirements when coordinating stocktakes as
part of work activities in the warehousing, distribution
and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• restricted spaces
• exposed conditions
• controlled or open environments

• Equipment used in stocktaking may include:
• calculators
• scanners
• hand-held computers

• Inventory systems may be:
• automated
• manual
• paper-based
• computerised
• microfiche

• Categories or groups of products/stock may include:
• small parts
• perishable goods
• overseas export
• dangerous goods
• refrigerated products
• temperature controlled stock
• fragile goods

• The characteristics of products/stock may include:
• small parts
• toxicity
• flammability
• form
• weight
• size
• state
• perishability
• fragility
• security risk

• Labelling systems may include:
• batch code
• bar code
• identification numbering systems
• serial numbers
• symbols for safe handling
• ADG and HAZCHEM Codes

• Hazards in the work area may include:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials
• oil or water on floor
• a fire or explosion
• damaged packaging or pallets
• debris on floor
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• faulty racking
• poorly stacked pallets
• faulty equipment

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• RF systems
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes
• codes of practice and regulations relevant to the

identification, handling and stacking of goods
• Australian and international regulations and codes of

practice for the handling, stacking and transport of
dangerous goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the packaging of

goods
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• locate, interpret and apply information relevant to a

stocktake
• communicate information on products and work system

requirements
• identify resource requirements (physical and human)

for a stocktake
• work with others to plan and conduct stocktake

activities
• interpret and use workplace policies, procedures and

practices in relation to stocktaking activities
• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian codes and regulations relevant to the
coordination of stocktakes

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the coordination of
stocktakes

• Focus of operation of work systems, equipment,
management and site operating systems for the conduct
of stocktakes

• Workplace processes for records management and the
production of stocktake reports

• Principles and functions of stocktakes
• Problems that may occur when coordinating a stocktake

and appropriate action that can be taken
• Computer records/documentation requirements for the

coordination of stocktakes
• Housekeeping standards procedures required in the

workplace
• Site layout
• Ability to select and use relevant communications,

computing and office equipment when coordinating
stocktakes

• Ability to modify activities depending on differing
workplace contexts, risk situations and environments

• Ability to read and comprehend simple statements in
English

• Ability to read and interpret instructions, procedures and
labels relevant to the coordination of stocktakes

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the use of inventory systems to
coordinate a stocktake, and/or

• coordinate stocktakes in an appropriate range of
operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• locating, interpreting and applying information relevant

to a stocktake
• communicating information on products and work

system requirements
• identifying resource requirements (physical and

human) for a stocktake
• working with others to plan and conduct stocktake

activities
• interpreting and using workplace policies, procedures

and practices in relation to stocktaking activities
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• maintaining workplace records
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice, regulations and legislative

requirements
• Australian regulations and codes of practice for the

storage of dangerous goods, explosives and
hazardous substances

• workplace procedures and work instructions
concerning the coordination of a stocktake (including
the monitoring of housekeeping and security
procedures)

• manufacturer's instructions on the use of equipment
and systems

• obtaining assistance from other team members when
required

• customer service and quality assurance procedures
and policies

• OHS regulations and hazard prevention policies and
procedures

• environmental protection procedures
• Action is taken promptly to report and/or rectify any

potential difficulties in the use of inventory systems to
organise stock control in accordance with relevant
regulatory requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA2597C Regulate temperature controlled stock
Unit Descriptor This unit involves the skills and knowledge required to regulate

temperature controlled stock in accordance with workplace
requirements including identifying goods requiring temperature control,
monitoring temperature of goods, and identifying and rectifying any
identified problems in accordance with workplace procedures.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Identify goods requiring
temperature control

1.1 Goods requiring temperature control are identified
1.2 Temperature for short and long term storage is selected to

match product type
1.3 Upper and lower limits for temperature control are

identified
1.4 Storage separations and co-storage applications are

identified for products

2. Monitor temperature 2.1 Appropriate methods for determining temperature of
goods are identified

2.2 Storage areas are monitored for temperatures within
range for products

2.3 Products are monitored to ensure compliance with
temperature storage requirements

2.4 Short-term storage times are identified for transit goods

3. Identify and rectify
problems

3.1 Implications of incorrect temperature are identified
3.2 Damaged goods are identified and appropriate action

undertaken in accordance with enterprise procedures
3.3 Causes of out-of-temperature range are identified
3.4 Appropriate personnel are notified for problem rectification
3.5 Goods handling procedures for maintenance of

temperature control are identified and implemented

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 3

Using mathematical ideas and techniques 3

Solving problems 3

Using technology 3
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
regulation of temperature controlled stock

• Work is performed under some supervision generally
within a team environment

• Work involves the application of product knowledge and
an understanding of relevant regulatory requirements to
the regulation of temperature controlled stock in the
warehousing, distribution and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites and may include short and/or long term
temperature controlled areas

• Work may be conducted in:
• restricted spaces
• exposed conditions
• controlled or open environments

• Procedures for pre-cooling and snap freezing may
include:
• automated
• spraying with liquid nitrogen
• immersion in a very cold refrigerant
• freezing in moving air at less than -30 degrees
• plate freezer with very low refrigerant temperatures

• Hazards in the work area may include:
• contamination of, or from, materials being handled
• noise, light, energy sources
• service lines
• spills, leakages, ruptures
• cold pipes and chilling equipment
• dangerous or hazardous substances
• movements of equipment, goods and materials
• dust/vapours
• oil, water or ice on floor
• a fire or explosion
• damaged packaging or pallets
• debris on floor
• faulty racking
• poorly stacked pallets
• faulty equipment

• Hazard management is consistent with the principle of
hierarchy of control with elimination, substitution, isolation
and engineering control measures being selected before
safe working practices and personal protective equipment

• Requirements for work may include:
• site restrictions and procedures
• use of safety and personal protection equipment
• communications equipment
• specialised lifting and/or handling equipment
• incident/accident breakdown procedures
• additional gear and equipment
• noise restrictions
• hours of operations
• authorities and permits

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
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• radio
• RF systems
• oral, aural or signed communications

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves and protective clothing
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes
• codes of practice and regulations relevant to the

identification, handling and stacking of goods
• operations manuals, job specifications and induction

documentation
• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the regulation of

temperature controlled goods
• relevant State/Territory OHS and environmental

protection legislation
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify goods requiring temperature control
• identify required storage, temperature range and

temperature control equipment
• handle refrigerated goods and liquefied gas safely
• monitor temperature
• identify and rectify problems
• provide customer/client service
• identify job and site hazards and plan work to minimise

risks
• maintain enterprise records and documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian codes and regulations relevant to the
regulation of temperature controlled stock

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the regulation of
temperature controlled stock

• Focus of operation of work systems, equipment,
management and site operating systems for the
regulation of temperature controlled stock

• Special handling, stacking and storage requirements for
temperature controlled stock

• Procedures for pre-cooling and snap freezing
• Problems that can occur when regulating temperature

controlled stock and appropriate action that can be taken
• Hazards when regulating and working with temperature

controlled stock and appropriate action to control the risks
involved

• Documentation requirements including reports and
records concerning damaged or contaminated goods

• Housekeeping standards procedures required in the
workplace

• Site layout
• Ability to select and implement corrective actions to

maintain temperature levels
• Ability to select and use relevant equipment, processes

and procedures
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to read and interpret instructions, procedures and

labels relevant to the handling and storage of goods
• Ability to use required personal protective clothing and

equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to regulate
temperature controlled stock, and/or

• regulate temperature controlled stock in an appropriate
range of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying goods requiring temperature control
• identifying storage, temperature range and control

equipment
• handling refrigerated goods and liquefied gas safely
• monitoring temperature
• identifying and rectifying problems
• providing customer/client service
• identifying job and site hazards and planning work to

minimise risks
• maintaining enterprise records and documentation

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice, regulations and legislative

requirements
• workplace procedures and work instructions

concerning the regulation of temperature controlled
stock (including housekeeping procedures)

• customer service and quality assurance procedures
and policies

• OHS regulations and hazard prevention policies and
procedures

• environmental protection procedures
• Action is taken promptly to report and/or rectify any

potential difficulties in the identification, handling and
storage of goods in accordance with relevant regulatory
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA297B Maintain container/cargo records
Unit Descriptor This unit involves the skills and knowledge required to maintain

container/cargo records in accordance with workplace requirements
including processing container and/or cargo documentation,
maintaining records of container/cargo movements, monitoring reefer
units and completing required reefer records.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Process container/cargo
documentation

1.1 Container/cargo documentation is processed in
accordance with workplace procedures and statutory
authority requirements

1.2 Movements of containers/cargo are recorded in
accordance with workplace procedures and statutory
authority requirements

2. Maintain records of
container/cargo
movements

2.1 Container/cargo records are updated each time
containers/cargo are moved within the yard

2.2 Containers/cargo are checked using markings to ensure
correct identification when updating records

3. Monitor container/cargo
and maintain records

3.1 Containers/cargo are monitored on a daily basis and the
specified information recorded

3.2 Problems with controlled systems on containers/cargo are
reported on the appropriate forms and forwarded to the
maintenance area

3.3 Log cards on containers/cargo with controlled systems are
checked on completion of monitoring and all unit or
system breakdowns and/or faults are logged in the
breakdown log diary in accordance with workplace
procedures

3.4 Movement of containers/cargo is monitored on a daily
basis and the information recorded

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
maintenance of container/cargo records

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to the maintenance of
container/cargo records as part of work activities in the
stevedoring, transport, distribution and allied industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Containers/cargo may include goods with specialist
requirements, including reefer units and containers/cargo
containing temperature controlled goods and/or
dangerous goods

• Information recorded during daily monitoring of reefers
may include:
• temperatures
• water meter readings
• any faults in the operation of the reefer

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods, materials and

vehicular traffic
• Personnel in work area may include:

• workplace personnel
• site visitors
• contractors
• official representatives

• Communication in the work area may include:
• phone
• fax
• email
• electronic data transfer (EDI)
• RF systems
• radio
• oral, aural or signed communications

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• protective clothing
• high visibility clothing

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, bar codes, and container identification/serial

number
• Australian and international codes of practice and

regulations relevant to the maintenance of
container/cargo records

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the maintenance of

container/cargo records
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant Australian standards and certification

requirements
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• process container/cargo documentation
• maintain records of container/cargo movements
• monitor reefer units and maintain records
• interpret shipping and goods movement documentation
• use onsite computer and available software
• locate, interpret and apply relevant information
• provide customer/client service and work effectively

with others
• convey information in written and oral form
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

• follow the designated work plan for the job

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian and international standards, codes of practice
and regulations relevant to the maintenance of
container/cargo records including the Australian and
International Dangerous Goods Codes

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the maintenance
of container/cargo records

• Focus of operation of work systems, equipment,
management and site operating systems for the
maintenance of container/cargo records

• Problems that may occur when maintaining
container/cargo records and appropriate action that can
be taken to resolve the problems

• Relevant handling and safety codes
• Site layout, stacking plans and available stacking space
• The marking and numbering systems for cargo
• Relevant bond, quarantine or other legislative

requirements
• Ability to:

• identify, select and use relevant equipment, processes
and procedures when maintaining container/cargo
records

• modify activities depending on differing workplace
contexts, risk situations and environments

• read and interpret instructions, procedures and labels
relevant to the maintenance of container/cargo records

• identify cargo, container and goods, coding, ADG /
IMDG markings and where applicable emergency
information panels

• estimate size, shape and special requirements of loads
• receive, acknowledge and send messages with

appropriate communications equipment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to maintain
container/cargo records, and/or

• maintain container/cargo records in an appropriate
range of operational workplace situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• processing container/cargo documentation
• maintaining records of container/cargo movements
• monitoring reefer units and maintaining records
• interpreting shipping and goods movement

documentation
• using onsite computer and available software
• locating, interpreting and applying relevant information
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• following the designated work plan for the job

• Shows evidence of application of relevant workplace
procedures including:
• relevant standards, codes of practice and legislative

requirements pertaining to the maintenance of
container/cargo records

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods and hazardous substances

• workplace procedures and instructions (including
security and housekeeping procedures)

• OHS policies and procedures
• issue resolution procedures
• obtaining assistance from other team members when

required
• relevant guidelines relating to the safe use of

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
difficulties in maintaining container/cargo records in
accordance with regulatory requirements and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA3098B Organise cargo for export
Unit Descriptor This unit involves the skills and knowledge required to organise the

export of cargo including confirming correct preparation of the
consignment, organising the loading of the cargo and processing the
documentation.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Confirm correct
preparation of
consignment

1.1 Consignment is checked to ensure that cargo is consistent
with packing specification and is suitable for the type and
method of transport

1.2 Consignment is checked to ensure that labelling and
marking of cargo conforms with domestic and international
regulations and workplace requirements and that the
packaging of cargo conforms to regulatory requirements
and is appropriate for the method of transport

1.3 Cargo is checked for dangerous goods or explosives and
it is confirmed that, where applicable, packaging and
labelling conform with the Australian and International
Dangerous Goods or Explosives Codes

1.4 Discrepancies in the composition or preparation of the
cargo are noted and action is undertaken in accordance
with workplace procedures

2. Organise the loading of
cargo

2.1 Handling methods and equipment are selected which are
suitable for the goods and transport method

2.2 Goods transfer methods between modes of transport are
selected where appropriate

2.3 Procedures for the loading of cargo are organised in
accordance with good practice requirements

2.4 Established industry practice is followed in the
organisation of the loading of cargo

2.5 Employees, equipment and temporary storage areas (if
required) are allocated and supervised

2.6 Individuals are informed of work requirements, timelines
and relevant personal protective equipment

2.7 Work processes are monitored to ensure that resources,
both human and equipment, are maintained at productive
levels and within OHS requirements

3. Process documentation 3.1 All relevant documentation is consolidated and checked
for completion

3.2 Dangerous goods declaration is obtained from consignor
(if necessary)

3.3 Discrepancies in documentation are identified and action
undertaken in accordance with workplace procedures

3.4 Documents are filed/stored/forwarded in accordance with
workplace procedures
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 1

RANGE STATEMENT

General context • Work must be must be carried out in compliance with the
relevant codes of practice and regulations for the export
of cargo

• Work is performed under general supervision, with some
accountability and responsibility for self and others in
achieving the prescribed outcomes

• Work involves the application of routine freight forwarding
principles and procedures to organise cargo for export
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Worksite environment • Organisation of the cargo for export may include
movement of equipment, goods, materials and vehicular
traffic

• Customers may be internal or external
• Operations may be conducted by day or night
• Cargo to be exported may include dangerous, hazardous,

perishable, fragile, packaged goods or in liquid or solid
form

• Forms of documentation for the export of cargo may
include packing specifications and lists, manifests and
invoices

• Transport modes may include, air, sea or combinations
• Requirements for work may include:

• site restrictions and procedures
• use of safety and personal protection equipment
• communications equipment
• specialised lifting and/or handling equipment
• incident/accident breakdown procedures
• authorities and permits
• hours of operations
• noise restrictions
• additional gear and equipment

• Hazards may include:
• hazardous or dangerous materials
• contamination of, or from, materials being handled
• noise, light, energy sources
• stationary and moving machinery, parts or components
• dust/vapours
• spills, leakages, ruptures
• service lines

• Hazard management is consistent with the principle of
hierarchy of control with elimination, substitution, isolation
and engineering control measures being selected before
safe working practices and personal protective equipment

• Established industry practice when planning procedures
for the loading of cargo includes:
• available space is used efficiently
• goods are packed for ease of inspection and to meet

delivery and customer requirements
• goods are secured ensuring no damage to contents
• weight and volume of consolidated cargo conforms to

specifications
• dangerous goods are labelled in accordance with

Australian and International Dangerous Goods Codes
• dangerous goods are packaged and labelled in

accordance with their class and subsidiary risk
• Consultative processes may involve:

• other employees and supervisors
• suppliers, potential customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff
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• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Information/documentation may include:
• Australian and international codes of practice and

regulations relevant to export of cargo
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• operations manuals, job specifications and procedures
and induction documentation

• Safe Working Limits (SWL) and Working Load Limits
(WLL) of transport options

• workplace operating procedures and policies
• supplier and/or client instructions
• Australian and international standards, criteria and

certification requirements
• communications technology equipment, oral, aural or

signed communications
• quality assurance procedures
• emergency procedures
• relevant competency standards and training materials

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant codes and regulations for the export of cargo
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• relevant international and Australian State/Territory
road rules and transport regulations

• relevant Australian and international standards and
certification requirements

• international transport regulations, codes and
procedures

• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• assess requirements for loading cargo for export
• identify dangerous goods and explosives and ensure

compliance with dangerous goods and explosives
codes

• select appropriate materials handling methods and
equipment

• select appropriate equipment and work systems
• identify job and site hazards and organise work to

minimise risks
• determine and complete required documentation
• use appropriate communication strategies and

equipment
• maintain workplace records and documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job role or
function
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Required knowledge and
skills

• Knowledge of codes of practice and legislative
requirements including local and international regulations
relevant to the export of cargo

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• Relevant OHS and environmental procedures and
regulations

• Procedures followed in the organisation of the export of
cargo, including:
• interpretation of client requirements
• identification and evaluation of information needed to

organise the export of cargo
• calculation of weights, volumes and dimensions
• reviewing transport options and availability of carriers
• liaising with Australian and international contacts
• batching, dating and numbering procedures
• completion of consignment documentation

• Contacts and sources of information/documentation
needed when organising the export of cargo

• Customer service policies and procedures
• Ability to read and interpret instructions, procedures and

labels relevant to the export of cargo
• Ability to use relevant communications equipment when

organising the export of cargo

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to organise the export of cargo, and/or

• organise the export of cargo in an appropriate range of
operational transport and distribution contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• assessing requirements for loading cargo for export
• selecting appropriate materials handling methods and

equipment
• selecting appropriate equipment and work systems
• identifying job and site hazards and organising work to

minimise risks
• determining and completing required documentation
• using appropriate communication strategies and

equipment
• maintaining workplace records and documentation

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements

including local and international regulations pertaining
to the export of cargo

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods, explosives and hazardous substances

• OHS policies and procedures
• workplace procedures and instructions (including

security and housekeeping procedures)
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
identified problems in the exporting of cargo in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• by the Registered Training Organisation in a

workplace-simulated facility with relevant equipment,
simulated job orders, work instructions and
deadlines, and/or

• in an appropriate work situation
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TDTA3198B Consolidate freight
Unit Descriptor This unit involves the skills and knowledge required to consolidate

freight including assessing the scope to consolidate freight, combining
or consolidating multiple shipments of products into higher volume
shipments, and the related preparation of consignment documentation.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Assess scope to
consolidate freight

1.1 Capacity and capability of different transport modes
available to the organisation are assessed against
proposed task

1.2 Individual consignment loads are evaluated to identify
relevant information needed to combine or consolidate
freight

1.3 Information is analysed to determine where opportunities
for freight consolidation exist

1.4 Packaging requirements for consolidated cargo conform to
regulatory requirements

1.5 Procedures for the loading of cargo are planned in
accordance with established industry practice and
Australian Dangerous Goods (ADG) Code

1.6 Volumes and dimensions of proposed consolidation are
calculated

1.7 Proposed consolidation is matched against operational
capacity and capability of carrier

2. Prepare consignment
documentation

2.1 Consignment documentation is prepared for consolidated
cargo

2.2 Labelling and marking requirements of cargo are
documented in accordance with domestic and
international regulations, ADG Code and workplace
requirements

2.3 Consignment documentation is completed and filed/stored
in accordance with workplace procedures including
dangerous goods declaration, where applicable

2.4 Freight is consolidated taking into account segregation
requirements for dangerous goods, if applicable

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be must be carried out in compliance with the
relevant codes of practice and regulations for the carriage
of freight

• Work is performed under general supervision, with some
accountability and responsibility for self and others in
achieving the prescribed outcomes

• Work involves the application of routine principles and
procedures to efficiently and effectively combine and
consolidate freight prior to shipment

Worksite environment • Consolidation of freight may include mixed products from
multiple areas for shipment to a single customer, as well
as the consolidation of smaller shipments

• Requirements for work may include:
• freight forwarding protocols and procedures
• communications equipment
• workplace operations
• authorities and permits
• hours of operation
• relevant regulations

• Information needed to facilitate the consolidation of freight
may include:
• type, capacity and compatibility of cargo
• agreed delivery times and routing schedules
• pick-up and drop-off points
• specified carrier/mode of transport
• agreed cost structure

• Established industry practice when planning procedures
for the loading of cargo includes:
• available space is used efficiently
• goods are packed for ease of inspection and to meet

delivery and customer requirements
• goods are secured ensuring no damage to contents
• weight and volume of consolidated cargo conforms to

specifications
• Consultative processes may involve:

• other employees and supervisors
• international and domestic agents, suppliers, clients
• relevant authorities and institutions
• management
• OHS specialists
• other professional or technical staff

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documentation may include:
• Australian and international codes of practice and

regulations relevant to consolidation of freight
• operations manuals, job specifications and procedures

and induction documentation
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• competency standards and training materials
• manufacturer's/client specifications, instructions
• workplace operating procedures and policies
• supplier and/or client instructions
• Australian and international standards, criteria and

certification requirements
• communications technology equipment, oral, aural or

signed communications
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant regulations for the import and export of cargo
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• Australian and international standards and certification
requirements

• international transport regulations, codes and
procedures

• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• assess the potential of individual shipments for freight

consolidation
• plan for the consolidation of cargo including

procedures and protocols for forwarding various cargo
to different destinations

• plan for the loading and appropriate labelling and
marking of cargo

• implement relevant export regulations to consolidated
load

• maintain workplace and regulatory records and
documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job role or
function in the transport and distribution industry

Required knowledge and
skills

• Knowledge of relevant codes of practice and legislative
requirements including local and international freight
regulations

• Relevant OHS and environmental procedures and
regulations

• Procedures followed in the consolidation of freight,
including:
• calculation of volumes and dimensions
• identification and evaluation of information needed to

facilitate the consolidation of freight
• planning for the loading of freight
• completion of consignment documentation

• Sources of information/documentation needed when
consolidating freight

• Customer service policies and procedures
• Ability to read and interpret instructions, procedures and

labels relevant to the consolidation of freight

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to consolidated freight, and/or

• consolidate freight in an appropriate range of
operational transport and distribution contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• assessing the potential of individual shipments for

freight consolidate
• planning for the consolidation of cargo including

procedures and protocols for forwarding various cargo
to different destinations

• planning for the loading and appropriate labelling and
marking of cargo

• implementing relevant export regulations to
consolidated load

• completing workplace and regulatory records and
documentation

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements

including local and international freight regulations and
codes for dangerous goods and hazardous substances

• OHS policies and procedures
• issue resolution procedures
• workplace procedures and instructions (including

security and housekeeping procedures)
• standards and guidelines regarding the safe use of

equipment and resources
• environmental protection procedures when driving a

vehicle and carrying out pre-operational checks
• Action is taken promptly to report and/or rectify any

identified freight consolidation problems in accordance
with relevant regulations and procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
goods or equipment

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• by the Registered Training Organisation in a

workplace-simulated facility with relevant equipment,
simulated job orders, work instructions and
deadlines, and/or

• in an appropriate work situation
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TDTA3298B Organise transport of freight or goods
Unit Descriptor This unit involves the skills and knowledge required to organise the

transport of freight or goods, including planning the transport
operations, organising the transport of the freight, completing the
required documentation and finalising the organisational process.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Plan transport operations 1.1 Knowledge of product to be freighted and workplace
procedures are applied to the analysis of the
transportation process

1.2 Domestic and international regulations, codes and
procedures for the transport of freight are identified

1.3 Resources including manual handling equipment,
employees competencies, storage areas, goods
management equipment and transportation equipment are
identified to match the task

1.4 Work processes are planned to meet agreed timelines
1.5 Types of transportation required for the freight or goods is

identified to match customer requirements, freight type
and delivery time

1.6 Multiple transport modes are identified where applicable
1.7 Goods transfer methods between modes of transport are

selected where appropriate

2. Organise the transport of
freight

2.1 Employees, equipment and temporary storage areas (if
required) are allocated and supervised

2.2 Freight is secured ensuring no damage to contents
2.3 Handling methods suitable to the goods and transport

method are selected
2.4 Individuals are informed of work requirements and

timelines
2.5 Work processes are monitored to ensure that resources,

both human and equipment, are maintained at productive
levels and according to workplace and OHS requirements

2.6 Discrepancies in freight are noted and action undertaken
in accordance with workplace procedures

3. Complete organisational
process

3.1 Monitoring processes to track the movement of freight are
implemented

3.2 Reporting requirements are communicated to appropriate
personnel

3.3 Workplace documents and records are checked for
completion and filed/stored in accordance with workplace
procedures
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 3

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
codes of practice and regulations for the transport of
freight or goods

• Work is performed under general supervision, with some
accountability and responsibility for self and others in
achieving the prescribed outcomes

• Work involves the application of routine principles and
procedures to organise the transport of freight or goods
prior to shipment
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Worksite environment • Organisation of the transport of freight/goods may include
movement of equipment, goods, materials and vehicular
traffic

• Customers may be internal or external
• Operations may be conducted by day or night
• Freight/goods to be transported may include dangerous,

hazardous, perishable, fragile, packaged goods or in
liquid or solid form

• Storage areas may be existing, temporary or permanent
• Transport modes may include road, air, rail, sea or

combinations
• Information needed to facilitate the organisation of the

transport of freight/goods may include:
• type, capacity and compatibility of freight/goods
• agreed delivery times and routing schedules
• pick-up and drop-off points
• specified mode of transport
• agreed cost structure

• Requirements for work may include:
• site restrictions and procedures
• use of safety and personal protection equipment
• communications equipment
• specialised lifting and/or handling equipment
• incident/accident breakdown procedures
• authorities and permits
• hours of operations
• noise restrictions
• additional gear and equipment
• Australian standards and guidelines for manual

handling
• Hazards may include:

• hazardous or dangerous materials
• contamination of, or from, materials being handled
• noise, light, energy sources
• stationary and moving machinery, parts or components
• dust/vapours
• spills, leakages, ruptures
• service lines

• Consultative processes may involve:
• other employees and supervisors
• suppliers, potential customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documents may include:
• Australian and international codes of practice and

regulations relevant to the transport of freight
• operations manuals, job specifications and procedures

and induction documentation
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• competency standards and training materials
• manufacturer's/client specifications, instructions
• workplace operating procedures and policies
• supplier and/or client instructions
• Australian and International standards, criteria and

certification requirements
• communications technology equipment, oral, aural or

signed communications
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant regulations for the import and export of cargo
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• Australian and international standards and certification
requirements

• international transport regulations, codes and
procedures

• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• assess storage and transport requirements and

availability for the goods to be transported
• estimate weight and dimensions of load and any

special requirements
• select appropriate equipment and work systems
• identify job and site hazards and plan work to minimise

risks
• determine (any) required permits
• locate, interpret and apply relevant information
• maintain workplace records and documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job role or
function in the transport and distribution industry
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Required knowledge and
skills

• Knowledge of relevant codes of practice and legislative
requirements

• Relevant OHS and environmental procedures and
regulations

• Procedures followed in the organisation of the transport of
freight/goods, including:
• calculation/estimation of weight, volumes and

dimensions
• identification and evaluation of information needed to

facilitate the transport of freight
• assessing storage and transport requirements and

options
• selecting transport/storage equipment and systems
• organising any required permits
• coordinating the transfer and storage of goods

including multi-modal transport
• completion of transport documentation

• Sources of information/documentation needed when
organising the transport of freight and goods

• Customer service policies and procedures
• Ability to read and interpret instructions, procedures and

labels relevant to the organisation of the transport of
freight/goods

• Ability to plan own work including prioritisation of work
activities, predicting consequences and identifying
improvements

• Ability to effectively negotiate to resolve issues and
problems

• Ability to establish effective working relationships with
colleagues and clients

• Ability to modify activities (within scope of authority) to
cater for variations in workplace contexts and
environment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to organise the transport of freight/goods,
and/or

• organise the transport of freight/goods in an
appropriate range of operational transport and
distribution contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• assessing storage and transport requirements and

availability for the goods to be transported
• estimating weight and dimensions of load and any

special requirements
• selecting appropriate equipment and work systems
• identifying job and site hazards and planning work to

minimise risks
• determining (any) required permits
• locating, interpreting and applying relevant information
• maintaining workplace records and documentation

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements
• OHS policies and procedures
• workplace procedures and instructions (including

security and housekeeping procedures)
• issue resolution procedures
• standards and guidelines relating to the safe use of

vehicles, machinery and equipment
• quality assurance procedures (where existing)
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
identified problems in the transport of freight/goods in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
goods or equipment

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• by the Registered Training Organisation in a

workplace-simulated facility with relevant equipment,
simulated job orders, work instructions and
deadlines, and/or

• in an appropriate work situation
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TDTA3398B Organise international transport of freight
Unit Descriptor This unit involves the skills and knowledge required to organise the

international transport of freight, including confirming customer
requirements, organising freight arrangements and communicating with
shipping agents and authorities.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Confirm customer
requirements

1.1 Customer requirements for the movement of cargo in
terms of the nature of goods, the countries of origin and
destination, the timescales for collection and delivery and
the estimated budget for the transaction are confirmed

1.2 Customer priorities for the shipment are confirmed
1.3 Decisions on possible routes, taking into account known

variables, are undertaken

2. Organise freight
arrangements

2.1 International regulations, codes of practice for the
transport of freight are confirmed

2.2 Work processes are planned to meet agreed timelines
2.3 Transport modes (including multi-modal options) are

matched to customer requirements, freight type and
delivery times

2.4 Availability of selected carrier(s) is checked including
modes of transport, scheduled departure dates and times,
transfer times and costs for each stage of shipment

2.5 Arrangements are made to consolidate freight, where
appropriate

2.6 Freight carrier(s) booking(s) are confirmed
2.7 Transport of freight to selected international carrier is

organised

3. Communicate with
shipping agents and
authorities

3.1 Freight documentation is checked for accuracy and
forwarded as appropriate to shipping agents and
authorities

3.2 Confirmation of despatch of freight from international
carrier is obtained

3.3 Arrival of cargo at port of entry is confirmed
3.4 Acceptance of freight documentation is confirmed
3.5 Payments are authorised
3.6 Cargo is on-forwarded from point of entry, where required
3.7 Customer is advised that freight has been forwarded to

point of destination
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
codes of practice and regulations for the international
transport of freight

• Work is performed under general supervision, with some
accountability and responsibility for self and others in
achieving the prescribed outcomes

• Work involves the application of routine principles and
procedures to organise the international transport of
freight
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Worksite environment • Organisational activities may cover movement of
equipment, goods, materials and various forms of freight
transport

• Requirements for work may include:
• freight forwarding protocols and procedures
• communications equipment
• workplace operations
• authorities and permits
• hours of operation
• relevant regulations

• Information needed to organise the international transport
of freight may include:
• type, capacity and compatibility of cargo
• agreed delivery times and routing schedules
• pick-up and drop-off points
• specified carrier/mode of transport
• agreed cost structure

• Forms of transport may include:
• road
• rail
• sea
• air
• local courier

• Consultative processes may involve:
• international and domestic agents, suppliers and

clients
• relevant authorities and institutions
• other employees and supervisors
• management
• OHS specialists
• other professional or technical staff

• Communications systems may involve:
• telephone
• fax
• email
• electronic data transfer of information
• mail

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Documentation/records may include:
• Australian and international codes of practice and

regulations relevant to the international transport of
freight

• operations manuals, job specifications and procedures
and induction documentation

• Safe Working Limits (SWL) and Working Load Limits
(WLL) of transport options

• workplace operating procedures and policies
• supplier and/or client instructions
• Australian and International standards, criteria and

certification requirements
• communications technology equipment, oral, aural or

signed communications
• quality assurance procedures
• emergency procedures
• relevant competency standards and training materials

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• regulations and codes of practice for the international

transport of freight
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• relevant regulations for the import and export of cargo
• Australian and international standards and certification

requirements
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• assess transport requirements, options and availability

of carriers
• estimate weight and dimensions of load and any

special requirements
• liaise with shipping agents and authorities using

appropriate technology
• communicate effectively in writing and respond to

telephone and verbal inquiries
• identify and plan work to minimise risks
• determine (any) required permits
• locate, interpret and apply relevant information
• maintain workplace records and documentation
• communicate effectively with customer

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job role or
function in the transport and distribution industry

Required knowledge and
skills

• Knowledge of relevant codes of practice and legislative
requirements including local and international freight
regulations

• Relevant OHS and environmental procedures and
regulations

• Procedures followed in the organisation of the
international transport of freight, including:
• interpretation of client requirements
• identification and evaluation of information needed to

organise the international transport of freight
• calculation of volumes and dimensions
• reviewing transport options and availability of carriers
• liaising with Australian and international contacts using

appropriate technology
• completion of consignment documentation

• Contacts and sources of information/documentation
needed when organising the international transport of
freight

• Customer service policies and procedures
• Ability to read and interpret instructions, procedures and

labels relevant to the international transport of freight
• Ability to use relevant communications equipment when

organising the international transport of freight
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to organise the international transport of
freight, and/or

• organise the international transport of freight in an
appropriate range of operational transport and
distribution contexts involving relevant equipment, job
orders, work instructions and deadlines

Consistency in
performance

• Applies underpinning knowledge and skills when:
• assessing transport requirements, options and

availability of carriers
• estimating weight and dimensions of load and any

special requirements
• liaising with shipping agents and authorities using

appropriate technology
• communicating effectively in writing and responding to

telephone and verbal inquiries
• identifying and planning work to minimise risks
• determining required permits
• locating, interpreting and applying relevant information
• maintaining workplace records and documentation
• communicating effectively with customer

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements

including local and international freight regulations
• OHS policies and procedures
• workplace procedures and instructions (including

security and housekeeping procedures)
• issue resolution procedures
• standards and guidelines relating to the safe use of

vehicles, machinery and equipment
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
identified international freight transport problems in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• by the Registered Training Organisation in a

workplace-simulated facility with relevant equipment,
simulated job orders, work instructions and
deadlines, and/or

• in an appropriate work situation
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TDTA597B Check and evaluate records and
documentation

Unit Descriptor This unit involves the skills and knowledge required to check and
evaluate records and documentation in accordance with regulatory and
workplace requirements including checking documentation and
analysing and evaluating records.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Check documentation 1.1 Documentation is checked to ensure its compliance with
regulatory and workplace requirements

1.2 Documentation is checked on a regular basis, and the
personnel responsible for documentation are advised of
deadlines

1.3 Use of systems for the maintenance of records complies
with regulatory and workplace requirements

2. Analyse and evaluate
records

2.1 Records are analysed to identify unexpected deviations
from plans or possible future problems with plant and
equipment

2.2 Advice is provided to appropriate personnel when
problems are identified

2.3 Security of records and documentation is maintained at all
times with access being granted to authorised personnel
in accordance with workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
standards, regulations and workplace requirements
concerning the documentation requirements for the local
and international transport of cargo and containers

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to the checking and
evaluation of documentation for the local and international
transport of cargo and containers as part of work activities
in the stevedoring, transport, distribution and allied
industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments
• office environments

• Cargo/freight may include goods with specialist
requirements, including temperature controlled goods and
dangerous goods

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods, materials and

vehicular traffic
• Personnel in work area may include:

• workplace personnel
• site visitors
• contractors
• official representatives

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• protective clothing
• high visibility clothing

• Communication in the work area may include:
• phone
• fax
• email
• electronic data transfer (EDI)
• RF systems
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, bar codes, and container identification/serial

number
• Australian and international codes of practice and

regulations relevant to the documentation requirements
for the local and/or international transport of cargo and
containers

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant standards, codes and regulations relevant to

the documentation requirements for the local and
international transport of cargo and containers

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant Australian standards and certification

requirements
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• check cargo/container transport documentation
• analyse and evaluate records
• 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 and documentation to

workplace standards
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

• check documentation and work within deadlines

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian and international standards, codes and
regulations relevant to the documentation requirements
for the local and international transport of cargo and
containers including the Australian and International
Dangerous Goods Codes

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for checking and
evaluating documentation for the local and/or
international transport of cargo and containers

• Focus of operation of work systems, equipment,
management and site operating systems for checking and
evaluating cargo/container transport documentation

• Problems that may occur when checking and evaluating
documentation and appropriate action that can be taken
to resolve the problems

• Types of cargo, containers and transport modes and the
documentation requirements for each

• Site layout, loading/unloading plans and sequence sheets
• The marking and numbering systems for cargo
• Relevant bond, quarantine or other legislative

requirements
• Ability to:

• identify, select and use relevant equipment, processes
and procedures when checking and evaluating
documentation for the local and/or international
transport of cargo and containers

• modify activities depending on differing workplace
contexts, risk situations and environments

• read and interpret instructions, procedures and labels
relevant to checking and evaluating transport
documentation

• identify cargo, container and goods, coding, ADG /
IMDG markings and where applicable emergency
information panels

• use lashing and protection equipment
• receive, acknowledge and send messages with

available communications equipment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to check
and evaluate cargo/container transport records and
documentation, and/or

• check and evaluate cargo/container transport records
and documentation in an appropriate range of
operational workplace situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• checking cargo/container transport documentation
• analysing and evaluating records
• locating, interpreting and applying relevant information
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• maintaining workplace records and documentation to

workplace standards
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• checking documentation and working within deadlines
• Shows evidence of application of relevant workplace

procedures including:
• relevant standards, codes of practice and legislative

requirements
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• workplace procedures and instructions (including
security and housekeeping procedures)

• OHS policies and procedures
• issue resolution procedures
• obtaining assistance from other team members when

required
• relevant guidelines relating to the safe use of

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
difficulties in checking and evaluating cargo/container
transport records and documentation in accordance with
regulatory requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA897B Transfer cargo
Unit Descriptor This unit involves the skills and knowledge required to transfer cargo in

accordance with workplace requirements including preparing for the
transfer of the load, safely transferring the cargo using appropriate
lifting equipment, finalising the transfer, and completing all required
documentation.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Prepare for load transfer 1.1 Load characteristics are identified to determine any
special handling or equipment requirements

1.2 Location of load in yard and following transfer method is
determined

1.3 Pathway for load transfer is established consistent with
workplace procedures noting obstacles and any particular
safety precautions

1.4 Working area is prepared in accordance with the national
standards, safety codes, and site operating procedures

1.5 Personal protection equipment and other safety
equipment is assembled

1.6 The Safe Working Load (SWL) or Working Load Limit
(WLL) is calculated using formulae for the particular type
of lifting equipment

1.7 Lifting equipment is checked to determine safe working
order for the transfer

1.8 Unsafe equipment is reported to appropriate personnel

2. Transfer cargo 2.1 Cargo is steadied and secured using appropriate devices
2.2 Load is lifted and shifted safely following national

standards, safety codes and site operating procedures
2.3 Load is transferred and set down ensuring no injury to

personnel or damage to machinery or cargo

3. Complete transfer 3.1 Securing arrangements are released from load ensuring
no injury to personnel or damage to machinery or cargo

3.2 Relevant documentation is completed including reporting
of damaged cargo in accordance with workplace reporting
requirements

3.3 Equipment is returned to store and work area returned to
normal working condition
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
transfer of cargo/freight

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements when transferring cargo as
part of work activities in the stevedoring, transport,
distribution and allied industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Cargo/freight may include goods with specialist
requirements, including temperature controlled goods and
dangerous goods

• Equipment may include appropriate load shifting
equipment normally in use at a terminal or wharf (but
does not include gantry equipment, boom cranes, dozers
or specialised load shifting equipment which are covered
by separate competency units)

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods, materials and

vehicular traffic
• Personal protection equipment may include:

• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• protective clothing
• high visibility clothing

• Communication in the work area may include:
• phone
• fax
• email
• electronic data transfer (EDI)
• RF systems
• radio
• oral, aural or signed communications

• Personnel in work area may include:
• workplace personnel
• site visitors
• contractors
• official representatives

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTA897B Transfer cargo

Volume 2 of 4, Imported Unit 18 of 57 Page 264 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Sources of
information/documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, bar codes, and container identification/serial

number
• Australian and international codes of practice and

regulations relevant to the transfer of cargo
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the transfer of

cargo/freight
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• interpret shipping and goods movement documentation
• use onsite computer and available software
• prepare for load transfer
• safely transfer cargo using appropriate equipment
• complete transfer
• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian and international codes and regulations
relevant to the transfer of cargo/freight including the
Australian and International Dangerous Goods Codes

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the transfer of
cargo/freight

• Focus of operation of work systems, equipment,
management and site operating systems for the transfer
of cargo/freight

• Problems that may occur when transferring cargo/freight
and appropriate action that can be taken to resolve the
problems

• Relevant handling and safety codes
• Types of equipment used to transfer loads in

terminals/wharves, their applications and procedures and
precautions for their use

• Requirements for Safe Working Load (SWL) and Working
Load Limit (WLL) of load shifting equipment

• The marking and numbering systems for cargo
• Relevant bond, quarantine or other legislative

requirements
• Ability to:

• identify, select and use relevant equipment, processes
and procedures when transferring cargo/freight

• modify activities depending on differing workplace
contexts, risk situations and environments

• read and interpret instructions, procedures and labels
relevant to the transfer of cargo/freight

• identify cargo, container and goods, coding, ADG /
IMDG markings and where applicable emergency
information panels

• estimate the size, shape and special requirements of
loads

• receive, acknowledge and send messages with
communications equipment whilst operating other
equipment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to transfer
cargo/freight, and/or

• transfer cargo/freight in an appropriate range of
operational workplace situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• interpreting shipping and goods movement

documentation
• using onsite computer and available software
• preparing for load transfer
• safely transferring cargo using appropriate equipment
• completing transfer
• locating, interpreting and applying relevant information
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• maintaining workplace records
• following the designated work plan for the job

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements

pertaining to the transfer of cargo
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• workplace procedures and instructions (including
security and housekeeping procedures)

• OHS policies and procedures
• issue resolution procedures
• obtaining assistance from other team members when

required
• relevant guidelines relating to the safe use of

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report any accidents, incidents
or difficulties when transferring cargo in accordance with
regulatory requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTA997B Complete and check import/export
documentation

Unit Descriptor This unit involves the skills and knowledge required to complete import
and export documentation including identifying procedures required for
documentation for import/export of goods and completing
documentation to meet regulatory and workplace requirements.

Unit Sector Handling Cargo/Stock

ELEMENT PERFORMANCE CRITERIA

1. Identify procedures
required for
documentation for
import/export of goods

• Documents required for goods are identified
• Content requirements for each section of the

documentation are applied
• Requirements for permits are identified and implications

noted
• Procedures for obtaining clearances including Export

Clearance Numbers (ECN) are identified and followed
• Letters of credit are identified and implications of each

noted

2. Complete and check
documentation to meet
regulatory and workplace
requirements

• Workplace procedures for authorisations are followed
• Data entry for documents are completed
• Entries are checked to ensure they meet customs and

workplace requirements
• Letters of credit are checked to ensure they meet

commercial, transport and overseas requirements
• Dangerous goods documentation is checked in

accordance with regulatory requirements and workplace
procedures

• g. Workplace records are completed and filed to
workplace requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 3

Using mathematical ideas and techniques 3

Solving problems 3

Using technology 3
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
standards, regulations and workplace requirements
concerning the completion and checking of import/export
documentation

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to the completion/checking
of import/export documentation as part of work activities
in the warehousing, distribution and/or storage industries

Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Cargo may include goods with specialist requirements,
including temperature controlled goods and dangerous
goods

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of
information/documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes, and container
identification/serial number

• Australian and international codes of practice and
regulations relevant to import/export of cargo

• Australian and international standards, regulations and
codes of practice for the handling and transport of
dangerous goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant standards, codes and regulations for the

import/export of cargo
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant Australian standards and certification

requirements
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify procedures required for documentation for

import/export of goods
• complete and check documentation and records to

meet regulatory and enterprise requirements
• provide customer/client service and work effectively

with others
• convey information in written and oral form
• locate, interpret and apply relevant information
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

• prepare documentation using letters of credit and to
meet workplace and customer's/transport
organisation's requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Australian and international standards, codes and
regulations relevant to the import and export of
cargo/freight

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the completion of
import/export documentation

• Focus of operation of work systems, equipment,
management and site operating systems for obtaining
customs clearances

• Problems that may occur when completing import/export
documentation and appropriate action that can be taken
to resolve the problems

• Documentation requirements for the import/export of
cargo/freight

• Ability to select and use relevant
communications/computing/office equipment when
completing import/export documentation

• Ability to modify activities depending on differing
workplace contexts, risk situations and environments

• Ability to read and comprehend simple statements in
English

• Ability to read and interpret instructions, procedures and
labels relevant to the import/export of cargo/freight
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to complete
import/export documentation, and/or

• complete import/export documentation in an
appropriate range of operational situations

Consistency in
performance

• Applies underpinning knowledge and skills when
• identifying required procedures
• completing and checking required documentation and

records
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• locating, interpreting and applying relevant information
• preparing documentation using letters of credit and to

meet workplace and customer's/transport
organisation's requirements

• Shows evidence of application of relevant workplace
procedures including:
• relevant standards, codes of practice and legislative

requirements including local and international
regulations pertaining to the import/export of cargo

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods, explosives and hazardous substances

• workplace procedures and instructions (including
security and housekeeping procedures)

• OHS policies and procedures
• issue resolution procedures
• obtaining assistance from other team members when

required
• relevant guidelines relating to the safe use of

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
potential difficulties in safely shifting a load in accordance
with OHS requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTB197B Check and assess operational capabilities of
equipment

Unit Descriptor This unit involves the skills and knowledge required to check and
assess the operational capabilities of equipment in accordance with
workplace requirements, including inspecting equipment and work area,
checking the operational capability of equipment and its safety devices,
identifying and assessing the impact of faults on safety and work
requirements, and recording and reporting the results of inspection and
testing in accordance with workplace procedures and relevant
regulatory requirements.

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Inspect equipment and
work area

1.1 Equipment is inspected prior to start-up in accordance
with workplace pre-operational functional safety check
procedures and manufacturer's specifications

1.2 Aspects of equipment/work area found to be outside
manufacturer's and/or workplace specifications are
reported to designated persons for appropriate action

2. Check equipment
operational capability

2.1 Equipment and components are tested after start-up in
accordance with manufacturer's specifications and
workplace procedures

2.2 Warning systems are all checked for operational
effectiveness

3. Identify and assess impact
of faults on work
requirements

3.1 Faults are identified and assessment made of the potential
effect on the operation of the equipment for the required
work

3.2 Faults that may affect the safe operation of the equipment
are reported to the appropriate personnel for rectification

4. Record and report results
of inspection and testing

4.1 The results of the inspection and testing are accurately
reported in accordance with regulatory requirements,
workplace policy and industry guidelines

4.2 Records are clear, unambiguous and concisely kept in
accordance with workplace policy

4.3 Clear reference is made to any items which may affect the
future safety of the equipment
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in accordance with
codes/regulations and workplace requirements relevant to
the checking and assessment of the operational capability
of equipment

• Safety checks and equipment tests are performed under
limited supervision

• Work involves the application of regulatory requirements
and workplace procedures to the checking and
assessment of the operational capability of equipment in
the stevedoring, transport, warehousing, distribution
and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Purpose of equipment checking and inspection is to
ensure it is free from damage, leaks and obstructions that
may prejudice safety or limit operational capability

• Safety and operational capability checks may be
performed on a range of equipment used in the
stevedoring, transport, warehousing, distribution and/or
storage industries

• Visual checks may include but are not limited to:
• pressure over/under specification
• fluid leaks
• temperature over/under specifications
• cracks, surface or structural faults or other damage
• tightness of bolts, fixtures and fittings within

specifications
• Records/results of pre-operation tests may include:

• details of faulty equipment or specific components
• action taken
• results of testing
• details of repair and maintenance work to be

undertaken
• Operational checks may be performed by

operating/checking the functionality of various pieces of
safety and component equipment (where applicable)

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials
• a fire or explosion
• faulty equipment/tools

• Consultative processes may involve:
• workplace personnel
• supervisors and managers
• equipment manufacturers
• site visitors
• contractors
• official representatives

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
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• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

• Communication in the work area may include:
• phone
• fax
• e-mail
• Internet
• RF communications
• barcode readers
• oral, aural or signed communications

Sources of information/
documents

• Information/documents may include:
• workplace procedures and policies for the checking

and assessment of the equipment concerned
• manufacturer's specifications for equipment/tools
• equipment identification labels, barcodes and serial

numbers
• supplier and/or client instructions
• relevant OHS requirements and policies
• relevant Australian standards and certification

requirements
• material safety data sheets where applicable
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• relevant legislation, regulations and related

documentation including the ADG Code
• award, enterprise bargaining agreement and other

industrial arrangements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant standards, codes and regulations pertaining to

the checking and operation of the equipment
concerned

• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• licence, patent or copyright arrangements
• export/import/quarantine/bond requirements
• relevant Australian standards and certification

requirements
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action legislation

• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• locate, interpret and apply information relevant to the

checking and assessing of the operational capability of
equipment

• conduct visual checks of safety and operational
components of equipment

• check equipment by operating it over its range of
functions

• explain and report the implications on safe and
effective work of defects found during visual and
operational checks

• record results of pre-operation tests in accordance with
workplace procedures

• select and use appropriate workplace colloquial and
technical language and communication technologies in
the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Regulations and standards relevant to the checking and
assessing of the operational capability of equipment,
including, where relevant, the ADG Code and relevant
bond, quarantine or other legislative requirements

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the checking and
assessing of the operational capability of equipment

• Focus of operation of work systems, equipment,
management and site operating systems for the checking
and assessing of the operational capability of equipment

• The characteristics, capabilities and limitations of the
equipment

• Tools and equipment used during the checking and
assessing of the operational capability of equipment and
the precautions and procedures that should be followed in
their use

• Problems that may occur when checking and assessing
the operational capability of equipment and appropriate
action that can be taken to resolve the problems

• Operational safety requirements for the equipment
concerned

• Documentation and record requirements
• Housekeeping standards procedures required in the

workplace
• Site layout and obstacles
• Ability to select and use relevant equipment and

communications technology when checking and
assessing the operational capability of equipment

• Ability to modify activities depending on differing
workplace contexts, risk situations and environments

• Ability to read and comprehend simple statements in
English

• Ability to read and interpret instructions, procedures and
labels relevant to the checking and assessing of the
operational capability of equipment

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to check
and assess the operational capability of equipment,
and/or

• check and assess the operational capability of
equipment in an appropriate range of equipment and
operational situations
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Consistency in
performance

• Applies knowledge and skills when:
• locating, interpreting and applying information relevant

to the checking and assessment of the operational
capability of equipment

• conducting visual checks of safety and operational
components of equipment

• checking equipment by operating it over its range of
functions

• explaining and reporting the implications on safe and
effective work of defects found during visual and
operational checks

• recording results of pre-operation tests
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and regulations
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions

concerning the checking and assessment of equipment
(including housekeeping and security procedures)

• manufacturer's instructions for the checking and use of
equipment

• procedures for the use of relevant personal protection
equipment

• customer service and quality assurance procedures
and policies

• environmental protection procedures
• Action is taken promptly to report any accidents, incidents

or difficulties when checking and assessing the
operational capability of equipment in accordance with
OHS and regulatory requirements and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTB2401A Clean transportation units and facilities for
passenger use

Unit Descriptor This unit involves the skills and knowledge required to clean
transportation units and facilities for passenger use in accordance with
workplace and regulatory requirements, including identifying and
preparing for cleaning; cleaning the facility or unit; identifying any minor
maintenance requirements of transportation units and facilities; and
completing all work requirements.

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Identify and prepare for
cleaning

1.1 Transportation units and facilities are inspected for
hygiene and cleanliness on an on-going basis

1.2 Customer complaints regarding lack of hygiene and
cleanliness within transport units and facilities are
investigated

1.3 Transport units or areas requiring cleaning and the nature
of the material to be cleaned is identified to determine
appropriate response

1.4 Cleaning procedures are identified and cleaning materials
and equipment are organised in accordance with
workplace procedures

1.5 Areas that require cleaning that breach OHS regulations
or workplace standards are cordoned off to prevent
access by staff and customers

2. Clean facility or unit 2.1 Transportation units and facilities are cleaned or detailed
to workplace standards

2.2 Cleaning equipment is operated in accordance with OHS
regulations, codes of practice, and workplace procedures

2.3 Chemicals are used in accordance with OHS legislation,
codes of practice, policies and procedures

2.4 Hazardous and general waste is removed in accordance
with OHS regulations, codes of practice and workplace
procedures

3. Identify minor
maintenance
requirements of
transportation units and
facilities

3.1 Transport units and facilities are inspected to identify
maintenance requirements

3.2 Minor maintenance of the transport units and facilities is
conducted in accordance with the workplace policies and
procedures

3.3 Minor maintenance actions are reported in accordance
with workplace procedures

3.4 Further maintenance requirements of transport units or
facilities are reported in accordance with workplace
procedures
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4. Complete the work 4.1 Cordoned off area is re-opened for use when safe for
customer access

4.2 Transportation units/facilities cleanliness and appearance
is verified prior to the unit being released for service

4.3 Stocks of cleaning equipment are monitored and
replenished as required

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in accordance with
codes/regulations and workplace requirements relevant to
the cleaning of transportation units and facilities for
passenger use

• Work is performed under some supervision, generally
within a team environment

• Work involves the application of regulatory requirements
and workplace procedures to the cleaning of
transportation units and facilities for passenger use as
part of work activities in the transport and allied industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Transportation units may include rail carriages, buses,
coaches, ferries and other transport units

• Cleaning equipment may include:
• vacuum cleaner
• steam cleaners
• mop and bucket
• polisher
• broom
• hose
• shampoo unit
• hovel
• specialised cleaning unit
• remote controlled cleaning unit
• special containers for syringes

• Reporting may include:
• verbal communication
• written communication

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances

• Facilities could include:
• hard floor (internal)
• soft floor
• ceiling surfaces and fittings
• external surfaces
• hard floor (external)
• glass surfaces
• internal surfaces
• furniture and fittings
• seats
• hard surfaces (e.g. metal, tiled)

• Transportation units may include passenger
vehicles/carriages/vessels owned leased or hired for
which the organisation is responsible for cleaning

• Facilities may include any premises owned, leased or
hired and used by the transport system's internal and
external customers

• Chemicals include all types of active and passive
materials/agents used for cleaning within the
organisation's transportation units and facilities

• Hazardous waste includes all
materials/agents/items/objects that are identified under
the relevant acts, regulations or codes

• Equipment used to cordon off areas may include:
• portable barriers
• gate closure
• witches hats
• designated tape

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
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• high visibility clothing
• Consultative processes may involve other workplace

personnel, supervisors and managers
• Communication in the work area may include:

• phone
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Information/documents may include:
• workplace procedures and policies for the cleaning of

transportation units and facilities for passenger use
• work instructions. inspection reports, works orders, job

description, and induction materials
• manufacturer's specifications for equipment/materials
• relevant OHS and environmental protection

requirements and policies
• relevant codes of practice including the National

Standards for Manual Handling, the Industry Safety
Code and the ADG Code

• relevant health and hygiene legislation, regulations and
related documentation

• award, enterprise bargaining agreement and other
industrial arrangements

• customer service and quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations pertaining to the

cleaning of transportation units and facilities for
passenger use, including health and hygiene
regulations and the ADG Code

• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action legislation

• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify facility or unit and prepare for cleaning
• clean facility or unit
• identify and fulfill minor maintenance requirements of

transportation units and facilities
• select and appropriately use protective clothing and

equipment
• locate, interpret and apply relevant information
• work effectively with others
• maintain workplace records
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Regulations relevant to the cleaning of transportation
units and facilities for passenger use, including, where
relevant, the ADG Code and relevant health and hygiene
requirements

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the cleaning of
transportation units and facilities for passenger use,
including the discharging of waste and the charging of
water containers

• Focus of operation of work systems, equipment,
management and site operating systems for the cleaning
of transportation units and facilities for passenger use

• Equipment, chemicals and materials used during the
cleaning of transportation units and facilities for
passenger use, and the precautions and procedures that
should be followed in their use

• Problems that may occur when cleaning transportation
units and facilities and appropriate action that can be
taken to resolve the problems

• Documentation and record requirements
• Communication requirements when providing cleaning

transportation units and facilities, including radio
operation

• Housekeeping standards procedures required in the
workplace

• Site layout
• Ability to:

• select and safely use relevant equipment and materials
when cleaning transportation units and facilities

• modify activities depending on differing workplace
contexts, risk situations and environments

• select, mix and apply appropriate cleaning materials
• handle hazardous substances and materials
• store hazardous substances and materials
• store cleaning materials and equipment
• read and interpret instructions, procedures and labels

relevant to the cleaning of transportation units and
facilities for passenger use

• use required personal protective clothing and
equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to clean
transportation units and facilities for passenger use,
and/or

• clean transportation units and facilities for passenger
use in an appropriate range of operational situations
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Consistency in
performance

• Applies knowledge and skills when:
• identifying facilites and units and preparing them for

cleaning
• cleaning facilities or units
• identifying and fulfilling minor maintenance

requirements of transportation units and facilities
• operating in accordance with regulatory requirements
• interpreting and communicating operational information

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and regulations
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and instructions
• manufacturer's instructions for equipment and

materials
• procedures for the use of relevant personal protection

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report any accidents, incidents
or difficulties when cleaning transportation units and
facilities in accordance with OHS and other regulatory
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTB2801A Maintain and use hand tools
Unit Descriptor This unit involves the skills and knowledge required to maintain and use

hand tools in accordance with workplace requirements, including
selecting and using hand tools to complete workplace tasks,
maintaining basic hand tools in accordance with manufacturer's
instructions, and securing and storing hand tools in accordance with
workplace procedures.

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Select and use hand tools 1.1 Correct tools for work to be carried out are chosen to
complete workplace tasks and to ensure efficient and safe
working conditions

1.2 Appropriate personal safety protection is used to minimise
the risk of personal injury

2. Maintain hand tools 2.1 Equipment is cleaned and maintained in accordance with
manufacturer's specifications and/or local instructions to
ensure correct functionality of equipment

2.2 Any unserviceable tools are repaired, replaced or reported
to relevant personnel to ensure correct functionality

3. Secure and store hand
tools

3.1 Tools are transported in a safe, secure, efficient manner to
minimise risk of injury to personnel and damage to
equipment

3.2 Tools are stored and secured according to manufacturer's
or workplace procedures to prevent damage to, and
losses of, equipment

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 1
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RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and safeworking codes relevant to the
maintenance and use of hand tools

• Work is performed under some supervision, generally
within a team environment

• Work involves the application of routine procedures to
maintain and use hand tools across a variety of
operational workplace contexts
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Worksite environment • Hand tools may include those required for operations and
maintenance

• Operations may be carried out in typical rail transport
situations, including:
• operations conducted at day or night
• typical weather conditions
• in confined spaces, exposed conditions and controlled

or open environment
• Materials may include:

• servicing materials such as lubricants
• related materials and consumables needed when using

tools, e.g. nails, screws, grease, etc.
• Safety equipment may include:

• high visibility clothing
• sunscreen and sun glasses
• insect repellent
• gloves, safety headwear, mask and footwear
• portable radios
• flags and hand lamps
• safety glasses and hearing protection
• safety devices

• Environmental hazards may include:
• leaking oil and fuel
• inappropriate disposal of fluids in drains or sewerage

systems
• inappropriate disposal of waste and rubbish

• Consultative processes may involve:
• workplace personnel
• supervisors and managers
• customers/clients
• equipment manufacturer's representatives and

contractors
• union representatives
• industrial relations and OHS specialists
• other professional or technical staff

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established or standard procedures

• Contingency processes may relate to:
• personal injury
• tool malfunctions

• Operators of mechanised equipment must have
undertaken training and, where appropriate, hold the
relevant license, permit or certificate and be recognised
as competent for the class of machinery being used
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Sources of information/
documents

• Information/records may include:
• workplace operational and technical instructions and

procedures for the use and care of hand tools
• relevant regulations including State/Territory safety

codes of practice and safeworking regulations
• maintenance checklists and records for the use and

servicing of tools
• tool/equipment manufacturer's instructions,

specifications and recommended procedures
• precautions and procedures to be adopted to protect

the environment when using and maintaining hand
tools

• OHS procedures
• QA plans and procedures
• data and document control procedures
• relevant Australian standards and certification

requirements
• emergency procedures
• award, enterprise bargaining agreement, other

industrial arrangements

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory regulations, codes of practice

and safeworking system requirements
• the 'Code of Practice for the Defined Interstate Rail

Network' in situations where operations are carried out
on that network

• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action Legislation

• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• select and use hand tools correctly, relevant to job

requirements
• maintain hand tools to specifications of workplace and

manufacturer's instructions
• secure and store hand tools correctly
• select and appropriately use protective clothing
• locate, interpret and apply relevant information
• work effectively with others
• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Knowledge of relevant sections of State/Territory
regulations, codes of practice and safeworking system
requirements

• Relevant OHS and environmental procedures and
regulations

• Workplace procedures and policies for the use and
maintenance of hand tools

• Problems that can occur when using and maintaining
hand tools and related action that should be taken

• Materials used when using and maintaining hand tools
and the procedures and precautions for their care, use
and storage

• Workplace documentation and records requirements
• Procedures to be followed in the event of an emergency
• Workplace component and material supply system
• Ability to identify, select and efficiently and effectively use

relevant tools and materials
• Ability to solve problems that may arise when using and

maintaining hand tools
• Ability to plan own work including predicting

consequences and identifying improvements
• Ability to work efficiently and effectively as part of a team
• Ability to read and interpret instructions and procedures

relevant to the use and maintenance of hand tools
• Ability to use required personal protective clothing and

equipment conforming to industry and OHS standards
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to use and
maintain hand tools, and/or

• use and maintain hand tools in an appropriate range of
workplace operational situations

Consistency in
performance

• Applies knowledge and skills when:
• selecting and using hand tools correctly relevant to job

requirements
• maintaining hand tools
• securing and storing hand tools
• selecting and appropriately using protective equipment

and clothing
• locating, interpreting and applying relevant information
• working effectively with others
• maintaining workplace records
• following the designated work plan for the job

• Shows evidence of application of relevant workplace
procedures including:
• State/Territory regulations, codes of practice and

safeworking system requirements
• 'Code of Practice for the Defined Interstate Rail

Network' in situations where operations are carried out
on that network

• workplace procedures and work instructions (including
security and housekeeping procedures)

• OHS and environmental protection policies and
procedures

• hazard control policies and procedures
• issue resolution procedures
• manufacturer's instructions relating to the hand tools

concerned
• waste, pollution and recycling management processes

• Action is taken promptly to report any accidents, safety
incidents and equipment malfunctions in accordance with
regulatory requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant State/Territory
road traffic authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTB2901A Use and maintain minor mechanical
equipment

Unit Descriptor This unit involves the skills and knowledge required to use and maintain
minor mechanical equipment in accordance with workplace
requirements, including carrying out pre-operation checks on
equipment, operating mechanical equipment in accordance with
workplace requirements, conducting routine maintenance, and securing
and storing equipment in accordance with workplace procedures.

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Carry out pre-operation
checks

1.1 Pre-operational checks are conducted to manufacturer's
specifications to ensure optimum functionality of
equipment

1.2 Necessary adjustments to equipment are made to ensure
efficient operation, according to manufacturer's
instructions

1.3 Faulty equipment is reported to relevant person to ensure
equipment is safe and effective to use

2. Operate mechanical
equipment

2.1 Equipment is operated in accordance with manufacturer's
or workplace operating instructions to ensure safe and
effective operation

2.2 Appropriate personal safety protection is used to minimise
the risk of injury to operator

2.3 Work operational hazards are eliminated or controlled
appropriately when using equipment to ensure safe
working conditions

2.4 Assisting personnel are given clear instructions about their
duties if required to ensure safe and effective working
conditions

3. Conduct routine
maintenance

3.1 Equipment is cleaned and maintained in accordance with
manufacturer's specifications to ensure optimum
functionality

3.2 Detailed and accurate records are maintained according
to workplace procedures.

4. Secure and store 4.1 Equipment is handled and transported in a safe, secure,
efficient manner to minimise risk of injury to personnel and
damage to equipment

4.2 Equipment is stored and secured according to
manufacturer's or workplace procedures to prevent
damage and losses of equipment
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 1

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with workplace
procedures and the regulations and safeworking codes of
practice relevant to the use and maintenance of minor
mechanical equipment

• Work is performed under some supervision, generally
within a team environment

• Work involves the application of routine procedures to
use and maintain minor mechanical equipment across a
variety of operational contexts

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTB2901A Use and maintain minor mechanical equipment

Volume 2 of 4, Imported Unit 23 of 57 Page 297 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Worksite environment • Equipment may include:
• mechanical handling/lifting equipment
• basic hand tools
• small plant such as motorised borers and saws

• Operations may be carried out in typical transport
situations, including:
• operations conducted at day or night
• typical weather conditions.
• in confined spaces, exposed conditions and controlled

or open environment
• Materials may include:

• servicing materials such as lubricants
• related materials and consumables needed when using

tools, e.g. nails, screws, grease, etc.
• Safety equipment may include:

• high visibility clothing
• sunscreen and sun glasses
• insect repellent
• gloves, safety headwear, mask and footwear
• portable radios
• flags and hand lamps
• safety glasses and hearing protection
• safety devices

• Environmental hazards may include:
• leaking oil and fuel
• inappropriate disposal of fluids in drains or sewerage

systems
• inappropriate disposal of waste and rubbish

• Consultative processes may involve:
• workplace personnel
• supervisors and managers
• customers/clients
• equipment manufacturer's representatives and

contractors
• union representatives
• industrial relations and OHS specialists
• other professional or technical staff

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established or standard procedures

• Contingency processes may relate to:
• personal injury
• tool malfunctions

• Operators of mechanised equipment must have
undertaken training and where appropriate, hold the
relevant licence, permit or certificate and be recognised
as competent for the class of machinery being used
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Sources of information/
documents

• Information/records may include:
• workplace operational and technical instructions and

procedures for the use and maintenance of minor
mechanical equipment

• relevant regulations including State/Territory safety
codes of practice and safeworking regulations

• maintenance checklists and records for the use and
maintenance of minor mechanical equipment

• tool/equipment manufacturer's instructions,
specifications and recommended procedures

• precautions and procedures to be adopted to protect
the environment when use and maintaining minor
mechanical equipment

• OHS procedures
• QA plans and procedures
• data and document control procedures
• relevant Australian standards and certification

requirements
• emergency procedures
• award, enterprise bargaining agreement, other

industrial arrangements

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory regulations, codes of practice

and safeworking system requirements
• the 'Code of Practice for the Defined Interstate Rail

Network' in situations where operations are carried out
on that network

• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action Legislation

• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• carry out pre-operational checks correctly
• identify faulty equipment quickly and accurately
• operate equipment correctly according to

manufacturer's or workplace instructions
• control operating environment efficiently
• use appropriate safety equipment
• maintain and clean equipment to specifications of

workplace and manufacturer's instructions
• transport and store equipment correctly
• select and appropriately use protective clothing
• locate, interpret and apply relevant information
• work effectively with others
• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Knowledge of relevant sections of State/Territory codes of
practice and safeworking system requirements including
the 'Code of Practice for the Defined Interstate Rail
Network' in situations where operations are carried out on
that network

• Relevant OHS and environmental procedures and
regulations

• Workplace procedures and policies for the use and
maintenance of minor mechanical equipment

• Problems that can occur when using and maintaining
minor mechanical equipment and related action that
should be taken

• Tools and equipment used when using and maintaining
minor mechanical equipment and the procedures and
precautions for their care, use and storage

• Workplace documentation and records requirements
• Procedures to be followed in the event of an emergency
• Workplace component and material supply system
• Ability to identify, select and efficiently and effectively use

relevant tools and equipment
• Ability to solve problems that may arise during the use

and maintenance of minor mechanical equipment
• Ability to plan own work including predicting

consequences and identifying improvements
• Ability to work efficiently and effectively as part of a team
• Ability to read and interpret instructions and procedures

relevant to the use and maintenance of minor mechanical
equipment

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to use and
maintain minor mechanical equipment, and/or

• use and maintain minor mechanical equipment in an
appropriate range of workplace operational situations
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Consistency in
performance

• Applies knowledge and skills when:
• carrying out pre-operational checks
• identifying faulty equipment
• operating equipment
• controlling the operating environment
• maintaining and cleaning equipment
• transporting and storing equipment
• selecting and using protective clothing and safety

equipment
• locating, interpreting and applying relevant information
• working effectively with others
• maintaining workplace records

• Shows evidence of application of relevant workplace
procedures including:
• State/Territory regulations, codes of practice and

safeworking system requirements
• 'Code of Practice for the Defined Interstate Rail

Network' in situations where operations are carried out
on that network

• workplace procedures and work instructions (including
security and housekeeping procedures)

• OHS and environmental protection policies and
procedures

• hazard control policies and procedures
• issue resolution procedures
• manufacturer's instructions relating to the equipment

concerned
• waste, pollution and recycling management processes

• Action is taken promptly to report any accidents, safety
incidents and equipment malfunctions in accordance with
manufacturer's instructions, regulatory requirements and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail

Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant State/Territory
road traffic authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTB297B Test equipment and isolate faults
Unit Descriptor This unit involves the skills and knowledge required to test equipment

and isolate faults in accordance with workplace requirements, including
identifying scope of the operational test, plan operational tests,
checking the equipment through full operating range, and isolating
faults and/or formulating recommendations for adjustment, repair or
replacement in accordance with workplace procedures and relevant
regulatory requirements.

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Identify scope of
operational check

1.1 Physical condition of equipment is observed
1.2 Test procedures and parameters are identified in

accordance with workplace procedures and
manufacturer's specifications

1.3 Preliminary observations are recorded
1.4 Test procedures are discussed with appropriate staff and

necessary permission obtained

2. Plan operational checks 2.1 Specifications and notes from preliminary observations
are checked and areas to be clarified are identified

2.2 Sequence of tests is planned noting areas where results
and observations should be recorded

2.3 Safe area for testing is identified
2.4 Arrangements are made for any additional resources

(including staff)

3. Check unit through full
operating range

3.1 Test is undertaken observing relevant safety and
operational requirements

3.2 Results are recorded and findings confirmed

4. Isolate fault and/or
formulate
recommendations

4.1 Proposals for equipment repair are recorded based on
faults found, cost/time implications and workplace
approval systems

4.2 Report is explained to relevant workplace personnel
including any options and recommendations

4.3 Parts are procured and/or repairs undertaken in
accordance with enterprise procedures

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTB297B Test equipment and isolate faults

Volume 2 of 4, Imported Unit 24 of 57 Page 303 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 3

RANGE STATEMENT

General context • Work must be carried out in accordance with
codes/regulations and workplace requirements relevant to
the testing of equipment and the isolation of faults

• Work is performed under some supervision, generally
within a team environment

• Work involves the application of regulatory requirements
and workplace procedures to the testing and the isolation
of faults in equipment in the stevedoring, transport,
warehousing, distribution and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Tests and the isolation of faults may be performed on a
range of equipment used in the stevedoring, transport,
warehousing, distribution and/or storage industries

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

• Tests may include but are not limited to:
• tests of operational performance
• tests as part of routine servicing
• identification of causes of poor or out-of-specification

performance
• tests following servicing and/or adjustment of

equipment
• Records/results of tests may include:

• details of faulty equipment or specific components
• details of action taken
• results of testing and associated recommendations
• details of repair and maintenance work to be

undertaken
• Hazards in the work area may include exposure to:

• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials
• a fire or explosion
• faulty equipment/tools

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Consultative processes may involve:
• workplace personnel
• supervisors and managers
• equipment manufacturers
• site visitors
• contractors
• official representatives

• Communication in the work area may include:
• phone
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• fax
• e-mail
• Internet
• RF communications
• barcode readers
• oral, aural or signed communications

Sources of information/
documents

• Information/documents may include:
• workplace procedures and policies for the checking

and assessment of the equipment concerned
• manufacturer's specifications for equipment/tools
• equipment identification labels, barcodes and serial

numbers
• supplier and/or client instructions
• relevant OHS requirements and policies
• relevant Australian standards and certification

requirements
• material safety data sheets where applicable
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• relevant legislation, regulations and related

documentation including the ADG Code
• award, enterprise bargaining agreement and other

industrial arrangements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations pertaining to the

checking and operation of the equipment concerned
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action legislation

• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify scope of operational tests and checks
• plan operational tests/checks
• test and check equipment through its full operating

range
• isolate any identified fault and/or formulate

recommendations
• explain and report on the results of tests/checks and

any faults isolated
• record results of tests in accordance with workplace

procedures
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Regulations relevant to the testing of equipment and the
isolation of faults

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the testing of
equipment and the isolation of faults, including the
tagging and reporting of faulty equipment and
components

• Focus of operation of work systems, equipment,
management and site operating systems for the testing of
equipment and the isolation of faults

• Fault-finding techniques including identification of
cost/time effective rectification procedures

• Tools, meters, gauges and equipment used during the
testing of equipment and the isolation of faults and the
precautions and procedures that should be followed in
their use

• Guidelines relating to the safe use of machinery and
equipment including the tagging of unserviceable or
damaged items

• Faults that may occur with equipment, and appropriate
action that can be taken to report and/or rectify the
identified faults in the equipment or its components

• The characteristics, capabilities and limitations of the
equipment

• Operational safety requirements for the equipment
concerned

• Housekeeping standards procedures required in the
workplace

• Site layout and obstacles
• Documentation and record requirements
• Ability to select and use relevant meters, gauges,

equipment and tools when testing equipment and
isolating faults

• Ability to read and interpret instructions, procedures and
information relevant to the testing of equipment and the
isolation of faults

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards

• Ability to read and comprehend simple statements in
English

• Ability to apply basic mechanical, hydraulic, electrical and
electronic principles to testing and fault identification
activities

• Ability to modify activities depending on differing
workplace contexts, risk situations and environments
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to test
equipment and isolate faults, and/or

• test equipment and isolate faults in an appropriate
range of equipment and operational situations

Consistency in
performance

• Applies knowledge and skills when:
• identifying scope of operational tests and checks
• planning operational tests/checks
• testing and checking equipment through its full

operating range
• isolating any identified fault and/or formulating

recommendations
• reporting on the results of tests/checks and any faults

isolated
• recording results of tests in accordance with workplace

procedures
• Shows evidence of application of relevant workplace

procedures including:
• relevant codes of practice and regulations
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and instructions for the testing

of equipment and the isolation of faults (including
tagging and reporting procedures)

• manufacturer's instructions for the checking and use of
equipment

• procedures for the use of relevant personal protection
equipment

• customer service and quality assurance procedures
and policies

• environmental protection procedures
• Action is taken promptly to report any accidents, incidents

or difficulties when testing equipment and isolating faults
in accordance with OHS and regulatory requirements and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTB397B Carry out vehicle servicing and maintenance
Unit Descriptor This unit involves the skills and knowledge required to carry out basic

servicing and maintenance of a commercial vehicle, including action to
implement the vehicle manufacturer's specifications for routine checks
and maintenance and to ensure that all specified safety requirements
are met and that the vehicle is operational to the requirements of both
the workplace and the relevant State/Territory roads and traffic
authority.

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Maintain and service the
vehicle systems

1.1 Fluid levels are checked and adjusted following
manufacturer's specifications and workplace procedures

1.2 Air levels are checked and adjusted following
manufacturer's specifications and workplace procedures

1.3 Routine checks are made of vehicle systems and
appropriate action is initiated for maintenance where
required in accordance with workplace procedures

1.4 Appropriate precautions and procedures are followed
when servicing/maintaining a vehicle to ensure adequate
protection of the environment

1.5 OHS procedures are followed when carrying out routine
servicing and maintenance of a vehicle

2. Carry out minor repairs to
a vehicle

2.1 Vehicle components are removed, repaired or replaced
and refitted to the vehicle using the correct tools and
following manufacturer's instructions and workplace
procedures

2.2 Tyres on vehicle are repaired or replaced following
workplace procedures and manufacturer's instructions

2.3 Worn brakes are identified and action taken in accordance
with workplace procedures and manufacturer's
specifications

2.4 The need for more complex maintenance procedures is
identified and the problem correctly referred following
workplace procedures

3. Diagnose minor vehicle
faults and undertake
repairs for the safe
operation of a vehicle

3.1 Minor faults in the vehicle systems are identified,
diagnosed and repaired following manufacturer's
specifications and workplace procedures

3.2 Identified faults which create a safety hazard are reported
and appropriate action is taken to remove the vehicle from
operation pending repair

4. Complete documentation 4.1 Records of routine servicing, maintenance and repairs are
kept in accordance with workplace procedures
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the
regulations of the relevant roads and traffic authority

• Work is performed with limited or minimum supervision,
with limited accountability and responsibility for self and
others in achieving the prescribed outcomes

• Work involves the application of routine vehicle checking
and maintenance principles and procedures to service
and maintain a commercial vehicle across a variety of
operational contexts
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Worksite environment • Maintenance may be carried out in typical road transport
situations, including:
• operations conducted at day or night
• typical weather conditions
• in tight or confined spaces, exposed conditions and

controlled or open environments
• while in a depot, base or warehouse
• while in the vehicle on the road
• while at a client's workplace

• Type of vehicle may include any commercial road
transport vehicle including:
• light vehicle
• heavy vehicle
• combination vehicle

• Maintenance checks may include:
• routine inspections of vehicle systems
• checks prior to operations
• checks on completion of operations
• checks on completion of maintenance activities

• Minor routine repairs may include:
• replacement of blown globes in vehicle lights
• replacement of broken fan belt
• replacement of blown fuse
• door mirrors
• repairs to rear tail-light lens
• changing of tyres
• repair of tyre punctures
• replacement of broken coolant hose

• Minor routine servicing may include:
• topping-up of water levels
• replacement of oils
• replacement of air in tyres

• Environmental hazards may include:
• leaking oil and fuel
• defective or inappropriately adjusted exhaust systems
• inappropriate disposal of vehicle fluids in drains or

sewerage systems
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTB397B Carry out vehicle servicing and maintenance

Volume 2 of 4, Imported Unit 25 of 57 Page 313 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Sources of information/
documents

• Information/records may include:
• workplace routine servicing and maintenance

procedures, checklists and instructions
• relevant State/Territory roads and traffic authority

vehicle maintenance regulations
• maintenance checklists and records
• vehicle manufacturer's instructions, specifications and

recommended procedures
• precautions and procedures to be adopted to protect

the environment when servicing and maintaining
vehicles

• OHS procedures to be followed when servicing and
maintaining vehicles

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory roads and traffic authority

vehicle maintenance regulations and requirements
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• diagnose basic vehicle faults and undertake repairs for

the safe operation of a vehicle
• carry out routine servicing and maintenance of vehicle

systems
• carry out minor repairs to a vehicle
• identify typical basic servicing and maintenance

problems and take appropriate action in conjunction
with other staff as required

• exercise all required safety, environmental and hazard
control precautions and procedures during routine
maintenance operations

• communicate effectively with others when carrying out
routine maintenance of a vehicle

• complete required documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that are part of a worker's job function
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Required knowledge and
skills

• Relevant 'duty of care' requirements for the routine
servicing and maintenance of vehicles

• Relevant OHS and pollution control procedures
• Procedures for the checking and routine service and

maintenance of a commercial vehicle in accordance with
workplace and manufacturer's requirements and
established safety rules and regulations

• Problems that may occur during the routine servicing and
maintenance of a vehicle and appropriate action and
solutions

• Recognition and diagnosis of faults and vehicle
irregularities

• Basic principles of operation of systems on commercial
vehicles, including:
• electrical systems
• fuel systems
• cooling systems
• steering systems
• exhaust systems
• tyres
• brakes

• Basic fault finding procedures required during routine
servicing and maintenance of vehicles

• Procedures required to minimise waste during routine
servicing and maintenance

• Housekeeping standards required for routine servicing
and maintenance

• Procedures for the use and maintenance of the materials,
tools and parts required for routine servicing and
maintenance

• Reporting and documentation requirements
• Reading and comprehension of simple statements in

English
• Writing of simple reports
• Ability to perform work under the required level of

supervision

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to carry out
routine servicing and maintenance on a commercial
vehicle, and/or

• carry out routine servicing and maintenance on a
commercial vehicle in an appropriate range of
operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• diagnosing basic vehicle faults and undertaking repairs

for the safe operation of a vehicle
• carrying out routine servicing and maintenance of

vehicle systems
• carrying out minor repairs to a vehicle
• identifying basic servicing and maintenance problems

and taking appropriate action in conjunction with other
staff as required

• exercising all required safety, environmental and
hazard control precautions and procedures during
routine servicing and maintenance

• communicating effectively with others when carrying
out routine maintenance of a vehicle

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• vehicle maintenance requirements of the relevant

State/Territory road traffic authority
• OHS regulations and hazard prevention policies and

procedures
• job procedures and work instructions
• relevant vehicle manufacturer's guidelines relating to

the routine servicing and maintenance of the vehicle
• environmental protection procedures when carrying out

routine servicing and maintenance
• Action is taken promptly to report and/or rectify any

identified vehicle faults or malfunctions in accordance
with manufacturer's instructions, road traffic authority
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTB497B Carry out vehicle inspection
Unit Descriptor This unit involves the skills and knowledge required to carry out an

inspection of a commercial vehicle, including action to implement the
vehicle manufacturer's specifications for routine checks, to clean the
vehicle and to ensure that all specified safety requirements are met and
that the vehicle is operational to the requirements of both the workplace
and the relevant State/Territory roads and traffic authority

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Check the vehicle 1.1 A visual check of the internal and external condition of the
vehicle is carried out following workplace procedures

1.2 Pre-operational inspections and checks of the vehicle's
tyres, suspension, fluid levels and other critical features
are carried out to ensure conformance with the
requirements of the relevant roads and traffic authority

1.3 Associated equipment is tested to ensure it functions
correctly to manufacturer's specifications

1.4 Post start-up and shut-down checks are carried out after
engine is started to identify possible engine or electrical
problems

1.5 Warning systems (instruments and gauges) are checked
to ensure they are operational

1.6 Where relevant, vehicle monitoring device is logged on/off
in accordance with manufacturer's instructions and
workplace policy

2. Clean vehicle 2.1 Vehicle and associated equipment is cleaned in
accordance with workplace procedures and legislation

3. Complete documentation 3.1 Basic faults are identified and/or diagnosed and
appropriate action taken to report or remedy them as
required by workplace procedures and legislation

3.2 Records of inspection are updated and recommended
repairs documented in accordance with workplace polices

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the
regulations of the relevant roads and traffic authority
concerned with the inspection of commercial vehicles

• Work is performed with limited or minimum supervision,
with limited accountability and responsibility for self and
others in achieving the prescribed outcomes

• Work involves the application of routine inspection
principles and procedures to check the safety and
operation of a commercial vehicle across a variety of
operational contexts
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Worksite environment • Maintenance may be carried out in typical road transport
situations, including:
• operations conducted at day or night
• typical weather conditions
• in confined spaces, exposed conditions and controlled

or open environment
• while in the a depot, base or warehouse
• while in the vehicle on the road
• while at a client's workplace

• Type of vehicle may include any commercial road
transport vehicles including:
• light vehicles
• heavy vehicles
• combination vehicles

• Inspection may include:
• visual checks of vehicle
• routine checks of vehicle systems
• checks in accordance with a detailed inspection

schedule
• Routine checks may include:

• water levels
• oil levels
• air pressure in tyres
• brakes
• lights
• condition of tyres
• battery
• exhaust system
• suspension

• Environmental hazards may include:
• leaking oil and fuel
• defective or inappropriately adjusted exhaust systems
• inappropriate disposal of vehicle fluids in drains or

sewerage systems
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/records may include:
• workplace routine inspection procedures, checklists

and instructions
• relevant State/Territory roads and traffic authority

vehicle maintenance regulations
• vehicle manufacturer's instructions, specifications and

recommended procedures
• precautions and procedures to be adopted to protect

the environment when inspecting, servicing and
maintaining vehicles

• OHS procedures to be followed when inspecting
vehicles

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory roads and traffic authority

vehicle maintenance regulations and requirements
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• check the vehicle and its systems
• clean the vehicle
• exercise all required safety, environmental and hazard

control precautions and procedures when carrying out
a routine inspection of a vehicle

• communicate effectively with others when carrying out
a routine inspection of a vehicle

• complete required documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with the other units that are part of a worker's job function
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Required knowledge and
skills

• Relevant 'duty of care' requirements for the routine
inspection of vehicles

• Relevant OHS and pollution control procedures
• Procedures for the routine inspection of a commercial

vehicle in accordance with workplace and manufacturer's
requirements and established safety rules and
regulations, including:
• visual inspection procedures
• pre-operational checking procedures
• warning systems checking procedures

• Problems that may occur during the routine inspection of
a vehicle and appropriate actions and solutions

• Basic principles of operation of systems on commercial
vehicles, including:
• electrical systems
• fuel systems
• cooling systems
• steering systems
• exhaust systems
• tyres
• brakes

• Reporting and documentation requirements
• Reading and comprehension of simple statements in

English
• Writing of simple reports
• Ability to perform work under the required level of

supervision
• Ability to use cleaning equipment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to carry out a routine inspection of a
commercial vehicle, and/or

• carry out routine inspections of commercial vehicles in
an appropriate range of operational situations
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Consistency in
performance

• Applies knowledge and skills when:
• checking vehicles and their systems
• cleaning vehicles
• exercising all required safety, environmental and

hazard control precautions and procedures during a
routine inspection of a vehicle

• communicating effectively with others when carrying
out a routine inspection of a vehicle

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• vehicle inspection requirements of the relevant

State/Territory road traffic authority
• OHS regulations and hazard prevention policies and

procedures
• job procedures and work instructions
• relevant vehicle manufacturer's guidelines relating to

the routine inspection and servicing of the vehicle
• environmental protection procedures when carrying out

routine inspections and servicing of vehicles
• Action is taken promptly to report and/or rectify any

identified vehicle faults or malfunctions in accordance
with manufacturer's instructions, road traffic authority
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTB7301A Clean road tankers
Unit Descriptor This unit involves the skills and knowledge required to clean road

tankers in accordance with workplace procedures and OHS and
environmental protection regulations, including preparing for cleaning
operations, steam cleaning a tanker, cleaning a tanker using water and
detergent, finalising cleaning operations, and completing all required
documentation.

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Prepare for cleaning
operations

1.1 Vehicle is positioned under gantry in accordance with
workplace procedures

1.2 Documentation is obtained from the vehicle driver to
determine the product which has been previously carried
in the tanker

1.3 The vehicle keys are taken from the driver to prevent
'accidental drive off' before the cleaning process is
completed

1.4 Appropriate cleaning process is selected for type of
tanker/load in accordance with workplace procedures

1.5 Cleaning materials are prepared in accordance with
manufacturer's instructions and workplace procedures

1.6 The required personal protection and safety equipment is
selected and used in accordance with regulatory
requirements and workplace procedures

2. Steam clean a tanker 2.1 The vehicle is earthed to prevent sparks and explosions
2.2 Valves are opened to allow draining of the wash materials

and hoses attached in accordance with manufacturer's
instructions and workplace procedures

2.3 All access points, including vents and washing points, are
opened and heat-sensitive auto fill probes removed in
accordance with workplace procedures

2.4 Where the tank has held oil/diesel, a wash consisting of
detergent wash and hot water rinse is carried out followed
by the application of steam

2.5 Where the tank has only held petrol, a steam clean only is
carried out in accordance with workplace procedures

2.6 After the wash, the unit is left to drain until liquid ceases to
drain from the outlet valves and steam stops leaving the
vents on the top of the tank

2.7 All vents and valves are closed and the auto fill probes
reconnected

2.8 Plastic seals are placed on valves to signify the completed
cleaning of the tanker where required in accordance with
workplace procedures
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3. Clean a tanker using
water and detergent

3.1 High pressure water and detergent is used to clean
around the top of the tanker vents and hatches to remove
dirt and they are rinsed clean with water

3.2 Valves on the outlet manifold are opened and connected
with flexible pipes to the waste storage facility or recycling
tanks for the tank cleaner

3.3 All hatches are opened and spray balls are placed into the
tanks after checking visually for the condition of the tank.
Where solid materials are present these are washed out
with high pressure water prior to starting the cleaning
cycle

3.4 Tank is rinsed then washed with tank wash until waste is
clear and then it is recycled into a holding tank for reuse
leaving the tanker's tank to drain

3.5 Water in the holding tank is topped up and ph tested and
solution is replaced if necessary in accordance with
workplace procedures

3.6 Tank is rinsed with water in short bursts until the liquid
leaving the tank is clear

3.7 Top of tank is hosed off again with water, and spray balls
are removed

3.8 The tank is visually checked, through the hatches with the
aid of a torch, for cleanliness

3.9 If cleanliness standards have not been achieved, the
tanker is rewashed or re-rinsed as required. Hatches are
closed

3.10 At the conclusion of cleaning operations drainage hoses
are removed, manifold checked for cleanliness, and
drainage valves closed and sealed to indicate completed
process in accordance with workplace procedures

4. Complete cleaning
operations

4.1 Due care is taken to ensure that the disposal of used
cleaning materials is in accordance with environmental
protection regulations and workplace procedures

4.2 Wash water is suitably treated using available water
cleaning and separation processes before draining into
the sewerage system

4.3 Cleaning equipment is cleaned, dried, checked and stored
in accordance with workplace procedures

4.4 Documentation on the cleaning operations is completed in
accordance with workplace procedures and is returned to
the driver along with the keys to the vehicle
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with OHS and
environmental protection regulations and workplace
procedures

• Work is performed under some supervision, usually in a
team environment

• Work involves the application of routine principles and
procedures to clean commercial tankers across a variety
of operational contexts
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Worksite environment • Type of vehicle may include all tankers including those
carrying petrol, diesel, oil, milk, wine and other liquid
products

• Cleaning operations may be carried out in appropriate
facilities:
• by day or night
• in typical weather conditions
• in confined spaces, exposed conditions and controlled

or open environment
• while in the a depot, base or warehouse
• while at a client's workplace

• Cleaning operations may include:
• steam cleaning
• water and detergent cleaning

• Equipment and materials may include:
• detergents and cleaning chemicals
• hoses and spray balls
• steam cleaning equipment
• waste recycling tanks/equipment
• cleaning tools

• Safety hazards may include but are not limited to:
• fire/ignition risk
• vapours and noxious gases
• working at heights
• slippery, wet surfaces
• steam burns

• Environmental hazards may include:
• leaking oil and fuel
• inappropriate disposal of washing fluids in drains or

sewerage systems
• Depending on work context, safety and protective

equipment may include:
• high visibility waterproof clothing
• hearing protection
• gloves
• safety glasses, headwear and footwear
• safety harness for working on top of tankers

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/records may include:
• workplace tanker cleaning procedures, checklists and

instructions for the vehicle, tanks and related ancillary
equipment

• relevant State/Territory roads and traffic authority
regulations

• ADG Code as it applies to tanker cleaning
• material safety data sheets
• tanker cleaning checklists and records
• tanker manufacturer's specifications and

recommended procedures
• precautions and procedures to be adopted to protect

the environment when cleaning tankers
• OHS procedures to be followed when cleaning tankers
• emergency procedure manuals
• QA plans and document control
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory roads and traffic authority

regulations and requirements
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• ADG Code as it applies to the cleaning of tankers

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• prepare for cleaning operations
• steam clean a tanker
• clean a tanker using water and detergent
• exercise all required safety, environmental and hazard

control precautions and procedures during routine
tanker cleaning operations

• communicate effectively with others when carrying out
cleaning of a tanker and its associated ancillary
equipment

• finalise cleaning operations
• complete required documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant 'duty of care' requirements for the routine
cleaning of tankers

• Relevant OHS and pollution control procedures
• Procedures for the cleaning of a commercial tanker in

accordance with workplace and manufacturer's
requirements and established safety rules and regulations

• Problems that may occur during the routine cleaning of a
commercial road tanker and its associated ancillary
equipment, and appropriate action and solutions

• Recognition and diagnosis of faults and vehicle/ancillary
system irregularities

• Hazards that may exist during the cleaning of road
tankers and ways of controlling the risks involved

• Operational knowledge may include:
• basic technical knowledge relevant to the cleaning of

road tankers
• emergency procedures
• materials identification, handling and storage
• hazardous situations and related personal protection

measures
• relevant recording and documentation procedures
• precautions and procedures to dispose of or reprocess

cleaning wastes in accordance with environmental
protection requirements

• housekeeping standards required for cleaning
operations

• Ability to:
• read and interpret labels, instructions and manuals
• carry out required cleaning operations
• select and use appropriate cleaning equipment and

materials
• identify and solve problems that may arise when

cleaning tankers
• work effectively with others
• select and use required protective clothing and

equipment
• minimise waste during cleaning operations

Resource implications • Access is required to opportunities to
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to clean a
commercial tanker, and/or

• clean commercial tankers in an appropriate range of
operational situations
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Consistency in
performance

• Applies knowledge and skills when:
• preparing for cleaning operations
• steam cleaning a tanker
• cleaning a tanker using water and detergent
• finalising cleaning operations
• exercising all required safety, environmental and

hazard control precautions and procedures during
routine tanker cleaning operations

• communicating effectively with others when carrying
out cleaning of a tanker and its associated ancillary
equipment

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• tanker cleaning requirements of the relevant

State/Territory road traffic authority
• ADG Code as it applies to tanker cleaning operations
• OHS regulations and hazard prevention policies and

procedures
• job instructions
• relevant manufacturer's guidelines relating to routine

tanker cleaning operations
• environmental protection procedures when carrying out

tanker cleaning operations
• Action is taken promptly to report and/or rectify any

identified safety incidents or cleaning problems in
accordance with manufacturer's instructions, road traffic
authority requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
vehicles or equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTB797B Carry out maintenance of trailers
Unit Descriptor This unit involves the skills and knowledge required to carry out basic

servicing and maintenance of a commercial trailer, including action to
implement the trailer manufacturer's specifications for routine checks
and maintenance and to ensure that all specified safety requirements
are met and that the trailer is operational to the requirements of both
the workplace and the relevant State/Territory roads and traffic
authority.

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Identify faults and perform
routine maintenance

1.1 Trailer faults are identified and diagnosed in accordance
with workplace procedures

1.2 Trailer components are lubricated in accordance with
manufacturer's instructions and workplace procedures

2. Carry out repairs on
trailers

2.1 Trailer's air/hydraulic brake system is inspected and
adjusted, and any required minor maintenance or repairs
carried out

2.2 Trailer's electrical system is checked for correct operation
and any required minor maintenance or repairs carried out

2.3 Trailer's suspension and axles are inspected and identified
faults repaired and/or reported in accordance with
workplace procedures

2.4 Trailer's wheels and tyres are inspected, removed,
repaired and refitted, as required, in accordance with
workplace policy

3. Complete documentation 3.1 Records of routine maintenance and repairs are kept in
accordance with workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the
regulations of the relevant roads and traffic authority

• Work is performed with limited or minimum supervision,
with limited accountability and responsibility for self and
others in achieving the prescribed outcomes

• Work involves the application of routine checking and
maintenance principles and procedures to maintain a
commercial trailer across a variety of operational contexts

Worksite environment • Maintenance may be carried out in typical road transport
situations, including:
• operations conducted at day or night
• typical weather conditions
• in confined spaces, exposed conditions and controlled

or open environment
• while in a depot, base or warehouse
• while in the vehicle on the road
• while at a client's workplace

• Trailers may include any commercial trailers attached to
vehicles used in the Australian transport industry

• Maintenance checks may include:
• routine inspections of trailer and its systems
• checks prior to operations
• checks on completion of operations
• checks on completion of maintenance activities

• Minor routine repairs may include:
• the replacement of blown globes in trailer lights
• minor repairs to couplings
• repairs to rear tail-light lens
• changing of tyres
• repair of tyre punctures

• Minor routine servicing may include:
• topping up of water levels
• lubrication of trailer components
• checking of air in tyres
• checking of air/hydraulic brake systems
• checking of suspension and axles

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/records may include:
• workplace routine servicing and maintenance

procedures, checklists and instructions
• relevant State/Territory roads and traffic authority

trailer maintenance regulations
• maintenance checklists and records
• trailer manufacturer's instructions, specifications and

recommended procedures
• precautions and procedures to be adopted to protect

the environment when servicing and maintaining
trailers

• OHS procedures to be followed when servicing and
maintaining trailers

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory roads and traffic authority

vehicle maintenance regulations and requirements
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• carry out routine servicing and maintenance of trailer

systems
• diagnose basic trailer faults and undertake repairs for

the safe operation of a vehicle
• carry out minor repairs to a trailer
• identify typical basic servicing and maintenance

problems and take appropriate action in conjunction
with other staff as required

• exercise all required safety, environmental and hazard
control precautions and procedures during routine
maintenance operations

• communicate effectively with others when carrying out
routine maintenance of a trailer

• complete required documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that are part of a worker's job function
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Required knowledge and
skills

• Relevant 'duty of care' requirements for the routine
servicing and maintenance of trailers

• Relevant OHS and pollution control procedures
• Procedures for the checking, and routine service and

maintenance of a commercial trailer in accordance with
workplace and manufacturer's requirements and
established safety rules and regulations

• Problems that may occur during the routine servicing and
maintenance of a trailer and appropriate actions and
solutions

• Recognition and diagnosis of faults and trailer
irregularities

• Basic principles of operation of systems on commercial
trailers, including:
• electrical systems
• tyres
• brakes
• coupling systems

• Basic fault finding procedures required during routine
servicing and maintenance of trailers

• Housekeeping standards required for routine servicing
and maintenance

• Procedures for the use and maintenance of the materials,
tools and parts required for routine servicing and
maintenance

• Reporting and documentation requirements
• Reading and comprehension of simple statements in

English
• Ability to perform work under the required level of

supervision

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to carry out
routine servicing and maintenance on a commercial
trailer, and/or

• carry out routine servicing and maintenance on a
commercial trailer in an appropriate range of
operational situations

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTB797B Carry out maintenance of trailers

Volume 2 of 4, Imported Unit 28 of 57 Page 333 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Consistency in
performance

• Applies knowledge and skills when:
• diagnosing basic trailer faults and undertake repairs for

the safe operation of a trailer
• carrying out routine servicing and maintenance of

trailer systems
• carrying out minor repairs on a trailer
• identifying basic servicing and maintenance problems

and taking appropriate action in conjunction with other
staff as required

• exercising all required safety, environmental and
hazard control precautions and procedures during
routine servicing and maintenance

• communicating effectively with others when carrying
out routine maintenance of a trailer

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• trailer maintenance requirements of the relevant

State/Territory road traffic authority
• OHS regulations and hazard prevention policies and

procedures
• job procedures and work instructions
• relevant trailer manufacturer's guidelines relating to the

routine servicing and maintenance of the trailer
• environmental protection procedures when carrying out

routine servicing and maintenance
• Action is taken promptly to report and/or rectify any

identified trailer faults or malfunctions in accordance with
manufacturer's instructions, road traffic authority
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTB897B Carry out inspection of trailers
Unit Descriptor This unit involves the skills and knowledge required to carry out an

inspection of a commercial trailer, including action to implement the
trailer manufacturer's specifications for routine checks, to clean the
trailer and to ensure that all specified safety requirements are met and
that the trailer is operational to the requirements of both the workplace
and the relevant State/Territory roads and traffic authority

Unit Sector Equipment Checking and Maintenance

ELEMENT PERFORMANCE CRITERIA

1. Check the trailer 1.1 A visual check of the internal and external condition of the
trailer is carried out following workplace procedures

1.2 Pre-operational inspections and checks of the trailer's
brake systems, suspension and axles, electrical systems
and wheels and tyres are carried out to ensure
conformance with road safety standards

1.3 Associated equipment is tested to ensure it functions
correctly to manufacturer's specification

2. Clean trailer 2.1 Trailer and associated equipment is cleaned in
accordance with workplace procedures and legislation

3. Complete documentation 3.1 Basic faults are identified and/or diagnosed and
appropriate action taken to report or remedy them as
required by workplace procedures and legislation

3.2 Records of inspection are updated and recommended
repairs documented in accordance with workplace policies

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the
regulations of the relevant roads and traffic authority
concerned with the inspection of commercial trailers

• Work is performed with limited or minimum supervision,
with limited accountability and responsibility for self and
others in achieving the prescribed outcomes

• Work involves the application of routine inspection
principles and procedures to check a commercial trailer
across a variety of operational contexts

Worksite environment • Maintenance may be carried out in typical road transport
situations, including:
• operations conducted at day or night
• typical weather conditions
• in confined spaces, exposed conditions and controlled

or open environment
• while in a depot, base or warehouse
• while in the trailer on the road
• while at a client's workplace

• Trailers may include any commercial trailers attached to
vehicles used in the Australian transport industry

• Inspection may include:
• visual checks of trailer
• routine checks of trailer systems
• checks in accordance with a trailer inspection schedule

• Routine checks may include:
• air pressure in tyres
• brakes
• lights
• condition of tyres
• suspension
• coupling systems

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/records may include:
• workplace routine inspection procedures, checklists

and instructions
• relevant State/Territory roads and traffic authority

trailer maintenance regulations
• trailer manufacturer's instructions, specifications and

recommended procedures
• precautions and procedures to be adopted to protect

the environment when inspecting, servicing and
maintaining trailers

• OHS procedures to be followed when inspecting
trailers

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory roads and traffic authority

trailer maintenance regulations and requirements
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• check a trailer and its systems in accordance with

workplace procedures
• clean a trailer in accordance with workplace

procedures
• exercise all required safety, environmental and hazard

control precautions and procedures when carrying out
a routine inspection of a trailer

• communicate effectively with others when carrying out
a routine inspection of a trailer

• complete required documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with the other units that are part of a worker's job function
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Required knowledge and
skills

• Relevant 'duty of care' requirements for the routine
inspection of trailers

• Relevant OHS and pollution control procedures
• Procedures for the routine inspection of a commercial

trailer in accordance with workplace and manufacturer's
requirements and established safety rules and
regulations, including:
• visual inspection procedures
• pre-operational checking procedures

• Problems that may occur during the routine inspection of
a trailer and appropriate actions and solutions

• Basic principles of operation of systems on commercial
trailers, including:
• electrical systems
• tyres
• brakes
• coupling systems

• Reporting and documentation requirements
• Reading and comprehension of simple statements in

English
• Writing of simple reports
• Ability to perform work under the required level of

supervision
• Ability to use cleaning equipment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to carry out a routine inspection of a
commercial trailer, and/or

• carry out routine inspections of commercial trailers in
an appropriate range of operational situations
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Consistency in
performance

• Applies knowledge and skills when:
• checking trailers and their systems
• cleaning trailers
• exercising all required safety, environmental and

hazard control precautions and procedures during a
routine inspection of a trailer

• communicating effectively with others when carrying
out a routine inspection of a trailer

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• trailer inspection requirements of the relevant

State/Territory road traffic authority
• OHS regulations and hazard prevention policies and

procedures
• job procedures and work instructions
• relevant trailer manufacturer's guidelines relating to the

routine inspection and servicing of the trailer
• environmental protection procedures when carrying out

routine inspections and servicing of trailers
• Action is taken promptly to report and/or rectify any

identified trailer faults or malfunctions in accordance with
manufacturer's instructions, road traffic authority
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail

Context for assessment • Assessment of competency must comply with the
assessment requirements of the relevant State/Territory
road traffic authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTC197B Drive vehicle
Unit Descriptor This unit involves the skills and knowledge required to drive commercial

light vehicles and cars safely, including the systematic, safe and
efficient control of all vehicle functions, monitoring of traffic and road
conditions, management of vehicle condition, and performance and
effective management of hazardous situations. Assessment of this unit
will usually be undertaken within a licensing examination conducted by,
or under the authority of, the relevant State/Territory Road Traffic
Authority.

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory learner permit or driver licence requirements
before driving a vehicle on a public road.

Unit Sector Driving Vehicle

ELEMENT PERFORMANCE CRITERIA

1. Drive the vehicle 1.1 Vehicle is started, steered, manoeuvred, positioned and
stopped in accordance with traffic regulations and
manufacturer's instructions

1.2 Engine power is managed to ensure efficiency and
performance and to minimise engine and transmission
damage

1.3 Driving hazards are identified and/or anticipated and
avoided or controlled through defensive driving

1.4 The vehicle is driven in reverse, maintaining visibility and
achieving accurate positioning

1.5 Vehicle lights and indicators are used in accordance with
traffic regulations and manufacturer's instructions

1.6 The vehicle is parked, shut down and secured in
accordance with manufacturer's specifications, traffic
regulations and workplace procedures

1.7 Appropriate procedures are followed in the event of a
driving emergency

2. Monitor traffic and road
conditions

2.1 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

2.2 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

3.1 Vehicle performance is maintained through
pre-operational inspections and checks of the vehicle

3.2 Performance and efficiency of vehicle operation is
monitored during use

3.3 Defective or irregular performance or malfunctions are
reported to the appropriate authority

3.4 Vehicle records are maintained/updated and information is
processed in accordance with workplace procedures
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2

RANGE STATEMENT

General context • Driving must be carried out in compliance with the licence
requirements and regulations of the relevant
State/Territory roads and traffic authority

• Driving is performed with limited or minimum supervision,
with limited accountability and responsibility for self and
others in achieving the prescribed outcomes

• Driving involves the application of routine vehicle driving
principles and procedures to maintain the safety and
operation of a commercial vehicle across a variety of
driving contexts
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Worksite environment • Type of vehicle includes 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

• Driving may be carried out in typical road transport
situations, including:
• operations conducted at day or night
• typical weather conditions
• on the open road
• on a private road
• while at a depot, base or warehouse
• while at a client's workplace or work site

• Vehicle handling procedures may include:
• starting a vehicle
• steering and manoeuvring a vehicle
• accelerating and braking
• positioning and stopping a vehicle
• reversing a vehicle
• operating vehicle controls, instruments and indicators
• using defensive driving techniques
• managing engine performance

• Pre-operational checks may include:
• visual check of vehicle
• checking and topping up of fluid levels
• checks of tyre pressures
• checks of operation of vehicle lights and indicators
• checks of brakes

• Minor routine repairs may include:
• replacement of blown globes in vehicle lights
• replacement of broken fan belt
• replacement of blown fuse
• replacement of door mirrors
• repairs to rear tail-light lens
• changing of tyres
• repair of tyre punctures
• replacement of broken coolant hose

• Driving hazards may include (examples only):
• wet and iced roads
• oil on road
• animals and objects on road
• fire in vehicle
• leaking fuel
• faulty brakes
• parked vehicles on the road
• faulty steering mechanism on vehicle
• pedestrians crossing the road
• flooded sections of road
• windy sections of road
• foggy conditions

• Factors that can cause traffic delays and diversions may
include (examples only):
• traffic accidents
• flooded sections of road
• road damage
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• bridge/tunnel damage
• road works
• building construction
• emergency situations such as bushfires, building fires,

etc.
• road closures for special events such as marches,

parades, etc.
• holiday traffic
• road closures for utility works such as electricity, water,

sewerage, telecommunications, gas, etc.
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Documentation/records may include:
• State/Territory driving licence requirements
• State/Territory road rules
• workplace driving instructions and procedures
• vehicle manufacturer's instructions, specifications and

recommended driving procedures including
pre-operational checks of vehicle

• emergency procedures
• vehicle log book or record book (where required)

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant State/Territory roads and traffic authority

driving regulations and licence requirements pertaining
to the class of vehicle

• relevant State/Territory road rules
• relevant State/Territory permit regulations and

requirements
• relevant State/Territory OHS legislation
• relevant State/Territory fatigue management

regulations
• relevant State/Territory environmental protection

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• follow correct vehicle handling procedures
• monitor traffic and road conditions
• carry out pre-operational checks
• monitor and maintain vehicle performance
• follow OHS and environmental protection procedures

and regulations
• follow emergency procedures when required

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other competency units that form part of a transport
worker's job function

Required knowledge and
skills

• Relevant road rules, regulations, permit and licence
requirements of the relevant State/Territory road traffic
authority

• Relevant OHS and environmental procedures and
regulations

• Vehicle controls, instruments and indicators and their use
• Vehicle handling procedures
• Procedures to be followed in the event of a driving

emergency
• Engine power management and safe driving strategies
• Efficient driving techniques
• Pre-operational checks carried out on vehicle and related

action
• Differences between transmission types
• Fatigue management techniques
• Map reading and road navigation techniques
• Driving hazards and related defensive driving techniques
• Principles of stress management when driving a vehicle
• Factors which may cause traffic delays and diversions

and related action that can be taken by a driver
• Workplace driving and operational instructions
• Causes and effects of fatigue on drivers
• Strategies to manage on-road fatigue
• Factors which increase fatigue-related accidents
• Lifestyles which promote the effective long-term

management of fatigue
• Ability to read instructions, procedures and signage

relevant to the driving of a vehicle
• Ability to monitor and anticipate traffic hazards and take

appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to drive a commercial vehicle equal to or
less than 4.5 tonnes GVM and seating up to 12 adults
(including the driver and all types of transmission),
and/or

• drive such a commercial vehicle in an appropriate
range of operational situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• driving a vehicle
• monitoring traffic and road conditions and taking

appropriate action
• carrying out pre-operational checks and taking

appropriate action
• monitoring and maintaining vehicle performance
• exercising all required safety, environmental and

hazard control precautions and procedures during
driving operations

• communicating effectively with others when driving a
vehicle

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• relevant State/Territory roads and traffic authority

driving regulations and licence requirements pertaining
to the class of vehicle

• OHS policies and procedures
• identification of driving hazards and the use of

appropriate defensive driving techniques
• workplace procedures and work instructions(including

security and housekeeping procedures)
• relevant vehicle manufacturer's guidelines related to

the driving of the vehicle
• environmental protection procedures when driving a

vehicle and carrying out pre-operational checks
• Action is taken promptly to report and/or rectify any

identified vehicle faults or malfunctions in accordance
with manufacturer's instructions, road traffic authority
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
goods or equipment
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant State/Territory
road traffic authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTC397B Drive medium rigid vehicle
Unit Descriptor This unit involves the skills and knowledge required to drive a medium

rigid vehicle safely including systematic and efficient control of all
vehicle functions, monitoring of traffic and road conditions,
management of vehicle condition and performance and effective
management of hazardous situations. Assessment of this unit will
usually be undertaken within a licensing examination conducted by, or
under the authority of, the relevant State/Territory Road Traffic
Authority

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory learner permit or driver licence requirements
before driving a medium rigid vehicle on a public road.

Unit Sector Driving Vehicle

ELEMENT PERFORMANCE CRITERIA

1. Drive the medium rigid
vehicle

1.1 The medium rigid vehicle is started, steered, manoeuvred,
positioned and stopped in accordance with traffic
regulations and manufacturer's instructions

1.2 Engine power is managed to ensure efficiency and
performance and to minimise engine and transmission
damage

1.3 Engine operation is maintained within manufacturer's
specified torque range and temperature through effective
transmission use

1.4 Braking system of medium rigid vehicle is managed and
operated to ensure effective control of the vehicle under
all conditions

1.5 Driving hazards are identified and/or anticipated and
avoided or controlled through defensive driving

1.6 The medium rigid vehicle is driven in reverse, maintaining
visibility and achieving accurate positioning

1.7 The medium rigid vehicle is parked, shut down and
secured in accordance with manufacturer's specifications,
traffic regulations and workplace procedures

1.8 Appropriate procedures are followed in the event of a
driving emergency

2. Monitor traffic and road
conditions

2.1 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

2.2 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
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3. Monitor and maintain
vehicle performance

3.1 Vehicle performance is maintained through
pre-operational inspections and checks of the vehicle

3.2 Performance and efficiency of vehicle operation is
monitored during use

3.3 Defective or irregular performance or malfunctions are
reported to the appropriate authority

3.4 Vehicle records are maintained/updated and information is
processed in accordance with workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2

RANGE STATEMENT

General context • Driving must be carried out in compliance with the licence
requirements and regulations of the relevant
State/Territory roads and traffic authority pertaining to
medium rigid vehicles

• Driving is performed with limited or minimum supervision,
with limited accountability and responsibility for self and
others in achieving the prescribed outcomes

• Driving involves the application of routine vehicle driving
principles and procedures to maintain the safety and
operation of a commercial medium rigid vehicle across a
variety of driving contexts
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Worksite environment • Type of vehicle includes all medium rigid vehicles, for
example any 2-axle rigid vehicle, including truck and bus
greater than 8 tonnes GVM.

• Driving may be carried out in typical road transport
situations, including:
• operations conducted at day or night
• typical weather conditions
• on the open road
• on a private road
• while at a depot, base or warehouse
• while at a client's workplace or work site

• Vehicle handling procedures may include:
• starting a vehicle
• steering and manoeuvring a vehicle
• accelerating and braking
• positioning and stopping a vehicle
• reversing a vehicle
• operating vehicle controls, instruments and indicators
• using air brakes
• using defensive driving techniques
• managing engine performance

• Pre-operational checks may include:
• visual check of vehicle
• checking and topping up of fluid levels
• checks of tyre pressures
• checks of operation of vehicle lights and indicators
• checks of brakes

• Minor routine repairs may include:
• replacement of blown globes in vehicle lights
• replacement of broken fan belt
• replacement of blown fuse
• replacement of door mirrors
• repairs to rear tail-light lens
• changing of tyres
• repair of tyre punctures
• replacement of broken coolant hose

• Driving hazards may include (examples only):
• wet and iced roads
• oil on road
• animals and objects on road
• fire in vehicle
• leaking fuel
• faulty brakes
• parked vehicles on the road
• faulty steering mechanism on vehicle
• pedestrians crossing the road
• flooded sections of road
• windy sections of road
• foggy conditions

• Factors that can cause traffic delays and diversions may
include:
• traffic accidents
• flooded sections of road
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• road damage
• bridge/tunnel damage
• road works
• building construction
• emergency situations such as bushfires, building fires,

etc.
• road closures for special events such as marches,

parades, etc.
• holiday traffic
• road closures for utility works such as electricity, water,

sewerage, telecommunications, gas, etc.
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Documentation/records may include:
• State/Territory medium rigid vehicle driving licence

requirements
• State/Territory road rules
• workplace driving instructions and procedures
• vehicle manufacturer's instructions, specifications and

recommended driving procedures including
preoperational checks of vehicle

• emergency procedures
• vehicle log book or record book (where required)

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant State/Territory roads and traffic authority

driving regulations and licence requirements pertaining
to medium rigid vehicles

• relevant State/Territory road rules
• relevant State/Territory permit regulations and

requirements
• relevant State/Territory OHS legislation
• relevant State/Territory fatigue management

regulations
• relevant State/Territory environmental protection

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• follow correct medium rigid vehicle handling

procedures
• monitor traffic and road conditions
• carry out pre-operational checks
• monitor and maintain vehicle performance
• follow OHS and environmental protection procedures

and regulations
• follow emergency procedures when required

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other relevant competency units that form part of a
transport worker's job function

Required knowledge and
skills

• Relevant road rules, regulations, permit and licence
requirements of the relevant State/Territory road traffic
authority

• Relevant OHS and environmental procedures and
regulations

• Medium rigid vehicle controls, instruments and indicators
and their use

• Medium rigid vehicle handling procedures
• Procedures to be followed in the event of a driving

emergency
• Engine power management and safe driving strategies
• Efficient driving techniques
• Pre-operational checks carried out on vehicle and related

action
• Differences between transmission types
• Principles of operation of air brakes and procedures for

their use
• Fatigue management techniques
• Driving hazards and related defensive driving techniques
• Principles of stress management when driving a vehicle
• Factors which may cause traffic delays and diversions

and related action that can be taken by a driver
• Workplace driving and operational instructions
• Causes and effects of fatigue on drivers
• Strategies to manage on-road fatigue
• Factors which increase fatigue-related accidents
• Lifestyles which promote the effective long-term

management of fatigue
• Ability to read instructions, procedures and signage

relevant to the driving of a medium rigid vehicle
• Map reading and road navigation techniques
• Ability to monitor and anticipate traffic hazards and take

appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to drive a commercial medium rigid vehicle
equal to or less than 4.5 tonnes GVM and seating up to
12 adults (including the driver and all types of
transmission), and/or

• drive such a commercial medium rigid vehicle in an
appropriate range of operational situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• driving a medium rigid vehicle
• monitoring traffic and road conditions and taking

appropriate action
• carrying out pre-operational checks and taking

appropriate action
• monitoring and maintaining vehicle performance
• exercising all required safety, environmental and

hazard control precautions and procedures during
driving operations

• communicating effectively with others when driving a
vehicle

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• relevant State/Territory roads and traffic authority

driving regulations and licence requirements pertaining
to medium rigid vehicles

• OHS policies and procedures
• identification of driving hazards and the use of

appropriate defensive driving techniques
• workplace procedures and instructions (including

security and housekeeping procedures)
• relevant vehicle manufacturer's guidelines related to

the driving of the vehicle
• environmental protection procedures when driving a

vehicle and carrying out pre-operational checks
• Action is taken promptly to report and/or rectify any

identified vehicle faults or malfunctions in accordance
with manufacturer's instructions, road traffic authority
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
goods or equipment
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant State/Territory
road traffic authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTC497C Drive heavy rigid vehicle
Unit Descriptor This unit involves the skills and knowledge required to drive a heavy

rigid vehicle safely including systematic and efficient control of all
vehicle functions, monitoring of traffic and road conditions,
management of vehicle condition and performance, and effective
management of hazardous situations. Assessment of this unit will
usually be undertaken within a licensing examination conducted by, or
under the authority of, the relevant State/Territory Road Traffic
Authority

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory learner permit or driver licence requirements
before driving a heavy rigid vehicle on a public road.

Unit Sector Driving Vehicle

ELEMENT PERFORMANCE CRITERIA

1. Drive the heavy rigid
vehicle

1.1 The heavy rigid vehicle is started, steered, manoeuvred,
positioned and stopped in accordance with traffic
regulations and manufacturer's instructions

1.2 Engine power is managed to ensure efficiency and
performance and to minimise engine and gear damage

1.3 Engine operation is maintained within manufacturer's
specified torque range and temperature through effective
gear selection and smooth transition in gear changes

1.4 Braking system of heavy rigid vehicle is managed and
operated to ensure effective control of the vehicle under
all conditions

1.5 Driving hazards are identified and/or anticipated and
avoided or controlled through defensive driving

1.6 The heavy rigid vehicle is driven in reverse, maintaining
visibility and achieving accurate positioning.

1.7 The heavy rigid vehicle is parked, shut down and secured
in accordance with manufacturer's specifications, traffic
regulations and workplace procedures

1.8 Where required, overwidth and overweight permit
applications are undertaken in accordance with relevant
regulatory requirements

1.9 Appropriate procedures are followed in the event of a
driving emergency

2. Monitor traffic and road
conditions

2.1 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

2.2 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
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3. Monitor and maintain
vehicle performance

3.1 Vehicle performance is maintained through
pre-operational inspections and checks of the vehicle

3.2 Performance and efficiency of vehicle operation is
monitored during use

3.3 Defective or irregular performance or malfunctions are
reported to the appropriate authority

3.4 Vehicle records are maintained/updated and information is
processed in accordance with workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2

RANGE STATEMENT

General context • Driving must be carried out in compliance with the licence
requirements and regulations of the relevant
State/Territory roads and traffic authority pertaining to
heavy rigid vehicles

• Driving is performed with limited or minimum supervision,
with limited accountability and responsibility for self and
others in achieving the prescribed outcomes

• Driving involves the application of routine vehicle driving
principles and procedures to maintain the safety and
operation of a commercial heavy rigid vehicle across a
variety of driving contexts
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Worksite environment • Type of vehicle includes all heavy rigid vehicles, for
example any rigid vehicle with 3 or more axles, including
trucks or buses, greater than 8 tonnes GVM.

• Driving may be carried out in typical road transport
situations, including:
• operations conducted at day or night
• typical weather conditions
• on the open road
• on a private road
• while at a depot, base or warehouse
• while at a client's workplace or work site

• Vehicle handling procedures may include:
• starting a vehicle
• steering and manoeuvring a vehicle
• accelerating and braking
• positioning and stopping a vehicle
• reversing a vehicle
• operating vehicle controls, instruments and indicators
• using air brakes
• using defensive driving techniques
• managing engine performance

• Pre-operational checks may include:
• visual check of vehicle
• checking and topping up of fluid levels
• checks of tyre pressures
• checks of operation of vehicle lights and indicators
• checks of brakes

• Minor routine repairs may include:
• replacement of blown globes in vehicle lights
• replacement of broken fan belt
• replacement of blown fuse
• replacement of door mirrors
• repairs to rear tail-light lens
• changing of tyres
• repair of tyre punctures
• replacement of broken coolant hose

• Driving hazards may include (examples only):
• wet and iced roads
• oil on road
• animals and objects on road
• fire in vehicle
• leaking fuel
• faulty brakes
• parked vehicles on the road
• faulty steering mechanism on vehicle
• pedestrians crossing the road
• flooded sections of road
• windy sections of road
• foggy conditions
• work site hazards including power and service lines,

buildings, structures, facilities, underground services,
uneven or unstable ground and recently filled trenches,
stationary and moving machinery and equipment,
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hazardous or dangerous materials, noise, light, energy
sources, and obstructions

• Factors that can cause traffic delays and diversions may
include:
• traffic accidents
• flooded sections of road
• road damage
• bridge/tunnel damage
• road works
• building construction
• emergency situations such as bushfires, building fires,

etc.
• road closures for special events such as marches,

parades, sporting events, etc.
• holiday traffic
• road closures for utility works such as electricity, water,

sewerage, telecommunications, gas, etc.
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Documentation/records may include:
• State/Territory heavy rigid vehicle driving licence and

permit requirements
• State/Territory road rules
• workplace driving instructions and procedures
• vehicle manufacturer's instructions, specifications and

recommended driving procedures including
preoperational checks of vehicle

• emergency procedures
• vehicle log book or record book (where required)
• relevant standards and certification requirements
• quality assurance procedures

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant State/Territory roads and traffic authority

driving regulations and licence/permit requirements
pertaining to heavy rigid vehicles

• relevant State/Territory road rules
• relevant State/Territory permit regulations and

requirements
• relevant State/Territory OHS legislation
• relevant State/Territory fatigue management

regulations
• relevant State/Territory environmental protection

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• follow correct heavy rigid vehicle handling procedures
• monitor traffic and road conditions
• carry out pre-operational checks
• monitor and maintain vehicle performance
• follow OHS and environmental protection procedures

and regulations
• follow emergency procedures when required

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other relevant competency units that form part of a
transport worker's job function

Required knowledge and
skills

• Relevant road rules, regulations, permit and licence
requirements of the relevant State/Territory road traffic
authority

• Relevant OHS and environmental procedures and
regulations

• Heavy rigid vehicle controls, instruments and indicators
and their use

• Heavy rigid vehicle handling procedures
• Procedures to be followed in the event of a driving

emergency
• Engine power management and safe driving strategies
• Efficient driving techniques
• Pre-operational checks carried out on heavy rigid vehicle

and related action
• Differences between transmission types
• Fatigue management techniques
• Principles of operation of air brakes and procedures for

their use
• Fatigue management techniques
• Driving hazards and related defensive driving techniques
• Principles of stress management when driving a vehicle
• Factors which may cause traffic delays and diversions

and related action that can be taken by a driver
• Workplace driving and operational instructions
• Causes and effects of fatigue on drivers
• Strategies to manage on-road fatigue
• Factors which increase fatigue-related accidents
• Lifestyles which promote the effective long-term

management of fatigue
• Ability to read instructions, procedures and signage

relevant to the driving of a heavy rigid vehicle
• Map reading and road navigation techniques
• Ability to monitor and anticipate traffic hazards and take

appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to drive a commercial heavy rigid vehicle
equal to or less than 4.5 tonnes GVM and seating up to
12 adults (including the driver and all types of
transmission), and/or

• drive such a commercial heavy rigid vehicle in an
appropriate range of operational situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• driving a heavy rigid vehicle
• monitoring traffic and road conditions and taking

appropriate action
• carrying out pre-operational checks and taking

appropriate action
• monitoring and maintaining vehicle performance
• exercising all required safety, environmental and

hazard control precautions and procedures during
driving operations

• communicating effectively with others when driving a
heavy rigid vehicle

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• relevant State/Territory roads and traffic authority

driving regulations and licence requirements pertaining
to the class of vehicle

• OHS policies and procedures
• identification of driving hazards and the use of

appropriate defensive driving techniques
• workplace procedures and instructions (including

security and housekeeping procedures)
• relevant vehicle manufacturer's guidelines related to

the driving of the heavy rigid vehicle
• environmental protection procedures when driving a

vehicle and carrying out pre-operational checks
• Action is taken promptly to report and/or rectify any

identified vehicle faults or malfunctions in accordance
with manufacturer's instructions, road traffic authority
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
goods or equipment
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant State/Territory
road traffic authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTC597C Drive heavy combination vehicle
Unit Descriptor This unit involves the skills and knowledge required to drive a heavy

combination vehicle safely including systematic and efficient control of
all vehicle functions, monitoring of traffic and road conditions,
management of vehicle condition and performance, coupling and
uncoupling of trailer, and effective management of hazardous
situations. Assessment of this unit will usually be undertaken within a
licensing examination conducted, by or under the authority of, the
relevant State/Territory Road Traffic Authority

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory learner permit or driver licence requirements
before driving a heavy combination vehicle on a public road.

Unit Sector Driving Vehicle

ELEMENT PERFORMANCE CRITERIA

1. Drive the heavy
combination vehicle

1.1 The heavy combination vehicle is started, steered,
manoeuvred, positioned and stopped in accordance with
traffic regulations and manufacturer's instructions

1.2 Engine power is managed to ensure efficiency and
performance and to minimise engine and gear damage

1.3 Engine operation is maintained within manufacturer's
specified torque range and temperature through effective
gear selection and smooth transition in gear changes

1.4 Braking system of heavy combination vehicle is managed
and operated to ensure effective control of the vehicle
under all conditions

1.5 Driving hazards are identified and/or anticipated and
avoided or controlled through defensive driving

1.6 The heavy combination vehicle is driven in reverse,
maintaining visibility and achieving accurate positioning

1.7 The heavy combination vehicle is parked, uncoupled, shut
down and secured in accordance with manufacturer's
specifications, traffic regulations and workplace
procedures

1.8 Where required, overwidth and overweight permit
applications are undertaken in accordance with relevant
regulatory requirements

1.9 Appropriate signage, lights and the like are checked for
operational effectiveness and for conformity to prescribed
traffic regulations

1.10 Appropriate procedures are followed in the event of a
driving emergency
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2. Monitor traffic and road
conditions

2.1 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

2.2 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

3.1 Vehicle performance is maintained through
pre-operational inspections and checks of the vehicle

3.2 Prime mover and trailer are aligned and coupled in
accordance with manufacturer's instructions and
workplace procedures

3.3 Coupled vehicle is checked and tested to ensure it is
correctly secured and to confirm that it is fully operational

3.4 Performance and efficiency of vehicle operation is
monitored during use

3.5 Defective or irregular performance or malfunctions are
reported to the appropriate authority

3.6 Vehicle records are maintained/updated and information is
processed in accordance with workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2

RANGE STATEMENT

General context • Driving must be carried out in compliance with the licence
requirements and regulations of the relevant
State/Territory roads and traffic authority pertaining to
heavy combination vehicles

• Driving is performed with limited or minimum supervision,
with limited accountability and responsibility for self and
others in achieving the prescribed outcomes

• Driving involves the application of routine vehicle driving
principles and procedures to maintain the safety and
operation of a commercial heavy combination vehicle
across a variety of driving contexts
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Worksite environment • Type of vehicle includes all heavy combination vehicles
that may be driven on public and private roads and work
sites

• Driving may be carried out in typical road transport
situations, including:
• operations conducted at day or night
• typical weather conditions
• on the open road
• on a private road
• while at a depot, base or warehouse
• while at a client's workplace or work site

• Vehicle handling procedures may include:
• starting a vehicle
• steering and manoeuvring a vehicle
• accelerating and braking
• positioning and stopping a vehicle
• reversing a vehicle
• operating vehicle controls, instruments and indicators
• using air brakes
• using defensive driving techniques
• managing engine performance

• Pre-operational checks may include:
• visual check of vehicle
• checking and topping up of fluid levels
• checks of tyre pressures
• checks of operation of vehicle lights and indicators
• checks of brakes
• checks of coupling equipment

• Minor routine repairs may include:
• replacement of blown globes in vehicle lights
• replacement of broken fan belt
• replacement of blown fuse
• replacement of door mirrors
• repairs to rear tail-light lens
• changing of tyres
• repair of tyre punctures
• replacement of broken coolant hose

• Driving hazards may include (examples only):
• wet and iced roads
• oil on road
• animals and objects on road
• fire in vehicle
• leaking fuel
• faulty brakes
• parked vehicles on the road
• faulty steering mechanism on vehicle
• pedestrians crossing the road
• flooded sections of road
• windy sections of road
• foggy conditions
• work site hazards including power and service lines,

buildings, structures, facilities, underground services,
uneven or unstable ground and recently filled trenches,
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stationary and moving machinery and equipment,
hazardous or dangerous materials, noise, light, energy
sources, and obstructions

• Factors that can cause traffic delays and diversions may
include (examples only):
• traffic accidents
• flooded sections of road
• road damage
• bridge/tunnel damage
• road works
• building construction
• emergency situations such as bushfires, building fires,

etc.
• road closures for special events such as marches,

parades, sporting events, etc.
• holiday traffic
• road closures for utility works such as electricity, water,

sewerage, telecommunications, gas, etc.
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Documentation/records may include:
• State/Territory heavy combination vehicle driving

licence/permit requirements
• State/Territory road rules
• workplace driving instructions and procedures
• vehicle manufacturer's instructions, specifications and

recommended driving procedures including
preoperational checks of vehicle

• emergency procedures
• vehicle log book or record book (where required)

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant State/Territory roads and traffic authority

driving regulations and licence requirements pertaining
to heavy combination vehicles

• relevant State/Territory road rules
• relevant State/Territory permit regulations and

requirements
• relevant State/Territory OHS legislation
• relevant State/Territory fatigue management

regulations
• relevant State/Territory environmental protection

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• follow correct heavy combination vehicle handling

procedures
• monitor traffic and road conditions
• carry out pre-operational checks
• monitor and maintain vehicle performance
• follow OHS and environmental protection procedures

and regulations
• follow emergency procedures when required

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other relevant competency units that are form of a
transport worker's job function
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Required knowledge and
skills

• Relevant road rules, regulations, permit and licence
requirements of the relevant State/Territory road traffic
authority

• Relevant OHS and environmental procedures and
regulations

• Heavy combination vehicle controls, instruments and
indicators and their use

• Heavy combination vehicle handling procedures
• Procedures to be followed in the event of a driving

emergency
• Engine power management and safe driving strategies
• Efficient driving techniques
• Pre-operational checks carried out on heavy combination

vehicle and related action
• Map reading and vehicle and related action
• Differences between transmission types
• Principles of operation of air brakes and procedures for

their use
• Fatigue management techniques
• Driving hazards and related defensive driving techniques
• Principles of stress management when driving a vehicle
• Factors which may cause traffic delays and diversions

and related action that can be taken by a driver
• Workplace driving and operational instructions
• Causes and effects of fatigue on drivers
• Strategies to manage on-road fatigue
• Factors which increase fatigue-related accidents
• Lifestyles which promote the effective long-term

management of fatigue
• Ability to read instructions, procedures and signage

relevant to the driving of a heavy combination vehicle
• Map reading and road navigation techniques
• Ability to monitor and anticipate traffic hazards and take

appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to drive a
commercial heavy combination vehicle, and/or

• drive a commercial heavy combination vehicle in an
appropriate range of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• driving a heavy combination vehicle
• monitoring traffic and road conditions and taking

appropriate action
• carrying out pre-operational checks and taking

appropriate action
• monitoring and maintaining vehicle performance
• exercising all required safety, environmental and

hazard control precautions and procedures during
driving operations

• communicating effectively with others when driving a
heavy combination vehicle

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• relevant State/Territory roads and traffic authority

driving regulations and licence requirements pertaining
to heavy combination vehicles

• OHS policies and procedures
• identification of driving hazards and the use of

appropriate defensive driving techniques
• workplace procedures and instructions (including

security and housekeeping procedures)
• relevant vehicle manufacturer's guidelines related to

the driving of the heavy combination vehicle
• environmental protection procedures when driving a

vehicle and carrying out pre-operational checks
• Action is taken promptly to report and/or rectify any

identified vehicle faults or malfunctions in accordance
with manufacturer's instructions, road traffic authority
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
goods or equipment

Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant State/Territory
road traffic authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTC597C Drive heavy combination vehicle

Volume 2 of 4, Imported Unit 33 of 57 Page 367 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



TDTC697B Drive multi-combination vehicle
Unit Descriptor This unit involves the skills and knowledge required to drive a

multi-combination vehicle safely, including systematic and efficient
control of all vehicle functions, coupling and uncoupling of dollies,
monitoring of traffic and road conditions, management of vehicle
condition and performance, and effective management of hazardous
situations. Assessment of this unit will usually be undertaken within a
licensing examination conducted by, or under the authority of, the
relevant State/Territory Road Traffic Authority

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory learner permit or driver licence requirements
before driving a multi-combination vehicle on a public road.

Unit Sector Driving Vehicle

ELEMENT PERFORMANCE CRITERIA

1. Drive the
multi-combination vehicle

1.1 The multi-combination vehicle is started, steered,
manoeuvred, positioned and stopped in accordance with
traffic regulations and manufacturer's instructions

1.2 Engine power is managed to ensure efficiency and
performance and to minimise engine and transmission
damage

1.3 Braking system of multi-combination vehicle is managed
and operated to ensure effective control of the vehicle
under all conditions

1.4 Driving hazards are identified and/or anticipated and
avoided or controlled through defensive driving

1.5 The multi-combination vehicle is driven in reverse,
maintaining visibility and achieving accurate positioning

1.6 The multi-combination vehicle is parked, shut down,
uncoupled and secured according to manufacturer's
specifications, traffic regulations and workplace
procedures

1.7 Appropriate signage, lights and the like are checked for
operational effectiveness and for conformity to prescribed
traffic regulations

1.8 Appropriate procedures are followed in the event of a
driving emergency

2. Monitor traffic and road
conditions

2.1 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

2.2 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
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3. Monitor and maintain
vehicle performance

3.1 Vehicle performance is maintained through
pre-operational inspections and checks of the vehicle

3.2 Prime mover, dollies and trailer are aligned and coupled in
proper sequence in accordance with manufacturer's
instructions and workplace procedures

3.3 Coupled vehicle is checked and tested to ensure it is
correctly secured and to confirm that it is fully operational

3.4 Performance and efficiency of vehicle operation is
monitored during use

3.5 Defective or irregular performance or malfunctions are
reported to the appropriate authority

3.6 Vehicle records are maintained/updated and information is
processed in accordance with workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2

RANGE STATEMENT

General context • Driving must be carried out in compliance with the licence
requirements and regulations of the relevant
State/Territory roads and traffic authority pertaining to
multi-combination vehicles

• Driving is performed with limited or minimum supervision,
with limited accountability and responsibility for self and
others in achieving the prescribed outcomes

• Driving involves the application of routine vehicle driving
principles and procedures to maintain the safety and
operation of a commercial multi-combination vehicle
across a variety of driving contexts
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Worksite environment • Type of vehicle includes all multi-combination vehicles
that may be driven on public and private roads and work
sites

• Driving may be carried out in typical road transport
situations, including:
• operations conducted at day or night
• typical weather conditions
• on the open road
• on a private road
• while at a depot, base or warehouse
• while at a client's workplace or work site

• Vehicle handling procedures may include:
• starting a vehicle
• steering and manoeuvring a vehicle
• accelerating and braking
• positioning and stopping a vehicle
• reversing a vehicle
• operating vehicle controls, instruments and indicators
• using air brakes
• using defensive driving techniques
• managing engine performance

• Pre-operational checks may include:
• visual check of vehicle
• checking and topping up of fluid levels
• checks of tyre pressures
• checks of operation of vehicle lights and indicators
• checks of brakes
• checks of coupling equipment

• Minor routine repairs may include:
• replacement of blown globes in vehicle lights
• replacement of broken fan belt
• replacement of blown fuse
• replacement of door mirrors
• repairs to rear tail-light lens
• changing of tyres
• repair of tyre punctures
• replacement of broken coolant hose

• Driving hazards may include (examples only):
• wet and iced roads
• oil on road
• animals and objects on road
• fire in vehicle
• leaking fuel
• faulty brakes
• parked vehicles on the road
• faulty steering mechanism on vehicle
• pedestrians crossing the road
• flooded sections of road
• windy sections of road
• foggy conditions

• Factors that can cause traffic delays and diversions may
include (examples only):
• traffic accidents
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• flooded sections of road
• road damage
• bridge/tunnel damage
• road works
• building construction
• emergency situations such as bushfires, building fires,

etc.
• road closures for special events such as marches,

parades, etc.
• holiday traffic
• road closures for utility works such as electricity, water,

sewerage, telecommunications, gas, etc.
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Documentation/records may include:
• State/Territory multi-combination vehicle driving

licence/permit requirements
• State/Territory road rules
• workplace driving instructions and procedures
• vehicle manufacturer's instructions, specifications and

recommended driving procedures including
preoperational checks of vehicle

• emergency procedures
• vehicle log book or record book (where required)

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant State/Territory roads and traffic authority

driving regulations and licence/permit requirements
pertaining to multi-combination vehicles

• relevant State/Territory road rules
• relevant State/Territory OHS legislation
• relevant State/Territory fatigue management

regulations
• relevant State/Territory environmental protection

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• follow correct multi-combination vehicle handling

procedures
• monitor traffic and road conditions
• carry out pre-operational checks
• monitor and maintain vehicle performance
• follow OHS and environmental protection procedures

and regulations
• follow emergency procedures when required

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other competency units that form part of a transport
worker's job function

Required knowledge and
skills

• Relevant road rules, regulations, permit and licence
requirements of the relevant State/Territory road traffic
authority

• Relevant OHS and environmental procedures and
regulations

• Multi-combination vehicle controls, instruments and
indicators and their use

• Multi-combination vehicle handling procedures
• Procedures to be followed in the event of a driving

emergency
• Engine power management and safe driving strategies
• Efficient driving techniques
• Pre-operational checks carried out on multi-combination

vehicle and related action
• Differences between transmission types
• Principles of operation of air brakes and procedures for

their use
• Fatigue management techniques
• Driving hazards and related defensive driving techniques
• Principles of stress management when driving a vehicle
• Factors which may cause traffic delays and diversions

and related action that can be taken by a driver
• Workplace driving and operational instructions
• Causes and effects of fatigue on drivers
• Strategies to manage on-road fatigue
• Factors which increase fatigue-related accidents
• Lifestyles which promote the effective long-term

management of fatigue
• Ability to read instructions, procedures and signage

relevant to the driving of a multi-combination vehicle
• Map reading and road navigation techniques
• Ability to monitor and anticipate traffic hazards and take

appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to drive a commercial multi-combination
vehicle, and/or

• drive a commercial multi-combination vehicle in an
appropriate range of operational situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• driving a multi-combination vehicle
• monitoring traffic and road conditions and taking

appropriate action
• carrying out pre-operational checks and taking

appropriate action
• monitoring and maintaining vehicle performance
• exercising all required safety, environmental and

hazard control precautions and procedures during
driving operations

• communicating effectively with others when driving a
vehicle

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• relevant State/Territory roads and traffic authority

driving regulations and licence requirements pertaining
to the class of vehicle

• OHS policies and procedures
• identification of driving hazards and the use of

appropriate defensive driving techniques
• workplace procedures and instructions (including

security and housekeeping procedures)
• relevant vehicle manufacturer's guidelines related to

the driving of the multi-combination vehicle
• environmental protection procedures when driving a

vehicle and carrying out pre-operational checks
• Action is taken promptly to report and/or rectify any

identified vehicle faults or malfunctions in accordance
with manufacturer's instructions, road traffic authority
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
goods or equipment
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant State/Territory
road traffic authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTC897B Drive coach/bus
Unit Descriptor This unit involves the skills and knowledge required to drive a

passenger coach/bus safely including systematic and efficient control of
all coach/bus functions; monitoring of traffic and road conditions;
management of coach/bus condition and performance; and effective
management of hazardous situations. Assessment of this unit will
usually be undertaken within a licensing examination conducted by, or
under the authority of, the relevant State/Territory Road Traffic
Authority

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory learner permit or driver licence requirements
before driving a coach or bus on a public road.

Unit Sector Driving Vehicle

ELEMENT PERFORMANCE CRITERIA

1. Drive the coach 1.1 The coach/bus is started, steered, manoeuvred,
positioned and stopped in accordance with traffic
regulations and manufacturer's instructions

1.2 Engine power is managed to ensure efficiency and
performance and to minimise engine and transmission
damage

1.3 Engine operation is maintained within manufacturer's
specified torque range and temperature through effective
transmission use

1.4 Braking system of coach/bus is managed and operated to
ensure effective control of the coach/bus under all
conditions

1.5 Driving hazards are identified and/or anticipated and
avoided or controlled through defensive driving

1.6 The coach/bus is driven in reverse, maintaining visibility
and achieving accurate positioning

1.7 The coach/bus is parked, shut down and secured in
accordance with manufacturer's specifications, traffic
regulations and workplace procedures

1.8 Appropriate procedures are followed in the event of a
driving emergency

2. Monitor traffic and road
conditions

2.1 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

2.2 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
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3. Monitor and maintain
coach/bus performance

3.1 Coach/bus performance is maintained through
pre-operational inspections and checks of the coach/bus
and ancillary equipment

3.2 Performance and efficiency of coach/bus operation is
monitored during use

3.3 Defective or irregular performance or malfunctions are
repaired or reported to the appropriate authority

3.4 Coach/bus records are maintained/updated and
information is processed in accordance with workplace
procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Driving must be carried out in compliance with the licence
requirements and regulations of the relevant
State/Territory roads and traffic authority pertaining to the
driving of a commercial coach/bus

• Driving is performed with limited or minimum supervision,
with limited accountability and responsibility for self and
others in achieving the prescribed outcomes

• Driving involves the application of routine vehicle driving
principles and procedures to maintain the safety and
operation of a commercial coach /bus across a variety of
driving contexts
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Worksite environment • Type of vehicle includes all coaches and buses relevant
to specific licence classifications

• Driving may be carried out in typical road transport
situations, including:
• operations conducted at day or night
• typical weather conditions
• on the open road
• on a private road
• while at a depot, base or warehouse
• while at a client's workplace or work site

• Vehicle handling procedures may include:
• starting a vehicle
• steering and manoeuvring a vehicle
• accelerating and braking
• positioning and stopping a vehicle
• reversing a vehicle
• operating vehicle controls, instruments and indicators
• operating door opening and closing equipment
• using defensive driving techniques
• managing engine performance

• Pre-operational checks may include:
• visual check of vehicle
• checking and topping up of fluid levels
• checks of tyre pressures
• checks of operation of vehicle lights and indicators
• checks of brakes

• Minor routine repairs may include:
• replacement of blown globes in vehicle lights
• replacement of broken fan belt
• replacement of blown fuse
• replacement of door mirrors
• repairs to rear tail-light lens
• changing of tyres
• repair of tyre punctures
• replacement of broken coolant hose

• Driving hazards may include (examples only):
• wet and iced roads
• oil on road
• animals and objects on road
• fire in vehicle
• leaking fuel
• faulty brakes
• parked vehicles on the road
• faulty steering mechanism on vehicle
• pedestrians crossing the road
• flooded sections of road
• windy sections of road
• foggy conditions

• Factors that can cause traffic delays and diversions may
include (examples only):
• traffic accidents
• flooded sections of road
• road damage
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• bridge/tunnel damage
• road works
• building construction
• emergency situations such as bushfires, building fires,

etc.
• road closures for special events such as marches,

parades, sporting events, etc.
• holiday traffic
• road closures for utility works such as electricity, water,

sewerage, telecommunications, gas, etc.
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Documentation/records may include:
• State/Territory coach/bus driving licence requirements
• State/Territory road rules
• workplace driving instructions and procedures
• coach/bus manufacturer's instructions, specifications

and recommended driving procedures including
pre-operational checks of coach/bus

• emergency procedures
• vehicle log book or record book (where required)

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant State/Territory roads and traffic authority

driving regulations and licence requirements pertaining
to coaches/buses

• relevant State/Territory road rules
• relevant State/Territory OHS legislation
• relevant State/Territory fatigue management

regulations
• relevant State/Territory environmental protection

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• follow correct coach/bus handling procedures
• monitor traffic and road conditions
• carry out pre-operational checks
• monitor and maintain vehicle performance
• follow OHS and environmental protection procedures

and regulations
• follow emergency procedures when required

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other relevant competency units that form part of a
bus/coach driver's job function

Required knowledge and
skills

• Relevant road rules, regulations, permit and licence
requirements of the relevant State/Territory road traffic
authority

• Relevant OHS and environmental procedures and
regulations

• Coach/bus controls, instruments and indicators and their
use

• Coach/bus handling procedures
• Procedures to be followed in the event of a driving

emergency
• Engine power management and safe driving strategies
• Efficient driving techniques
• Pre-operational checks carried out on coaches/buses and

related action
• Differences between transmission types
• Fatigue management techniques
• Map reading and road navigation techniques
• Driving hazards and related defensive driving techniques
• Principles of stress management when driving a vehicle
• Factors which may cause traffic delays and diversions

and related action that can e taken by a driver
• Workplace driving and operational instructions
• Causes and effects of fatigue on drivers
• Strategies to manage on-road fatigue
• Factors which increase fatigue-related accidents
• Lifestyles which promote the effective long-term

management of fatigue
• Ability to read instructions, procedures and signage

relevant to the driving of a coach/bus
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to drive a commercial coach/bus, and/or

• drive a commercial coach/bus in an appropriate range
of operational situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• driving a coach/bus
• monitoring traffic and road conditions and taking

appropriate action
• carrying out pre-operational checks and taking

appropriate action
• monitoring and maintaining coach/bus performance
• exercising all required safety, environmental and

hazard control precautions and procedures during
driving operations

• communicating effectively with others when driving a
coach/bus

• completing required documentation
• Shows evidence of application of relevant workplace

procedures including:
• relevant State/Territory roads and traffic authority

driving regulations and licence requirements pertaining
to the coaches and buses

• OHS policies and procedures
• identification of driving hazards and the use of

appropriate defensive driving techniques
• workplace procedures and instructions (including

security and housekeeping procedures)
• relevant coach/bus manufacturer's guidelines relaed to

the driving of the coach/bus
• environmental protection procedures when driving a

coach/bus and carrying out pre-operational checks
• Action is taken promptly to report and/or rectify any

identified coach/bus faults or malfunctions in accordance
with manufacturer's instructions, road traffic authority
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
goods or equipment
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant State/Territory
road traffic authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTD1097B Operate a forklift
Unit Descriptor This unit involves the skills and knowledge required to operate a forklift,

including checking forklift condition, driving the forklift to fulfil
operational requirements, monitoring site conditions and monitoring and
maintaining forklift performance. Assessment of this unit will usually be
undertaken within a licensing examination conducted by, or under the
authority of, the relevant State/Territory OHS Authority.

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory OHS regulatory requirements concerning the
safe operation of forklifts

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Check forklift condition 1.1 Condition of forklift is checked for compliance with OHS
and workplace requirements for warning devices,
manufacturer's specifications and the nature of the load
shifting task

1.2 Attachments are checked to ensure appropriate
adjustment and operation

1.3 Mirrors and seats are adjusted for safe operation by the
driver

1.4 Log books are checked and appropriate workplace
documentation is completed in accordance with workplace
requirements

2. Drive the forklift 2.1 Forklift is started, steered, manoeuvred, positioned and
stopped in accordance with regulations and
manufacturer's instructions

2.2 Engine power is managed to ensure efficiency and
performance and to minimise engine and gear damage

2.3 Operational hazards are identified and/or anticipated and
avoided or controlled through defensive driving and
appropriate hazard control techniques

2.4 Forklift is driven in reverse, maintaining visibility and
achieving accurate positioning

2.5 The forklift is parked, shut down and secured in
accordance with manufacturer's specifications, regulations
and workplace procedures

3. Operate a forklift to handle
loads

3.1 The lifting task to be undertaken is appropriately planned
and the correct lifting truck and attachments are selected

3.2 The load is lifted, carried, lowered and set down in
accordance with OHS legislation, manufacturer's
specifications and company procedures

4. Monitor site conditions 4.1 When selecting the most efficient route, hazards and
traffic flow are identified and appropriate adjustments are
made

4.2 Site conditions are assessed to enable safe operations
and to ensure no injury to people or damage to property,
equipment, loads or facilities occurs

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTD1097B Operate a forklift

Volume 2 of 4, Imported Unit 36 of 57 Page 382 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



5. Monitor and maintain
forklift performance

5.1 Performance and efficiency of vehicle operation is
monitored during use

5.2 Defective/irregular performance and malfunctions reported
to relevant personnel

5.3 Forklift records are maintained/updated in accordance
with workplace procedures and legislative requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Operation of a forklift must be carried out in compliance
with the licence requirements and regulations of the
relevant State/Territory authority

• Operation of a forklift is performed under some
supervision, generally within a team environment

• Operation of a forklift involves the application of routine
equipment operation principles and procedures to
maintain the safety and operation of a forklift in a variety
of operational contexts
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Worksite environment • Types of forklift may include counterbalance trucks, reach
trucks and pallet trucks

• Operations may be carried out in typical forklift
operational situations, including:
• operations conducted at day or night
• typical weather conditions
• on the open road
• on a private road or worksite
• while at a workplace

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• restricted spaces
• exposed conditions
• controlled or open environments

• Loads to be shifted may require special precautions
• Loads to be shifted may be:

• irregularly shaped
• packaged or unpackaged
• labelled or unlabelled
• palleted or unpalleted

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials

• Personnel in the work area may include:
• workplace personnel
• site visitors
• contractors
• official representatives

• Forklift handling procedures may include:
• starting a forklift
• steering and manoeuvring a forklift
• accelerating and braking
• positioning and stopping a forklift
• reversing a forklift
• operating forklift controls, instruments and indicators
• using defensive driving techniques
• managing engine performance

• Pre-operational checks may include:
• visual check of forklift
• checking and topping up of fluid levels
• checks of tyres
• checks of operation of forklift lights and indicators
• checks of brakes

• Hazards may include (examples only):
• wet and iced operating surfaces
• oil on operating surface
• faulty brakes
• workplace obstacles and other operational equipment

and vehicles
• damaged loads and pallets
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• other personnel in work area
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes, including

IMDG markings and HAZCHEM signs
• manifests, bar codes, picking slips, merchandise

transfers, stock requisitions, goods and container
identification

• Australian Standard 2359 - Industrial Truck Code
• manufacturer's specifications for forklift and associated

equipment
• operations and service record book or log
• workplace procedures and policies for the operation of

forklifts
• supplier and/or client instructions
• ADG Code and material safety data sheets
• regulatory requirements concerning the use of forklifts
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant State/Territory regulations pertaining to the

operation of forklifts
• relevant codes and standards, including Australian

Standard 2359 - Industrial Truck Code
• relevant State/Territory OHS legislation
• relevant State/Territory fatigue management

regulations
• relevant State/Territory environmental protection

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• operate a forklift safely in a workplace environment
• handle loads and drive defensively
• manage forklift controls, read instruments and adjust

engine power to site requirements
• locate, interpret and apply relevant information
• carry out pre-operational checks on a forklift
• 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
• meet relevant regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that are part of a worker's job function

Required knowledge and
skills

• Knowledge of relevant duty of care requirements
pertaining to the operation of a forklift

• Relevant OHS and environmental procedures and
regulations

• Forklift controls, instruments and indicators and their use
• Forklift handling procedures
• Procedures to be followed in the event of an operational

emergency
• Engine power management and safe operating strategies
• Efficient driving techniques
• Pre-operational checks carried out on forklift and related

action
• Site layout and obstacles
• Operating hazards and related defensive driving and

hazard control techniques
• Principles of stress management when driving a forklift
• Workplace operating procedures
• Ability to identify points of balance and safe lifting

positions on a range of loads when operating a forklift
• Ability to read instructions, procedures and signage

relevant to the operation of a forklift
• Ability to monitor and anticipate operational hazards and

take appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to operate a forklift to carry out a range of
load shifting operations in a workplace, and/or

• operate a forklift to shift loads in an appropriate range
of operational situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• operating a forklift safely in workplace environment
• handling loads and driving defensively
• managing forklift controls, reading instruments and

adjusting engine power to site requirements
• locating, interpreting and applying relevant information
• carrying out pre-operational checks
• working effectively with colleagues
• conveying information in relevant form
• maintaining workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant State/Territory regulations and licence

requirements pertaining to forklift operation
• OHS policies and procedures
• identification of operational hazards and the use of

appropriate defensive driving and hazard control
techniques

• workplace procedures and work instructions (including
security and housekeeping procedures)

• forklift manufacturer's guidelines and instructions
• environmental protection procedures when operating a

forklift and carrying out pre-operational checks
• Action is taken promptly to report and/or rectify accidents,

incidents and any identified faults or malfunctions in
accordance with manufacturer's instructions, regulatory
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
goods or equipment
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant State/Territory
forklift licensing authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTD1397B Move materials mechanically using
automated equipment

Unit Descriptor This unit involves the skills and knowledge required to move materials
mechanically using automated equipment such as automatic guided
vehicles, tow motors, high level order pickers, conveyor systems, and
mechanised pallet movers. This includes selecting appropriate
mechanical moving equipment (where relevant), moving
materials/goods in accordance with operational requirements, checking
condition of materials/goods and completing all required
documentation.

Persons achieving competence in this unit will need to fulfil all of the
relevant Australian and State/Territory regulations and codes
concerned with the handling of goods and materials, including
dangerous goods and materials where relevant.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Select load moving
equipment

1.1 The mechanised handling equipment, the route to be
taken and procedures to be used are selected appropriate
to the characteristics of the goods

1.2 Dangerous goods and hazardous materials are identified
and handled in accordance with codes of practice, OHS
requirements and workplace procedures

2. Move goods 2.1 Goods are moved using the selected materials handling
equipment in accordance with occupational health and
safety regulations, manufacturer's instructions and
company procedures

2.2 Problems in the movement of goods and materials using
the automated equipment are identified and are reported
in accordance with workplace procedures

3. Check goods and
complete documentation

3.1 Moved goods are inspected for possible damage during
transit/movement and appropriate action is taken

3.2 All required documentation is completed for the tracking of
the moved goods in accordance with company
requirements
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
OHS regulations concerning the movement of materials
mechanically using automated equipment

• Work is performed under limited or minimum supervision
• Work involves the application of the basic principles and

routine procedures for the safe movement of materials
mechanically using automated equipment
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Worksite environment • The operations may be conducted in a range of work
environments by day or night in a range of typical weather
conditions:

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• restricted spaces
• exposed conditions
• controlled or open environments

• Mechanised equipment may include a range of goods
and materials handling equipment such as:
• automatic guided vehicle
• tow motors
• high level order picker
• conveyor system
• mechanised pallet mover

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials
• moving and rotating equipment and vehicles

• Personnel in the work area may include:
• workplace personnel
• site visitors
• contractors
• official representatives

• Communication in the work area may include:
• phone
• electronic data interchange
• fax
• e-mail
• Internet
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, bar codes, goods and container

identification
• manufacturer's instructions concerning the use and

servicing of automated mechanical equipment
• workplace procedures and policies
• supplier and/or client instructions
• material safety data sheets
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• relevant legislation, regulations and related

documentation
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• workplace relations regulations
• workers compensation regulations
• ADG Code and regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• use automated equipment to move loads mechanically
• identify risks to self, others and equipment when using

automated equipment to move materials and take
appropriate precautions to minimise the risks

• estimate effect of load and operating limitations of
automated equipment

• locate, interpret and apply relevant information
• maintain workplace records
• use workplace colloquial and technical language and

communication technologies in the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant OHS procedures and guidelines concerning the
use of automated equipment to move loads mechanically

• Risks when using automated equipment to move loads
and related precautions to control the risks

• Workplace procedures and policies for the movement of
materials and goods using automated equipment

• Housekeeping standards and procedures required in the
workplace

• Site layout and obstacles
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to identify containers and goods coding, IMDG

markings and where applicable emergency information
panels

• Ability to estimate the size shape and special
requirements of loads

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to
mechanically move materials and goods safely using
automated equipment, and/or

• mechanically move materials and goods safely using
automated equipment in an appropriate range of
operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• using automated equipment to move loads

mechanically
• identifying risks to self, others and equipment when

using automated equipment to move materials and
taking appropriate precautions to minimise the risks

• estimating effect of load and operating limitations of
equipment

• locating, interpreting and applying relevant information
• maintaining workplace records
• using workplace colloquial and technical language and

communication technologies in the workplace context
• Shows evidence of application of relevant workplace

procedures including:
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions

concerning the use of automated equipment to
mechanically move materials and goods

• obtaining assistance from other team members when
required

• housekeeping procedures
• environmental protection procedures when shifting

materials
• Action is taken promptly to report and/or rectify any

potential difficulties in safely moving materials/goods
mechanically using automated equipment in accordance
with OHS requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTD1597B Identify and label explosives and dangerous
goods

Unit Descriptor This unit involves the skills and knowledge required to identify and label
explosives and dangerous goods, including assessing
explosives/dangerous goods, handling explosives/dangerous goods in
accordance with regulatory requirements, and labelling
explosives/dangerous goods in accordance with regulatory
requirements.

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory regulations and codes concerning the
identification and labelling of explosives and dangerous goods.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Assess explosives/
dangerous goods

1.1 Load is checked for dangerous goods/explosives in
accordance with the relevant codes and government
regulations

1.2 Types of dangerous goods and explosives are identified
from labels, DG declarations and placarding in
accordance with workplace procedures and all required
action is taken to ensure compliance with relevant
government regulations and ADG / AEG Codes as
applicable

1.3 Hazards posed by load are identified from labels,
HAZCHEM Codes and, if required, manufacturer's safety
data sheets

2. Handle explosives/
dangerous goods

2.1 Identified explosives/dangerous goods and explosives are
handled and loaded/unloaded in accordance with relevant
codes and government regulations, National Load
Restraint Guide, and employer policy

2.2 Appropriate personal protective equipment is used when
handling dangerous goods and explosives in accordance
with class, subsidiary risk and HAZCHEM information

2.3 Handling of different types of load takes into account the
identified hazards posed by the dangerous
goods/explosives concerned

2.4 When loading/storing dangerous goods/explosives,
segregation procedures are followed according to the
class and subsidiary risk information

3. Label explosives/
dangerous goods

3.1 All packages/containers are labelled with the class and
subsidiary risk in accordance with ADG / AEG Codes as
applicable

3.2 A dangerous goods declaration is included with manifest
and other shipping documents

3.3 Vehicles carrying explosives/dangerous good or
explosives are placarded in accordance with ADG / AEG
Codes as applicable
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4. Complete documentation 4.1 All required transport documents are completed in
accordance with ADG / AEG Codes as applicable

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in compliance with the codes
and regulations of the relevant Australian State/Territory
authorities concerned with the carriage of explosives and
dangerous goods including the ADG and AEG Codes

• Work is performed under limited or minimum supervision
• Work involves the application of standard procedures and

regulatory requirements for the identification and labelling
of explosives and dangerous goods
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Worksite environment • Operations may be conducted in a range of work
environments and weather conditions by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• restricted spaces
• exposed conditions
• controlled or open environments
• a workplace, warehouse or depot
• in a vehicle on the road
• at a client's workplace

• Goods/cargo to be identified and classified may require
special precautions for handling and storage

• Classes of dangerous goods and explosives are as
defined in the respective Australian Codes

• Standard marking and signage for identified explosives
and dangerous goods is as required in the respective
Australian Codes, including HAZCHEM codes

• Personnel in the work area may include:
• workplace personnel
• site visitors
• contractors
• official representatives

• Communication in the work area may include:
• phone
• electronic data interchange
• fax
• e-mail
• Internet
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes, including

ADG and IMDG markings and HAZCHEM signs
• codes of practice including the Australian/International

Dangerous Goods Codes and the
Australian/International Explosives Codes

• manifests, bar codes, goods and container
identification

• manufacturer's specifications for equipment/tools
• workplace procedures and policies for the loading and

unloading of vehicles
• supplier and/or client instructions
• material safety data sheets
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• relevant State/Territory environmental protection
legislation

• relevant State/Territory OHS legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify and label explosives and dangerous goods in

accordance with regulatory requirements and practices
• locate, interpret and apply relevant codes and

regulations
• provide customer/client service and work effectively

with others
• convey information in written and oral form following

the identification and labelling of explosives and
dangerous goods

• maintain workplace records
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant Australian and State/Territory regulations and
codes pertaining to the identification and labelling of
explosives and dangerous goods including the ADG and
AEG Codes

• OHS and procedures and guidelines concerning the lifting
and movement of loads

• Risks and hazards when loading, unloading and handling
explosives and dangerous goods, and related precautions
to control the risk

• Workplace procedures and policies for the identification
and labelling of explosives

• Characteristics of explosives and dangerous goods
relevant to handling and transport

• Compatibility of various types of explosives and
dangerous goods

• Site layout and obstacles
• Housekeeping standards procedures required in the

workplace
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to identify containers and goods coding, IMDG

markings and, where applicable, emergency information
panels

• Ability to interpret material safety data sheets, IMDG
markings and other information describing explosives and
dangerous goods

• Ability to correctly mark/label explosives and dangerous
goods

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to identify and label explosives and
dangerous goods, and/or

• identify and label explosives and dangerous goods in
an appropriate range of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying and labelling explosives and dangerous

goods in accordance with regulatory requirements and
practices

• locating, interpreting and applying relevant codes and
regulations

• providing customer/client service and working
effectively with others

• conveying information in written and oral form following
the identification and labelling of explosives and
dangerous goods

• maintaining workplace records concerning explosives
and dangerous goods

• selecting and using appropriate workplace colloquial
and technical language and communication
technologies in the workplace context

• Shows evidence of application of relevant workplace
procedures including:
• Australian Explosives Codes, Australian Dangerous

Goods Code and associated regulations
• mass and loading regulations and procedures
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions

concerning the identification and labelling of explosives
dangerous goods

• relevant guidelines relating to the use of
loading/unloading equipment

• housekeeping procedures in the workplace
• environmental protection procedures when handling

and transporting explosives and dangerous goods
• Action is taken promptly to report any accidents, incidents

or potential difficulties in identification and labelling of
explosives and dangerous goods in accordance with
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTD1697B Load and unload explosives and dangerous
goods

Unit Descriptor This unit involves the skills and knowledge required to load and unload
explosives and dangerous goods, including identifying
explosives/dangerous goods, loading and unloading
explosives/dangerous goods using appropriate equipment, and
checking the vehicle to ensure that the load is secured and the vehicle
is marked in accordance with regulatory requirements.

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory regulations and codes concerning the carriage
of explosives and dangerous goods.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Prepare to load and
unload vehicle

1.1 Explosives and/or dangerous goods are identified and
their characteristics taken into account when determining
appropriate handling, loading and storage procedures
including confirmation that the relevant emergency
procedures are being carried out

1.2 Compatibility of explosives and/or dangerous goods is
taken into account when assembling and segregating
cargo for loading

1.3 Vehicle and/or loading equipment is checked to ensure it
is suitable to handle/carry load

2. Load/unload vehicle 2.1 Vehicle is loaded/unloaded in accordance with workplace
procedures and the ADG / AEG as applicable

2.2 The load is segregated according to class and subsidiary
risk and the distribution of the load checked in accordance
with workplace procedures, relevant mass and loading
regulations and the ADG / AEG as applicable

2.3 Personal protective equipment is used during the
loading/unloading operations as required for the type of
dangerous goods/explosive concerned

2.4 Emergency procedures are followed in the event of an
incident or accident when loading or unloading explosives
and/or dangerous goods

2.5 Emergency procedures are followed in the event of a
safety incident or accident when loading dangerous goods
or explosives
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3. Secure and protect
vehicle load

3.1 The vehicle load is secured using the correct load restraint
and protection equipment for different loads, vehicles and
carriage conditions concerned

3.2 The load is protected in accordance with legal and
workplace safety requirements

3.3 The distribution of the load is checked to ensure that it is
even, legal and within the safe working capacity of the
vehicle

3.4 Vehicle is clearly marked/placarded to indicate the
carriage of explosives and/or dangerous goods, in
accordance with government regulations and company
procedures

4. Check the vehicle 4.1 The loaded vehicle is inspected and checked to ensure
that it is suitable to carry explosives and/or dangerous
goods and the load weight and dimensions are within the
vehicle's safe carrying capacity and equipment capability

4.2 The loaded vehicle is checked to ensure that it can be
safely parked and secured

4.3 Dangerous goods declaration and all required
transportation documentation for the cargo is completed in
accordance with workplace requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
Australian and State/Territory regulations including the
Australian Dangerous Goods Code, the Australian
Explosives Code, and mass and loading regulations

• Work is performed under limited or minimum supervision
• Work involves the application of the basic principles,

routine procedures and specific regulatory requirements
to the loading and unloading of explosives and dangerous
goods in a range of operational situations
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Worksite environment • Operations may be conducted in a range of work
environments and weather conditions by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited and restricted spaces
• exposed conditions
• controlled or open environments
• a workplace, warehouse or depot
• in a vehicle on the road
• at a client's workplace

• Goods/cargo to be loaded and unloaded may require
special precautions for handling and stacking

• Classes of dangerous goods and explosives are as
defined in the respective Australian Codes

• Standard placarding, marking and signage for identified
explosives and dangerous goods are as required in the
respective Australian Codes, including HAZCHEM codes

• Personnel in the work area may include:
• workplace personnel
• site visitors
• contractors
• official representatives

• Communication in the work area may include:
• phone
• electronic data interchange
• fax
• e-mail
• Internet
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Loading operations may be carried out both manually and
with the aid of lifting equipment and/or appliances

• Load restraint procedures and equipment are as specified
in mass and loading regulations and guidelines and ADG
/ AEG Code as applicable

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes, including

ADG and IMDG markings and HAZCHEM signs
• relevant codes of practice, including the Australian

Dangerous Goods Code, the Australian Explosives
Code, the Industry Safety Code, and National
Standards for Manual Handling

• manifests, bar codes, goods and container
identification/serial number

• material safety data sheets
• manufacturer's specifications for equipment/tools
• workplace procedures and policies for the loading and

unloading of vehicles
• supplier and/or client instructions
• National Load Restraint Guide
• Australian Truck Drivers Manual
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• Australian and State/Territory mass and loading

regulations
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes
• Code of Practice for the Safe Transport of

Radioactive Substances
• State/Territory legislation covering the safe handling

of infectious substances
• relevant State/Territory environmental protection

legislation
• relevant State/Territory OHS legislation

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTD1697B Load and unload explosives and dangerous goods

Volume 2 of 4, Imported Unit 39 of 57 Page 405 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• Identify load characteristics, loading equipment and

related practices
• Label load in accordance with identified classification

and subsidiary risk information
• Safely load and unload explosives and dangerous

goods in accordance with workplace procedures and
ADG / AEG Code requirements

• Segregate, distribute and secure load for safe transport
in accordance with regulations and ADG / AEG Code
requirements

• Mark/placard vehicle in accordance with relevant Code
and regulatory requirements

• Locate, interpret and apply relevant information
• Convey information in written and oral form as required

when loading/unloading explosives and dangerous
goods

• Complete documentation and maintain workplace
loading/unloading records

• Select and use appropriate workplace colloquial and
technical language and communication technologies in
the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTD1697B Load and unload explosives and dangerous goods

Volume 2 of 4, Imported Unit 39 of 57 Page 406 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Required knowledge and
skills

• Relevant Australian and State/Territory regulations and
codes pertaining to the identification, handling and
marking of explosives and dangerous goods

• Relevant State/Territory mass and loading regulations
• OHS and procedures and guidelines concerning the lifting

and movement of loads
• Risks and hazards when loading, unloading and handling

explosives and dangerous goods, and related precautions
to control the risk

• Workplace procedures and policies for the loading and
unloading of explosives and dangerous goods

• Characteristics of various classes of explosives and
dangerous goods relevant to handling and transport

• Compatibility of various types of explosives and
dangerous goods

• Housekeeping standards procedures required in the
workplace

• Methods of securing a load on a vehicle
• Methods of placarding/marking a vehicle carrying

explosives/dangerous goods
• Ability to identify and correctly use equipment required to

load and unload explosives/dangerous goods
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to identify containers and goods coding, ADG and

IMDG markings and where applicable emergency
information panels

• Ability to estimate the size shape and special
requirements of loads

• Ability to safely use manual handling techniques and to
operate manually-operated load shifting equipment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to load and unload explosives and
dangerous goods, and/or

• load and unload explosives and dangerous goods in an
appropriate range of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying load characteristics, loading equipment and

related practices
• labelling load in accordance with identified

classification and subsidiary risk information
• safely loading/unloading explosives and dangerous

goods in accordance with workplace procedures and
ADG / AEG Code requirements

• segregating, distributing and securing load for safe
transport in accordance with regulations and ADG /
AEG Code requirements

• marking/placarding vehicle in accordance with relevant
Code and regulatory requirements

• locating, interpreting and applying relevant information
• conveying information in written and oral form as

required when loading/unloading explosives and
dangerous goods

• completing documentation and maintaining workplace
loading/unloading records

• selecting and using appropriate workplace colloquial
and technical language and communication
technologies in the workplace context

• Shows evidence of application of relevant workplace
procedures including:
• Australian Explosives Code, Australian Dangerous

Goods Code and associated regulations
• mass and loading regulations and procedures
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions

concerning the identification and classification of
explosives dangerous goods

• relevant guidelines relating to the use of
loading/unloading equipment

• housekeeping procedures in the workplace
• environmental protection procedures when handling

and transporting explosives and dangerous goods
• Action is taken promptly to report any accidents, incidents

or potential difficulties in loading and unloading
explosives/dangerous goods in accordance with
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTD197B Shift materials safely using manual handling
methods

Unit Descriptor This unit involves the skills and knowledge required to shift loads using
manual handling methods, including assessing the risks associated
with relocating the load, planning the relocation process and carrying
out the relocation in accordance with the plan.

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory OHS regulatory requirements concerning the
safe lifting and handling of a load using manual handling techniques.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Assess risks arising from
the relocation of the load

1.1 Products, goods or materials to be relocated are identified
1.2 Locations for storage are determined and potential routes

to be followed are identified
1.3 Effect of load relocation on original load base is predicted
1.4 Points of balance are estimated
1.5 Required clearances are compared to available space and

adjustments made
1.6 Effects of moving contents which may be loose, liquid,

dangerous or hazardous are considered
1.7 Potential risks in route(s) which may be followed are

considered
1.8 Risks to self are identified arising from the required lifting,

load carrying, set down or movement of the goods
1.9 Manual handling procedures for lifting, lowering and

carrying, pushing and pulling are identified
1.10 Team lifting processes are considered for application
1.11 Appropriate personal protective equipment is worn

2. Plan load relocation 2.1 Relocation of the load is planned consistent with the code
of practice for manual handling

2.2 Process for relocating load is proposed including
predicting and planning for potential difficulties

2.3 Proposed process is checked against code of practice and
workplace procedures for compliance

3. Relocate load 3.1 Actions for lifting, lowering and carrying, pulling and
pushing a load are in accordance with workplace
procedures and OHS requirements

3.2 Applications appropriate for team relocation of load are
identified

3.3 Team lifting tasks are coordinated
3.4 Planned process and route are followed
3.5 Relocated materials are set down without damage to

goods, personnel or equipment and checked for stability
3.6 Relocation is checked to see that it meets work

requirements, with any variance(s) reported
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
OHS regulations concerning the manual lifting and
movement of loads

• Work is performed under some supervision generally
within a team environment

• Work involves the application of the basic principles for
the safe lifting and movement of loads when shifting
materials using manual handling methods as part of
day-to-day work
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Worksite environment • The shifting operations may be conducted in a range of
work environments by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• restricted spaces
• exposed conditions
• controlled or open environments

• Materials to be shifted may include:
• goods
• equipment and tools
• cleaning materials
• components and parts of vehicles and equipment such

as tyres, batteries, lifting gear, etc.
• materials used in the course of work such as drums of

fuel, raw materials, packaging, etc.
• Loads to be shifted may be:

• irregularly shaped
• packaged or unpackaged
• labelled or unlabelled

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials

• Personnel in the work area may include:
• workplace personnel
• site visitors
• contractors
• official representatives

• Communication in the work area may include:
• phone
• electronic data interchange
• fax
• e-mail
• Internet
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, bar codes, goods and container

identification
• manufacturer's specifications for equipment/tools
• workplace procedures and policies
• supplier and/or client instructions
• material safety data sheets
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• relevant legislation, regulations and related

documentation
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• workplace relations regulations
• workers compensation regulations
• licence, patent or copyright arrangements
• dangerous goods and air freight regulations
• export/import/quarantine/bond requirements
• marine orders

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• 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, pulling and pushing and
team lifting

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant OHS and procedures and guidelines concerning
the manual lifting and movement of loads

• Risks when manually lifting and handling materials and
goods and related precautions to control the risk,
including:
• the load on the spine during lifting
• controlled actions on a movement during lifting
• rotation and side movement of the spine during lifting
• postures and positions during lifting
• work layout
• weight of the load
• load type and position
• frequency of shifting operations
• distance over which load is to be shifted
• time allowed for the shifting of the load

• Workplace procedures and policies for the shifting of
goods and materials

• Housekeeping standards procedures required in the
workplace

• Site layout and obstacles
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English including material data safety sheets (where
applicable)

• Ability to identify containers and goods coding, IMDG
markings and, where applicable, emergency information
panels

• Ability to estimate the size, shape and special
requirements of loads

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to shift
materials safely using manual handling methods,
and/or

• shift materials safely using manual handling methods
in an appropriate range of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• following designated work plans for load shifting jobs
• using appropriate techniques and body positioning

when lifting, lowering and carrying a load and when
pulling and pushing and team lifting

• applying safety precautions relevant to the load shifting
task

• Shows evidence of application of relevant workplace
procedures including:
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions

concerning the manual shifting of loads
• obtaining assistance from other team members when

required
• housekeeping procedures
• environmental protection procedures when shifting

materials
• Action is taken promptly to report and/or rectify any

potential difficulties in safely shifting a load in accordance
with OHS requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTD2097B Care for livestock in transit
Unit Descriptor This unit involves the skills and knowledge required to prepare and care

for livestock in transit, including making preparations to transport
livestock, caring for and controlling livestock in transit, and using
appropriate animal husbandry techniques, as required.

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory regulations and codes concerning the care of
livestock during transportation.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Prepare to transport
livestock

1.1 Condition, quality and quantity of livestock to be
transported is checked prior to transport operation in
accordance with client requirements and workplace policy

1.2 Any poor quality livestock is identified and reported to
specified personnel in accordance with workplace policy

1.3 Feed provisions and other requirements for livestock prior
to and during transit are identified and organised

1.4 Portable stockyards are assembled as required

2. Care for and control
livestock in transit

2.1 Condition of livestock is regularly monitored during
loading, transit and unloading and appropriate action
taken in terms of relevant government regulations,
workplace policy, and humane and permit requirements

2.2 Working dogs and appropriate handling equipment are
used to aid the handling of livestock during loading and
unloading operations in accordance with regulations and
workplace procedures

2.3 Required action is taken for the care and well-being of
animals in the event of an accident during transit

2.4 Distressed stock is handled in an appropriate manner in
accordance with government regulations and workplace
policies

3. Use animal husbandry
techniques

3.1 Symptoms of animal diseases and parasites are identified
and appropriate action taken to control them in terms of
relevant government regulations, workplace policy, and
humane and permit requirements

3.2 Prescribed medication is administered to livestock in
accordance with veterinary directions and workplace
policy
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and industry codes of practice for the care of
livestock in transit

• Work is performed under limited or minimum supervision
generally within a team environment

• Work involves the application of the basic principles and
routine procedures to the care of livestock during transit
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Worksite environment • Livestock being cared for in transit may include any
livestock able to be transported, such as:
• sheep
• cattle
• horses
• goats
• pigs
• chickens

• Customers may be internal or external
• Operations may be conducted in a range of work

environments and weather conditions by day or night
• Work may be conducted in:

• restricted spaces
• exposed conditions
• controlled or open environments
• a workplace, warehouse or depot
• in a vehicle on the road
• at a client's workplace

• Handling operations may be carried out both manually
and with the aid of working dogs and livestock handling
equipment, including:
• cattle prods
• restraining devices
• portable cattle yards

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear
• safety footwear

Sources of information/
documents

• Information/documents may include:
• industry codes and government regulations for the care

of livestock during transit
• workplace documentation
• client instructions
• workplace procedures and policies for the care of

livestock during transit
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• award, enterprise bargaining agreement, other

industrial arrangements
• guidelines on livestock husbandry relevant to the care

of livestock during transit
• standards and certification requirements
• quality assurance procedures
• emergency procedures
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• State/Territory mass and loading regulations
• Australian and State/Territory regulations relevant to

the care of livestock during transit
• relevant State/Territory environmental protection

legislation
• relevant State/Territory OHS legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify the condition of livestock and take appropriate

action
• provide appropriate care for livestock during loading,

unloading and in transit
• apply relevant animal husbandry techniques as

required
• locate, interpret and apply relevant information
• provide customer/client service and work effectively

with others
• convey information in written and oral form when

caring for livestock
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant regulations concerning the care for livestock in
transit

• OHS and procedures and guidelines concerning the lifting
and movement of loads

• Risks when caring for livestock during transit and related
precautions to control the risk

• Workplace procedures and policies for the caring for
livestock during transit

• Specialised livestock handling equipment and procedures
for its use

• Insurance rights and responsibilities
• Housekeeping standards and procedures when caring for

livestock during transit
• Methods of securing livestock during transit
• Ability to identify and correctly use equipment required to

care for livestock during transit
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge required to care for livestock during transit,
and/or

• care for livestock during transit in an appropriate range
of operational contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying the condition of livestock and taking

appropriate action
• providing appropriate care for livestock during loading,

unloading and in transit
• applying relevant animal husbandry techniques as

required
• locating, interpreting and applying relevant information
• providing customer/client service and working

effectively with others
• conveying information in written and oral form when

caring for livestock
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• Shows evidence of application of relevant workplace
procedures including:
• industry codes of practice and government regulations

for the care of livestock during transit
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions

concerning the care of livestock during transit including
the use of work dogs

• relevant guidelines relating to the use of livestock
handling equipment

• housekeeping procedures
• environmental protection procedures

• Action is taken promptly to report any accidents, incidents
or potential difficulties in caring for livestock during transit
in accordance with regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTD2798B Prepare for transport of packaged dangerous
goods

Unit Descriptor This unit involves the skills and knowledge required to prepare for the
transport of packaged dangerous goods, including checking the
packaged dangerous goods load, assessing vehicle suitability to
transport the intended load, checking emergency procedures and
equipment, evaluating documented route plan, and completing required
assessment process.

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory regulations and codes concerning the transport
of packaged dangerous goods.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Check packaged
dangerous goods load

1.1 Load is compared against shipping documentation and
discrepancies noted

1.2 Load is checked to ensure that dangerous goods labels
are clearly visible (where required)

1.3 Vehicle load is checked for compatibility or, where not
compatible, is checked for appropriate segregation in
accordance with regulatory requirements

1.4 Load is assessed to ensure that packages are stowed and
secured in or on vehicles in accordance with National
Load Restraint Guide

1.5 Shipping documentation is located in cabin in accordance
with regulatory requirements

2. Assess vehicle suitability
to transport intended load

2.1 Vehicle is assessed for suitability and appropriateness to
carry designated dangerous goods including classification,
mass and configuration

2.2 License and insurance requirements (where relevant) are
checked for conformity with the Australian Code for the
Transport of Dangerous Goods by Road and Rail and/or
other applicable regulatory requirements

2.3 Load restraint system(s) is/are checked for serviceability
and appropriateness to secure intended load

2.4 Vehicle is checked to ensure that it is correctly and clearly
marked/placarded for the load being carried

3. Check emergency
procedures and
equipment

3.1 Emergency information for each type of transported
dangerous good is noted

3.2 Regulatory and workplace procedures for an incident are
noted including notification of relevant personnel and
authorities and, where appropriate, use of equipment for
containment, clean up or recovery

3.3 Personal protective equipment and safety equipment are
checked for operational capability and appropriateness to
the proposed load

3.4 Emergency information is located in cabin in accordance
with ADG Code requirements
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4. Evaluate documented
route plan

4.1 Selected route plan and potential difficulties including
traffic flow and conditions, obstacles, road standards and
construction activities are assessed

4.2 Regulatory and workplace procedures for driving, parking,
loading and unloading are identified including actions for
disengaging and/or securing the vehicle

5. Complete documentation 5.1 The load is inspected and checked for security to travel in
accordance with relevant regulations/permit requirements
and the ADG Code

5.2 Dangerous goods declaration and all required
documentation for the goods is completed in accordance
with workplace requirements including the ADG Code

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the ADG
Code and relevant State/Territory regulations concerning
the transport of packaged dangerous goods

• Work is performed under general supervision
• Work involves the application of basic principles, routine

procedures and regulatory requirements to the
preparation of packaged dangerous goods for transport
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Worksite environment • Operations may be conducted in a range of work
environments and weather conditions by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• restricted spaces
• exposed conditions
• controlled or open environments

• 'Vehicle' refers to all applicable transportation modes
• Hazards in the work area may include exposure to:

• hazardous or dangerous materials
• contamination of, or from, materials being handled
• noise, light, energy sources
• stationary and moving machinery, parts or components
• service lines
• spills, leakages, ruptures
• dust/vapours

• Hazard management is consistent with the principle of
hierarchy of control with elimination, substitution, isolation
and engineering control measures being selected before
safe working practices and personal protective equipment

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• mask or respirator
• high visibility clothing

• Load restraint systems are as detailed in the National
Load Restraint Guide

• Preparation of packaged dangerous goods for transport
may require special precautions as specified by the
manufacturer

• Shipping documentation may include:
• Initial Emergency Response Guide
• Emergency Procedure Guide
• descriptions for dangerous good (i.e. class, shipping

name, UN number, etc.)
• Requirements for work may include:

• site restrictions and procedures
• use of safety and personal protection equipment
• communications equipment
• specialised lifting and/or handling equipment
• incident breakdown procedures
• additional gear and equipment
• noise restrictions
• hours of operation
• authorities and permits

• Consultative processes may involve:
• other employees and supervisors
• suppliers, potential customers and existing clients
• management and union representatives
• industrial relations, OHS specialists, and other
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maintenance, professional or technical staff
• Communication in the work area may include:

• phone
• electronic data interchange
• fax
• e-mail
• Internet
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• site procedures

• Safety equipment on vehicle may include:
• fire extinguishers
• portable warning devices
• eye wash kit

Sources of information/
documents

• Information/documents may include:
• Australian Dangerous Goods Code, relevant Australian

Standards and the Industry Safety Code
• Safe Working Load (SWL) and Working Load Limit

(WLL)
• manifests, bar codes, goods and product identification
• manufacturer's specifications for equipment/tools
• workplace procedures and policies for the transfer of

liquid bulk product
• goods identification numbers and codes, including

ADG and IMDG markings and HAZCHEM signs
• supplier and/or client instructions
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant standards and certification requirements
• quality assurance procedures
• emergency procedures
• manufacturer's specifications, instructions and labelling

advice for the packaged dangerous goods, including
material safety data sheets
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• State/Territory mass and loading regulations
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations

• Australian and State/Territory regulations related to the
carriage of packaged dangerous goods

• relevant Australian Standards, including AS 2809.1, AS
2809.2, AS 2931, AS 2430

• relevant State/Territory environmental protection
legislation

• relevant State/Territory OHS legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• assess operational suitability of equipment and

vehicles pertinent to dangerous goods transportation
• estimate weight and dimensions of load and any

special requirements
• select appropriate equipment and work systems to

enable safe, efficient work
• identify hazards and plan work to minimise risks when

transporting packaged dangerous goods
• determine (any) required permits
• use appropriate communication strategies and

equipment
• locate, interpret and apply relevant information
• maintain workplace records and documentation

including completion of dangerous goods declaration
• identify and safely handle equipment and goods
• apply hierarchy of hazard control

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• ADG Code and relevant State/Territory mass and loading
regulations as they apply to vehicles transporting
packaged dangerous goods

• OHS and procedures and guidelines concerning the
transport of packaged dangerous goods

• Risks when transporting packaged dangerous goods and
related precautions to control the risk

• Workplace procedures and policies for the preparation of
packaged dangerous goods

• Housekeeping standards procedures required in the
workplace

• Methods of securing a vehicle following loading of
packaged dangerous goods

• Relevant permit and licence requirements
• Ability to identify and correctly use equipment required to

load packaged dangerous goods
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to identify goods coding, IMDG markings and,

where applicable, emergency information panels
• Ability to estimate the mass, volume and special

requirements of a load
• Ability to use personal protection equipment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to prepare packaged dangerous goods for
transport, and/or

• prepare packaged dangerous goods for transport in an
appropriate range of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• assessing operational suitability of equipment and

vehicles pertinent to dangerous goods transportation
• estimating weight and dimensions of load and any

special requirements
• selecting appropriate equipment and work systems to

enable safe, efficient work
• identifying hazards and planning work to minimise risks

when transporting packaged dangerous goods
• determining required permits
• using appropriate communication strategies and

equipment
• locating, interpreting and applying relevant information
• maintaining workplace records and documentation

including dangerous goods declarations
• identifying and safely handling equipment and goods
• applying hierarchy of hazard control

• Shows evidence of application of relevant workplace
procedures including:
• mass and loading regulations and procedures
• Dangerous Goods Code and associated regulations
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions

concerning the preparation of packaged dangerous
goods for transport

• relevant guidelines relating to the use of loading
equipment

• housekeeping procedures
• environmental protection procedures when transporting

packaged dangerous goods
• Action is taken promptly to report any accidents, incidents

or potential difficulties in the preparation of packaged
dangerous goods in accordance with regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTD297B Shift a load using manually-operated
equipment

Unit Descriptor This unit involves the skills and knowledge required to shift loads using
manually-operated mechanical equipment, including assessing the
risks associated with relocating the load, planning the relocation
process and carrying out the relocation with the aid of the equipment in
accordance with the plan.

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory OHS regulatory requirements concerning the
safe lifting and handling of a load using manually-operated load-shifting
equipment. It should be noted that the use of the term 'SWL' (Safe
Working Load) is under review by Standards Australia and may be
replaced in the future by the term 'Rated Capacity'.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Assess risks arising from
the relocation of the load

1.1 Products, goods or materials to be relocated are identified
1.2 Location for storage is determined
1.3 Routes to be followed are identified
1.4 Points of balance are estimated
1.5 Effect of moving contents which may be loose, liquid,

dangerous or hazardous are considered
1.6 Potential risks in route(s) which may be followed are

considered
1.7 Lifting equipment to minimise potential risks is identified
1.8 Appropriate personal protective equipment is worn

2. Plan load relocation 2.1 Load shifting equipment is selected in accordance with
workplace procedures

2.2 Safe procedures for using lifting equipment are identified,
including the calculation of Safe Working Load (SWL)
and/or Working Load Limit (WLL) for weight of goods to be
moved

2.3 Process for relocating load is proposed including
predicting and planning for potential difficulties

2.4 Proposed process is checked against relevant code of
practice and workplace procedures for compliance

2.5 Lifting equipment and accessories are checked for safe
operation in accordance with manufacturer's instructions
and workplace procedures
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3. Relocate load 3.1 Any unsafe equipment is reported to appropriate
personnel in accordance with workplace procedures

3.2 Planned process and route are followed using equipment
within necessary range of limitations

3.3 Relocated materials are set down without damage to
goods, personnel or equipment and checked for stability

3.4 Relocation is checked to see that it meets work
requirements, and any variances are reported

3.5 Equipment is returned to storage area in accordance with
workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
OHS regulations concerning the shifting and movement of
loads using manually-operated equipment

• Work is performed under some supervision generally
within a team environment

• Work involves the application of the basic principles for
the safe shifting of loads using manually-operated
equipment
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Worksite environment • The shifting operations may be conducted in a range of
work environments by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• restricted spaces
• exposed conditions
• controlled or open environments

• Materials to be shifted may include:
• goods
• equipment and tools
• cleaning materials
• components and parts of vehicles and equipment such

as tyres, batteries, lifting gear, etc.
• materials used in the course of work such as drums of

fuel, raw materials, packaging, etc.
• Loads to be shifted may be:

• irregularly shaped
• packaged or unpackaged
• labelled or unlabelled
• palleted or unpalleted

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials

• Personnel in the work area may include:
• workplace personnel
• site visitors
• contractors
• official representatives

• Communication in the work area may include:
• phone
• electronic data interchange
• fax
• e-mail
• Internet
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, bar codes, goods and container

identification
• manufacturer's instructions concerning the use and

servicing of manually-operated load shifting equipment
• workplace procedures and policies
• supplier and/or client instructions
• material safety data sheets
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• relevant legislation, regulations and related

documentation
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• workplace relations regulations
• workers compensation regulations
• licence, patent or copyright arrangements
• dangerous goods and air freight regulations
• export/import/quarantine/bond requirements
• marine orders

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• use manually-operated equipment to shift loads
• identify risks to self, others and equipment when using

manually-operated equipment to shift loads and take
appropriate precautions to minimise the risks

• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant OHS and procedures and guidelines concerning
the use of manually-operated equipment to shift loads

• Risks when using manually-operated equipment to shift
loads and related precautions to control the risk

• Workplace procedures and policies for the shifting of
goods and materials using manually-operated equipment

• Housekeeping standards procedures required in the
workplace

• Site layout and obstacles
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to identify containers and goods coding, IMDG

markings and where applicable emergency information
panels

• Ability to estimate the size shape and special
requirements of loads

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to shift
materials safely using manually-operated equipment,
and/or

• shift materials safely using manually-operated
equipment in an appropriate range of operational
situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• using manually-operated equipment to shift loads
• identifying risks to self, others and equipment when

using manually-operated equipment to shift loads and
taking appropriate precautions to minimise the risks

• estimating effect of load and operating limitations of
equipment

• locating, interpreting and applying relevant information
• maintaining workplace records
• using workplace colloquial and technical language and

communication technologies in the workplace context
• Shows evidence of application of relevant workplace

procedures including:
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions

concerning the use of manually-operated equipment to
shift loads

• obtaining assistance from other team members when
required

• housekeeping procedures
• environmental protection procedures when shifting

materials
• Action is taken promptly to report and/or rectify any

potential difficulties in safely shifting a load using
manually-operated equipment in accordance with OHS
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTD397C Handle dangerous goods/hazardous
substances

Unit Descriptor This unit involves the skills and knowledge required to handle
dangerous goods and hazardous substances, including identifying
requirements for working with dangerous goods and/or hazardous
substances, confirming site incident procedures, selecting handling
techniques, and handling and storing dangerous goods and hazardous
substances.

Persons achieving competence in this unit will need to fulfil all of the
relevant Australian and State/Territory regulations and codes
concerned with the handling of dangerous goods and hazardous
substances.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Identify requirements for
working with dangerous
goods and/or hazardous
substances

1.1 Dangerous goods and/or hazardous substances are
identified from information including class labels,
manifests and other documentation

1.2 Storage requirements for hazardous substances and/or
dangerous goods are identified and applied

1.3 Legislative requirements for hazardous substances and/or
dangerous goods are known and used to plan work
activities

1.4 Handling procedures for different classes and
characteristics of goods are observed

1.5 Confirmation is sought from relevant personnel where
dangerous goods or hazardous materials do not appear to
be appropriately marked

2. Confirm site incident
procedures

2.1 Incident reporting processes are identified
2.2 Emergency equipment is located and checked according

to workplace procedures and statutory regulations
2.3 Emergency procedures are identified and confirmed

3. Select handling
techniques

3.1 Load handling and shifting procedures are selected in
accordance with identified requirements for particular
goods

3.2 Handling equipment is checked for conformity with
workplace requirements and manufacturer's guidelines

3.3 Where relevant, suitable signage is checked for
compliance with workplace procedures
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • This unit covers anyone working in the transport,
warehousing, distribution and storage industries who may
handle dangerous goods and/or hazardous substances

• Work must be carried out in compliance with the relevant
OHS regulations concerning the safe handling of
dangerous goods and hazardous substances

• Work is performed under general supervision
• Work involves the application of the codes of practice and

established procedures for the safe handling of
dangerous goods and hazardous substances
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Worksite environment • The dangerous goods may be handled in a range of work
environments by day or night and may be:
• for short-term storage
• for long-term storage
• in transit

• Customers may be internal or external
• Workplace environment may include:

• movement of equipment
• movement of goods
• materials and vehicular traffic

• Requirements for work may include:
• site restrictions and procedures
• use of safety and personal protection equipment
• communications equipment
• specialised lifting and/or handling equipment
• incident breakdown procedures
• authorities and permits
• hours of operations
• noise restrictions
• additional gear and equipment
• segmentation procedures
• emergency procedures, including response to

spillage/leaks, evacuation and fire-fighting
• Hazards may include:

• hazardous or dangerous materials
• contamination of, or from, materials being handled
• noise, light, energy sources
• stationary and moving machinery, parts or components
• service lines
• spills, leakages, ruptures
• fire or ignition
• dust/vapours

• Hazard management is consistent with the principle of
hierarchy of control with elimination, substitution, isolation
and engineering control measures being selected before
safe working practices and personal protective equipment

• Consultative processes may involve:
• other employees and supervisors
• suppliers, potential customers and existing clients
• representatives of regulatory authorities with

jurisdiction over OHS, dangerous goods and
hazardous substances

• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Personnel in the work area may include:
• workplace personnel
• site visitors
• contractors
• official representatives

• Identification of goods may be from material safety data
sheets, packaging labels, manifests, stock lists, and
HAZCHEM interpretative advice
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• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• mask and respirator
• protective clothing
• breathing apparatus

Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, stock lists, packaging labels, bar codes,

stock lists
• goods and container identification
• workplace procedures and policies concerning the

handling of dangerous goods and hazardous
substances

• supplier and/or client instructions
• material safety data sheets
• Australian Dangerous Goods Code
• HAZCHEM interpretative advice
• relevant legislation, codes, regulations and related

documentation concerning the handling of dangerous
goods and hazardous substances

• award, enterprise bargaining agreement, other
industrial arrangements

• standards and certification requirements
• quality assurance procedures
• emergency procedures pertaining to dangerous goods

and hazardous substances
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Australian and State/Territory regulations

relating to the handling of dangerous goods and
hazardous substances

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• relevant Australian Standards such as: AS 1216, AS
1596, AS 1894, AS 1940, AS 2030.1-4, AS
2508.2.001-013, AS 2508.3.001-014

• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify dangerous goods/hazardous substances (from

labels, IMDG markings, HAZCHEM signs and other
relevant identification criteria)

• safely handle dangerous goods/hazardous substances
• assess handling and storage precautions and

requirements for dangerous goods/hazardous
substances

• estimate weight and dimensions of load and any
special requirements

• select appropriate equipment and work systems
including personal protection equipment

• identify job and site hazards and plan work to minimise
risks

• determine (any) required permits
• use appropriate communication strategies and

equipment
• locate, interpret and apply relevant information
• maintain workplace records and documentation
• apply hierarchy of hazard control

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that are part of a worker's job function
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Required knowledge and
skills

• Relevant regulations and codes concerning the handling
of dangerous goods and hazardous substances

• Application of relevant aspects of ADG Code and relevant
Australian Standards

• Permit and licence requirements
• Workplace procedures for handling and storing

dangerous goods/hazardous substances
• Risks when handling dangerous goods and hazardous

substances and related precautions to control the risk
• Equipment applications, capacities, configurations, safety

hazards and control mechanisms
• Housekeeping standards procedures required in the

workplace
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to identify containers and goods coding, IMDG

markings and, where applicable, emergency information
panels

• Ability to plan own work including predicting
consequences and identifying improvements

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to safely
handle dangerous goods and hazardous substances,
and/or

• safely handle dangerous goods and hazardous
substances in an appropriate range of operational
situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• assessing handling and storage precautions and

requirements for dangerous goods/hazardous
substances

• estimating weight and dimensions of load and any
special requirements

• selecting appropriate equipment and work systems
including personal protection equipment

• identifying job and site hazards and planning work to
minimise risks

• determining required permits
• using appropriate communication strategies and

equipment
• locating, interpreting and applying relevant information
• maintaining workplace records and documentation
• identifying and safely handling equipment and goods
• applying hierarchy of risk control

• Shows evidence of application of relevant workplace
procedures including:
• Dangerous Goods Code and other relevant regulations
• hazard prevention policies and procedures
• workplace procedures and work instructions

concerning the manual shifting of loads
• issue resolution procedures
• job procedures and work instructions
• guidelines relating to the safe use of machinery and

equipment
• quality assurance procedures (where existing)
• security procedures
• housekeeping processes
• environmental protection procedures

• Action is taken promptly to report accidents and/or
incidents in accordance with regulatory requirements and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically in accordance with safe
operating procedures to minimise the risk of injury to self
or others or damage to goods, equipment or products

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTD497B Load and unload goods/cargo
Unit Descriptor This unit involves the skills and knowledge required to load and unload

goods and cargo, including loading and unloading goods, securing and
protecting the load and completing all required documentation.

Persons achieving competence in this unit will need to fulfil all of the
relevant State/Territory regulations and codes concerning the loading
and unloading of cargo, including mass and loading regulations and
regulations dealing with oversize and overmass permits.

Unit Sector Load Handling

ELEMENT PERFORMANCE CRITERIA

1. Load and unload
goods/cargo

1.1 Load characteristics are identified and taken into account
when determining appropriate loading and unloading
procedures

1.2 Dangerous or hazardous goods are identified and handled
in accordance with the Australian Dangerous Goods
(ADG) Code and other relevant regulations/permit
requirements

1.3 Load is packed/unpacked to make safe and effective use
of available spaces

1.4 Goods/cargo are loaded in accordance with relevant mass
and loading regulations and workplace procedures

1.5 Lifting aids and appliances are selected and used to aid
loading procedures in compliance with workplace
procedures and safety legislation

1.6 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

1.7 Goods requiring special handling and/or documentation
are identified and appropriate procedures followed

1.8 Relocated material is restacked appropriate for the
transport method, safe height, weight loading, size and
crushability of the goods

2. Secure and protect load 2.1 The distribution of the load is checked to ensure that it is
even, legal and within safe working capacity

2.2 Load is checked to ensure that dangerous goods and
hazardous substances are appropriately segregated in
accordance with the ADG Code

2.3 Load is secured using the correct load restraint and
protection equipment for different loads, carrying and
storage conditions

2.4 The load is protected in accordance with legal and
workplace safety requirements

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTD497B Load and unload goods/cargo

Volume 2 of 4, Imported Unit 45 of 57 Page 442 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



3. Complete documentation 3.1 The load is inspected and checked for security to travel in
accordance with relevant regulations/permit requirements
and the ADG Code where applicable

3.2 All required documentation for the goods is completed in
accordance with workplace requirements including the
ADG Code where applicable

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations/permit requirements including those of the
relevant State/Territory roads and traffic authority
concerning the loading of goods/cargo

• Work is performed under some supervision generally
within a team environment

• Work involves the application of the basic principles,
routine procedures and regulatory/permit requirements to
the loading and unloading of goods/cargo
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Worksite environment • Operations may be conducted in a range of work
environments by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• restricted spaces
• exposed conditions
• controlled or open environments

• Goods/cargo to be loaded or unloaded may require
special precautions

• Loads to be shifted may be:
• irregularly shaped
• packaged or unpackaged
• labelled or unlabelled
• palleted or unpalleted

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials

• Personnel in the work area may include:
• workplace personnel
• site visitors
• contractors
• official representatives

• Communication in the work area may include:
• phone
• electronic data interchange
• fax
• e-mail
• Internet
• radio
• oral, aural or signed communications

• Loading operations may be carried out both manually and
with the aid of lifting equipment and/or appliances

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes, including

ADG and IMDG markings and HAZCHEM signs
• manifests, bar codes, goods and container

identification
• manufacturer's specifications for equipment/tools
• workplace procedures and policies for the loading and

unloading of goods/cargo
• ADG Code and associated regulations
• supplier and/or client instructions
• material safety data sheets
• EPGs and Initial Response Guide (HB76:1998 or

equivalent)
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures
• Load Restraint Guide

Applicable regulations and
legislation

• Applicable regulations and legislation may include
• relevant Australian standards and regulations including

State/Territory mass and loading regulations
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• relevant State/Territory environmental protection
legislation

• relevant State/Territory OHS legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify load characteristics, dangerous or hazardous

goods, loading equipment and related practices and
take appropriate action

• identify class and subsidiary risk labels for dangerous
goods and take appropriate action

• follow ADG Code where applicable
• safely load and unload goods following workplace

procedures
• distribute and secure load for safe transport in

accordance with regulations
• locate, interpret and apply relevant information
• provide customer/client service and work effectively

with others
• convey information in written and oral form when

loading/unloading
• maintain workplace loading/unloading records
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant Australian standards and regulations including
State/Territory mass and loading regulations

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods and hazardous substances

• OHS and procedures and guidelines concerning the lifting
and movement of loads

• Risks when loading and unloading goods/cargo and
related precautions to control the risk

• Workplace procedures and policies for the loading and
unloading of goods/cargo

• Housekeeping standards procedures required in the
workplace

• Methods of securing a load
• Site layout and obstacles
• Ability to identify and correctly use equipment required to

load and unload goods/cargo
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to identify containers and goods coding, ADG and

IMDG markings and, where applicable, emergency
information panels and take appropriate action

• Ability to estimate the size shape and special
requirements of loads and take appropriate action

• Ability to safely use manual handling techniques and to
operate manually-operated load shifting equipment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to load and unload goods/cargo, and/or

• load and unload goods/cargo in an appropriate range
of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying load characteristics, dangerous or

hazardous goods, loading equipment and related
practices and taking appropriate action

• identifying class and subsidiary risk labels for
dangerous goods and taking appropriate action

• following ADG Code where applicable
• safely loading and unloading goods following

workplace procedures
• distributing and securing load for safe transport in

accordance with regulations
• locating, interpreting and applying relevant information
• providing customer/client service and work effectively

with others
• conveying information in written and oral form when

loading/unloading
• maintaining workplace loading/unloading records
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• Shows evidence of application of relevant workplace
procedures including:
• mass and loading regulations and procedures
• Dangerous Goods Code and associated regulations
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions

concerning the loading and unloading of goods/cargo
• relevant guidelines related to the use of

loading/unloading equipment
• housekeeping procedures
• environmental protection procedures when shifting

materials
• Action is taken promptly to report any accidents, incidents

or potential difficulties/hazards in loading and unloading
goods/cargo in accordance with regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTE1298B Consolidate manifest documentation
Unit Descriptor This unit involves the skills and knowledge required to consolidate

manifest documentation including the identification of the
documentation required and the processing of the information in
accordance with workplace procedures.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Identify required
documentation

1.1 Relevant documentation is collated and checked to ensure
all appropriate information has been entered

1.2 Omissions/discrepancies are noted and reported in
accordance with workplace procedures

1.3 Identification codes, manifest codes, details of dangerous
goods declarations and pertinent data are entered into
record system in accordance with workplace procedures
and, where required, statutory requirements

1.4 Relevant clearances for the movement of goods/freight
are checked and, where appropriate, actions to rectify
deficiencies are followed in accordance with workplace
procedures

2. Process documentation 2.1 Files/system are amended including the appending of all
relevant data/information

2.2 Tracking/monitoring processes are completed and
documentation is forwarded in accordance with workplace
procedures and, where required, statutory requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be must be carried out in compliance with the
relevant codes of practice and regulations for the carriage
of freight

• Work is performed under general supervision, with some
accountability and responsibility for self and others in
achieving the prescribed outcomes

• Work involves the application of routine principles and
procedures to efficiently and effectively consolidate
manifest documentation

Worksite environment • Consolidation of manifest documentation may be
undertaken in the bulk handling, dangerous goods and
freight forwarding sectors of the transport and distribution
industry

• Requirements for work may include:
• freight forwarding protocols and procedures
• communications equipment
• workplace operations
• authorities and permits
• hours of operation
• relevant regulations

• Documentation may include:
• type, capacity and compatibility of cargo
• weigh bridge tickets
• loading dockets
• orders
• invoices

• Consultative processes may involve:
• other employees and supervisors
• agents, suppliers, clients
• relevant authorities and institutions
• management
• OHS specialists
• other professional or technical staff

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Documentation/records may include:
• operations manuals, job specifications and procedures

and induction documentation
• competency standards and training materials
• manufacturer's/client specifications, instructions
• workplace operating procedures and policies
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• supplier and/or client instructions
• relevant Australian standards, criteria and certification

requirements
• communications technology equipment, oral, aural or

signed communications
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• regulations relevant to the transport of freight
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• Australian and international standards and certification
requirements

• relevant State/Territory OHS legislation
• relevant State/Territory fatigue management

regulations
• relevant State/Territory environmental protection

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify required documentation for manifest

consolidation
• select appropriate equipment and work systems
• communicate effectively in writing and respond to

telephone and verbal inquiries
• process documentation for manifest consolidation
• maintain workplace and regulatory records and

documentation
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job role or
function

Required knowledge and
skills

• Relevant codes of practice and legislative requirements
including ADG Code and relevant freight regulations

• Relevant OHS and environmental procedures and
regulations

• Workplace procedures to be followed in the consolidation
of manifests

• Operational procedures for document control
• Sources of information/documentation needed when

consolidating manifests
• Customer service policies and procedures
• Ability to apply relevant agreements, codes of practice or

other legislative requirements
• Ability to read and interpret instructions, procedures and

labels relevant to the consolidation of manifests
• Ability to prioritise work and coordinate self in relation to

activities
• Ability to plan own work including predicting

consequences and identifying improvements

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to consolidate manifest documentation,
and/or

• consolidate manifest documentation in an appropriate
range of operational transport and distribution contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying required documentation for manifest

consolidation
• selecting appropriate equipment and work systems
• communicating effectively in writing and responding to

telephone and verbal inquiries
• processing documentation for manifest consolidation
• maintaining workplace and regulatory records and

documentation
• Shows evidence of application of relevant workplace

procedures including:
• relevant codes of practice and legislative requirements

including ADG Code and relevant freight regulations
• OHS policies and procedures
• workplace procedures and instructions (including

security and housekeeping procedures)
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
identified manifest consolidation problems in accordance
with relevant regulations and company procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
goods or equipment

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• by the Registered Training Organisation in a

workplace-simulated facility with relevant equipment,
simulated job orders, work instructions and
deadlines, and/or

• in an appropriate work situation
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TDTE1398B Apply workplace statistics
Unit Descriptor This unit involves the skills and knowledge required to apply statistical

data in the workplace including identifying situations where statistics
are used in the workplace, collecting numerical data, processing and
presenting data, and interpreting trends and patterns from numerical
data.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Identify situations where
statistics are used in the
workplace

1.1 Types of statistical representations of data are identified
1.2 Users of statistical data in the workplace are identified
1.3 Statistical data representations are matched for

appropriate workplace applications

2. Collect numerical data 2.1 Purpose of data collection is identified
2.2 Sources of information are established
2.3 Data collection methods are used
2.4 Mathematical processes are used to arrange data
2.5 Data collected is checked for accuracy
2.6 Potential for inaccurate results arising from variables is

estimated and described

3. Process and present data 3.1 Data collected is represented in graphs, tables, averages
and percentages as required

3.2 Spreadsheets and flowcharts are used to present data

4. Interpret trends and
patterns from numerical
data

4.1 Non-conforming results outside of the predicted outcome
are noted and reasons identified

4.2 Trends or patterns in data are noted
4.3 Possible reasons for trends or patterns are generated
4.4 Potential solutions are identified
4.5 Appropriate techniques are used to encourage

participation of team/group members to interpret and use
statistical data

5. Apply outcomes of
statistical analysis to
workplace operations

5.1 Interpreted data is used to identify possible improvements
in work processes and organisation

5.2 Appropriate action is initiated to implement identified
strategies for the improvement of processes or work
organisation in accordance with workplace procedures

5.3 Improvements are statistically monitored and evaluated in
accordance with workplace procedures
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 1

RANGE STATEMENT

General context • The application of workplace statistics is carried out as an
integral part of work operations in the context of the
workplace concerned.

• Work is performed under general guidance on progress
and outcomes of work.

• Work involves discretion and judgement for self and
others in planning and using resources, services and
processes to achieve required outcomes within
organisational policy and procedures. This includes the
application of established statistical principles and
procedures to specified workplace operations.

• A range of opportunities may be used to develop the work
area and to support the development of work systems
and innovative strategies to deal with contingencies and
to encourage the achievement of the organisations' goals
and key performance objectives by the work area and the
individuals and teams within it.

• The unit generally applies to those with responsibility for
resource coordination and allocation and provides
leadership of others individually or in teams.
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Worksite environment • The workplace environment may involve twenty-four hour
operation and may include:
• single and multi-site location
• large, medium and/or small companies

• Services, products, risks, work systems and requirements
may potentially vary across different sections of the
workplace

• Customer and supplier contact and coordination is a
requirement of these operations

• The key requirement of this unit is to interpret the data
and provide appropriate, timely information on the
outcomes of data analysis to appropriate personnel

• Workplace applications of statistical data representations
may include (examples only):
• monitoring work flow
• inventory and stock levels
• customer surveys
• supplier and market analysis
• fleet control

• Statistics may be generated from
• raw data
• machine generated information
• complex, dedicated computerised facilities

• Personnel in work area may include:
• other employees and supervisors
• customers and suppliers
• external authorities and agencies
• management and union representatives
• industrial relations, Occupational Health and Safety

specialists
• other professional or technical staff, contractors and

maintenance personnel
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documentation may include:
• workplace procedures, policies and instructions
• guidelines relating to minimising risks to the

environment and occupational health and safety
requirements

• relevant agreements, codes of practice including the
national standards for manual handling and the
industry safety code

• legislation, regulations and related documentation
• reports of accidents and incidents within regulatory

requirements and enterprise procedures
• workplace guidelines on appropriate workplace

language and communication strategies and
interpretation of relevant information

• quality assurance procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant regulations, standards and codes of practice
• relevant Australian and State/Territory OHS legislation
• equal employment legislation and related policies
• environmental protection regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify situations where statistics are used in the

workplace
• collect, process and present statistical data
• interpret trends and patterns from numerical data
• interpret the information represented in statistical data

in relation to operational effectiveness of the section or
organisation

• suggest improvements to statistical reporting methods
and approaches

• apply techniques to encourage appropriate
participation of team/group members to interpret and
use statistical data

• identify requirements of tasks and organise planning,
job completion and evaluation stages

• locate, interpret and apply relevant statistical
information and relate it to other quantitative and
qualitative data

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant procedures and duty of care requirements
• Relevant OHS responsibilities
• Workplace protocols and procedures for applying

workplace statistics within work activities
• Focus of operation of recording, reporting and statistical

analysis systems and resources
• Resource availability including the processing capacity of

equipment and software systems for statistical analysis of
data

• Coaching and mentoring approaches to support team
members to develop knowledge and skills in statistical
collection, collation and analysis

• Workplace business policies and plans including
procedures for reporting performance

• Ability to select and appropriately apply technology,
information systems and procedures to workplace tasks

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to apply workplace statistics to relevant
workplace operations, and/or

• apply workplace statistics to relevant workplace
operations in an appropriate range of operational
contexts

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTE1398B Apply workplace statistics

Volume 2 of 4, Imported Unit 47 of 57 Page 458 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying situations where statistics are used in the

workplace
• collecting, processing and presenting statistical data
• interpreting trends and patterns from numerical data
• interpreting the information represented in statistical

data in relation to operational effectiveness of the
section or organisation

• suggesting improvements to statistical reporting
methods and approaches

• applying techniques to encourage appropriate
participation of team/group members to interpret and
use statistical data

• identifying requirements of tasks and organising
planning, job completion and evaluation stages

• locating, interpreting and applying relevant statistical
information and relating it to other quantitative and
qualitative data

• Shows evidence of application of relevant workplace
procedures including:
• relevant regulations and codes
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions
• relevant guidelines relating to the use of equipment
• meeting procedures
• environmental protection procedures

• Action is taken promptly to report any workplace
problems in accordance with regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTE1498B Compile and process export documentation
Unit Descriptor This unit involves the skills and knowledge required to compile and

process export documentation including assessing cargo for transport,
preparing regulatory and commercial documentation, preparing
transport documentation, and coordinating documentation in
accordance with requirements.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Assess cargo for transport 1.1 Cargo for export is assessed in terms of commodity type
and size, fair market value, shipping method, classification
and conformity to domestic and foreign export/import
requirements

1.2 Customer is advised of discrepancies/anomalies and
procedures for rectification in accordance with workplace
procedures

2. Prepare regulatory and
commercial
documentation

2.1 Export packing lists are prepared from shipper's
instructions including information regarding identifying
marks and numbers, weights and measurements and
package details

2.2 Commercial documents, including invoices, banking and
insurance requirements, are processed/prepared in
accordance with regulatory and workplace procedures

2.3 Lodgement instructions, where applicable, are prepared
for forwarding to banking institutions

2.4 Regulatory requirements are generated as required

3. Prepare transport
documentation

3.1 Interim receipt/forwarding instructions are processed in
accordance with shipping line requirements and workplace
procedures

3.2 Bill of lading/airway bills are obtained from shipping
agent/company and processed in accordance with
workplace procedures

3.3 Additional transport documentation for export is
generated/processed as required

4. Coordinate documentation
requirements

4.1 Documentation is collated and checked to ensure it is
complete and accurate

4.2 Procedures for the lodgement of documents, including
destination points and required timeframes, are recorded

4.3 Export documentation is forwarded in accordance with
workplace procedures and export schedule

4.4 Documents are filed/stored in accordance with workplace
procedures
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2

RANGE STATEMENT

General context • Work must be must be carried out in compliance with the
relevant codes of practice and regulations for the export
of freight

• Work is performed under general supervision
• Work involves the application of routine principles and

procedures to compile and process export documentation
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Worksite environment • Organisational activities may cover movement of
equipment, goods, materials and various forms of freight
transport and may be conducted by day or night

• Customers may be internal or external
• Requirements for work may include:

• site restrictions and procedures
• relevant domestic and international regulations
• specified loading operations
• communications equipment
• hours of operation
• authorities and permits
• incident/accident breakdown procedures

• Transport documentation for export may include:
• bill of lading
• airway bills
• export wharfage
• quarantine documentation
• parcel post receipt
• commerce markings

• Regulatory requirements may involve:
• export permits and clearances
• goods certificates
• financial duties

• Forms of transport may include:
• road
• rail
• sea
• air
• multi-modal

• Forms of documentation include:
• packing specifications and lists
• manifests
• invoices
• drafts
• instructions
• letters

• Consultative processes may involve:
• other employees and supervisors
• suppliers, potential customers and existing clients
• relevant authorities
• shipping lines
• banking institutions
• other agencies
• management and union representatives
• OHS specialists,
• other maintenance, professional or technical staff

• Communications systems may involve:
• telephone
• fax
• email
• electronic data transfer of information (EDI)
• mail

• Depending on the type of organisation concerned and the
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local terminology used, workplace procedures may
include:
• company procedures
• workplace procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Documentation/records may include:
• operations manuals, job specifications and procedures

and induction documentation
• competency standards and training materials
• manufacturer's/client specifications, instructions and

labelling advice including material safety data sheets
• workplace operating procedures and policies
• supplier and/or client instructions
• Australian and international standards, criteria and

certification requirements
• communications technology equipment, oral, aural or

signed communications
• OHS procedures
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• international transport regulations, codes and

procedures
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• regulations and codes of practice for the import and
export of cargo

• relevant Australian and international standards and
certification requirements

• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• other regulations and legislative requirements

pertaining to embargos, tariffs, quotas and prohibited
goods
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify relevant export documentation
• prepare and process cargo documentation for export
• liaise with clients, agents, banking institutions, line

managers and the like
• follow procedures for the lodgement of documents
• select appropriate equipment and work systems
• use appropriate communication strategies and

equipment
• maintain workplace records and documentation

including declarations of dangerous goods

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job role or
function

Required knowledge and
skills

• Relevant agreements, codes of practice and legislative
requirements including ADG Code and local and
international freight regulations

• Relevant OHS and environmental procedures and
regulations

• Workplace procedures for the compilation and processing
of export documentation

• Contacts and sources of information/documentation
needed when compiling and processing export
documentation

• Customer service policies and procedures
• Documentation requirements of banking institutions,

governments and insurance companies
• Ability to identify, read and interpret the various types of

export documentation and their appropriate usage
• Ability to read and interpret instructions, procedures and

labels relevant to the international transport of freight
• Ability to use relevant communications equipment when

organising the international transport of freight
• Ability to use relevant computerised systems for

communication and document generation
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to compile and process export
documentation, and/or

• compile and process export documentation in an
appropriate range of operational transport and
distribution contexts involving relevant export
documentation and various documentation generation
and communication equipment

Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying relevant export documentation
• preparing and processing cargo documentation for

export
• liaising with clients, agents, banking institutions, line

managers, etc.
• following procedures for the lodgement of documents
• selecting appropriate equipment and work systems
• using appropriate communication strategies and

equipment
• maintaining workplace records and documentation

including declarations of dangerous goods
• Shows evidence of application of relevant workplace

procedures including:
• relevant codes of practice and legislative requirements

including local and international freight regulations
• OHS policies and procedures
• establishing effective working relationships with

colleagues
• modifying activities (within scope of authority) to cater

for variations in workplace contexts and environment
• effectively negotiating to resolve issues and problems
• workplace procedures and instructions (including

security and housekeeping procedures)
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
identified export documentation problems in accordance
with relevant regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• by the Registered Training Organisation in a

workplace-simulated facility with relevant equipment,
simulated job orders, work instructions and
deadlines, and/or

• in an appropriate work situation
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TDTE1801A Maintain freight records
Unit Descriptor This unit involves the skills and knowledge required to maintain freight

records in accordance with workplace requirements including the
recording of all freight receipts and freight despatch documentation in
accordance with workplace procedures and relevant regulatory
requirements.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Record freight receipt 1.1 Freight is identified and consignment/cartnote details are
confirmed

1.2 Documentation is appropriately actioned, following
workplace procedures and legislative requirements

1.3 Dangerous goods are identified and appropriate
documentation prepared and attached, following
workplace procedures and legislative requirements

1.4 Freight information is recorded on workplace freight
tracking system

1.5 Freight is directed for loading or storage as indicated by
documentation

2. Record freight despatch 2.1 Documentation for freight despatch is checked, verified
and forwarded in accordance with workplace procedures

2.2 Loads not cleared due to incorrect documentation are
appropriately processed, according to workplace
procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
maintenance of freight records

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to the maintenance of freight
records as part of work activities in the transport,
distribution and/or allied industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Freight includes all forms of freight. Some freight may
involve special handling and storage requirements,
including temperature controlled goods, dangerous
goods, explosives and hazardous substances.

• Freight documentation may include a range of data
provided on paper and in electronic form relating to freight
movement, including:
• cartnotes
• delivery noted
• internal documentation used for freight tracking
• special clearances
• consignment notes
• dangerous goods certificates and declarations
• authorised weighbridge certificates
• list of contents

• Freight tracking system includes manual and
computer-based tracking systems

• Hazards in the work area may include:
• exposure to chemicals
• exposure to dangerous or hazardous substances
• movements of equipment, goods, materials and

vehicular traffic
• Consultative processes may involve:

• other employees and supervisors
• suppliers, customers and clients
• drivers and agents
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• RF systems
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
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• established procedures
• Personal protection equipment may include:

• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, cartnotes, delivery notes, special

clearances, consignment notes, authorised
weighbridge certificates, and special clearances

• internal documentation used for freight tracking
• codes of practice and regulations relevant to the

receiving of goods
• Australian and international regulations and codes of

practice for the transport of dangerous goods and
hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the maintenance of

freight records
• Australian and international regulations and codes of

practice for the transport of dangerous goods and
hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• privacy legislation
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• read and interpret freight documentation
• enter freight information correctly
• follow company procedures for assessing clearing

freight
• follow workplace procedures for dealing with freight

without documentation
• identify and handle dangerous goods appropriately
• use the workplace's freight tracking system
• locate, interpret and apply relevant information
• convey information in written and oral form
• maintain workplace records

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian and international codes and regulations
relevant to the maintenance of freight records, including
the ADG Code and relevant bond, quarantine or other
legislative requirements

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the international
codes and regulations relevant to the maintenance of
freight records

• Focus of operation of work systems, equipment,
management and site operating systems for the
maintenance of freight records

• Problems that may occur when maintaining freight
records and appropriate action that can be taken to
resolve the problems

• Types of goods and related handling and documentation
requirements including dangerous goods and hazardous
substances

• Documentation requirements for the maintenance of
freight records including workplace freight tracking
system

• Housekeeping standards procedures required in the
workplace

• Freight transport timetables, yard/terminal facilities, and
site layout

• Ability to:
• select and use relevant computer/communication/office

equipment when maintaining freight records
• modify activities depending on differing workplace

contexts, risk situations and environments
• solve problems that arise when maintaining freight

records
• read and interpret instructions, procedures and

information relevant to the maintenance of freight
records

• communicate effectively with others
• use required personal protective clothing and

equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to maintain
freight records, and/or

• maintain freight records in accordance with relevant
regulatory requirements in an appropriate range of
operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• reading and interpreting freight documentation
• entering freight information correctly
• following workplace procedures for assessing clearing

freight
• following workplace procedures for dealing with freight

without documentation
• identifying and handling dangerous goods

appropriately
• using the workplace's freight tracking system
• locating, interpreting and applying relevant information
• conveying information in written and oral form
• maintaining workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements

including local and international regulations pertaining
to freight records

• Australian and international regulations and codes of
practice for the transport of dangerous goods,
explosives and hazardous substances

• OHS regulations and hazard prevention policies and
procedures

• workplace procedures and work instructions
concerning the maintenance of freight records
(including housekeeping and security procedures)

• manufacturer's instructions for the use of equipment
• procedures for the use of personal protection

equipment
• obtaining assistance from other team members when

required
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report and/or rectify any safety
incidents or difficulties in the maintenance of freight
records in accordance with regulatory requirements and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTE197B Present routine workplace information
Unit Descriptor This unit involves the skills and knowledge required to present routine

workplace information in accordance with workplace requirements
including preparing and presenting routine workplace documents and
preparing and delivering oral presentations as part of routine work.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Prepare and present
document

1.1 Purpose of the document is identified
1.2 Sources of information are established
1.3 Information is collated and presented in a logical order
1.4 Document style is selected to match purpose and

workplace pro-formas
1.5 Language is clear, concise and conveys appropriate

information to target audience
1.6 Document is checked to ensure that it follows workplace

requirements
1.7 Completed document is presented to appropriate

personnel as required

2. Prepare and deliver oral
presentation

2.1 Purpose of oral presentation is established
2.2 Target audience is identified
2.3 Information is gathered and sorted
2.4 Visual, audio and physical support media are identified or

developed, if required, in accordance with workplace
procedures

2.5 Presentation is trialled and adjusted to suit target
audience

2.6 Information is presented in accordance with workplace
procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
requirements concerning the preparation and
presentation of routine workplace information

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and relevant regulatory requirements when preparing and
presenting routine workplace information as part of work
activities in the stevedoring, transport, distribution and
allied industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Workplace information to be prepared and presented may
include routine reports, documentation and forms that are
required to be completed to instructions, or pro-formas as
part of routine job requirements

• Reports/forms may be presented orally, in writing or via a
computer

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods, materials and

vehicular traffic
• Personal protection equipment needed in the work area

may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• protective clothing
• high visibility clothing

• Communication in the work area may include:
• phone
• fax
• email
• electronic data transfer (EDI)
• RF systems
• radio
• oral, aural or signed communications

• Consultative processes may involve
• staff members
• management
• union representatives
• industrial relations, Occupational Health and Safety

specialists
• other professional or technical staff

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, bar codes, and container identification/serial

number
• Australian and international codes of practice and

regulations relevant to workplace activities
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances (where applicable)

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the transfer of

cargo/freight
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances (where applicable)

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• locate, interpret and apply relevant information
• prepare and complete routine work documents and/or

forms
• present information in writing or orally as part of routine

workplace activities using appropriate
equipment/media

• provide customer/client service and work effectively
with others

• maintain workplace records
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Australian and international codes and regulations
relevant to workplace activities

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for preparing and
presenting routine workplace information

• Focus of operation of work systems, equipment,
management and site operating systems for the
preparation and presentation of routine workplace
information

• Documents, forms, and oral presentations required as
part of routine workplace activities

• Problems that may occur when preparing and presenting
routine workplace information and appropriate action that
can be taken to resolve the problems

• Ability to:
• identify, select and use relevant equipment, processes

and procedures when preparing and presenting routine
workplace information

• use presentation packages for slides, overhead
projector, computer presentations

• read and interpret instructions and procedures relevant
to the preparation and presentation of routine
workplace information

• receive, acknowledge and send messages with
available communications equipment
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to prepare
and present workplace information, and/or

• prepare and present workplace information in an
appropriate range of operational workplace situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• locating, interpreting and applying relevant information
• preparing and completing routine work documents

and/or forms
• presenting information in writing or orally as part of

workplace activities
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements
• workplace procedures and instructions for preparing

and presenting routine workplace information both in
writing and orally

• OHS policies and procedures
• obtaining assistance from other team members when

required
• relevant guidelines relating to the safe use of

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report any difficulties when
preparing and presenting workplace information in
accordance with workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTE297B Estimate/calculate mass, area and quantify
dimensions

Unit Descriptor This unit involves the skills and knowledge required to estimate and
calculate mass and area and quantify dimensions of loads as part of
work functions in the transport, stevedoring, warehousing, and/or
storage sectors. This includes estimating loads to be transported or
placed in storage, identifying mass, area and volume limitations of
available transport/storage systems and carrying out calculations
required to organise load(s) to match identified transport/storage
limitations.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Estimate loads for
transport or storage

1.1 Order forms/work orders are read and requirements are
noted

1.2 Shape, balance characteristics, dimensions and mass of
the load(s) are identified

1.3 Area/volume required for storage is estimated
1.4 Weights and volumes are totalled to calculate load

requirements of transport or storage system

2. Estimate load limits of
transport and/or storage

2.1 Allowable load limits for storage and/or transport systems
are identified in accordance with workplace procedures

2.2 Capacity of transport and storage systems in terms of
mass, area and volume are calculated

3. Organise load 3.1 Load(s) is restricted to allowable range(s)
3.2 Load(s) is spread to ensure safe weighting on pallets,

trucks, platforms or other storage or transport systems
3.3 Appropriate workplace documentation is completed

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 3

Working with others and in teams 3

Using mathematical ideas and techniques 3

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with workplace
requirements and any relevant regulations related to the
estimation and/or calculation of mass and area and the
quantification of dimensions as part of workplace tasks

• Work is performed under some supervision generally
within a team environment

• Work involves the application of basic mathematical
principles and operations to the estimation and/or
calculation of mass and area and the quantification of
dimensions as part of workplace activities in the transport,
stevedoring, warehousing, distribution and/or storage
industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Estimating/calculation tasks may include:
• estimating loads to be transported or placed in storage
• identifying mass, area and volume limitations of

available transport/storage systems
• carrying out calculations required to organise load(s) to

match identified transport/storage limitations
• calculations and estimations of weights and

dimensions of cargo and containers to be shifted,
stored or lifted

• Calculations may include mathematical operations of
addition, subtraction, multiplication and division and may
be carried out:
• manually
• with the aid of a calculator
• with the aid of a computer
• using appropriate tables and/or charts

• Consultative processes may involve:
• other employees and supervisors
• suppliers, customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• radio
• RF systems
• oral, aural or signed communications

• Hazards in the work area may include exposure to:
• chemicals
• dangerous or hazardous substances
• movements of equipment, goods and materials

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documents may include:
• workplace procedures and policies
• operations manuals, job specifications and induction

documentation
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes, goods and container
identification/serial number

• Australian and international codes of practice and
regulations relevant to workplace activities including
mass and loading regulations

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods and hazardous substances

• manufacturer's specifications for equipment
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations relevant to workplace

activities
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• estimate/calculate capacities of transport/storage

facilities
• estimate/calculate load limits, weights and dimensions
• locate, interpret and apply relevant information
• size and weigh products/stock
• 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

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian and international codes and regulations
relevant to workplace activities

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the estimation
and/or calculation of mass, area and volumes of loads
and transport/storage facilities including the quantification
of dimensions

• Basic mathematical operations required when estimating
and/or calculating mass, area and volumes of loads and
transport/storage facilities including addition, subtraction,
multiplication and division

• Focus of operation of work systems, equipment,
management and site operating systems for the transport
and/or storage of goods and stock

• Problems that may occur when estimating and/or
calculating mass, area and volumes of loads and
transport/storage facilities and appropriate action that can
be taken to resolve the problems

• Documentation requirements for the workplace activities
concerned

• Ability to identify, select and use relevant
calculators/computing/office equipment when estimating
and/or calculating mass, area and volumes of loads and
transport/storage facilities

• Ability to modify activities depending on differing
workplace contexts, risk situations and environments

• Ability to read and comprehend simple statements in
English

• Ability to read and interpret instructions, procedures and
labels relevant to the estimation and/or calculation of
mass, area and volumes of loads and transport/storage
facilities

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to estimate
and/or calculate mass, area and volumes of loads and
transport/storage facilities, and/or

• estimate and/or calculate mass, area and volumes of
loads and transport/storage facilities in an appropriate
range of operational situations

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTE297B Estimate/calculate mass, area and quantify dimensions

Volume 2 of 4, Imported Unit 51 of 57 Page 487 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Consistency in
performance

• Applies underpinning knowledge and skills when:
• estimating/calculating capacities of transport/storage

facilities
• estimating/calculating load limits, weights and

dimensions
• locating, interpreting and applying relevant information
• sizing and weighing products/stock
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• maintaining workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods, explosives and hazardous substances (where
applicable)

• workplace procedures and instructions (including
security and housekeeping procedures)

• OHS policies and procedures
• issue resolution procedures
• obtaining assistance from other team members when

required
• relevant guidelines relating to the safe use of

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
potential difficulties in estimating/calculating mass, area
and volumes of loads and transport/storage facilities

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTE397B Participate in basic workplace
communication

Unit Descriptor This unit involves the skills and knowledge required to participate
effectively in basic workplace communication including communicating
information about routine tasks, processes, events or skills,
participating in group discussions to achieve appropriate work
outcomes, and representing views of a group to others.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Communicate information
about routine tasks,
processes, events or skills

1.1 An appropriate form of communication is selected and
used to meet the purpose required

1.2 Effective listening skills are demonstrated
1.3 Questions are used to gain additional information and to

clarify understanding
1.4 Sources of information relevant to the communication are

identified
1.5 Information is selected and sequenced correctly
1.6 Verbal and written reporting is undertaken where required
1.7 Communication is undertaken in both familiar and

unfamiliar situations and with familiar and unfamiliar
individuals and groups

2. Participate in group
discussions to achieve
appropriate work
outcomes

2.1 Responses are sought and provided to others in the group
2.2 Constructive contributions are made in terms of the

process involved
2.3 Goals or outcomes are communicated and/or recorded

3. Represent views of the
group to others

3.1 Views and opinions of others are interpreted, understood
and accurately reflected

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 1
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RANGE STATEMENT

General context • Communication is carried out as an integral part of
routine work in the context of the workplace concerned

• Work is performed under some supervision, generally
within a team environment

• Work involves the application of established
communication principles and practice and the use of
local technical and colloquial language and vocabulary in
day-to-day communications
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Worksite environment • Communication will be that involved in basic routine work
functions and may occur by day or night and in a variety
of work contexts

• Communication modes may include:
• active listening
• group interaction
• questioning to obtain information and/or clarify

information and understanding
• routine oral reporting
• routine written reporting
• participation in routine meetings in the workplace
• basic recording of discussions

• Communications may involve:
• English-speaking persons
• multilingual staff
• persons with limited ability to communicate in English

• Communication problems may include:
• misunderstanding
• limited ability of others to communicate in English
• noisy environments or communication channels
• illegible writing or print
• use of non-standard vocabulary
• incorrect assumption that message has been received

and/or correctly understood
• Personnel in work area may include:

• managers
• supervisors/team leaders
• workplace personnel
• visitors
• contractors
• official representatives

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Communication may involve the basic use of a range of
communication technology including:
• phone
• electronic data interchange
• fax
• e-mail
• Internet
• radio
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Sources of information/
documents

• Information/documentation may include:
• workplace procedures, checklists and instructions
• goods identification numbers and codes
• manifests, bar codes, goods and container

identification
• manufacturer's specifications
• workplace policies
• supplier and/or client instructions
• material safety data sheets
• relevant codes of practice including the national

standards for manual handling and the industry safety
code

• legislation, regulations and related documentation
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant regulations, standards and codes of practice,

including the national standards for manual handling
and industry safety codes

• dangerous goods and freight regulations and codes
• relevant Australian and State/Territory OH&S

legislation
• equal employment legislation and related policies
• environmental protection regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• communicate information about routine tasks,

processes, events or skills
• locate, interpret and apply relevant information
• communicate effectively when providing

customer/client service and when working with others
• convey information in written and oral form
• maintain basic workplace records
• use workplace colloquial and technical language and

communication technologies in the workplace context
• participate in group discussions to achieve appropriate

work outcomes
• represent views of the group to others
• read and interpret signs and symbols relevant to

workplace functions
• identify basic communication problems and take

appropriate action
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant procedures and duty of care requirements
• Relevant OHS responsibilities
• Basic communication techniques including barriers to

effective communication and how to overcome them
• Basic principles of effective communication
• Protocols and procedures for communicating with others

using relevant workplace technology
• Techniques for communicating effectively with a

multilingual persons or persons with a limited ability to
speak or understand English

• Typical communication problems and appropriate action
and solutions

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to participate in basic workplace
communication, and/or

• participate in basic workplace communication in an
appropriate range of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• communicating information about routine tasks,

processes, events or skills
• locating, interpreting and applying relevant basic

workplace information
• communicating effectively when providing

customer/client service and when working with others
• conveying information in written and oral form
• maintaining basic workplace records
• participating in group discussions and meetings
• reading and interpreting signs and symbols relevant to

workplace functions
• identifying basic communication problems and taking

appropriate action
• Shows evidence of application of relevant workplace

procedures including:
• relevant regulations and codes
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions
• relevant guidelines related to the use of equipment
• meeting procedures
• environmental protection procedures

• Action is taken promptly to report any workplace
problems in accordance with regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTE497B Prepare workplace documents
Unit Descriptor This unit involves the skills and knowledge required to prepare

workplace documents and forms in accordance with workplace
requirements and any applicable regulations/codes including planning
and preparing a simple workplace document such as a letter or report,
and gathering relevant information enabling the completion of a
workplace form.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Plan workplace document 1.1 Purpose and audience for the document are identified
1.2 Appropriate format for the document is established to

meet workplace requirements
1.3 Relevant information is identified and selected for

inclusion in the document

2. Prepare workplace
document

2.1 A draft of the document is prepared in accordance with
workplace procedures and conventions for sentence
construction, grammar, spelling, style, punctuation and
vocabulary that are appropriate for the reader(s)

2.2 Document is edited and presented in a final version
appropriate to the task

3. Complete workplace
forms

3.1 Work related form(s) is interpreted to identify information
required for its completion

3.2 Required information for completion of form is gathered
from relevant sources in accordance with workplace
procedures

3.3 Form(s) is completed in accordance with workplace policy
and procedures and any applicable regulations and codes

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 1
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RANGE STATEMENT

General context • Work must be carried out in accordance with the
workplace requirements concerning the preparation of
workplace documents/forms

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and the basic principles of report writing to the
preparation of workplace documents/forms as part of
work activities in the transport, stevedoring, warehousing,
distribution and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Documents and forms may include routine written reports
on workplace activities, incidents, meeting outcomes, etc.
It may also include the gathering of relevant information
and the subsequent completion of the various forms and
records falling within the occupational responsibility of the
person concerned.

• Communication in the work area may include:
• written, oral, aural or signed communications
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• radio

• Hazards in the work area may include:
• exposure to chemicals
• exposure to dangerous or hazardous substances
• movements of equipment, goods, materials and

vehicular traffic
• Consultative processes may involve:

• other employees and supervisors
• suppliers, customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists
• other maintenance, professional or technical staff

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of
information/documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, picking slips, merchandise transfers, stock

requisitions and bar codes
• Australian and international codes of practice and

regulations relevant to workplace activities
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• codes and regulations relevant to workplace

documents/forms being prepared
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances (where applicable)

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTE497B Prepare workplace documents

Volume 2 of 4, Imported Unit 53 of 57 Page 498 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• locate, interpret and apply relevant information
• plan document in accordance with guidelines/pro

formas
• prepare and check document using appropriate

technology
• complete forms to meet regulatory and workplace

requirements
• provide customer/client service and work effectively

with others
• convey information in written and oral form
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Australian and international codes and regulations
relevant to the documents and/or forms being prepared

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the completion of
documents/forms

• Focus of operation of relevant work systems, equipment,
management and site operating procedures

• Problems that may occur when preparing and completing
workplace documents and forms and appropriate action
that can be taken to resolve the problems

• Equipment and materials required for the completion of
documents and forms and instructions and precautions
for their use

• Conventions for sentence construction, grammar,
spelling, style and punctuation

• Format and layout of various documents and forms used
in workplace activities

• Ability to read, write and comprehend simple statements
in English

• Ability to select and use relevant
communications/computing/office equipment when
completing documents and forms

• Ability to modify activities depending on differing
workplace contexts, risk situations and environments

• Ability to read and interpret instructions, procedures and
labels relevant to the import/export of cargo/freight
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to prepare
and complete workplace documents and forms, and/or

• prepare and complete workplace documents and forms
in an appropriate range of operational contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• locating, interpreting and applying relevant information
• planning document in accordance with guidelines/pro

formas
• preparing and checking documents using appropriate

technology
• completing forms to meet regulatory and workplace

requirements
• providing customer/client service and working

effectively with others
• conveying information in written and oral form
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements

including local and international regulations pertaining
to workplace activities

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods, explosives and hazardous substances (where
relevant)

• workplace procedures and instructions (including
security and housekeeping procedures)

• OHS policies and procedures
• issue resolution procedures
• obtaining assistance from other team members when

required
• relevant guidelines relating to the safe use of

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
potential difficulties in the preparation of workplace
documents and forms in accordance with relevant
regulatory requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTE597B Carry out basic workplace calculations
Unit Descriptor This unit involves the skills and knowledge required to carry out basic

routine workplace calculations, including carrying out required
mathematical operations, preparing basic estimates of mass, size and
volume, and interpreting basic graphical representations of
mathematical information. It includes calculations for routine
industry-related tasks using manual and electronic processes. It
specifically includes the skills and knowledge needed to
estimate/calculate manual load shifting requirements.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Carry out calculations 1.1 Items are counted singly and in batches and sorted
numerically, as required in workplace tasks

1.2 Calculations needed to complete work tasks are
performed using the four basic processes of addition,
subtraction, multiplication and division

1.3 Calculations involving fractions, percentages and mixed
numbers, and using the four basic processes, are
performed as required to complete workplace tasks

1.4 The functions of a calculator, numeric keypad or computer
are used to perform workplace tasks

1.5 Numerical information is self-checked and corrected for
accuracy

2. Prepare estimates 2.1 Quantities of materials and resources required to
complete a work task are estimated

2.2 The time needed to complete a work activity is estimated
2.3 Accurate estimates for work completion are made

3. Interpret graphical
representations of
mathematical information

3.1 Information represented in symbols, diagrams and
pictorial representations is recognised, interpreted and
acted upon in workplace tasks

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 1
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RANGE STATEMENT

General context • Calculations are carried out as an integral part of routine
work in the context of the workplace concerned

• Work is performed under some supervision, generally
within a team environment

• Work involves the application of established mathematical
principles and techniques in day-to-day work activities

Worksite environment • Calculations will be those involved in basic routine work
functions and may occur by day or night and in a variety
of work contexts

• Calculations may involve:
• money
• volume
• weight
• time
• length and distance
• area
• perimeter

• Mathematical operations may include:
• multiplication
• division
• addition
• subtraction
• percentages
• fractions

• Consultative processes may include:
• staff members
• management
• union representatives
• industrial relations, Occupational Health and Safety

specialists
• other professional or technical staff

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Calculations may involve the basic use of a range of
technology including:
• manual techniques
• calculator
• computer
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Sources of information/
documents

• Information/documentation may include:
• workplace procedures, checklists and instructions
• goods identification numbers and codes
• manifests, bar codes, goods and container

identification
• manufacturer's specifications
• workplace policies
• supplier and/or client instructions
• material safety data sheets
• relevant codes of practice including the national

standards for manual handling and the industry safety
code

• award, enterprise bargaining agreement, other
industrial arrangements

• standards and certification requirements
• quality assurance procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant regulations, standards and codes of practice,

including the national standards for manual handling
and industry safety codes

• dangerous goods and freight regulations and codes
• relevant Australian and State/Territory OHS legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• select appropriate mathematical processes for

workplace tasks
• select and use appropriate electronic and mechanical

aids including calculators and computers
• carry out calculations
• prepare estimates
• interpret graphical representations of mathematical

information

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant procedures and duty of care requirements
• Relevant OHS responsibilities
• Basic mathematical operations and techniques
• Ways of representing basic mathematical information
• Procedures for identifying and using relevant workplace

technology when carrying out workplace calculations
• Typical mathematical problems and appropriate action

and solutions
• Ability to carry out the four basic mathematical operations

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to carry out basic workplace calculations,
and/or

• carry out basic workplace calculations in an
appropriate range of operational situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• selecting appropriate mathematical processes for

workplace tasks
• selecting and using appropriate electronic and

mechanical aids including calculators and computers
• carrying out calculations
• preparing estimates
• interpreting graphical representations of mathematical

information
• Shows evidence of application of relevant workplace

procedures including:
• relevant regulations and codes
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions
• relevant guidelines relating to the use of computers

and calculators
• Action is taken promptly to report any workplace

problems in accordance with regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTE697C Collect, analyse and present workplace data
and information

Unit Descriptor This unit involves the skills and knowledge required to collect, analyse
and present workplace data and information including identifying
required information, analysing and preparing information for use,
explaining information, and presenting workplace information to others.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Identify required
information

1.1 Purpose of the information/data collection is identified
1.2 Sources of information are established
1.3 Appropriate information is collected

2. Prepare information for
use

2.1 Information is collated and analysed in accordance with
workplace procedures

2.2 Processed information is organised and presented in a
logical manner

2.3 Checks for accuracy are made

3. Explain information 3.1 Data collection and analysis is explained to others in a
way that effectively contributes to the workplace
operations

3.2 Outcomes of data/information analysis are presented to
others using appropriate presentation modes and
resources

3.3 Questions are answered and appropriate clarifications are
given

4. Present workplace
information

4.1 Processed information is forwarded to appropriate
personnel in accordance with workplace procedures

4.2 Processed information is collated and stored in
accordance with workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Data collection, analysis and presentation is carried out
as an integral part of operations in the context of the
workplace concerned

• Work is performed under general or limited supervision,
generally within a team environment

• Work involves the application of established principles
and practice to the collection, analysis and presentation
of information and data as part of workplace operations
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Worksite environment • Data collection, analysis and presentation will be that
required for workplace operations and may occur by day
or night and in a variety of work contexts

• Customers may be internal or external
• Presentation modes may include:

• written documentation
• oral reports
• group presentations using appropriate technology
• completion of standard forms and checklists
• routine written reporting
• entry of collected/processed information into a

computer
• participation in workplace discussions

• Presentations/communications may involve:
• English-speaking persons
• multilingual staff
• persons with limited ability to communicate in English

• Presentation/communication problems may include:
• misunderstanding
• limited ability of others to communicate in English
• noisy environments or communications channels
• illegible writing or print
• use of non-standard vocabulary
• incorrect assumption that information has been

received and/or correctly understood
• Depending on workplace context, consultative processes

may involve
• managers
• supervisors/team leaders
• workplace personnel
• clients
• private and/or public sector security personnel
• police
• security consultants
• visitors
• contractors
• official representatives
• union representatives
• industrial relations
• OHS specialists
• other professional or technical staff

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Presentation/communication may involve the use of a
range of technology, including:
• phone
• electronic data interchange
• fax
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• e-mail
• Internet
• radio
• overhead or computer controlled projector
• plain or electronic white board
• flip charts
• microphone and amplifier
• video player and monitor

Sources of information/
documents

• Information/documentation may include:
• workplace procedures, checklists and instructions
• operations manuals
• induction documentation
• competency standards and training materials
• job specifications
• manufacturer's specifications
• HAZCHEM and dangerous/hazardous goods codes
• goods identification numbers and codes
• manifests, bar codes, goods and container

identification
• manufacturer's specifications
• workplace policies
• supplier and/or client instructions
• material safety data sheets
• relevant codes of practice including the national

standards for manual handling and the industry safety
code

• legislation, regulations and related documentation
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant regulations, standards and codes of practice,

including the national standards for manual handling
and industry safety codes

• dangerous goods and freight regulations and codes
• relevant Australian and State/Territory standards and

certification requirements
• relevant Australian and State/Territory OH&S

legislation
• equal employment legislation and related policies
• environmental protection regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• locate, sort, collate and interpret required information
• identify and select appropriate analysis and

presentation processes
• analyse and prepare information for use
• explain processed information
• present and communicate workplace information

effectively in written and verbal modes
• identify presentation/communication problems and take

appropriate action
• maintain workplace records and documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant procedures and duty of care requirements
• Relevant OH&S responsibilities
• Sources of information and data and procedures for

processing the information for workplace use
• Protocols and procedures for the collection, analysis and

presentation of workplace information and data using
relevant technology

• Presentation/communication techniques including barriers
to effective communication and how to overcome them

• Basic principles of effective presentation and
communication of information

• Techniques for communicating effectively with a
multilingual persons or persons with a limited ability to
speak or understand English

• Typical presentation/communication problems and
appropriate action and solutions

• Ability to plan own work including predicting
consequences and identifying improvements

• Ability to identify and use required
communication/presentation technology

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to collect, analyse and present workplace
information and data, and/or

• collect, analyse and present workplace information and
data in an appropriate range of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• locating, sorting, collating and interpreting required

information
• identifying and selecting appropriate analysis and

presentation processes
• analysing and preparing information for use
• explaining processed information
• presenting and communicating workplace information

effectively in written and verbal modes
• identifying presentation/communication problems and

taking appropriate action
• maintaining workplace records and documentation

• Shows evidence of application of relevant workplace
procedures including:
• relevant regulations and codes
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and instructions
• relevant guidelines relating to the use of equipment
• quality assurance procedures (where existing)
• meeting procedures
• environmental protection procedures

• Action is taken promptly to report any operational
problems in accordance with regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTE701A Use communication systems
Unit Descriptor This unit involves the skills and knowledge required to use

communication systems including operating a communication system
effectively, using appropriate communication protocols when using a
system, communicating with a base, and identifying faulty operation of
communications equipment and taking appropriate action.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Identify system features 1.1 System features and control functions are identified
1.2 Where relevant, battery and signal levels are monitored
1.3 Mobile equipment is set up to optimise communication
1.4 Where relevant, channels are selected appropriate to the

communication

2. Communicate using
communications
technology

2.1 System checks are carried out to confirm communication
system is operational in accordance with manufacturer's
instructions and workplace procedures

2.2 Communication system is operated safely in accordance
with manufacturer's instructions, workplace procedures
and (any) regulatory requirements

2.3 Telephone and radio security is maintained in accordance
with workplace procedures

2.4 Where relevant, channel selection is appropriate for the
location and type of communication

2.5 Messages are transmitted clearly and precisely with due
observation of ethics and protocols required of users

2.6 Incoming messages are received and answered promptly
and courteously within operating procedures and (any)
regulatory requirements

2.7 Appropriate protocols and procedures are followed when
using communications systems during emergencies

2.8 Received messages are interpreted and recorded, where
required, in accordance with workplace procedures

2.9 Vocal communication is clear, unambiguous and uses
appropriate procedures, language and codes

3. Maintain communication
equipment operational
status

3.1 Equipment is checked and maintained in working order in
accordance with workplace procedures

3.2 Minor faults in the communications systems are promptly
identified, diagnosed, and repaired or reported in
accordance with workplace procedures

4. Complete documentation 4.1 Appropriate records of communications are maintained in
accordance with workplace procedures
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 3

RANGE STATEMENT

General context • Work is carried out in accordance with relevant
regulations and workplace procedures

• Work is performed under some supervision, generally
within a team environment

• Work involves the application of established
communication principles and practice and the use of
local technical and colloquial language and vocabulary in
day-to-day communications
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Worksite environment • Use of communication systems will include that required
in routine operations and may occur by day or night and
in a variety of work contexts, including:
• in confined spaces, exposed conditions and controlled

or open environments
• in a workplace, terminal, warehouse or depot
• in a vehicle
• on a vessel
• on a train
• on a worksite
• at a client's workplace

• Communication equipment may include but is not limited
to:
• fixed phone systems
• mobile phone, both on person or hands-free
• radios including personal, hand-held or

vehicle-mounted, CB, UHF, VHF, SSB, marine
• Worksite communication may include:

• active listening
• two-way conversation
• questioning to obtain information and/or clarify

information and understanding
• routine oral reporting

• Communications may involve:
• English-speaking persons
• multilingual staff
• persons with limited ability to communicate in English

• Communication problems may include:
• misunderstanding
• limited ability of others to communicate in English
• noisy environments or communications channels
• illegible writing or print
• use of non-standard vocabulary
• incorrect assumption that message has been received

and/or correctly understood
• not following correct communication protocols and

procedures
• Communication may be with:

• base personnel
• other drivers and workplace personnel
• managers
• supervisors/team leaders
• suppliers and clients
• private and/or public sector security personnel
• police and other emergency services personnel
• security consultants
• other professional or technical staff
• local government authorities

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
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• organisational procedures
• established procedures

Sources of information/
documents

• Information/documentation may include:
• workplace communication procedures, protocols,

checklists and instructions
• manufacturer's specifications for communications

equipment
• goods identification numbers and codes
• manifests, bar codes, goods and container

identification
• communication records
• supplier and/or client instructions
• material safety data sheets
• relevant codes of practice including the national

standards for manual handling and the industry safety
code

• legislation, regulations and related documentation
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant regulations, standards and codes of practice,

including the national standards for manual handling
and industry safety codes

• dangerous goods and freight regulations and codes
• relevant Australian and State/Territory OH&S

legislation
• equal employment legislation and related policies
• environmental protection regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify equipment features
• operate a communication system effectively
• communicate effectively using communication systems
• maintain communication equipment operational status
• use a communication system during emergencies
• identify faults in communications equipment
• identify communication problems and take appropriate

action
• maintain workplace records and documentation
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant procedures and duty of care requirements
• Relevant OH&S responsibilities
• Protocols and procedures for communicating with others

using relevant communication technology
• Procedures and protocols for the use of communication

systems during an emergency
• Features of various communications systems
• Basic communication techniques including barriers to

effective communication and how to overcome them
• Basic principles of effective communication
• Techniques for communicating effectively with a

multilingual persons or persons with a limited ability to
speak or understand English

• Pre-operational checks for communications systems and
equipment

• Minor routine maintenance procedures for
communications equipment

• Typical problems that may occur when using
communications systems and appropriate action and
solutions

• Ability to plan own work including predicting
consequences and identifying improvements

• Ability to identify and use required communication
technology

• Ability to effectively communicate during both
transmission and receipt of information

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to use communication systems, and/or

• use communication systems in an appropriate range of
operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying equipment features
• operating a communication system
• communicating using relevant technology
• maintaining communication equipment operational

status
• using communications systems during emergencies
• identifying faults in communications equipment
• identifying problems with communication systems and

taking appropriate action
• maintaining workplace records and documentation

• Shows evidence of application of relevant workplace
procedures including:
• relevant regulations and codes
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions
• relevant guidelines relating to the use of

communications equipment
• environmental protection procedures

• Action is taken promptly to report any incidents or
problems with communications systems in accordance
with regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTE701A Use communication systems

Volume 2 of 4, Imported Unit 56 of 57 Page 519 of 524
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



TDTE897B Process workplace documentation
Unit Descriptor This unit involves the skills and knowledge required to process

workplace documentation including planning the documentation to fulfil
the identified purpose and completing the documentation in accordance
with requirements. Documentation may include forms, logs, diaries and
basic hand-written or typed reports. It may also include entry of
information into computer-based documents and forms.

Unit Sector Communication and Calculation

ELEMENT PERFORMANCE CRITERIA

1. Plan documentation 1.1 Purpose of workplace documentation is identified and
confirmed

1.2 Information for completion of the workplace
documentation is collected, interpreted, analysed and
organised as required

2. Complete documentation 2.1 Required documentation is prepared, or forms completed,
in accordance with workplace policies and procedures

2.2 Information is entered into computer-based documents,
where required

2.3 Logs or diaries are maintained accurately and in a timely
manner in accordance with workplace requirements.

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2

RANGE STATEMENT

General context • Processing of workplace documentation is carried out as
an integral part of work operations in the context of the
workplace concerned

• Work may be performed in team and autonomous
working situations

• Work involves the application of established procedures
in the completion of workplace documentation in the
course of day-to-day operations
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Worksite environment • Processing of workplace documentation will be that
involved in routine work functions and may occur by day
or night and in a variety of work contexts, including:
• in confined spaces, exposed conditions and controlled

or open environments
• in a workplace, warehouse or depot
• in a vehicle on the road
• at a client's workplace

• Types of documentation may include:
• workplace and on-road transport memos
• letters
• diaries
• logs
• checklists
• maintenance schedules
• workplace forms and standard documents

• Documentation and reporting systems will be as defined
within workplace procedures

• Documentation may be received from or sent to:
• managers
• supervisors/team leaders
• other workplace personnel
• clients
• contractors
• union representatives
• official representatives

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Documentation may include:
• hard copy
• computer-based documents and forms
• faxes
• e-mail
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Sources of information/
documents

• Information/documentation may include:
• workplace procedures, forms, checklists and

instructions
• goods identification numbers and codes
• manifests, bar codes, goods and container

identification
• manufacturer's specifications
• workplace documentation policies
• supplier and/or client instructions
• material safety data sheets
• relevant codes of practice including the national

standards for manual handling and the industry safety
code

• legislation, regulations and related documentation
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant regulations, standards and codes of practice,

including the national standards for manual handling
and industry safety codes

• dangerous goods and freight regulations and codes
• relevant Australian and State/Territory OHS legislation
• equal employment legislation and related policies
• environmental protection regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify and collect information required to process

workplace documentation
• complete workplace documentation in accordance with

workplace procedures
• maintain workplace records
• identify problems in processing of workplace

documentation and take appropriate action

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant procedures and duty of care requirements
• Relevant OH&S responsibilities
• Protocols and procedures for processing workplace

documentation using relevant workplace technology
• Requirements for workplace documentation, forms, logs

or diaries
• Sources of information for the completion of workplace

documentation, forms, logs or diaries
• Purpose of workplace documentation, forms, logs or

diaries
• Typical problems in processing of workplace

documentation and appropriate action and solutions
• Ability to collect, interpret, analyse and organise

information needed to complete workplace
documentation, forms, logs or diaries

• Ability to write and/or enter information into computer
based documentation systems

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to process workplace documentation,
and/or

• process workplace documentation in an appropriate
range of operational situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying and collecting information required to

process workplace documentation
• completing workplace documentation in accordance

with workplace procedures
• maintaining workplace records
• identifying problems in processing of workplace

documentation and taking appropriate action
• Shows evidence of application of relevant workplace

procedures including:
• relevant regulations and codes
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and instructions for the

processing of documentation
• relevant guidelines relating to the use of equipment
• environmental protection procedures

• Action is taken promptly to report any problems in the
processing of documentation in accordance with
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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