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Modification History

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

2.1 March 2009 | A number of imported units updated
Units deleted that are no longer relevant

See table below for codes of units updated/deleted and
qualifications that are impacted on by having an updated
unit in the core

2 2006 CULO04 Museum and Library/Information Services Training
Package assessed in terms of Employability Skills;
mandatory text updated; Museums and Library/Information
Services components integrated; Employability Skills
information added, mandatory text added and components
integrated; units updated to reflect DEST template
requirements (added Application of the unit and competency
field to every unit; split Required Skills and Knowledge
with more explicit expression of required skills; minor edits
to encourage broader application of some units) through
Innovation and Business Skills Australia (IBSA), the
Industry Skills Council for innovation and business

1 2004 CULO04 Museum and Library/Information Services Training
Package developed through the review of CUL99; review
conducted through CREATE Australia (refer to Appendix B
for 1999 to 2004 changes)

Preliminary Information

Preliminary Information

Important Note to Users

Training Packages are not static documents; they are amended periodically to reflect the latest
industry practices and are version controlled. It is essential that the latest version is always
used.
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Check the version number before commencing training or assessment

This Training Package is Version 2.1 — check whether this is the latest version by going to the
National Training Information Service (www.ntis.gov.au) and locating information about the
Training Package. Alternatively, contact Innovation and Business Skills Australia
(www.ibsa.org.au) to confirm the latest version number.

Explanation of version number conventions

The primary release Training Package is VVersion 1. When changes are made to a Training
Package, sometimes the version number is changed and sometimes it is not, depending on the
extent of the change. When a Training Package is reviewed it is considered to be a new
Training Package for the purposes of version control, and is Version 1. Do not confuse the
version number with the Training Package’s national code (which remains the same during its
period of endorsement).

Explanation of the review date

Previously the review date (shown on the title page and in the footer of each page) indicated
when the Training Package was expected to be reviewed in the light of changes such as
changing technologies and circumstances. The review date is not an expiry date. Endorsed
Training Packages and their components remain current until they are reviewed or replaced.

Continuous improvement
As of 2006, the review date will incorporate continuous improvement.

The National Quality Council (NQC) has determined that the initial intensive development
phase of Training Packages is complete and that it is time for the emphasis to move to
ensuring the currency of Training Packages and to improving their ‘fitness for purpose’.
Consequently, future emphasis will be on improving Training Packages through periodic
review balanced by a continuum of Training Package maintenance, endorsement and
implementation, referred to as continuous improvement.

Continuous improvement will focus on information gathering and analysis in a context of
industry engagement, market intelligence and product development.

The fitness for purpose and currency of Training Packages will continue to be monitored by
the NQC in a three year cycle, but determinations will be made on the basis of evidence of
continuous improvement and sufficiency of consultative processes.

A full review of a Training Package may still be undertaken where evidence of continuous
improvement is not considered to be sufficient, or where consultation indicates the need. This
may be requested by the NQC or by the ISC.

Training Package coding will be updated every three years in line with NQC processes.

Continuous improvement processes will be used following the first review of each Training
Package, except in cases where the time elapsed since the last review indicates a need for a
full review.

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.
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Version |Release Date | Comments

2.1 March 2009 | A number of imported units updated
Units deleted that are no longer relevant

See table below for codes of units updated/deleted and
qualifications that are impacted on by having an updated
unit in the core

2 2006 CULO04 Museum and Library/Information Services Training
Package assessed in terms of Employability Skills;
mandatory text updated; Museums and Library/Information
Services components integrated; Employability Skills
information added, mandatory text added and components
integrated; units updated to reflect DEST template
requirements (added Application of the unit and competency
field to every unit; split Required Skills and Knowledge
with more explicit expression of required skills; minor edits
to encourage broader application of some units) through
Innovation and Business Skills Australia (IBSA), the
Industry Skills Council for innovation and business

1 2004 CULO04 Museum and Library/Information Services Training
Package developed through the review of CUL99; review
conducted through CREATE Australia (refer to Appendix B
for 1999 to 2004 changes)

Qualifications that are impacted on by having an updated imported unit/s in the core

Version 2.0 Title Version 2.1 Replaced with
code

BSBO01 Business Services Training Package

BSBFLM404A |Lead work teams New unit BSBFLM412A
Promote team effectiveness

BSBFLM501A | Manage personal work BSBFLM501B — equivalent
priorities and professional
development

BSBFLM503A | Manage effective workplace BSBFLM503B — equivalent
relationships

BSBFLM506A | Manage workplace information | BSBFLM506B — equivalent
systems
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Version 2.0 Title Version 2.1 Replaced with

code

BSBFLM507A | Manage quality customer BSBSLM507B — equivalent
service

BSBFLM509A | Facilitate continuous BSBFLM509B — equivalent
improvement

BSBFLM510A | Facilitate and capitalise on BSBFLM510B — equivalent
change and innovation

BSBFLM511A | Develop a workplace learning | BSBFLM511B — equivalent
environment

BSBFLM512A | Ensure team effectiveness New unit

CUEOQ3 Entertai

nment Training Package

CUECORO01B |Manage own work and learning | CUECORO01C — equivalent
CUECORO02B |Work with others CUECORO02C - equivalent
CUECORO03A |Provide quality service to CUECORO03B - equivalent
customers
CUECORO04A | Deal with conflict and resolve | CUECORO04B — equivalent
complaints
CUEDESO04A |Establish and refine a brief CUEDESO04B — equivalent
CUEDESO5A | Manage design realisation CUEDESO05B — equivalent
CUEEVTO3A |Integrate knowledge of creative | CUEEVTO03B — equivalent
and technical production into
management processes
CUEFINO1B Develop a budget CUEFINO1C — equivalent
CUEFINO02B Manage a budget CUEFINO2C — equivalent
CUEFINO3B Obtain sponsorship CUEFINO3C
CUEINDO3A |Integrate accessibility principles | CUEINDO3B — equivalent
into work practices
CUEMARO01B |Assist with marketing CUEMARO01C - equivalent
CUEMARO02B | Undertake market research CUEMARO02C — equivalent
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Version 2.0 Title Version 2.1 Replaced with
code

CUEMARO03B |Undertake marketing activities | CUEMARO3C - equivalent

CUEOHS01B |Implement workplace health, CUEOHSO01C — equivalent
safety and security procedures

CUEOHS02B | Establish and maintain a safe CUEOHS02C — equivalent
and secure workplace

CUETEMO9A | Manage diversity CUETEMO9B - equivalent

CUVO03 Visual Arts, Craft and Design Training Package

CUVADMO1A |Develop and implement arts CUVADMO1B - equivalent
administration systems and
procedures

CUVADMO2A |Plan work space CUVADMO02B - equivalent

CUVADMO5A |Plan and develop information | CUVADMO5B — equivalent
management systems

CUVADMO8A |Develop and manage public CUVADMO08B - equivalent
relations strategies

CUVADMI10A |Research and utilise revenue CUVADMI10B - equivalent
and funding opportunities

CUVADMI11A |Work within an arts CUVADM11B - equivalent
organisation context

CUVADMI12A |Work with arts professionals in | CUVADM12B — equivalent
an arts organisation

CUVADM13A |Research and critique cultural |CUVADM13B — equivalent
work(s)

CUVCONO6A |Develop concepts for arts CUVCONO6B - equivalent
organisations or projects

CUVCORO04A | Originate concept for own work | CUVCORO04B — equivalent
and conduct critical discourse

CUVCRS03A | Produce computer-aided CUVCRSO03B - equivalent
drawings

CUVDESO1A | Apply colour theory in response | BSBDES301A Explore the use of
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Version 2.0 Title Version 2.1 Replaced with
code
to a brief colour — equivalent
CUVDESO02A | Apply the design process to BSBDES302A Explore and apply
2-dimensional work in response |the creative design process to 2D
to a brief forms — equivalent
CUVDESO3A | Apply the design process to BSBDES303A Explore and apply
3-dimensional work in response |the creative design process to 3D
to a brief forms — equivalent
CUVDESO4A |Integrate colour theory and CUVDESO04B - equivalent
design processes in response to
a brief
CUVDESO5A |Interpret and respond to a brief | BSBDES402A Interpret and
respond to a design brief —
equivalent
CUVDSP0O4A |Research and apply the history |CUVDSP04B — equivalent
and theory of design to design
practice
CUVDSP15A |Research and apply techniques |CUVDSP15B — equivalent
for application to spatial design
CUVICS01A | Contribute to workplace CUVICSO01B — equivalent
improvements
CUVICS02A | Share ideas in the workplace CUVICS02B - equivalent
CUVICS03A  |Develop innovative ideas at CUVICSO03B — equivalent
work
CUVICSO4A | Originate and develop a concept | CUVICS04B — equivalent
CUVICSO05A Lead a team to foster innovation | CUVICS05B — equivalent
CUVICS06A | Create an innovative work CUVICS06B — equivalent
environment
CUVICSO7A | Set up systems that support CUVICSO07B — equivalent
innovation
CUVPRP02A | Develop understanding of own |CUVPRP02B — equivalent
Aboriginal or Torres Strait
Islander identity
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Version 2.0 Title Version 2.1 Replaced with
code
CUVPRPO3A |Develop and apply knowledge |CUVPRPO3B - equivalent

of Aboriginal or Torres Strait
Islander Cultural Arts

ICAO05 Information and Communications Technology Training Package

ICAB4169B Use development software and | New unit

IT tools to build a basic website
ICAU2006B Operate computing packages ICAITUQO06C — equivalent
ICAU3126B Use advanced features of ICAITU126B — equivalent

computer applications

ICPO5 Printing and Graphic Arts Training Package

ICPMM296B | Create and test a New unit — no equivalent
CD-ROM/DVD
ICPMM321B | Capture a digital image New unit — no equivalent
ICPMM322B | Edit a digital image ICPMM21CA — equivalent
ICPMM344B | Manipulate and incorporate ICPMM44CA — equivalent
audio into multimedia
presentations
ICPMM346B | Incorporate video into New unit — not equivalent

multimedia presentations

TAAO04 Training and Assessment Training Package

TAAASS301B | Contribute to assessment BSZ402A — equivalent
TAAASS401B |Plan and organise assessment | BSZ401A — equivalent
TAAASS402B | Assess competence BSZ402A — equivalent
TAADEL301B |Provide training through BSZ404A — equivalent
instruction and demonstration
of work skills
TAADEL401B |Plan and organise group based |BSZ406A — equivalent
delivery
TAADEL402B |Facilitate group based learning |BSZ404A — equivalent
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Version 2.0
code

Title

Version 2.1 Replaced with

TAADEL403B

Facilitate individual learning

There is partial equivalence
between BSZ404A and
TAADELA403A but application
would need to be demonstrated to
an individual learning relationship
applying the relevant techniques
for individual facilitation that are
specified in TAADEL403A.
Individuals holding BSZ404A
would need to show evidence of
one-to-one approach to gain
equivalence.

TAADEL404B

Facilitate work-based learning

BSZ403A has partial equivalence
with TAAASS404A.

Units deleted from version 2.0

BSZ403A Review assessment

ICPMM11BA |ldentify components of multimedia

ICPMM15DA | Develop a multimedia script

ICPMMA41CA |Incorporate text into multimedia presentations
ICPMM42CA | Incorporate 2D graphics into multimedia presentations
ICPMMG65DA | Create web pages with multimedia

BSBFLM404A |Lead work teams

BSBFLM502A |Provide leadership in the workplace

BSBFLM504A | Facilitate work teams

Quialifications that are impacted on by having an updated imported unit/s in the core

Quialification

Unit in CULO04 version 2.1

Comment relating to
CUL04 version 2

CUL30204 Certificate 111 in

Museum Practice

CUECORO02C Work with
others

Replaced earlier ‘B’
version
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CUL40204 Certificate IV
in Museum Practice

BSBFLM412A Promote
team effectiveness

CUEOHSO01C Implement
workplace health, safety
and security procedures

Replaced BSBFLM404A
Lead work teams

Replaced previous ‘B’
version of unit

CUL50204 Diploma of
Museum Practice

BSBFLM503B Manage
effective workplace
relationships

CUEFINO2C Manage a
budget

CUEOHS02C Establish and
maintain a safe and secure
workplace

Replaced previous ‘A’
version of unit

Replaced previous ‘B’
version of unit

Replaced previous ‘B’
version of unit

CUL20104 Certificate 1l in
Library/Information
Services

CUECORO03B Provide
quality service to customers

Replaced previous ‘A’
version of unit

CUL30104 Certificate Il in
Library/Information
Services

CUECORO03B Provide
quality service to customers

Replaced previous ‘A’
version of unit

CUL40104 Certificate 1V
in Library/Information
Services

BSBFLM412A Promote
team effectiveness

CUEOHSO01C Implement
workplace health, safety
and security procedures

ICAU2006B Operate
computing packages

Under ‘Library Assistant’

TAADEL301B Provide
training through instruction
and demonstrated work
skills

NB this unit was
erroneously listed as
TAADEL402B

Replaced BSBFLM404A
Lead work teams

Replaced previous ‘B’
version of unit

Replaced ICAITU006C
Operate computing
packages

Replaced BSZ407A Train
small groups

CUL50104 Diploma of
Library/Information

BSBFLM503B Manage
effective workplace

Replaced previous ‘A’
version of unit

Services relationships Replaced BSZ407A Train
TAADEL301B Provide small groups
training through instruction
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and demonstrated work
skills

NB this unit was
erroneously included in
qualification as
TAADEL402B

List of AQF qualifications

Code Title

Museum Qualifications

CUL20204 Certificate 1l in Museum Practice

CUL30204 Certificate I11 in Museum Practice

CuL40204 Certificate 1V in Museum Practice

CUL50204 Diploma of Museum Practice

CUL60204 Advanced Diploma of Museum Practice

Library/Information Services Qualifications

CUL20104 Certificate 11 in Library/Information Services

CUL30104 Certificate 11l in Library/Information Services

CuL40104 Certificate IV Library/Information Services

CUL50104 Diploma of Library/Information Services

CUL60104 Advanced Diploma of Library/Information Services

Summary of Units of Competency and their Pre-Requisite Requirements

Code Title Pre-Requisite
units

CULLBO001 |Develop and apply knowledge of the Nil

B library/information services industry

CULLBO002 |Obtain information from external and networked Nil

B sources to meet customer needs

CULLBO003 |Research and analyse information to meet customer | Nil
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Code Title Pre-Requisite
units

B needs

CULLBO004 |Process information resource orders Nil

B

CULLBO0O05 |Search databases Nil

B

CULLB203 |Develop and use information literacy skills Nil

C

CULLB205 |Process and maintain information resources Nil

C

CULLB206 |Assist with circulation services Nil

C

CULLB302 |Use cataloguing tools Nil

C

CULLB307 |Use multimedia Nil

C

CULLB401 |Assist customers to access information Nil

C

CULLB412 |Undertake cataloguing activities Nil

C

CULLB505 |Analyse and describe information materials Nil

C

CULLB506 |Catalogue and classify material Nil

C

CULLB508 | Monitor and enhance information access Nil

C

CULLB509 |Select and acquire information materials Nil

C

CULLB510 |Develop and maintain community/stakeholder Nil

C relationships

CULLBG602 |Use, evaluate and extend own information literacy Nil

C skills
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Code Title Pre-Requisite
units

CULLB604 |Manage care and maintenance of the collection Nil

C

CULLB605 |Manage collection development Nil

C

CULLB701 |Analyse and describe specialist/complex material Nil

C

CULLB708 |Manage information access Nil

C

CULMSO001 [Work with Aboriginal or Torres Strait Islander Nil

B cultural material

CULMSO002 |Research and evaluate Aboriginal or Torres Strait Nil

B Islander cultural material
CULMSO003 |Move/store cultural material Nil
B

CULMSO004 |Integrate knowledge of education and learning into Nil
B museum activities

CULMSO005 |Research and generate ideas for exhibition concepts | Nil
B

CULMSO006 |Develop and implement the Nil
B interpretive/communication strategy for an exhibition
CULMSO007 |Design and develop interpretive displays Nil
B

CULMSO008 |Conceive, develop and realise exhibition designs Nil
B

CULMSO009 |Implement preventive conservation activities Nil
B

CULMSO010 |Contribute to the preservation of cultural material Nil
B

CULMSO011 |Develop a disaster preparedness plan Nil
B

CULMSO012 |Plan event touring Nil
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Code Title Pre-Requisite
units

B

CULMSO013 |Implement facility maintenance programs Nil

B

CULMS201 |Develop and apply knowledge of the museum Nil

C industry

CULMS202 |Provide visitors with venue information and assistance | Nil
C

CULMS205 |Observe and report basic condition of collection Nil
C

CULMS207 |Assist with the presentation of public activities and Nil
C events

CULMS406 |Deliver information, activities and events Nil
C
CULMS407 |Install and dismantle exhibition elements Nil
C

CULMS411 |Prepare display accommodation for cultural material | Nil
C

CULMS412 |Record and maintain collection information Nil
C

CULMS502 | Acquire/dispose of cultural material Nil
C

CULMS504 |Organise and monitor exhibition Nil
C installation/dismantling

CULMS506 |Plan and develop activities, events and programs Nil
C

CULMS605 |Develop and implement procedures for the movement | Nil
C and storage of cultural material

CULMS609 |Develop policies and strategies Nil
C

CULMS610 |Research, describe and document cultural material Nil
C
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Code Title

Pre-Requisite

CULMS611 |Lend/borrow cultural material

C

Imported Units of Competency

Code

Title

BSBO01 Business Services Training Package

BSBADM304A

Design and develop text documents

BSBADM305A

Create and use databases

BSBADM306A

Create electronic presentations

BSBADM308A

Process payroll

BSBADM309A

Process accounts payable and receivable

BSBADM310A

Maintain a general ledger

BSBADM403A

Develop and use complex databases

BSBADM404A

Develop and use complex spreadsheets

BSBADM405A

Organise meetings

BSBADM408A

Prepare financial reports

BSBADM502A

Manage meetings

BSBADM505A

Manage payroll

BSBCMN103A

Apply basic communication skills

BSBCMN108A

Develop keyboard skills

BSBCMN203A

Communicate in the workplace

BSBCMN205A

Use business technology

BSBCMN213A

Produce simple word processed documents

BSBCMN214A

Create and use simple spreadsheets

BSBCMN305A

Organise workplace information
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Code Title

BSBCMN306A | Produce business documents

BSBCMNA406A | Maintain business technology

BSBDES301A |Explore the use of colour

BSBDES302A | Explore and apply the creative design process to 2D forms
BSBDES303A |Explore and apply the creative design process to 3D forms
BSBDES402A | Interpret and respond to a design brief

BSBFLM506B | Manage workplace information systems

BSBFLM507B | Manage quality customer service

BSBFLM509B | Facilitate continuous improvement

BSBFLM510B |Facilitate and capitalise on change and innovation
BSBFLM511B | Develop a workplace learning environment
BSBFLM512A | Ensure team effectiveness

BSBHR402A Recruit and select personnel

BSBRKG301A |Control records

BSBRKG302A | Undertake disposal

BSBRKG303A |Retrieve information from records

BSBRKG304A | Maintain business records

BSBRKG401A |Review the status of a record

BSBRKG402A | Provide information from and about records
BSBRKG403A |Set up a business or records system for a small office
BSBRKG501A | Determine business or records system specifications
BSBRKG502A |Manage and monitor business or records systems
BSBRKG503A | Develop and maintain a classification scheme
BSBRKG504A | Develop terminology for activities and records
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Code Title

BSBRKG505A | Document or reconstruct a business or records system
BSBSBM301A |Research business opportunities

BSBSBMA401A |Establish business and legal requirements
BSBSBM402A | Undertake financial planning

BSBSBM403A | Promote the business

BSBSBM404A | Undertake business planning

BSBSBMA405A | Monitor and manage business operations
BSBSBM406A | Manage finances

BSBSBM407A | Manage a small team

CUEO3 Entertainment Training Package

CUECORO01C | Manage own work and learning

CUECOR02C  |Work with others

CUECORO03B |Provide quality service to customers

CUECORO04B | Deal with conflict and resolve complaints

CUEDES04B Establish and refine a brief

CUEDES05B Manage design realisation

CUEEVTO03B Integrate knowledge of creative and technical production into
management processes

CUEFINO1C Develop a budget

CUEFINO2C Manage a budget

CUEFINO3C Obtain sponsorship

CUEINDO3B Integrate accessibility principles into work practices

CUEMARO1C |Assist with marketing

CUEMARO02C |Undertake market research
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Code Title

CUEMARO3C |Undertake marketing activities

CUEOHS01C |Implement workplace health, safety and security procedures

CUEOHS02C  |Establish and maintain a safe and secure workplace

CUETEMO9B |Manage diversity

CUFO01 Film, TV, Radio and Multimedia Training Package

CUFADMO1A |Prepare a proposal

CUFMEMO2A | Author a multimedia product

CUFMEMO3A |Integrate and use scripting language in authoring a multimedia
product

CUFMEM12A |Update web pages

CUFMEM13A |Incorporate, design and edit digital video

CUFSAF01B Follow health, safety and security procedures

CUSO01 Music Training Package

CUSADMO3A |Manage a project

CUSADMO4A |Manage a major project

CUSADMO5A | Develop and implement a business/strategic plan
CUSADMO6A |Develop and implement an operational plan
CUSADMOB8A | Address copyright requirements

CUSADMO9A | Address legal and administrative requirements
CUSFINO1A Finance a project

CUSGENO1A |Use and adapt to changes in technology
CUSGENO02B  |Work in a culturally diverse environment
CUSGENO04B | Participate in negotiations

CUSGENO5B | Make presentations
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Code Title

CUSRADO1A | Collect and organise information

CUSRADO02A |Conduct research

CUVO03 Visual Arts, Craft and Design Training Package

CUVADMO01B |Develop and implement arts administration systems and procedures

CUVADMO02B |Plan work space

CUVADMO5B |Plan and develop information management systems

CUVADMO08B |Develop and manage public relations strategies

CUVADMI10B |Research and utilise revenue and funding opportunities

CUVADMI11B |Work within an arts organisation context

CUVADM12B |Work with arts professionals in an arts organisation

CUVADMI13B |Research and critique cultural work(s)

CUVCONO06B |Develop concepts for arts organisations or projects

CUVCORO04B | Originate concept for own work and conduct critical discourse

CUVCRS03B | Produce computer-aided drawings

CUVDES04B Integrate colour theory and design processes in response to a brief

CUVDSP04B Research and apply the history and theory of design to design
practice

CUVDSP15B Research and apply techniques for application to spatial design

CUVICS01B Contribute to workplace improvements

CUVICS02B Share ideas in the workplace

CUVICS03B Develop innovative ideas at work

CUVICS04B Originate and develop a concept

CUVICS05B Lead a team to foster innovation

CUVICS06B Create an innovative work environment
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Code Title

CUVICS07B Set up systems that support innovation

CUVPRP02B Develop understanding of own Aboriginal or Torres Strait Islander
identity

CUVPRP03B Develop and apply knowledge of Aboriginal or Torres Strait
Islander Cultural Arts

ICAO5 Information and Communications Technology Training Package

ICAB4169B Use development software and IT tools to build a basic website

ICAU2006B Operate computing packages

ICAU3126B Use advanced features of computer applications

ICPO5 Printing and Graphic Arts Training Package

ICPMM296B Create and test a CD-ROM/DVD

ICPMM321B Capture a digital image

ICPMM322B Edit a digital image

ICPMM344B Manipulate and incorporate audio into multimedia presentations

ICPMM346B Incorporate video into multimedia presentations

SRS03 Sport Industry Training Package — Generic

SRXEVTO07B |Manage spectators at an event or program

SRXHRMO001B |Manage volunteers

TAAO04 Training and Assessment Training Package

TAAASS301B | Contribute to assessment

TAAASS401B | Plan and organise assessment

TAAASS402B | Assess competence

TAADEL301B |Provide training through instruction and demonstration of work
skills

TAADEL401B |Plan and organise group-based delivery
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Code Title

TAADEL402B |Facilitate group-based learning
TAADEL403B |Facilitate individual learning
TAADEL404B |Facilitate work-based learning

THHO2 Hospitality Training Package

THHGCS01B | Develop and update local knowledge
THHGCS05B | Organise in-house functions
THHGFAO02B | Maintain financial records
THHGFAO6A | Interpret financial information
THHGHSO03B | Provide first aid

THHGLEO5B Roster staff

THHGLEO6B | Monitor staff performance
THHGLE10B | Manage workplace relations
THHGLE12B |Develop and manage marketing strategies
THHGLE15B | Manage financial operations
THHGLE16B | Manage physical assets
THHGLE22A Manage risk

THTO2 Tourism Training Package

THTFATO02B Monitor entry to venue

THTFATO03B Provide a site briefing or scripted commentary

THTFMEO1B |Coordinate guest and delegate registrations at venue

THTFMEO2B  |Provide on-site event management services

THTFMEO3A | Develop and update event industry knowledge

THTFMEO4A | Develop an event concept

THTFMEOQO5A | Select event venues and sites
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Code Title

THTFMEO6A | Manage event contractors

THTFMEQO7A | Organise and monitor infrastructure for outdoor events

THTFMEO8BA | Integrate technology into the event management process

THTFMEO9A | Develop and update knowledge of protocol

THTFTGO01B Work as a guide

THTFTGO3B Develop and maintain the general knowledge required by guides

THTFTG06B Prepare and present tour commentaries or activities

THTFTGO7B Research and share general information on Australian indigenous
culture

THTFTGO08B Interpret aspects of local Australian indigenous culture

THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)

THTFTG13A Prepare specialised interpretive content (marine environments)

THTFTG14A Prepare specialised interpretive content (cultural and heritage
environments)

THTPPDO04B Plan and implement minimal impact operations

THTPPDO5B Plan and develop interpretive activities

THTPPDO08B Plan and develop event proposals and bids

THTSMAOQ1B | Coordinate the production of brochures and marketing materials

THTTCOO01B Develop and update tourism industry knowledge

WRRO02 Retail Tr

aining Package

WRRCS2B Apply point of sale handling procedures

WRRLP2B Minimise theft

WRRM1B Merchandise products

WRRS1B Sell products and services

WRRS2B Advise on products and services
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Please Note:

At the time of producing Version 2 CUL04 Museum and Library/Information Services
Training Package, the following applies regarding updating imported units:

Units imported from the following IBSA Training Packages have not been updated because
the ‘parent’ Training Package was under review:

. BSBO01 Business Services Training Package
« CUFO01 Film, TV, Radio and Multimedia Training Package
. CUSO1 Music Training Package.

This means that units imported from these Training Packages have not been updated for
Employability Skills enhancements, including the insertion of the DEST mandatory
Employability Skills text. Units imported from these Training Packages still retain
information about Key Competencies.

Imported units from these Training Packages will be updated as part of continuous review for
CULO04 Museum and Library/Information Services Training Package, following endorsement
of the reviewed ‘parent’ Training Package.

Units imported from the following IBSA Training Packages have been updated because the
‘parent’ Training Package was only undergoing minor changes for Employability Skills:

. CUEO03 Entertainment Training Package

. CUVO03 Visual Arts, Craft and Design Training Package

« ICAO05 Information and Communications Technology Training Package
- ICPO5 Printing and Graphic Arts Training Package

« TAAO04 Training and Assessment Training Package.

This means that units imported from these Training Packages have been updated with
Employability Skills enhancements, including DEST mandatory Employability Skills text; the
unit code version identifier has been changed to reflect this change. Units imported from these
Training Packages do not have information about Key Competencies.

Units imported from the following Training Packages will be updated once the Training
Packages concerned have been updated for Employability Skills by the relevant Industry
Skills Council:

« SRSO03 Sport Industry Training Package — Generic
. THHO2 Hospitality Training Package

« THTO2 Tourism Training Package

« WRRO02 Retail Training Package

This means that units imported from these Training Packages have not been updated for
Employability Skills enhancements, including the insertion of the DEST mandatory
Employability Skills text. Units imported from these Training Packages still retain
information about Key Competencies.
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Imported units from these Training Packages will be updated as part of continuous review for
CULO4 Museum and Library/Information Services Training Package, following endorsement
of the reviewed ‘parent’ Training Package.

When accessing imported units of competency users are advised to check with the host
Industry Skills Council or the NTIS (www.ntis.gov.au) to ensure the most current version is
being used.

Summary Mapping of CUL04 to CUL99

Training Packages are a key feature of vocational education and training in Australia. They
are part of the National Training Framework that aims to make training and regulatory
arrangements simple, flexible and relevant to the needs of industry.

The Museum and Library/Information Services Training Package was first developed and
endorsed in 1999. The Training Package was reviewed and re-produced in 2004, based on
widespread consultation with both industry and training organisations. As a result of the
review, some key changes were made; refer to Appendix B for detailed changes. Below is an
overview of major changes made as a result of the review:

Qualifications

. more flexibility in qualifications, allowing for multi-skilling or specialisation plus the
ability to use more units from other Training Packages

. expanded guidance for packaging qualifications through the inclusion of examples for
particular job outcomes

- many changes to unit requirements arising from rationalisation of competency standards
(often these changes are not content-related)

« greater focus on technology

Competency Standards
. rationalisation of units leading to a significant reduction in the number of units carrying a
specific museum or library coding

« categorisation and ‘bundling’ of units into functional groups to facilitate easier navigation
of the package

. importation of a wide range of units from other Training Packages such as Business
Services, Tourism, Retail, and Printing and Graphic Arts

. enhancement of all competency standards including:
. change of performance criteria to active voice
. improved articulation and specification of essential knowledge requirements
- more specification of assessment requirements
. expanded information on language, literacy and numeracy
. more explicitly stated requirements in relation to cultural protocols
« development of new units:
« Aboriginal or Torres Strait Islander museum practice
. exhibition development and management
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« educational focus in museum activity
. database searching
« library/information services industry context.

In 2006, units were updated to reflect DEST template requirements and Category 1 changes
were made to a small number of units to make aspects of Employability Skills more explicit,
creating Version 2 of the CULO4 Museum and Library/Information Services Training
Package.

Overview of Training Packages

Overview of Training Packages

What is a Training Package?

A Training Package is an integrated set of nationally endorsed competency standards,
assessment guidelines and Australian Qualifications Framework (AQF) qualifications for a
specific industry, industry sector or enterprise.

Each Training Package:

. provides a consistent and reliable set of components for training, recognising and
assessing people’s skills, and may also have optional support materials;

. enables nationally recognised qualifications to be awarded through direct assessment of
workplace competencies;

. encourages the development and delivery of flexible training which suits individual and
industry requirements; and

- encourages learning and assessment in a work-related environment which leads to
verifiable workplace outcomes.

How do Training Packages fit within the National Training Framework?

The National Training Framework is made up of the nationally agreed quality arrangements
for the vocational education and training sector, the Australian Quality Training Framework
(AQTF 2007), and Training Packages endorsed by the National Quality Council (NQC).

How are Training Packages developed?

Training Packages are developed by Industry Skills Councils or enterprises to meet the
identified training needs of specific industries or industry sectors. To gain national
endorsement of Training Packages, developers must provide evidence of extensive research,
consultation and support within the industry area or enterprise.

How do Training Packages encourage flexibility?

Training Packages describe the skills and knowledge needed to perform effectively in the
workplace without prescribing how people should be trained.
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Training Packages acknowledge that people can achieve vocational competency in many
ways by emphasising what the learner can do, not how or where they learned to do it. For
example, some experienced workers might be able to demonstrate competency against the
units of competency, and even gain a qualification, without completing a formal training
program.

With Training Packages, assessment and training may be conducted at the workplace,
off-the-job, at a training organisation, during regular work, or through work experience, work
placement, work simulation or any combination of these.

Who can deliver and assess using Training Packages?

Training and assessment using Training Packages must be conducted by a Registered
Training Organisation (RTO) that has the qualifications or specific units of competency on its
scope of registration, or that works in partnership with another RTO as specified in the AQTF
Standards for Registered Training Organisations.

Training Package Components

Training Packages are made up of mandatory components endorsed by the NQC, and optional
support materials.

Training Package Endorsed Components

The nationally endorsed components include the Competency Standards, Assessment
Guidelines and Qualifications Framework. These form the basis of training and assessment in
the Training Package and, as such, they must be used.

Endorsed
Components

Cualifications
Framewaork

Assessment
Guidelines

Competency
Standards

Competency Standards

Each unit of competency identifies a discrete workplace requirement and includes the
knowledge and skills that underpin competency as well as language, literacy and numeracy;
and occupational health and safety requirements. The units of competency must be adhered to
in training and assessment to ensure consistency of outcomes.
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Assessment Guidelines

The Assessment Guidelines provide an industry framework to ensure all assessments meet
industry needs and nationally agreed standards as expressed in the Training Package and the
Standards for Registered Training Organisations. The Assessment Guidelines must be
followed to ensure the integrity of assessment leading to nationally recognised qualifications.

Qualifications Framework

Each Training Package provides details of those units of competency that must be achieved to
award AQF qualifications. The rules around which units of competency can be combined to
make up a valid AQF qualification in the Training Package are referred to as the ‘packaging
rules’. The packaging rules must be followed to ensure the integrity of nationally recognised
qualifications issued.

Training Package Support Materials

The endorsed components of Training Packages are complemented and supported by optional
support materials that provide for choice in the design of training and assessment to meet the
needs of industry and learners.

Training Package support materials can relate to single or multiple units of competency, an
industry sector, a qualification or the whole Training Package. They tend to fall into one or
more of the categories illustrated below.

Support Materials

Learning Assessment Professional
Strategy Materials Development M aterials

Training Package support materials are produced by a range of stakeholders such as RTOs,
individual trainers and assessors, private and commercial developers and Government
agencies.

Where such materials have been quality assured through a process of ‘noting” by the NQC,
they display the following official logo. Noted support materials are listed on the National
Training Information Service (NTIS), together with a detailed description and information on
the type of product and its availability (www.ntis.gov.au).

It is not compulsory to submit support materials for noting; any resources that meet the
requirements of the Training Package can be used.
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Training Package, Qualification and Unit of Competency Codes

There are agreed conventions for the national codes used for Training Packages and their
components. Always use the correct codes, exactly as they appear in the Training Package,
and with the title always following the code.

Training Package Codes

Each Training Package has a unique five-character national code assigned when the Training
Package is endorsed, for example CULO4. The first three characters are letters identifying the
Training Package industry coverage and the last two characters are numbers identifying the
year of endorsement.

Qualification Codes

Within each Training Package, each qualification has a unique eight-character code, for
example CUL30104 . The first three letters identify the Training Package; the first number
identifies the qualification level (noting that arabic numbers are not used in qualification titles
themselves); the next two numbers identify the position in the sequence of the qualification at
that level; and the last two numbers identify the year in which the qualification was endorsed.
(Where qualifications are added after the initial Training Package endorsement, the last two
numbers may differ from other Training Package qualifications as they identify the year in
which those particular qualifications were endorsed.)

Unit of Competency Codes

Within each Training Package, each unit of competency has a unique code. The unit of
competency codes are assigned when the Training Package is endorsed, or when new units of
competency are added to an existing endorsed Training Package.

A typical code is made up of 12 characters, normally a mixture of uppercase letters and
numbers, as in CULLBO0O01B. The first three characters signify the Training Package (CUL04
Museum and Library/Information Services Training Package in the above example) and up to
eight characters, relating to an industry sector, function or skill area, follow. The last character
is always a letter and identifies the unit of competency version. An ‘A’ code (as in
BSBADM305A Create and use databases) indicates that this is the original unit of
competency. An incremented version identifier usually means that minor changes have been
made. Typically this would mean that wording has changed in the Range Statement or
Evidence Guide, providing clearer intent. Where changes are made that alter the outcome, a
new code is assigned and the title is changed.

Training Package, Qualification and Unit of Competency Titles

There are agreed conventions for titling Training Packages and their components. Always use
the correct titles, exactly as they appear in the Training Package, and with the code always
placed before the title.

Training Package Titles

The title of each endorsed Training Package is unique and relates the Training Package’s
broad industry coverage.
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Qualification Titles

The title of each endorsed Training Package qualification is unique. Qualification titles use
the following sequence:

. firstly, the qualification is identified as either Certificate I, Certificate Il, Certificate IlI,
Certificate 1V, Diploma, Advanced Diploma, VVocational Graduate Certificate or
Vocational Graduate Diploma;

« this is followed by the words ‘in’ for Certificates I to IV and ‘of” for Diploma , Advanced
Diploma, Vocational Graduate Certificate and VVocational Graduate Diploma;

« then the industry descriptor follows, for example Printing and Graphic Arts; and

. if applicable, the occupational or functional stream follows in brackets, for example
(Multimedia).

For example:

« ICP30305 Certificate Il in Printing and Graphic Arts (Multimedia)
. CUL40204 Certificate IV in Museum Practice
. CUL50104 Diploma of Library/Information Services.

Unit of Competency Titles

Each unit of competency title is unique. Unit of competency titles describe the competency
outcome concisely, and are written in sentence case.

For example:

« CULLBO001B Develop and apply knowledge of the library/information services industry
« CULMS407C Install and dismantle exhibition elements.

Qualifications Framework

Qualifications Framework

The Australian Qualifications Framework

What is the Australian Qualifications Framework?

A Dbrief 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 Framework Advisory Board (AQFAB)
website (www.agf.edu.au) or obtain a hard copy by contacting AQFAB on phone 03 9639
1606 or by emailing AQFAB on agfab@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.
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Quialifications
Training Packages can incorporate the following AQF qualifications.

« Certificate I'in ...

« Certificate I in ...

o Certificate Il in ...

« Certificate IV in ...

« Diplomaof ...

« Advanced Diploma of ...

« Vocational Graduate Certificate in ...
« 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 |
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; and

. receive and pass on messages/information.

Certificate Il
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; and

. take limited responsibility for own outputs in work and learning.
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Certificate 111
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 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; and
. take limited responsibility for the output of others.
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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; and
. take limited responsibility for the quantity and quality of the output of others.
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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 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; and

. take some responsibility for the achievement of group outcomes.
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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; and

. demonstrate accountability for personal and group outcomes within broad
parameters.

New Qualifications in the Australian Qualifications Framework

Two new vocational education and training qualifications are now available: the VVocational
Graduate Certificate and the Vocational Graduate Diploma.

The following information about these two qualifications has been sourced from the
Australian Qualifications Framework publication: New Qualifications — Vocational Graduate
Certificate and Vocational Graduate Diploma.

Contact the Australian Qualifications Framework website for further details (www.aqgf.edu).
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Vocational Graduate Certificate
Characteristics of Learning Outcomes
Characteristics of competencies or learning outcomes at this level include:

. the self-directed development and achievement of broad and / or 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 technical and/or management functions in
highly varied and/or highly specialised contexts; and

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

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

Where additional information is required to assist in determining the qualification
level, the following information could be useful; it is emphasised that the information
is not intended to be used as a checklist which all VVocational Graduate Certificate
qualifications must include, or to replace the authority statement above.

In order to assist determining the relevant qualification, the most compatible set of
features should be selected. Not all features will necessarily apply.

Do the Competencies or Learning Outcomes enable an individual with this
qualification to:

. demonstrate the self-directed development and achievement of broad and/or
specialised areas of knowledge and skills building on prior knowledge and skills;

. initiate, analyse, design, plan, execute and evaluate major, broad or specialised
technical and/or management functions in highly varied and/or 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 personal outputs;
and

. demonstrate responsibility and broad ranging accountability for the structure,
management and output of the work of others and/or functions.
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Vocational Graduate Diploma
Characteristics of Learning Outcomes
Characteristics of competencies or learning outcomes at this level include:

. the self-directed development and achievement of broad and/or 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/or highly
specialised, in highly varied and/or highly specialised contexts;

. further specialisation within a systematic and coherent body of knowledge; and

. applications involve making the high level, fully independent, complex judgements
in broad and/or highly specialised planning, design, operational, technical and/or
management functions in highly varied and/or highly specialised contexts. It may
involve full responsibility and accountability for all aspects of work of others and
functions including planning, budgeting and strategy.

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

Where additional information is required to assist in determining the qualification
level, the following information could be useful; it is emphasised that the information
is not intended to be used as a checklist which all VVocational Graduate Diploma
qualifications must include, or to replace the authority statement above.

In order to assist determining the relevant qualification, the most compatible set of
features should be selected. Not all features will necessarily apply.

Do the Competencies or Learning Outcomes enable an individual with this
qualification to:

. demonstrate the self-directed development and achievement of broad and/or highly
specialised areas of knowledge and skills building on prior knowledge and skills;

. initiate, analyse, design, plan, execute and evaluate major functions either broad
and/or highly specialised within highly varied and/or 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/or highly specialised or varied
contexts;

. demonstrate full responsibility and accountability for personal outputs; and

. demonstrate full responsibility and accountability for all aspects of work of others
and functions including planning, budgeting and strategy.
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Employability Skills

Employability Skills
Employability Skills replacing Key Competency information from 2006

In May 2005, the approach to incorporate Employability Skills within Training Package
qualifications and units of competency was endorsed. As a result, from 2006 Employability
Skills will progressively replace Key Competency information in Training Packages.

Background to Employability Skills

Employability Skills are also sometimes referred to as generic skills, capabilities or Key
Competencies. The Employability Skills discussed here build on the Mayer Committee’s Key
Competencies, which were developed in 1992 and attempted to describe generic
competencies for effective participation in work.

The Business Council of Australia (BCA) and the Australian Chamber of Commerce and
Industry (ACCI), produced the Employability Skills for the Future report in 2002 in
consultation with other peak employer bodies and with funding provided by the Department
of Education, Science and Training (DEST) and the Australian National Training Authority
(ANTA). Officially released by Dr Nelson (Minister for Education, Science and Training) on
23 May 2002, copies of the report are available from the DEST website at:

www.dest.gov.au/archive/ty/publications/employability_skills/index.htm.

The report indicated that business and industry now require a broader range of skills than the
Mayer Key Competencies Framework and featured an Employability Skills Framework
identifying eight Employability Skills:*

t Personal attributes that contribute to employability were also identified in the report but are
not part of the Employability Skills Framework.

. communication

. teamwork

« problem solving

. initiative and enterprise
« planning and organising
 self-management

. learning

. technology.

The report demonstrated how Employability Skills can be further described for particular
occupational and industry contexts by sets of facets. The facets listed in the report are the
aspects of the Employability Skills that the sample of employers surveyed identified as being
important work skills. These facets were seen by employers as being dependent both in their
nature and priority on an enterprise’s business activity.
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Employability Skills Framework

The following table contains the Employability Skills facets identified in the report
Employability Skills for the Future.

Skill

Facets

Aspects of the skill that employers identify as important. The
nature and application of these facets will vary depending on
industry and job type.

Communication that
contributes to
productive and
harmonious relations

across employees and |,

customers

. listening and understanding

« speaking clearly and directly

« writing to the needs of the audience

« negotiating responsively

reading independently

. empathising

« using numeracy effectively

« understanding the needs of internal and external customers
« persuading effectively

. establishing and using networks

. being assertive

« sharing information

« speaking and writing in languages other than English

Teamwork that
contributes to
productive working
relationships and
outcomes

. working across different ages irrespective of gender, race,
religion or political persuasion

working as an individual and as a member of a team
knowing how to define a role as part of the team

. applying teamwork to a range of situations e.g. futures
planning and crisis problem solving

« identifying the strengths of team members
« coaching and mentoring skills, including giving feedback

Problem solving that
contributes to
productive outcomes

. developing creative, innovative and practical solutions

. showing independence and initiative in identifying and
solving problems

« solving problems in teams
. applying a range of strategies to problem solving

« using mathematics, including budgeting and financial
management to solve problems

. applying problem-solving strategies across a range of areas

. testing assumptions, taking into account the context of data
and circumstances

« resolving customer concerns in relation to complex project
issues
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Skill Facets

Aspects of the skill that employers identify as important. The
nature and application of these facets will vary depending on

industry and job type.
Initiative and . adapting to new situations
enterprise that . developing a strategic, creative and long-term vision
contribute to « being creative

innovative outcomes |.  jdentifying opportunities not obvious to others
«+ translating ideas into action

« Qenerating a range of options

. initiating innovative solutions

Planning and - managing time and priorities — setting time lines,
organising that coordinating tasks for self and with others

contribute to long and |+  being resourceful

short-term strategic taking initiative and making decisions

planning « adapting resource allocations to cope with contingencies

. establishing clear project goals and deliverables

. allocating people and other resources to tasks

« planning the use of resources, including time management

« participating in continuous improvement and planning
processes

. developing a vision and a proactive plan to accompany it

. predicting — weighing up risk, evaluating alternatives and
applying evaluation criteria

« collecting, analysing and organising information

« understanding basic business systems and their
relationships

Self-management ~ |* having a personal vision and goals
that contributes to evaluating and monitoring own performance
employee satisfaction having knowledge and confidence in own ideas and visions

and growth . articulating own ideas and visions

. taking responsibility
Learning that « managing own learning
contributes to . contributing to the learning community at the workplace
ongoing « using a range of mediums to learn — mentoring, peer
improvement and support and networking, IT and courses
expansion in « applying learning to technical issues (e.g. learning about
employee and _ products) and people issues (e.g. interpersonal and cultural
company operations aspects of work)
and outcomes . having enthusiasm for ongoing learning

« being willing to learn in any setting — on and off the job
. being open to new ideas and techniques
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Skill Facets

Aspects of the skill that employers identify as important. The
nature and application of these facets will vary depending on

industry and job type.
« being prepared to invest time and effort in learning new
skills
« acknowledging the need to learn in order to accommodate
change
Technology that « having a range of basic IT skills
contributes to the . applying IT as a management tool
effective carrying out |« using IT to organise data
of tasks « being willing to learn new IT skills

. having the OHS knowledge to apply technology
. having the appropriate physical capacity

Employability Skills Summary

An Employability Skills Summary exists for each qualification. Summaries provide a lens
through which to view Employability Skills at the qualification level and capture the key
aspects or facets of the Employability Skills that are important to the job roles covered by the
qualification. Summaries are designed to assist trainers and assessors to identify and include
important industry application of Employability Skills in learning and assessment strategies.

The following is important information for trainers and assessors about Employability Skills
Summaries.

. Employability Skills Summaries provide examples of how each skill is applicable to the
job roles covered by the qualification.

. Employability Skills Summaries contain general information about industry context which
is further explained as measurable outcomes of performance in the units of competency in
each qualification.

« The detail in each Employability Skills Summary will vary depending on the range of job
roles covered by the qualification in question.

. Employability Skills Summaries are not exhaustive lists of qualification requirements or
checklists of performance (which are separate assessment tools that should be designed by
trainers and assessors after analysis at the unit level).

. Employability Skills Summaries contain information that may also assist in building
learners’ understanding of industry and workplace expectations.

Industry requirements for Employability Skills

IBSA has used the Generic Employability Skills Framework for IBSA Training Packages to
further identify facets of Employability Skills that describe industry occupations for each
IBSA Training Package qualification.
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These facets were used to create an Employability Skills Summary for each qualification as

an example of how facets would apply to one specific job role covered by the qualification.

The text making up the Employability Skills Summary for each qualification was developed
directly from the units of competency to ensure that the language and essence of the job role
were appropriately reflected.

From the Employability Skills Summary, trainers and assessors can then work out how facets
of Employability Skills would apply to other job roles relevant to the particular qualification
they are using.

In this Training Package the Employability Skills Summary can be found at the end of each
qualification.

National Museum Qualifications
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National Museum Qualifications

DIRECT ENTRY TO TRAINING

Recognition of Prior Learning

Relevant Industry Experience and/or Qualifications

Advanced Diploma of Museum Practice

Allows for multi-skilling, or for specialisation in:

Aboriginal or Torras Strait Islandar Mussum Practice, Collection
Mlanagement, Education and Visitor Sarvices/Public Programs,
Exhibition Devalopment and Managsment, Arts Administration and
Wanagament, Event Manasamant, hMarkating, MMultimadia

22 units = 10 ecora + 12 others {7 from specifiad areas of packags)

r

Diploma of Museum Practice

Allows for multi-sklling, or for specialization in:

Aboriginal or Torres Strait Islander Mussum Practice, Collaction
Management, Education and Visitor Services/Public Programs,
Exhibition Devalopmant and Managsment, Arts Administration and
Wlanapemant, Event Manapament, Markating, hMultimadia
17 units = 7 cora + 10 others {7 from specified arsas of packags)

AN

1r

Certificate I'V in Museum Practice

Allows for multi-skilling, or for specialization in:

Aboriginal or Torres Strait Islander Musesum Practice, Collaction
Management, Education and Visitor Sarvices/Public Programs,
Exhibition Devalopmant and Managsment, Arts Administration and
Wlanapsment, Event Manapament, Marketing, hultimadia
13 units = 4 core + 9 othars (5 from specifisd areas of packags)

AN

r

Certificate Il in Museum Practice

10 units = 4 core + 6 others (3 from specifisd arsas of packags)

r

Certificate IT in Museum Practice

T units = 4 cora + 3 othars {1 from MLIS packags)
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National Library/Information Services Qualifications

DIRECT ENTRY TO TRAINING

Recognition of Prior Learning

Relevant Industry Experience and/or Qualifications

=

Advanced Diploma of Librarv/Information
Services

21 units = 13 core + £ others
(4 from spacifisd arsas of packaes)

1T

Diploma of Librarv/Information Services

18 units = 10 corz + 8 others

(3 from specified arsas of packaes)

1T

Certificate IV in Librarv/Information Services

16 units = 10 cora + 6 others
(3 from spacified arsas of packags)

1T

Certificate IIl in Librarv/Information Services

12 units = 9 corz + 3 othars

(1 from spacified arsas of packaes)

1T

Certificate IT in Librarv/Information Services

8 units = 7core + 1 other
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Assessment Guidelines

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 AQTF 2007. 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 2007 requirements; licensing and
registration requirements; and assessment pathways.

Benchmarks for Assessment

Assessment within the National Skills 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 AQTF 2007 Essential Standards for Registration.

The AQTF 2007 Essential Standards for Registration can be downloaded from
www.training.com.au. The following points summarise the assessment requirements.

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 AQTF 2007. The RTO
must have the specific units of competency and/or AQF qualifications on its scope of
registration.

Quality Training and Assessment

Each RTO must provide quality training and assessment across all its operations. See the
AQTF 2007 Essential Standards for Registration, Standard 1.

Assessor Competency Requirements

Each person involved in training and assessment must be competent for the functions they
perform. See the AQTF 2007 Essential Standards for Registration, Standard 1 for assessor
(and trainer) competency requirements.
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Assessment Requirements

The RTO’s assessments, including RPL, must meet the requirements of the relevant endorsed
Training Package. See the AQTF 2007 Essential Standards for Registration, Standard 1.

Assessment Strategies

Each RTO must have strategies for training and assessment that meet the requirements of the
relevant Training Package or accredited course and are developed in consultation with
industry stakeholders. See the AQTF 2007 Essential Standards for Registration, Standard 1.

National Recognition

Each RTO must recognise the AQF qualifications and Statements of Attainment issued by any
other RTO. See the AQTF 2007 Essential Standards for Registration, Condition of
Registration 7: Recognition of qualifications issued by other RTOs.

Access and Equity and Client Outcomes

Each RTO must adhere to the principles of access and equity and maximise outcomes for its
clients. See the AQTF 2007 Essential Standards for Registration, Standard 2.

Monitoring Assessments

Training and/or assessment provided on behalf of the RTO must be monitored to ensure that it
Is in accordance with all aspects of the Essential Standards for Registration. See the AQTF
2007 Essential Standards for Registration, Standard 3.

Recording Assessment Outcomes

Each RTO must manage records to ensure their accuracy and integrity. See the AQTF 2007
Essential Standards for Registration, Standard 3.

Issuing AQF qualifications and Statement of Attainment

Each RTO must issue AQF qualifications and Statements of Attainment that meet the
requirements of the current 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 when an individual has completed one or more units
of competency from nationally recognised qualification(s)/courses(s). See the AQTF 2007
and the 2007 edition of the AQF Implementation Handbook—available on the AQFAB
website (www.agf.edu.au).

Licensing/Registration Requirements

This section provides information on licensing/registration requirements for this Training
Package, with the following important disclaimer.

The developers of this Training Package, and DEST, consider that no licensing or registration
requirements apply to RTOs, assessors or candidates with respect to this Training Package.
Contact the relevant State or Territory Department(s) to check if there are any licensing or
registration requirements with which you must comply. For further information on this topic
contact
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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.

= Leaming and Assessment Pathways =
Statement of
8 :
Aftaimment and/or
Units of and/or gualification under
Competency % the Australian
Califications
o Aszzessment Only or Fecognition of Prior = Framework

Leaming Pathways

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
Assessment Guidelines of the Training Package and the AQTF 2007.

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.

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 Australian 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.
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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 the AQTF 2007 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 candidate’s 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 candidate’s 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 AQTF 2007 specifies mandatory competency requirements for assessors. For
information, Element 1.4 from the AQTF 2007 Essential Standards for Registration follows:

1.4 Training and assessment are conducted by trainers and assessors who:

« have the necessary training and assessment competencies as determined by the
National Quality Council or its successors

. have the relevant vocational competencies at least to the level being delivered or
assessed

. continue developing their vocational and training and assessment competencies to
support continuous improvements in delivery of the RTO’s services.

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
checking that the materials are listed on the National Training Information Service
(www.ntis.gov.au). Materials on the list have been noted by the National Quality Council as
meeting their quality criteria for Training Package support materials.

Developing Assessment Tools
When developing their own assessment tools, assessors must ensure that the tools:
. are benchmarked against the relevant unit or units of competency;
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. are reviewed as part of the validation of assessment strategies required under the AQTF
2007; and

. meet the assessment requirements expressed in the AQTF 2007 Essential Standards for
Registration.

A key reference for assessors developing assessment tools is TAAO4 Training and
Assessment Training Package and the unit of competency TAAASS403A Develop assessment
tools.

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 the AQTF 2007 Essential Standards for
Registration.

For information, the mandatory assessment requirements from Standard 1 from the AQTF
2007 Essential Standards for Registration are as follows:

1.5 Assessment, including Recognition of Prior Learning (RPL):

. meets the requirements of the relevant Training Package or accredited course

. is conducted in accordance with the principles of assessment and the rules of
evidence

. meets workplace and, where relevant, regulatory requirements.
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Delivery and assessment of Employability Skills

Employability Skills are integral to workplace competency and, as such, must be considered
in the design, customisation, delivery and assessment of vocational education and training
programs in an integrated and holistic way, as represented diagrammatically below.

Competency

Standards

Learning
Outcomes

Integration
of

Employahility
Slills

Workplace Asszessment
Activities Strategies

Training providers must analyse the Employability Skills information contained in units of
competency in order to design valid and reliable learning and assessment strategies. This
analysis includes:

. reviewing unit(s) of competency to determine how each relevant Employability Skill is
found and applied within the unit

. analysing the Employability Skills Summary for the qualification in which the unit(s)
is/are packaged to help clarify relevant industry/workplace contexts with regard to the
application of Employability Skills at that qualification level

. designing learning and assessment activities that address the Employability Skills
requirements.

For more information on Employability Skills in Innovation and Business Skills Australia’s
Training Packages go to the IBSA website at www.ibsa.org.au.

Access & Equity

An individual's 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.
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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.

Reasonable Adjustments

It is important that education providers take meaningful, transparent and reasonable steps to
consult, consider and implement reasonable adjustments for students with disability.

Under the Disability Standards for Education 2005, education providers must make
reasonable adjustments for people with disability to the maximum extent that those
adjustments do not cause that provider unjustifiable hardship. While ‘reasonable adjustment’
and ‘unjustifiable hardship’ are different concepts and involve different considerations, they
both seek to strike a balance between the interests of education providers and the interests of
students with and without disability.

An adjustment is any measure or action that a student requires because of their disability, and
which has the effect of assisting the student to access and participate in education and training
on the same basis as students without a disability. An adjustment is reasonable if it achieves
this purpose while taking into account factors such as the nature of the student’s disability, the
views of the student, the potential effect of the adjustment on the student and others who
might be affected, and the costs and benefits of making the adjustment.

An education provider is also entitled to maintain the academic integrity of a course or
program and to consider the requirements or components that are inherent or essential to its
nature when assessing whether an adjustment is reasonable. There may be more than one
adjustment that is reasonable in a given set of circumstances; education providers are required
to make adjustments that are reasonable and that do not cause them unjustifiable hardship. See
Part 4, Chapter 2 of the Training Package Development Handbook (DEST, September 2007)
for more information on reasonable adjustment, including examples of adjustments.

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

Innovation and Business Skills Australia  Australian Training Products Ltd
Level 2, Building B, 192 Burwood Road  Level 25, 150 Lonsdale Street

HAWTHORN VIC 3122 MELBOURNE VIC 3000
Telephone: (03) 9815 7000 PO Box 12211

Facsimile: (03) 9815 7001 A'Beckett Street Post Office
Email: virtual@ibsa.org.au MELBOURNE VIC 8006

Telephone: (03) 9655 0600
Fax: (03) 9639 4684

Web: wwwe.atpl.net.au
Email: sales@atpl.net.au
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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, agf.edu.au

Australian Quality Training Framework 2007 (AQTF 2007) — for general information
go to: www.dest.gov.au/sectors

AQTF 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.training.com.au

TAAO04 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 —
WwWw.ntis.gov.au

Style 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 ANTA 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

. Kitto Support Assessor Training

. Candidate’s 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
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« 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

VETASSESS & 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 Children's 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. & 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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Meeting the Assessor Requirements

This Training Package provides a range of options for meeting these assessor requirements.

Assessments can be undertaken in a variety of workplace and institutional contexts by
individual assessors, partnerships involving assessors and technical experts, and teams of

aSSessors.

The options listed below show how the requirement to use qualified assessors can be met.

OPTIONS

ASSESSORS, TECHNICAL EXPERTS AND WORKPLACE
SUPERVISORS

(Includes mandated requirements and recommended
attributes)

Single assessor

An individual
assessor conducts
the assessment

An assessor is required to:

hold formal recognition of competence or equivalent in the
relevant units in the TAAO04 Training and Assessment
Training Package.

be deemed competent and, where possible, hold formal
recognition of competence in the specific Units of
Competency in this Training Package, at least to the level
being assessed.

In addition, it is recommended that the assessor is able to:
demonstrate current knowledge of the industry, industry
practices, and the job or role against which performance is
being assessed

demonstrate current knowledge and skill in assessing against
this Training Package in a range of contexts

demonstrate the necessary interpersonal and communication
skills required in the assessment process.

Partnership
arrangement

An assessor works
with a technical
expert to conduct
the assessment

An assessor is required to hold formal recognition of
competence or equivalent in the relevant units in the TAA04
Training and Assessment Training Package.

In addition, it is recommended that the assessor is able to:
demonstrate current knowledge and skill in assessing against
this Training Package in a range of contexts

demonstrate the interpersonal and communication skills
required in the assessment process.

A technical expert is required to be deemed competent and,
where possible, hold formal recognition of competence in the
specific Units of Competency from this Training Package, at
least to the level being assessed.

In addition, it is recommended that the Technical Expert be
able to:

demonstrate current knowledge of the industry, industry
practices, and the job or role against which performance is
being assessed
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OPTIONS

ASSESSORS, TECHNICAL EXPERTS AND WORKPLACE
SUPERVISORS

« (Includes mandated requirements and recommended
attributes)

. communicate and liaise with the assessor throughout the
assessment process.

Partnership
arrangement

An assessor works
with workplace
supervisor in
collecting evidence
for valid assessment

« An assessor is required to:

« hold formal recognition of competence or equivalent in the
relevant units in the TAAO04 Training and Assessment
Training Package

« make the assessment decision.

In addition, it is recommended that the assessor be able to:

demonstrate current knowledge and skill in assessing against

this Training Package in a range of contexts

. demonstrate the interpersonal and communication skills
required in the assessment process

. communicate and liaise, where appropriate, with the
workplace supervisor throughout the assessment process.

. A workplace supervisor is required to be deemed competent
and, where possible, is to hold formal recognition of
competence in the specific Units of Competency from this
Training Package, at least to the level being assessed.

. Inaddition, it is recommended that the Workplace supervisor
be able to:

. demonstrate current knowledge of the industry, industry
practices, and the job or role against which performance is
being assessed

. communicate and liaise, where appropriate, with the assessor
throughout the assessment process

. use agreed practices to gather and record evidence for the
assessor to use in making a valid judgement on competency.

Partnership
arrangement

Assessment
team/panel

A team working
together to conduct
the assessment

« Members of an assessment team or panel that comprises
assessment and industry experience and expertise works
together in the collection of evidence and in making
judgements about competency.

« The members of the team must include at least one person
who:

. holds formal recognition of competence or equivalent in the
relevant units in the TAAO04 Training and Assessment
Training Package

. is deemed competent and, where possible, holds formal
recognition of competence in the specific Units of
Competency from this Training Package, at least to the level
being assessed.
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OPTIONS ASSESSORS, TECHNICAL EXPERTS AND WORKPLACE
SUPERVISORS

« (Includes mandated requirements and recommended
attributes)

« Inaddition, it is recommended that members of the
team/panel involved in the assessment be able to:

. demonstrate current knowledge of the industry, industry
practices, and the job or role against which performance is
being assessed

- demonstrate current knowledge and skill in assessing against
this Training Package in a range of contexts

. demonstrate the interpersonal and communication skills
required in the assessment process and liaise with other
team/panel members throughout the assessment process.

Designing Assessment Resources

Assessment resources provide a means of collecting the evidence that assessors use in making
judgements about whether candidates have achieved competency. In some cases, assessors
may use prepared assessment materials, such as those specifically developed to support this
Training Package. Alternatively they may develop their own assessment materials to meet the
needs of their clients.

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

When developing their own assessment materials, assessors must ensure that:
. the materials are benchmarked against the selected Unit(s) of Competency in this Training

Package

. the materials are validated to ensure that assessors can gather sufficient valid and reliable
information to make assessment decisions against the Competency Standards

. the materials and processes meet the AQTF 2007 Assessment Requirements for RTOs in
Section 1 of this document.

Key references for assessors engaged in developing assessment materials are in the TAA04
Training and Assessment Training Package. There is no set format or process for the design,
production or development of assessment materials.
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Conducting Assessments

The following chart describes the industry-preferred process for conducting assessments
against the Competency Standards in this Training Package. This process applies to all
assessments conducted for the purposes of national recognition in both institutional and
workplace contexts.

Step 1 « The assessor:

. establishes the context and purpose of the assessment

. identifies the relevant Competency Standards, Assessment
Guidelines and qualification framework in this Training
Package

. identifies any NQC noted support materials that have been
developed to facilitate the assessment process

. analyses the competency standards and identifies the
evidence requirements

. identifies potential evidence collection methods.

Establish the
assessment context

Step 2 « The assessor meets with the candidate to:

. explain the context and purpose of the assessment and the
assessment process

. explain the competency standards to be assessed and the
evidence to be collected

. advise on self-assessment, including processes and criteria

. outline the assessment procedure, the preparation the
candidate should undertake, and answer any questions

. assess the needs of the candidate and, where applicable,
negotiate reasonable adjustment for assessing people with
disabilities without compromising the integrity of the
competencies

. seek feedback regarding the candidate's understanding of the
Competency Standards, evidence requirements and
assessment process

. determine if the candidate is ready for assessment and, in
consultation with the candidate, decide on the time and place
of the assessment

. develop an assessment plan.

Prepare the
candidate

Step 3 « The assessor must:

. establish a plan for gathering sufficient quality evidence
about the candidate's performance in order to make the
assessment decision (and involve industry representatives in
the development of plans for the validation of assessment)

« source or develop assessment materials to assist in the
evidence gathering process

. organise equipment or resources required to support the
evidence gathering process

. coordinate and brief other personnel involved in the evidence

Plan and prepare
the evidence
gathering process
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gathering process.

Step 4 « The assessor must:

. establish and oversee the evidence gathering process to
ensure its validity, reliability, fairness and flexibility

« collect appropriate evidence and assess this against the
elements, Performance Criteria, Range Statement and
Evidence Guide in the relevant Units of Competency

. evaluate evidence in terms of the four dimensions of
competency — task skills, task management skills,
contingency management skills, and job/role environment
skills

« incorporate allowable adjustments to the assessment
procedure without compromising the integrity of the
competencies

. evaluate the evidence in terms of validity, consistency,
currency, equity, authenticity and sufficiency

« consult and work with other staff, assessment panel members
or technical experts involved in the assessment process

. record details of evidence collected

. make a judgement about the candidate's competency based on
the evidence and the relevant Unit(s) of Competency.

Collect the
evidence and make
the assessment
decision

Step 5 . The assessor must provide advice to the candidate about the

] outcomes of the assessment process. This includes providing
Provide feedback the candidate with:

on the assessment | o4 and constructive feedback on the assessment decision

. information on ways of overcoming any identified gaps in
competency revealed by the assessment

. the opportunity to discuss the assessment process and

outcome
. information on reassessment and the appeals process.
Step 6 « The assessor must:

« record the assessment outcome according to the policies and

Record and report procedures of the RTO

the result « maintain records of the assessment procedure, evidence
collected and the outcome, according to the policies and
procedures of the RTO
. maintain the confidentiality of the assessment outcome
« organise the issuing of qualifications and/or Statements of
Attainment according to the policies and procedures of the
RTO.
Step 7 « On completion of the assessment process, the assessor must:
. . review the assessment process
Review the

. report on the positive and negative features of the assessment

assessment process :
P to those responsible for the assessment procedures
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. if necessary, suggest to appropriate personnel in the RTO
ways of improving the assessment procedures.

Step 8 « The assessor must:

. provide feedback and counsel the candidate, if required,
regarding the assessment outcome or process, including
guidance on further options

« provide the candidate with information on the reassessment
and appeals process

. report any disputed assessment decision to the appropriate
personnel in the RTO

. participate in the reassessment or appeal according to the
policies and procedures of the RTO.

Participate in the
reassessment and
appeals process

Competency Standards

Competency Standards

What is Competency?

The broad concept of industry competency concerns the ability to perform particular tasks and
duties to the standard of performance expected in the workplace. Competency requires the
application of specified skills, knowledge and attitudes relevant to effective participation in an
industry, industry sector or enterprise.

Competency covers all aspects of workplace performance and involves performing individual
tasks; managing a range of different tasks; responding to contingencies or breakdowns; and,
dealing with the responsibilities of the workplace, including working with others. Workplace
competency requires the ability to apply relevant skills, knowledge and attitudes consistently
over time and in the required workplace situations and environments. In line with this concept
of competency Training Packages focus on what is expected of a competent individual in the
workplace as an outcome of learning, rather than focussing on the learning process itself.

Competency standards in Training Packages are determined by industry to meet identified
industry skill needs. Competency standards are made up of a number of units of competency
each of which describes a key function or role in a particular job function or occupation. Each
unit of competency within a Training Package is linked to one or more AQF qualifications.

Contextualisation of Units of Competency by RTOs

Registered Training Organisation (RTOs) may contextualise units of competency to reflect
local outcomes required. Contextualisation could involve additions or amendments to the unit
of competency to suit particular delivery methods, learner profiles, specific enterprise
equipment requirements, or to otherwise meet local needs. However, the integrity of the
overall intended outcome of the unit of competency must be maintained.

Any contextualisation of units of competency in this endorsed Training Package must be
within the bounds of the following advice. In contextualising units of competency, RTOs:

« must not remove or add to the number and content of elements and performance criteria;
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. may add specific industry terminology to performance criteria where this does not distort
or narrow the competency outcomes;

. may make amendments and additions to the range statement as long as such changes do
not diminish the breadth of application of the competency and reduce its portability,
and/or;

« may add detail to the evidence guide in areas such as the critical aspects of evidence or
resources and infrastructure required where these expand the breadth of the competency
but do not limit its use.

Components of Units of Competency

The components of units of competency are summarised below, in the order in which they
appear in each unit of competency.

Unit Title

The unit title is a succinct statement of the outcome of the unit of competency. Each unit of
competency title is unique, both within and across Training Packages.

Unit Descriptor

The unit descriptor broadly communicates the content of the unit of competency and the skill
area it addresses. Where units of competency have been contextualised from units of
competency from other endorsed Training Packages, summary information is provided. There
may also be a brief second paragraph that describes its relationship with other units of
competency, and any licensing requirements.

Employability Skills Statement

A standard Employability Skills statement appears in each unit of competency. This statement
directs trainers and assessors to consider the information contained in the Employability Skills
Summary in which the unit of competency is packaged.

Pre-requisite Units (optional)

If there are any units of competency that must be completed before the unit, these will be
listed.

Application of the Unit

This sub-section fleshes out the unit of competency’s scope, purpose and operation in
different contexts, for example, by showing how it applies in the workplace.

Competency Field (Optional)

The competency field either reflects the way the units of competency are categorised in the
Training Package or denotes the industry sector, specialisation or function. It is an optional
component of the unit of competency.

Sector (optional)

The industry sector is a further categorisation of the competency field and identifies the next
classification, for example an elective or supervision field.
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Elements of Competency

The elements of competency are the basic building blocks of the unit of competency. They
describe in terms of outcomes the significant functions and tasks that make up the
competency.

Performance Criteria

The performance criteria specify the required performance in relevant tasks, roles, skills and
in the applied knowledge that enables competent performance. They are usually written in
passive voice. Critical terms or phrases may be written in bold italics and then defined in
range statement, in the order of their appearance in the performance criteria.

Required Skills and Knowledge

The essential skills and knowledge are either identified separately or combined. Knowledge
identifies what a person needs to know to perform the work in an informed and effective
manner. Skills describe the application of knowledge to situations where understanding is
converted into a workplace outcome.

Range Statement

The range statement provides a context for the unit of competency, describing essential
operating conditions that may be present with training and assessment, depending on the work
situation, needs of the candidate, accessibility of the item, and local industry and regional
contexts. As applicable, the meanings of key terms used in the performance criteria will also
be explained in the range statement.

Evidence Guide

The evidence guide is critical in assessment as it provides information to the Registered
Training Organisation (RTO) and assessor about how the described competency may be
demonstrated. The evidence guide does this by providing a range of evidence for the assessor
to make determinations, and by providing the assessment context. The evidence guide
describes:

. conditions under which competency must be assessed including variables such as the
assessment environment or necessary equipment;

. relationships with the assessment of any other units of competency;

. suitable methodologies for conducting assessment including the potential for workplace
simulation;

. resource implications, for example access to particular equipment, infrastructure or
situations;

. how consistency in performance can be assessed over time, various contexts and with a
range of evidence; and

. the required underpinning knowledge and skills

Employability Skills in units of competency

The detail and application of Employability Skills facets will vary according to the job-role
requirements of each industry. In developing Training Packages, industry stakeholders are
consulted to identify appropriate facets of Employability Skills which are incorporated into
the relevant units of competency and qualifications.
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Employability Skills are not a discrete requirement contained in units of competency (as was
the case with Key Competencies). Employability Skills are specifically expressed in the
context of the work outcomes described in units of competency and will appear in elements,
performance criteria, range statements and evidence guides. As a result, users of Training
Packages are required to review the entire unit of competency in order to accurately determine
Employability Skills requirements.

How Employability Skills relate to the Key Competencies

The eight nationally agreed Employability Skills now replace the seven Key Competencies in
Training Packages. Trainers and assessors who have used Training Packages prior to the
introduction of Employability Skills may find the following comparison useful.

Mayer Key Competencies
Employability Skills

Communication Communicating ideas and information
Teamwork Working with others and in teams
Problem solving Solving problems

Using mathematical ideas and techniques

Initiative and enterprise

Planning and organising |Collecting, analysing and organising information
Planning and organising activities

Self-management

Learning

Technology Using technology

When analysing the above table it is important to consider the relationship and natural overlap
of Employability Skills. For example, using technology may involve communication skills
and combine the understanding of mathematical concepts.

Explicitly embedding Employability Skills in units of competency

This Training Package seeks to ensure that industry-endorsed Employability Skills are
explicitly embedded in units of competency. The application of each skill and the level of
detail included in each part of the unit will vary according to industry requirements and the
nature of the unit of competency.

Employability Skills must be both explicit and embedded within units of competency. This
means that Employability Skills will be:

. embedded in units of competency as part of the other performance requirements that make
up the competency as a whole
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. explicitly described within units of competency to enable Training Packages users to
identify accurately the performance requirements of each unit with regards to
Employability Skills.

This Training Package also seeks to ensure that Employability Skills are well-defined and
written into units of competency so that they are apparent, clear and can be delivered and
assessed as an essential component of unit work outcomes.

The following table contains examples of embedded Employability Skills for each component
of a unit of competency. Please note that in the examples below the bracketed skills are
provided only for clarification and will not be present in units of competency within this
Training Package.

Unit component |Example of embedded Employability Skill

Unit title Give formal presentations and take part in meetings
(communication)

Unit descriptor | This unit covers the skills and knowledge required to promote the
use and implementation of innovative work practices to effect
change. (initiative and enterprise)

Element Proactively resolve issues. (problem solving)
Performance Information is organised in a format suitable for analysis and
criteria dissemination in accordance with organisational requirements.

(planning and organising)

Range statement | Software applications may include email, internet, word
processing, spreadsheet, database or accounting packages.
(technology)

Required skills | Modify activities depending on differing workplace contexts, risk
and knowledge |situations and environments. (learning)

Work collaboratively with others during a fire emergency.
(teamwork)

Instructions, procedures and other information relevant the
maintenance of vessel and port security. (communication)

Evidence guide |Evidence of having worked constructively with a wide range of
community groups and stakeholders to solve problems and adapt or
design new solutions to meet identified needs in crime prevention.
In particular, evidence must be obtained on the ability to:

assess response options to identified crime-prevention needs and
determine the optimal action to be implemented
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in consultation with relevant others, design an initiative to address
identified issues. (initiative and enterprise).

For specific examples for applying Employability Skills in delivery and assessment of CUL04
units, refer to Employability Skills and the Museum and Library/Information Services
Training Package. This is available as a free resource with the purchase of this Training
Package.

Competency Standards in the CUL04 Museum and Library/Information Services Training
Package

The lists on the following pages detail the codes and titles of all units of competency in the
CULO04 Museum and Library/Information Services Training Package.

Categorisation of Units

The units have been categorised/grouped under headings as follows to enhance the
user-friendliness of the package:

Category/Group Explanation Location

Specialist Units: Museums

Museum Practice Specialised skills for working in museums; Vol |

some units imported from other Training
Aboriginal or Torres | Packages (eg Tourism)

Strait Islander
Museum Practice

Collection
Management

Education and
Visitor Services

Exhibition
Development and
Management

Specialist Units: Library/Information Services

Library Practice Specialised skills for working in a Vol |

library/information services context
Customer Service

Information
Organisation and
Management
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Specialist Units: Cross Sector (Museums and Library/Information Services)

Preventive Specialised arts administration and management | Vol Il
Conservation skills; mainly units imported from Visual Arts
Craft and Design Training Package
Public Programs Specialised arts administration and management | Vol Il
skills; mainly units imported from Visual Arts
Craft and Design Training Package
Cross Sector and Business Support
Arts Administration | Specialised arts administration and management | Vol Il
and Management skills; mainly units imported from Visual Arts
Craft and Design Training Package
Business Generic administration and management skills; | Vol Il
Administration and | mainly units imported from other Training
Management Packages
Design General design skills which may be applied ina |Vol Il
range of contexts, eg exhibition design
Event Management | Specialised event management skills; units Vol Il
imported from other Training Packages
Facility Generic facility management skills; units Vol Il
Management imported from other Training Packages
Finance Generic financial skills; some units imported Vol 1l
from other Training Packages
Health, Safety and | Generic health, safety and security skills; units | Vol Il
Security imported from other Training Packages
Human Resources | Generic HR skills; mainly units imported from | Vol 1l
other Training Packages
Industry and Generic skills which apply across the Museum | Vol Il
Professional Practice |and Library/Information Services industry; some
units imported from other Training Packages
Information and Generic IT/computer skills; units imported from | Vol Il
Computer Business Services Training Package
Technology
Marketing Generic marketing skills; some units imported | Vol Il
from other Training Packages
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Multimedia Generic IT skills; units imported from IT Vol 1l
Training Package

Record keeping Generic record keeping skills; units imported Vol 1l
from Business Services Training Package

Research and Generic research and innovation skills; units Vol Il

Innovation imported from other Training Packages

Retail Sales Generic retail skills; units imported from Retail |Vol Il
Training Package

Small Business Generic small business management skills; units | Vol Il
imported from Business Services Training
Package

Training and Generic training and assessment skills; units Vol Il

Assessment imported from other Training Packages

To avoid duplication and confusion, no unit appears in more than one category. Invariably
users will need to refer to multiple groups of units to select those most appropriate for a
specific training program or workplace outcome.

Summary Lists of Competency Standards

Specialist Units — Museums

Museum Practice

CULMS201C Develop and apply
knowledge of the museum industry

Aboriginal or Torres Strait Islander
Museum Practice

CULMSO001B Work with Aboriginal or
Torres Strait Islander cultural material

CULMSO002B Research and evaluate
Aboriginal or Torres Strait Islander
cultural material

CUVPRPO02B Develop understanding of
own Aboriginal or Torres Strait Islander
identity

CUVPRP03B Develop and apply
knowledge of Aboriginal or Torres Strait
Islander cultural arts

Education and Visitor Services (cont’d)
THTFTGO01B Work as a guide

THTFTGO3B Develop and maintain the
general knowledge required by guides

THTFTGO6B Prepare and present tour
commentaries or activities

THTFTGO7B Research and share general
information on Australian Indigenous
culture

THTFTGO8B Interpret aspects of local
Australian Indigenous culture

THTFTG12A Prepare specialised
interpretive content (flora, fauna and
landscape)

THTFTG13A Prepare specialised
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Collection Management interpretive content (marine environments)
CULMSO003B Move/store cultural THTFTG14A Prepare specialised
material interpretive content (cultural and heritage
CULMS205C Observe and report basic environments)

condition of collection THTPPDO04B Plan and implement
CULMSA411C Prepare display minimal impact operations
accommodation for cultural material THTPPDO5B Plan and develop
CULMS412C Record and maintain Interpretive activities

collection information THTTCOO01B Develop and update tourism
CULMS502C Acquire/dispose of cultural industry knowledge

material Exhibition Development and Management

CULMS605C Develop and implement CULMSO005B Research and generate ideas
procedures for the movement and storage |for exhibition concepts

of cultural material CULMSO006B Develop and implement the
CULMS610C Research, describe and interpretive/communication strategy for an
document cultural material exhibition

CULMS611C Lend /borrow cultural CULMSO007B Design and develop
material interpretive displays

Education and Visitor Services CULMS008B Conceive, develop and
CULMSO004B Integrate knowledge of realise exhibition designs

education and learning into museum CULMS407C Install and dismantle
activities exhibition elements

CULMS202C Provide visitors with venue | CULMS504C Organise and monitor
information and assistance exhibition installation/dismantling

THTFATO02B Monitor entry to venue CUVCRS03B Produce computer-aided

THTFATO3B Provide a site briefing or | 4rawings
scripted commentary CUVDSP15B Research and apply
techniques for application to spatial design

Note: additional units from the Building
and Construction Training Package would
also be relevant to this area of museum
activity.

Specialist Units — Library/Information Services

Library Practice Information Organisation and

CULLBO001B Develop and apply Management

knowledge of the library/information CULLBO004B Process information

services industry resource orders
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Specialist Units — Library/Information Services

CULLB203C Develop and use
information literacy skills

CULLB602C Use, evaluate and extend
own information literacy skills

Customer Service

CULLBO002B Obtain information from
external and networked sources to meet
customer needs

CULLBO003B Research and analyse
information to meet customer needs

CULLB206C Assist with circulation
services

CULLB401C Assist customers to access
information

CULLB508C Monitor and enhance
information access

CULLB708C Manage information access

CULLBOO5B Search databases

CULLB205C Process and maintain
information resources

CULLB302C Use cataloguing tools

CULLB412C Undertake cataloguing
activities

CULLB505C Analyse and describe
information materials

CULLB506C Catalogue and classify
material

CULLB509C Select and acquire
information materials

CULLB604C Manage care and
maintenance of the collection

CULLB605C Manage collection
development

CULLB701C Analyse and describe
specialist/complex material

Specialist Units — Cross Sector (Museum and Library/Information Services)

Preventive Conservation

CULMSO009B Implement preventive
conservation activities

CULMSO010B Contribute to the
preservation of cultural material

CULMSO011B Develop a disaster
preparedness plan

Public Programs

CULLB510C Develop and maintain
community/stakeholder relationships

CULMS207C Assist with the presentation
of public activities and events

CULMS406C Deliver information,
activities and events

CULMS506C Plan and develop activities,
events and programs

THHGCSO01B Develop and update local
knowledge

Specialist Units — Cross Sector and Business Support Units

Event Management
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Arts Administration and Management

BSBCMN305A Organise workplace
information
CUVADMO01B Develop and

implement arts administration systems and
procedures

CUVADMO02B Plan work space
CUVADMO05B Plan and develop
information management systems
CUVADM11B Work within an arts
organisation context

CUVADM12B Work with arts
professionals in an arts organisation
CUVADM13B Research and

critique cultural work(s)

CUVCONO06B Develop concepts for arts
organisations or projects

Business Administration and Management
BSBADMA405A
BSBADM502A Manage meetings

CULMS609C Develop policies and
strategies

Organise meetings

CUFADMO1A Prepare a proposal
CUSADMO3A Manage a project
CUSADMO4A Manage a major
project

CUSADMO5A Develop and
implement a business/strategic plan
CUSADMO6A Develop and
implement an operational plan
CUSADMO8A Address copyright
requirements

CUSADMO09A Address legal and

administrative requirements
Design
BSBDES301 Explore the use of colour

BSBDES302 A Explore and apply the
creative design process to 2D forms

CULMSO012B Plan event touring

CUEEVTO3B Integrate knowledge of
creative and technical production into
management processes

THHGCSO05B Organise in-house functions

THTFMEOQ1B Coordinate guest and
delegate registrations at venue

THTFMEO3A Develop and update event
industry knowledge

THTFMEO4A Develop an event concept

THTFEMEO5A Select event venues and
sites

THTFMEOGA Manage event contractors

THTFMEQ7A Organise and monitor
infrastructure for outdoor events

THTFMEOS8A Integrate technology into
the event management process

THTFMEO9A Develop and update
knowledge of protocol

THTFMEOQO2B Provide on-site event
management services

THTPPDO08B Plan and develop event
proposals and bids

SRXEVTO07A Manage spectators
at an event or program (Pre-requisites
SRXRIKO002A Conduct a risk audit and
develop the organisation's risk
management policy, SRXEMRO002A
Coordinate emergency response,
SRXEVT002B Organise meeting/event
and provide on-site meeting/event
management services)

Facility Management

CULMSO013B Implement facility
maintenance programs

THHGLE16B Manage physical assets
Finance

BSBADM308A
BSBADM309A

Process payroll
Process accounts
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BSBDES303 A Explore and apply the payable and receivable

creative design process to 3D forms BSBADM310A Maintain a general
BSBDES402 A Interpret and respond to | ledger
a design brief BSBADM408A Prepare financial

CUEDESO04B Establish and refine a brief |reports
CUEDESO05B Manage design realisation |BSBADM505A Manage payroll
CUVCORO04B Originate concept for own |CUEFINO1C Develop a budget

work and conduct critical discourse CUEFINO2C Manage a budget
CU_\/DESO4B Int_egrate colour theo_ry and CUEFINO3C  Obtain sponsorship
design processes in response to a brief

CUSFINO1A Finance a project

CUVDSP04B Research and apply the N
history and theory of design to design CUVADM10B Research and utilise

practice revenue and funding Opportunities
THHGLE15B Manage financial operations
THHGFAO02B Maintain financial records

THHGFAOGBA Interpret financial
information

Specialist Units — Cross Sector and Business Support Units

Health, Safety and Security Marketing
CUEOHSO01C Implement workplace CUEMARO1CAssist with marketing
health, safety and security procedures CUEMARO02CUndertake market research

CUEOHS02C Establish and maintain a
safe and secure workplace

CUFSAF01B Follow health, safety and
security procedures

THHGHSO03B Provide first aid

CUEMARO03CUndertake marketing
activities

CUVADMO08B Develop and
manage public relations strategies

THHGLE12B Develop and manage

THHGLE22A Manage risk marketing strategies

Human Resources THTSMAOQ1B Coordinate the production
BSBELMA412A Promote team of brochures and marketing materials

effectivenss Multimedia

BSBFLM503B Manage effective  |CULLB307C Use multimedia

workplace relationships ICPMMZ296B Create and test a

BSBFLM506B Manage workplace |CD-ROM/DVD

Information systems ICPMM321B Capture a digital image
BSBFLM507B Manage quality
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Specialist Units — Cross Sector and Business Support Units

customer service ICPMM322B Edit a digital image
BSBFLM509B Facilitate ICPMM344B Manipulate and incorporate
continuous improvement audio into multimedia presentations
BSBFLM510B Facilitate and ICPMM346B Incorporate video into
capitalise on change and innovation multimedia presentations

BSBFLM511B Develop a CUFMEMO02A Author a multimedia
workplace learning environment product

BSBFLM512A Ensure team CUFMEMO3A Integrate and use
effectiveness scripting language in authoring a
BSBHR402A Recruit and select multimedia product

personnel CUFMEM12A Update web pages
CUETEMO9B Manage diversity

SRXHRMOO1IB  Manage volunteers C%F':j".'tzg’.'l.ﬁ‘ y Incorporate, design
(pre-requisite leadership skills required. and edit digntal video

See note in unit) Note: additional units are available in the

THHGLEO5B Roster staff following Tra_inin_g Packages: Informqtic_)n
and Communications Technology; Printing
THHGLEO6B Monitor staff performance |and Graphic Arts; and Film, TV, Radio

THHGLE10B Manage workplace and Multimedia.
relations

Recordkeeping
Industry and Professional Practice BSBRKG301A Control records
BSBCMN103A Apply basic BSBRKG302A Undertake disposal

communication skills BSBRKG303A Retrieve information
BSBCMN203A Communicate in the | from records

workplace BSBRKG304A Maintain business
BSBFLM501B Manage personal records
work priorities and professional .
development BSBRKG401A Review the status of

a record
ICUE.COROlC Manage own work and BSBRKG402A Provide information
earning

_ from and about records

CUECORO2C Work with others BSBRKG403A Set up a business or
CUECORO3B Provide quality service to | records system for a small office
customers _ _ BSBRKG501A Determine business
CUECORO04B Deal with conflict and or records system specifications
resolve complaints BSBRKG502A Manage and monitor
CUEINDO3B Integrate accessibility business or records systems
principles into work practices BSBRKG503A Develop and
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Specialist Units — Cross Sector and Business Support Units

CUSGENO1A Use and adapt to changes in | maintain a classification scheme

technology BSBRKG504A  Develop
CUSGENO02B Work in a culturally terminology for activities and records

diverse environment BSBRKGS05A  Document or
CUSGENO04B Participate in negotiations | reconstruct a business or records system

CUSGENO05B Make presentations Note: additional record keeping units are
available within the Business Services

Information and Computer Technology Training Package

BSBADM304A Design and develop
text documents

BSBADMS305A Create and use
databases

BSBADMS306A Create electronic
presentations

BSBADM403A Develop and use
complex databases

BSBADM404A Develop and use
complex spreadsheets

BSBCMN108A Develop keyboard
skills

BSBCMN205A Use business
technology

BSBCMN213A Produce simple
word processed documents

BSBCMN306A Produce business
documents

BSBCMN214A Create and use
simple spreadsheets

BSBCMN406A Maintain business
technology

ICAU2006B Operate computing
packages

ICAU3126B Use advanced features of
computer applications

Specialist Units — Cross Sector and Business Support Units

Research and Innovation Small Business
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CUSRADO1A Collect and BSBSBM301A Research business
organise information opportunities
CUSRADO2A Conduct research BSBSBM401A Establish business
CUVICSO01B Contribute to workplace and legal requirements
improvements BSBSBM402A Undertake financial
CUVICS02B Share ideas in the planning
workplace BSBSBM403A Promote the
CUVICS03B Develop innovative ideas at business
work BSBSBM404A Undertake business
CUVICS04B Originate and develop a planning
concept BSBSBM405A Monitor and manage
CUVICS05B Lead a team to foster business operations
innovation BSBSBM406A Manage finances
CUVICS06B Create an innovative work |BSBSBMA407A Manage a small
environment team
CUVICS07B Set up systems that support | Training and Assessment
Innovation TAAASS301B Contribute to
Retail Sales assessment
WRRCS2B  Apply point of sale TAAASS401B Plan and organise
handling procedures assessment
WRRS1B Sell products and services | TAAASS402B Assess competence
WRRS2B Advise on products and TAADEL301B Provide training
services through instruction and demonstration of
WRRLP2B  Minimise theft work skills
WRRMIB  Merchandise products TAADEL401B Plan and organise
group based delivery
TAADEL402B Facilitate group
based delivery
TAADEL403B Facilitate individual
learning
TAADEL404B Facilitate

work-based learning

Useful Appendices
The following appendices have been developed to assist users:

Appendix A — CUL04 Museum and Library/Information Services Competency
Standards: AQF Packaging and Summary of Content
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Appendix A includes a full list of Competency Standards with Unit Descriptors, showing
appropriate AQF packaging for all units.

Appendix B — Relationship between CULO04 Training Package and CUL99 Training
Package

Supporting Information

Supporting Information

Information for Users of the Museums Component of CUL04

This section provides general guidance for users of the Museums component of the CULO04
Museum and Library/Information Services Training Package, and highlights important issues
for consideration.

What is a Museum?

Within the Training Package, the term ‘museum’ is used to describe a very broad range of
organisations. For the purposes of interpretation the following text from Museums Australia

will apply:
Museums Australia defines ‘museum’ as an institution with the following characteristics:

A museum helps people understand the world by using objects and ideas to interpret the past
and present and explore the future. A museum preserves and researches collections, and
makes objects and information accessible in actual and virtual environments. Museums are
established in the public interest as permanent, not-for-profit organisations that contribute
long-term value to communities.

Museums Australia recognises that museums of science, history and art may be designated by
many other names (including gallery and Keeping Place). In addition, the following may
qualify as museums for the purposes of this definition:

Natural, archeological and ethnographic monuments and sites and historical monuments and
sites of a museum nature that acquire, conserve and communicate material evidence of people
and their environment

Institutions holding collections of and displaying specimens of plants and animals, such as
botanical and zoological gardens, herbaria, aquaria and vivaria

Science centres

Cultural centres and other entities that facilitate the preservation, continuation and
management of tangible or intangible heritage resources (living heritage and digital creative
activity)

Such other institutions as the Council considers as having some or all of the characteristics of
a museum.

The Meaning of ‘Cultural Material’

The term ‘cultural material’ is used throughout the Training Package to broadly describe the
material held by museums. Sometimes words like ‘object’, ‘item’ and ‘collection’ are also
used.
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The Australian Institute for the Conservation of Cultural Material defines cultural material as
follows, and this definition is used in the competency standards:

‘Objects, collections, artworks, specimens, structures or sites.’
The definition is supported by examples in relevant units.

Broad interpretation is important, and users should take account of emerging trends e.g. new
media forms an increasing part of cultural heritage.

Using the Training Package in Small and Large Museums
The Training Package is designed to be used in both small and large institutions.

Workers in a small community museum are likely to need a broad range of skills across areas
such as preventive conservation, collection management, visitor services, exhibitions, small
business and administration. In a large institution, job roles are usually more specialised and
an individual’s whole focus may be on visitor services or exhibitions.

Units of Competency describe all the different skills needed to work in museums. Individuals,
institutions or training organisations can select the units that best meet their needs. Each
qualification specifies a small number of compulsory units and then offers a wide range of
elective choices. Examples of how to bundle units together to meet a specific job outcome are
provided in each qualification.

Volunteers and the Training Package

The Training Package articulates the skills needed to work in museums, and this work may be
paid or voluntary. Volunteers play a major role in Australia’s museum industry, and it is
totally appropriate that the Training Package be used both as the basis for volunteer training,
and as a volunteer skills recognition tool.

VET, Universities and Museums

Vocational education and training (and by extension the Training Package) is still a relatively
new concept in the museum industry. Traditionally, much of the training in museum practice
has been the preserve of the larger institutions and the higher education sector and some
would prefer that it remain that way. However, many people believe that the links between the
two education sectors should be enhanced and that some of the skills needed by individuals
working in museums fit well in the vocational system.

The Training Package offers opportunities for practical, hands-on training across many areas
of museum practice plus options for the important development of generic management skills.
It may also provide opportunities for employees to gain recognition for their current
competencies. It recognises the appropriateness of tertiary education in both museum studies
and discipline areas, and does not seek to duplicate these.

The industry is keen to see the effective implementation of the reviewed Training Package.
Given the relatively small size of Australia’s museum workforce there are no doubt
challenges for training delivery and skills assessment. There would be many benefits in a
dialogue between industry, vocational and tertiary institutions with a view to developing an
integrated training and education strategy for the museum sector.
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Evaluation Techniques in Museums

Effective evaluation and visitor research is vital for all museums, and these skills are
explicitly articulated across multiple Units of Competency, eg Public Programs, Exhibition
Development and Management. In addition, a separate unit, CUEMARO2C Undertake market
research, focuses exclusively on researching visitor needs. This unit is written for broad
application, and training or assessment activities would need to be tailored to a museum
context.

Training organisations may elect to integrate this aspect of training in the context of other
practical skills or to use dedicated sessions/resources to address requirements.

For further information on evaluation and visitor research visit www.amol.org.au/evrsig

Useful Websites

There are a number of websites which provide useful training resources for the museum
industry. In particular:

Australian Museums and Galleries Online www.amol.org.au
Museums Australia www.museumsaustralia.org.au

Museums Australia Queensland/Regional Galleries Association of Queensland
www.mag.org.au/profdev

Museums and Galleries Foundation of NSW www.mgfnsw.org.au

Information for Users of the Library/Information Services Component of CUL04

This section provides general guidance for users of the Library/Information Services
component of the CUL04 Museum and Library/Information Services Training Package,
and highlights important issues for consideration.

Different Libraries, Different Skills

There are many different types of libraries and information service providers. The Training
Package is designed so that it can be used across the full range of these organisations. Jobs
and skill requirements will differ depending on both the size and nature of the library.
Individuals in small libraries may need to be multi-skilled, while those working in a large
library are likely to have more specialised roles. Some people will need more information
technology skills, while others will have more of a focus on customer service.

Units of Competency describe all the different skills needed to work in libraries/information
services with this broad industry context in mind. Individuals, institutions or training
organisations can select the units that best meet their needs and then tailor that unit to a
specific work context. Each qualification also specifies a number of compulsory units and
then offers a wide range of elective choices. Examples of how to bundle units together to meet
a specific job outcome are provided in each qualification.
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Technology and the Training Package

A consistent message from industry is that library assistants and technicians need to be able to
work with technology. The depth and scope of these skills will vary between different
organisations, but everyone needs the basics, and this is reflected in the structure and content
of the qualifications.

As a result of industry feedback, this version of the Training Package imports a wide range of
information technology and multimedia units from other Training Packages (mainly Business
Services, Information Technology and Printing and Graphic Arts). These units have been
selected as the ones most likely to be appropriate in a library/information services context, but
users are encouraged to use other endorsed competency standards when required. All units
can be contextualised to a specific library context.

The Advanced Diploma as a Recognition Tool

Currently, the Diploma of Library/Information Services is the most widely used qualification
in the Training Package and is recognised as the appropriate qualification for a Library
Technician. In most instances, training programs are built around the Diploma.

The review process highlighted the potential of the Advanced Diploma of Library/Information
Services as a recognition tool for those already working and users are encouraged to consider
this approach. The additional units in the Advanced Diploma can also be used as the basis of
‘bite-sized’ training programs and professional development activities for library technicians.

Working with Nesting

The nesting of qualifications, where higher level qualifications require all the units included
in lower level qualifications, is not generally encouraged in the Training Package framework
as it limits flexibility and choice. In the Library/Information Services qualifications, however,
a degree of nesting still exists and is strongly supported. Indeed many stakeholders would like
to see more nesting, and it is true that nested qualifications make the structuring of courses
much simpler for Registered Training Organisations (RTOs). Within the current approach,
users are encouraged select electives to best meet different workplace and training needs.

Supporting Information for users of CUL04

This section provides general guidance for users of both the Museums and the
Library/Information Services component of the CUL04 Museum and Library/Information
Services Training Package, and highlights important issues for consideration.

Using Imported Units

The reviewed Museum and Library/Information Services Training Package includes many
units imported from other industries. DEST encourages this approach to avoid duplication of
units across Training Packages, and to provide greater focus on the transferability of skills
across different work contexts. Users are encouraged to use the imported units, plus others of
relevance to particular workplace and training needs.

There are a number of points to remember when using imported units:
. the format, style and language of the unit may be slightly different
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« the unit may not include a lot of information that is relevant to your particular workplace
or training context as it has been developed with a particular industry in mind (eg the
Range Statement)

. the overall structuring/division of units within another Training Package could be based
on a different philosophy, and so require a different approach to interpretation

. some imported units may not have been reviewed yet in terms of Employability Skills and
so may still refer to Key Competencies.

Increasingly, all Training Package developers are working to a consistent national template
for Competency Standards, so differences will hopefully be minimised in the future. In the
meantime, users are encouraged to apply their professional judgement to appropriately
contextualise units to meet particular industry needs while maintaining the integrity of the
original unit. More guidance on this is found in the section Introduction to Competency
Standards.

Copyright, Moral Rights and Intellectual Property

Issues surrounding copyright, moral rights and intellectual property are extremely important
within the museums industry. For this reason, many Competency Standards include reference
to copyright, moral rights and intellectual property in the underpinning skills and knowledge
section of the Evidence Guide.

Training organisations may elect to integrate this aspect of training in the context of other
practical skills or to use dedicated sessions/resources to address requirements.

Training and Assessment in Remote and Regional Areas

Training and assessing candidates in regional areas presents a range of challenges. These
include:

. the lack of numbers allowing the establishment of traditional class sizes

. the physical remoteness of some communities where access to training facilities is limited
. scarcity of teachers with the required industry experience

. scarcity of physical training resources, eg current and emerging technology.

Some options for overcoming these challenges include:

. partnerships between RTOs to establish classes, ie programs delivered on a regional rather
than a local basis

« delivering certain units by distance mode

« partnerships between industry and RTOs to share resources and personnel
« partnerships between schools and RTOs

. use of technology such as email, Internet, self-paced resources or CD.
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Training and Assessment Issues for Schools

Implementation of the Museum and Library/Information Services Training Package within
the school sector, while encouraged, needs to ensure the following:

« currency of skills and knowledge of those charged with training and assessment of
students

. access to industry-current equipment, facilities and training resources so that students
acquire a realistic view of the realities and conditions within workplaces

. comprehensive coverage of underpinning skills and knowledge as delineated in
Competency Standards

. appropriateness of learning and assessment experiences to ensure that these are current
and realistic.

Some particular options worth exploring are:

. partnerships between schools to enable a sharing of teacher/trainer expertise and access to
industry expertise

. partnerships between schools, TAFE colleges and/or private providers
« partnerships between schools and industry
« use of industry-based assessors.

The Competency Standards provide more detailed guidance for training and assessment
purposes as well as examples relevant to each standard, and schools are encouraged to use
these guidelines for planning training and assessment.

It is recommended that delivery of qualifications in schools should only include Certificate II.

Language, Literacy and Numeracy

Every workplace task involves the use of speaking, listening, reading or writing and often
mathematical skills as well — in other words, language, literacy and numeracy (LL&N).

To provide guidance to trainers and assessors, LL&N skills required to achieve particular
Units of Competency are clearly articulated within individual units.

Within training and assessment, there are two different types of language, literacy and
numeracy demands:

« LL&N skills which are an integral part of competency standards and are necessary to
perform workplace tasks (eg reading product safety labels, taking measurements)

« LL&N skills needed during training and assessment itself, eg following what the trainer is
saying, reading course notes, taking notes.

For all those involved in training and assessment, there is a need to:

. take the existing LL&N skills of trainees into account
. ensure effective and appropriate levels of communication while training
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« provide opportunities for trainees to develop the speaking, listening, reading, writing and
mathematical skills they need on-the-job.

Most importantly, care should be taken to ensure that the LL&N skills required by the training
process match as closely as possible with the LL&N skills actually required to achieve a Unit
of Competency. For example, assessments that involve a lot of reading and writing are not
necessarily appropriate ways to assess practical skills, and can disadvantage trainees with
limited literacy skills.

There is a wide range of resources available to assist trainers and assessors address some of
the challenges associated with LL&N.

For further information please refer to the following publication which was funded through
the Australian National Training Authority through the 2000 Adult Literacy Innovative
Project.

Creative training, literacy and numeracy skill development strategies for VET trainers in the
arts and cultural industry.

Available from the DEST website www.dest.gov.au

Other Resources

A large number of resources have been developed to provide guidance on language, literacy
and numeracy issues. A few of these are listed below:

A new assessment tool — professional development kit for Trainers and Assessors
Australian National Training Authority 1998. Available from DEST website www.dest.gov.au

Built in not bolted on — information kit for language, literacy and numeracy coordinators on
incorporating communication skills into Training Packages.

Wignall L, Australian National Training Authority and the Department of Employment,
Education, Training and Youth Affairs ND.ISBN 0642565325. Available from DEST website
www.dest.gov.au

Workplace communication: Incorporation of language, literacy and numeracy into
Training Packages.

ANTA 1998 (free). Good eight-page brochure. Available from DEST website
www.dest.gov.au

Strategies for Success — developing English language, literacy and numeracy in
Vocational Courses.

Foundation Studies Training Division, Western Sydney Institute of TAFE 1996. ISBN
0731091809. Available from the Bridge Bookshop Tel: 0292111660.

Training and Assessment for People with Special Needs
Information in this section is adapted from the following publication:
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Skills that Deliver — An Introductory Guide to Reasonable Adjustment for Employers in the
Tourism and Hospitality Industry

Good vocational training and assessment, like customer service, is often about making
adjustments to what we do to meet individual needs. When learning to work, every person has
slightly different needs. Rarely do stereotypes, clichés or generalisations hold true. This
section will assist employers and trainers to meet the reasonable adjustment needs of trainees
with disabilities.

An open mind, common sense and tailoring to individual circumstances will, as often as not,
ensure employees and trainees achieve the standards which customers, employers and training
providers expect. Reasonable adjustments need only be that — reasonable. There is no need to
go to great lengths to meet the needs of employees with disabilities. It is about identifying
what adjustments might reasonably be made and how they may be put into place. The goal is
NOT to discount the quality or standards of work expected of an employee or trainee.

More than one in seven Australians of working age are people with some form of disability,
yet less than one in twenty people with special needs are engaged in the Vocational Education
and Training (VET) system. (ABS 1998) This compares with the general rate of VET
participation of nearly one in ten for all Australians. People with special needs are twice as
likely as others to be unemployed. This exclusion costs — customers and employees with
potential are lost to the industry.

By including people with special needs in training, the industry enhances the Australian
characteristic of fairness, and this, for many customers, enhances loyalty. Finally, it is worth
remembering that we are all at risk of acquiring a physical or sensory impairment through
accident or a mental illness triggered by the stresses of life.

What is a Disability?

A disability presents some impairment to everyday activity. In practice, some people with a
disability do not have any impairments resulting from their disability. For example, a person
who has a hearing impairment which is compensated for by a hearing aid may function
without any adjustments.

Disabilities may affect or relate to a range of human functions, including mobility, stamina,
lifting ability, memory, vision, hearing, speech, comprehension and mood swings. This may
be due to accidents, illness or birth. According to the latest survey conducted by the ABS in
1998, there were 3,610, 300 Australians with a disability. Of all these people with special
needs, people with a physical disability comprised 33.3%, people with a medical condition
46.6%, people with a psychiatric disability 5.6%, people with an intellectual disability 4.4%
and people with a brain injury 1.1%.

Detailed information on how to adjust training and assessment for each of these areas cannot
be provided within this section, however, there are many resources available, many of which
are listed here.

Adjustments in Training and Assessment

There are three steps which can be taken to make training and assessment more appropriate
and fair for those with disabilities:

1. Attitudes
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Attitudes are often the greatest barrier for people with special needs. Whilst most trainees
with special needs will only ever require minor adjustments to ensure their learning is
positive, some will require additional support. Although there are many support agencies,
occasionally trainers will have to put in additional time. In most cases, doing so will ensure a
training provider is complying with the legal requirements of the Disability Discrimination
Act.

Positive language can create, for the speaker and listeners alike, an atmosphere of mutual
respect essential to training. For example, generally when referring to people with special
needs, the ‘people’ come first. This signifies the primary importance of the person, rather than
the disability, as in the difference between a person with an intellectual disability and an
intellectually disabled person. This is important, as for those who experience discrimination at
work and in life generally, poor expression can add insult to injury.

2. Preparation

The next step is to identify any functional issues arising from the nature and extent of a
person’s disability. This can usually be done quickly by discussing such issues with the
trainee. In most cases, this consultation will identify reasonable adjustment needs which can
be put into place. There are many simple things that you can do to make reasonable
adjustments to enable the trainee to succeed in training and assessment. In some cases,
professional support may be required. Some sources of assistance are listed below.

3. Application

Once you have put into place any reasonable adjustment, it is important to monitor and
evaluate what has been done to ensure the best environment for continuous training. This may
involve:

. Temporary adjustments — i.e. mechanisms may only need to be in place during an
induction period or arising from a temporary disability, in which case evaluation will
ensure appropriateness without the need for on-going monitoring

. Reinforcing adjustments — when they need to be ongoing, monitoring may be needed to
reinforce patterns of behaviour in order for them to become ‘natural’

- Improving adjustments — where adjustments are ongoing or substantial, a commitment to
continuous improvement is recommended through monitoring.

In most cases an informal chat with the trainee may be all that is necessary. However, should
adjustments be substantial, or a trainee is not acquiring competencies at a reasonable rate, a
more formal process may be justified. This may include:

. Performance indicators — training providers, trainees and employers should have agreed
indicators of performance which can be measured and monitored

« Independent support — a third party, independent of the training environment, may be
usefully involved

. Experimentation — if existing adjustments are not proving satisfactory, creative solutions
may be applied

.  Continuing review — formal monitoring is encouraged if adjustments are changed or if
substantial adjustments are necessary.
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Some Examples of Reasonable Adjustment

Below are some of the practical things that can be done as part of providing reasonable
adjustment to employees and trainees with special needs to enable them to undertake their
training and assessment.

Type of Disability

Reasonable Adjustments

Mobility
impairment

Provision of wheelchair accessibility, access to aids such as for
holding documents, adjustable tables, note-taking support, oral
rather than written presentations or exams, use of a personal
computer, lifting limits

Vision impairment
or people who are
blind

Use of audio tapes, enlarged text and images, enlarged computer
screen images, use of voice synthesisers on computers, good
lighting or reading lamps, Braille translations, provision for guide
dogs, not moving furniture without informing the person,
provision of additional writing time for assignments/tests

Hearing
impairment or
people who are
deaf

Use of telephone typewriters, audio loops for people using hearing
aids, use of Plain English documents, sign language interpreters
for training and assessment, fire and alarm systems fitted with
flashing lights

Intellectual Practical learning sessions, repetition of learning exercises, use of

disability Plain English, use of mentors, assessment which is appropriate to
the skill (i.e. avoiding written test for practical tasks), providing
additional time

Psychiatric Use of reflective listening skills, identification and avoidance of

disability stresses, use of on-going rather than formal assessments, providing
‘time-out’ breaks in assessment

People with Providing time and patience during training and assessment, using

acquired brain reflective listening skills, providing memory aids (posters, notes

injury etc), minimisation of stress

Speech impairment

Provision of time and patience, paraphrasing, getting trainees to
put things in writing, minimising stress

Clearly, each case will be different and will need to be discussed with the trainee, and in most
cases expert help will be needed, at least in the initial stages. There are many sources of help
to assist in employment, training and assessment of a person with a disability. Some are listed
below, but a more complete list is available in Responsibility: Including Clients with
Disabilities.
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Sources of Help for Training and Assessment
Commonwealth Disability Services Program Contacts
www.facs.gov.au or by telephone:

New South Wales (02) 263 3818  Queensland  (07) 3360 2800
Victoria (03) 9285 8523 Western Australia (08) 9346 5311
South Australia (08) 8236 6111 Tasmania (03) 6221 1411
Northern Territory (08) 8946 3555 ACT (02) 6274 5206

Standards Australia

Information Centre 1800 672 321
Building code sales 1300 654 646
This body produces building codes for access.

Blind Citizens Australia

PO Box 229
Prahran VIC 3181
(03) 521 3433 or 1800 033 660

Royal Institute for the Blind — in each State and Territory
Australian Federation of Deaf Societies

C/- 59 Cadbury Road
Clairmont TAS 7011
(03) 6273 2422

National Council on Intellectual Disability

PO Box 181
Fyshwick ACT 2609
(02) 6280 8868

Australian National Association for Mental Health

Tweedie Place
Richmond VIC 3121
(03) 9427 0370

Brain Foundation

PO Box 579
Crows Nest NW 2065
(02) 9437 567

Training and Assessment in Aboriginal or Torres Strait Islander Contexts
Aboriginal or Torres Strait Islander Museum Practice

The Museum component of CULO4 Museum and Library/Information Services Training
Package includes:

Approved Page 88 of 1108

© Commonwealth of Australia, 2025 Future Skills Organisation



Supporting Information Date this document was generated: 4 February 2025

« 2 Units of Competency that relate specifically to Aboriginal or Torres Strait Islander
museum practice

« 2 Units of Competency imported from the Visual Arts Craft and Design Training Package
which focus on Aboriginal or Torres Strait Islander cultural identity and cultural arts

« 2 guiding units imported from the Tourism Training Package which focus on Aboriginal
or Torres Strait Islander cultural interpretation

. the opportunity within qualifications to specialise in Aboriginal or Torres Strait Islander
museum practice through appropriate selection of elective units.

Delivery and assessment of Aboriginal or Torres Strait Islander-specific units would generally
be undertaken in conjunction with other museum practice units, eg collection management,
education and visitor services. All Units of Competency require the appropriate application of
cultural protocols.

General Issues

There are many hundreds of Aboriginal or Torres Strait Islander cultures and languages and
as a result all training and assessment needs to have a local focus. Individual Aboriginal or
Torres Strait Islander communities must be involved in the development and implementation
of training and assessment.

Some of the issues to be considered include:

. ownership and/or custodial rights and responsibilities within Aboriginal or Torres Strait
Islander cultures and nations, including the rights of people to "identify with" people and
Country and exercise affiliations, even where these have not been previously known,
recognised or exercised

. cross-cultural issues, not only in terms of Aboriginal or Torres Strait Islander/non-
Aboriginal or Torres Strait Islander interactions but also between and within 2Aboriginal
or Torres Strait Islander cultures, nations and sub-groupings where inter-relationships can
be extremely complex and sensitive

. "rights" of people to speak on behalf of and represent groupings, these being generally
invested in Elders or other Aboriginal or Torres Strait Islander people who are recognised
by their community as custodians of cultural knowledge

. attitudes towards cultural heritage aspects that can be shared without compromise and the
ways in which this can be achieved, eg this may impact on who teaches knowledge, who
studies units and the cultural protocols which govern the ways in which this is done

« recognition that Aboriginal or Torres Strait Islander arts and cultures are dynamic and are
continually growing and developing and not fixed in a particular view of the past

. respect for the rights of Aboriginal or Torres Strait Islander peoples to refuse to pass on
information, including details about family history, kinship systems, Country, significant
sites and other cultural knowledge

. awareness of the sensitivities which may be felt by some Aboriginal or Torres Strait
Islander people when researching their own culture, Country and family systems,
particularly when such research impacts on personal identity.
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Planning

Issues to consider include:

consulting Elders or other Aboriginal or Torres Strait Islander people who are recognised
by their community as custodians of cultural knowledge about appropriate methods for
accessing and using local knowledge

inviting the involvement of the local Aboriginal or Torres Strait Islander community,
particularly Elders, at all stages of the planning, development, training and assessment
process. Elders are the custodians of knowledge, as well as the authorities from whom
permissions must be sought in relation to issues such as which knowledge can be shared,
the ways in which this sharing must occur and how its application can be best assessed

setting up local Aboriginal or Torres Strait Islander reference groups to advise on training
development (may include organisations such as Local Aboriginal Land Council, local
community arts centre, Aboriginal Education Consultative Group)

allowing time to develop rapport and trust, to develop and explore viewpoints, on-going
consultation, communication and problem-solving

ensuring participation of local Elders — sitting in on sessions/activities as presenters,
mentors, advisors and ‘supporters’, providing context and ‘grounding’. This "authority"
aspect is very important and in many instances, the mere presence of key Elders, even if
they are not taking an active role, lends both authority and permission

locating training and development activities in the local community and promoting and
ensuring a sense of community ownership, involvement, partnership and control.

Approaches to Training and Assessment

Ideas to consider include:

providing orally-based training and assessment with explanation and demonstration
working in pairs for training and assessment

small or large group work for training and assessment: assessment dimensions for
Aboriginal or Torres Strait Islander peoples may include a ‘group’ component as well as
an ‘individual’ component

providing culturally appropriate presentations for training and assessment e.g.
presentations or art pieces in a medium appropriate to local culture

using artwork or illustrated oral presentations/talks, for presentation and assessment

consulting trainees about preferences and how they feel they can best demonstrate their
competence

taking a flexible approach to time and achievement of outcomes

providing flexible delivery and assessment

identifying culturally appropriate and sensitive trainers and assessors with a demonstrated
ability to work effectively with local Aboriginal or Torres Strait Islander communities
training external trainers in appropriate and localised approaches and providing essential
community and cultural background information/support

developing all training as part of an overall empowerment and confidence-building
program
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« accommodating priorities and obligations within local communities to avoid conflict with
training and assessment activities

. exploring perceptions and understandings ‘in community’
. allowing multiple, holistic and personalised assessment opportunities

« identifying appropriate materials/methods through community and potential trainee
consultations

. tailoring training and assessment for specific communities rather than applying ‘blanket’
solutions/methods, recognising that there are many localised Aboriginal or Torres Strait
Islander ‘cultures’ and not a single one

. personalising training materials with appropriate, local illustrations and applications
. integrating training and assessment with work activities as much as possible
« structuring training and assessment as on-going work experience

Training and Assessment Venues
Issues to consider include:

- What are locally familiar, appropriate, preferred and available venues?

« Are ‘classrooms’ or other interior settings available or appropriate?

. Isan outdoors location preferred/more appropriate?

. Ison-the-job training and assessment most appropriate and how is this best organised?
. Are Occupational Health and Safety issues addressed?

. Do local climatic conditions affect training and assessment locations and approaches?

Training and Assessment Resources
Issues to consider include:

. selection of appropriate trainers and assessors

. availability, accessibility and appropriateness of written, audio-visual, photographic or
other resource materials such as necessary equipment

. development or adaptation of appropriate resource materials

. availability of electricity or availability at required times in remote training and
assessment locations

. availability of Internet access for research, training and assessment where appropriate.

Developing Examples and Activities
Issues to consider:

« Do existing training resources meet the needs of Aboriginal or Torres Strait Islander
candidates or is there a need for additional material?

« Are trainees going to meet visitors from outside local cultural groupings?

« Can activities be developed which bridge traditional cultural needs and obligations and
those of varied outside visitors who also have great cultural diversity?
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. Are activities contained completely within a limited cultural world sufficient to achieve
the outcomes required by the standards?

. Do set activities enable trainees to demonstrate their competence and satisfy the
requirements of the competency standard/qualification? The challenge is in balancing
local situations and needs with competency standards and qualifications. As qualifications
are national and therefore ‘portable’, these aspects must be considered.

. Are existing activities within resources relevant, able to be adapted according to local
needs or do they need replacing with your own or others?

Innovation in the Cultural Industries
What is Innovation?

Innovation is the process of coming up with new ideas or new uses for old ideas. To be
innovative the ideas must add value. They may lead to new or improved products, services,
systems, work procedures, tools and so on.

Because innovation may happen randomly on occasion, many people think it cannot be
taught. We have found that innovation should be approached systematically. innovation at
work skills provides both the personal skills needed by individuals and a methodology for use
by a team or organisation. They make the difference between a moment of inspiration by one
individual and a truly, consistently innovative organisation.

What Skills are needed for Innovation in the Workplace?

Innovation in the workplace is crucial to the continued development of every workplace. But
what skills and knowledge are involved in being innovative at work and how can they be
incorporated into training or assessment using the Industry Training Packages? These
competency standards address these skills and knowledge. They include:

« innovation at work skills — six core skills
. entry level skills for innovation
- management skills for innovation.

Innovation Skills in the Cultural Industries

All industries need to develop an innovative work culture. Not only do all organisations need
to improve constantly, they also need to utilise better all the systems they already have in
place. In the cultural industries, sectors and jobs lend themselves particularly to innovation
and creativity. For example, innovation is an integral part of the work of designers,
photographers, visual artists and craft practitioners. Innovation is also critical in arts
administration and management, and in wider areas of entertainment, film, television, radio
and multimedia. However, whatever the area, in order to be successful, creative practitioners
need to:

« contribute to improvement
. be able to change and adapt
« develop a customer focus
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« come up with new ideas
. be entrepreneurial.

Innovation at work skills might be used to:

. solve a problem by coming up with a new approach or a new idea

« design a new product or body of work

. develop a new policy or strategy for promoting the arts

. develop a new system of work practice

. develop a product which is aesthetically or artistically pleasing or entertaining.

Work outcomes would be improved if people had the skills to:

. find out what the end use will be for a product or artwork

. challenge conventions and assumptions

. access knowledge and information from a range of sources

. think creatively to come up with interesting, new ideas, techniques or approaches
« discuss new ideas with colleagues, specialists and challengers

 create time to think and reflect

. open themselves up to different stimuli

. form a network to keep up-to-date

« leave time to think over ideas

. develop a plan, a presentation, a mock-up, a model, a proposal or an outline
. explain ideas to, and educate, end users, managers, team members

. evaluate an idea, the process for developing the idea or the end product.

What is needed for Innovation in the Workplace?

A truly innovative organisation is one which values new and workable ideas in all aspects of
its operations. While product or technology innovation is important, that is only part of the
story. The need for innovation applies to the whole organisation.

The ‘whole organisation’ approach to innovation requires:

. commitment to innovation as a core value at all levels of the organisation

« access to technical skills and knowledge to provide confident, well educated, well trained
and informed practitioners

« aculture which encourages ideas from all practitioners

. managers who understand what is needed for innovation and are prepared to actively
encourage it

. practitioners and managers who have innovation at work skills.

While Training Packages provide the technical skills and knowledge for a particular industry,
these Innovation Competency Standards provide the innovation at work skills and the
management skills needed to implement innovation as a system.
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Using the Innovation Competency Standards

The seven Innovation Competency Standards are as follows:

Area of skill Competency Standard

Enabling: « CUVICS01B Contribute to workplace improvement
« CUVICS02B Share ideas in the workplace

Innovation at Work: « CUVICS03B Develop innovative ideas at work

« CUVICS04B Originate and develop a concept

Innovation Management: ~ + CUVICSO05B Lead a team to foster innovative work
practice
« CUVICS06B Create a work environment conducive to
innovative work practice

« CUVICSO07B Establish systems to foster innovation

They can be used in the following ways:

« integrated into existing cultural industry training programs
. used to develop short courses.

How do these Standards Work in Practice in the Cultural Industries?

Below are some examples of how these standards might work in practice in different sectors
of the cultural industries.

CUVICS01B Contribute to workplace improvement
An example from a ceramics studio

George has been working for about three months in a part-time traineeship for a co-operative
of four artists specialising in ceramics. The artists produce a range of tableware and unique
items, including sculpture. With such a diverse range of work produced in this studio, the
equipment, tools and materials required demand constant monitoring for which George was
employed while he studies at TAFE. He needs to maintain all tools, equipment and materials,
ensure they are stored appropriately and identify additional future needs. He may also need to
order tools and materials.

George really enjoys the diversity involved in his traineeship. While he has been working at
the studio he noticed that tools and materials, although well maintained and stored, were
dispersed throughout the studio, rather than stored in a central location.

This suited the artists but George spent more time than he needed to monitor equipment and
assess tools and materials. He had been thinking about how to improve the layout of the
studio for better access and increased space and had researched appropriate information on
other studio spaces, making notes and sketches on how to reconfigure the ceramic studio
storage spaces.
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Last week he participated in a planning meeting for a large commission which is unusual for
the co-operative. It was then he decided to mention the amount of time he spent monitoring
the equipment, tools and materials in the studio. The artists were sympathetic and were
pleased when George also tabled his research on storage systems in other studios and they
discussed a range of options while inspecting the current storage in their studio. A solution,
which provided a central storage facility and much increased floor space, was accepted at the
meeting.

CUVICS02B Share ideas in the workplace
An example from a regional gallery

For over six months Gillian has been working as part of a team to promote the sale of a range
of items made by local artists/craftspeople in a regional gallery. Sales were consistent, as the
gallery was well located in a popular tourist area with expectations that clients would
purchase items that addressed particular qualities of the local environment. A new resident
submitted more unusual and challenging work to the gallery for possible sale and promotion.

Although the promotional team needed to consider the submission, Gillian really liked the
work and decided to ask other sale outlets at regional locations about how they approached
consideration of unusual work before she met with the other members of her own promotional
team. She also had lengthy discussions with the artist and together they worked out a
marketing proposal and suitable method of communicating their proposal to the others in the
gallery.

The promotional team met to consider the artist’s submission. Gillian presented her research,
the artist was then invited to present his work and both he and Gillian presented their
marketing proposal to the promotional team. The team decided to trial the artist’s work for
three months.

The trial was successful and the artist was asked to submit more work on a regular basis.

CUVICS03B Develop innovative ideas at work
An example from the music industry

Jo is a music promoter/agent of five years experience in the local music scene. While she
promotes established musicians she is always seeking emerging talent.

She received a CD of ten songs by a young band from interstate and was interested in both the
mix of Country and Western and folk music together with their lyrics. Jo knew they had
potential and signed them up.

She knew she had to plan their promo schedule and generated a number of ideas for future
gigs including relevant festivals. She needed to resolve how to appropriately promote the
band, with a view to gaining record company interest. The planning process involved
presenting a series of options to the band and discussing how they saw their recording and
performance future. She wanted to ensure her promotional pitch was accepted happily. Jo
knew the band wished to perform first at the Tamworth Music Festival, but she thought that as
the band was gutsy but inexperienced a more appropriate venue should be the Port Fairy Folk
Festival.
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Jo sought the band’s opinions on her promotional strategy, and at first the band felt that they
should be more fully involved in touring, however after discussions concerning experience,
potential "tour fatigue™ and further development in recording possibilities they could
understand Jo’s request for patience and restraint. However Jo did not wish to dampen their
enthusiasm so she refined her program for promotion after meeting and presented it to the
band at a follow up meeting.

The consensus was that the band would first perform at the Port Fairy Folk Festival after
which they would continue to rehearse and follow up with another high profile gig. Jo and the
band would reassess the tour schedule after this with a view to increasing the number of gigs.

CUVICS04B Originate and develop a concept
An example from a multimedia design studio

Jim has just started a new job as manager for a multimedia design studio. The studio is
relatively new and evolved from an artist-run co-operative into a company, which is
beginning to handle large accounts in multimedia advertising. Jim’s job is to design a
promotional strategy and a marketing plan for the fledgling company.

Jim begins by looking at other multimedia design companies to see how they promote
themselves, including particular small companies overseas. To get a different perspective he
investigates large multi-national firms as well to see if they have approaches which could be
useful for their own company. He gradually clarifies a brief for himself concerning outcomes
and keeps refining it as he receives more information.

He challenges assumptions about expectations for new multimedia design companies and
what marketing approaches are valid. Do they need to focus on well-trodden paths in design
focus in order to be financially secure so they can be more adventurous? Should they make
strategic links with international multimedia design companies? What is the expertise of each
designer in the company? How can this expertise be enhanced and extended? Where and how
do the designers see themselves in five years time? What can this new company offer them?

He talks to his design network and colleagues. He makes a particular effort to have
discussions as widely as possible, both to inform himself before he starts to design the
concept and once he has ideas on which he needs feedback. He talks to former colleagues and
marketing specialists.

Once he has come up with a concept he leaves himself plenty of time to reflect on it, asking
himself hard questions, going back to his brief and seeing if the plan really meets those
criteria he established. He takes note of the feedback he gets and makes changes if he thinks it
is valid.

Once he has a working plan, he develops a presentation for the multimedia designers to make
sure that everyone will support the strategy and the plan and incorporates their feedback
before beginning implementation.

CUVICSO05B Lead a team to foster innovation
An example from a film production house
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Petra is a director of a small film studio. Her crew works closely together, they are happy
about flexible hours of working and are committed to the studio’s future as an innovative, low
budget film company.

Petra is committed to the principles of continuous improvement and innovation. She has
trained all her staff in innovation @ work skills. She holds regular brief morning meetings
with the crew at which all members are encouraged to challenge how things are done and to
come up with new and different ways of doing things in relation to any aspect of tasks at hand
including, relationships with actors and any other support staff required. Petra leads by
example, participating in the discussions, listening attentively to others, sharing ideas and
celebrating with the crew when the team comes up with a more efficient or safer way of doing
a job or resolving a problem.

Petra endeavours to be sensitive to team members who may have problems and provides them
with support, guidance and help when needed. When interpersonal problems occasionally
arise in the group, she uses appropriate conflict resolution techniques. Film shoots can be long
and arduous so she monitors her crew’s performance both in its day-to-day work noting and
dealing in an appropriate manner with any signs of stress. She also monitors her crew’s
achievements in innovation and work improvements. She tries to assign team members to
tasks that match their skills as much as possible. She looks for opportunities for innovation
and ways in which the crew can help each other and work collaboratively. She encourages
them to look for ways of working smarter, safer and more efficiently.

CUVICS06B Create an innovative work environment
An example from an event management group

Peter manages a cultural event management group, which has several operations throughout
the country. The group is committed to innovation as a part of its strategic business goal and
has innovation initiatives. The sub-contractors (designers, carpenters, artists, including florists
and caterers) who form part of the group are encouraged to share their innovations and there
are annual innovation awards in place. Within the company, employees are encouraged to put
their ideas to a committee which decides whether to pursue them.

Peter thinks that the existing initiatives are good but he feels that innovation is not
systematically built in to the organisation’s working life and work environment. He decides to
make some changes to the work environment to ensure that innovation is systematically
fostered. The first thing he organises is training for all staff members in innovation @ work
skills. This is conducted by an external facilitator over a two-day workshop. To put the skills
into practice immediately, the facilitators work with the participants on a project relevant to
their work.

Peter and his team then conduct some research to find out what work practices and procedures
are currently followed in their workplace and how they support innovation. They find a mixed
picture and decide to make some changes. They brainstorm ideas to design new procedures
and practices which will encourage and support innovation. These include more collaborative
approaches to projects, encouraging networking opportunities and setting up creative think
tanks.
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Peter also develops some new management practices for him to follow to ensure he is
encouraging staff to use innovation @ work skills. These include opportunities for people to
present new ideas, ways in which he can recognise and possibly reward innovation, methods
of identifying learning opportunities and ways he can demonstrate to staff that the
organisation truly supports and encourages innovation.

CUVICSO07B Set up systems that support innovation
An example from a local library

The local library in Twin Heads had been losing its appeal in the community over a number of
years.

There was a shortage in Local Council funds for capital purchases within the library and the
Library Manager was concerned that unless the library had the facilities to offer clients the
services they wanted and were relevant to their needs, patronage would drop off and the
library would be in danger of having to close down.

The Library Manager had just been to a conference where national and international speakers
had outlined the very important link between the Internet and libraries and the way they could
support innovation in the community. She had always recognised that the library could be a
strong and immediate link to the global network of innovation but the conference had given
her some new motivation and ideas.

Using a brainstorming approach she encouraged her staff to offer ideas about what services
and systems the library could set up that would allow people to tap into their interests more
readily and make them want to use the library to be part of the new global links. She was
really delighted with the ideas offered by her staff, many of which were entrepreneurial and at
the same time involved businesses in the community serviced by the library.

As a result the library began campaigning to have a local computer company install a number
of new computers in the library so that clients would have greater opportunities to access the
Internet and other electronic resources. Library staff assisted in gathering a range of
significant sayings around the library including one which read ‘It is in ... the massive social
potential for learning through the Internet that libraries are playing a leading role.” (Chris
Batt, OBE) These were posted around the library on display boards which also contained
details about the many ways in which clients could access global networks.

Following the brainstorm session, the librarians resolved to refine their usual practice of
ensuring that when users were looking for one thing they might be interested in, they would
come across more things they were interested in by placing ‘like’ with ‘like’ on library
shelves. They developed material which helped clients understand about different entry points
to information — through printed material, CDs, videos, the Internet and more. They set up
e-lists which clients could subscribe to and be notified about the latest journals and other
material in their area of interest, and they systematically linked people to websites,
documents, journal articles and other resources. They provided single-click quick-links for
their clients which provided powerful triggers for browsing. They also agreed to hold regular
meetings to review what they had set in place to make sure it was really working for their
clients.
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Now instead of just providing a catalogue for searching, the library was also offering multiple
entry points to their resources. Within a couple of months, the library had become the centre
of activity around a couple of neighbourhood projects, including one which was part of the
local Innovation Festival.

Integrating Innovation Units into Cultural Industries Training Programs

The units can be incorporated into any qualification as electives, depending on the intended
job outcomes. The following units are suggested:

For entry level

. CUVICS01B Contribute to workplace improvements
« CUVICS02B Share ideas in the workplace (Innovation Competency Standards 1 and 2)

For practitioners at AQF3 level and above

« CUVICS03B Develop innovative ideas at work (Innovation Competency Standard 3)
For the design job function

« CUVICS04B Originate and develop a concept (Innovation Competency Standard 4)
For administrators, managers

« CUVICS05B Lead a team to foster innovation
. CUVICS06B Create an innovative work environment

. CUVICS07B Set up systems that support innovation (Innovation Competency Standards
56,7)

The units can be delivered or assessed alone or with other relevant units. For example,
CUVICS04B Originate and develop a concept could be delivered with a unit such as
CUVADMO5B Plan and develop information management systems.

Developing Short Courses or Training Programs on Innovation

Most workplaces would benefit from short programs aimed at improving existing systems or
product, or developing new ones. The Innovation Competency Standards can be used to
provide the necessary skills to increase innovation and creativity in the workplace. For
example, a design studio may feel that their corporate identity is a bit ‘tired’ and could do
with a new image. Running a training program for involved staff members on the innovation
skills, and then getting them to work on the problem area, could result in a new image as well
as a motivated staff.

Training providers may wish to offer short courses aimed at improving workplace skills. This
can be achieved by selecting the appropriate Innovation Competency Standards and delivering
them as a short training program customised to the particular occupational area, or coupled
with other standards.
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Appendices

Appendix A: Summary of Content and AQF Packaging Guidelines

This document supports the implementation of the Museum and Library/Information Services
Training Package and must be used by industry and Registered Training Organisations for the
appropriate structuring of qualifications. The document provides the following information:

Unit Code and Title

Codes and titles appear as per the overall list of units within the Training Package, including
units imported from other Training Packages. The order of units in the document is identical
to the list of units which appears in the Summary of Units of Competency in CULO4 Museum
and Library/Information Services Training Package and their Pre-Requisite Requirements in
this volume, and to the actual units themselves in other volumes.

Unit Descriptor

This information is taken directly from each Unit of Competency, and provides a brief
description of the unit content and purpose. The descriptor provides valuable information, but
users should always refer to the full Unit of Competency to determine its applicability to a
given workplace or training context.

Suitable AQF Packaging Level (within Museum and Library/Information Services
Qualifications)

The chart shows the qualification level(s) at which it is most suitable to package each unit
within the Training Package. This information must be used to guide the selection of elective
units. It is not appropriate, for example, for a unit which includes management and leadership
skills to be included as an elective with a Certificate 1l qualification, but many units can be
applied across multiple qualification levels, eg Multimedia units.

It is important to remember that individual units do not align directly to AQF levels. It is the
overall package of units within a qualification that determines AQF levels and reflects
meaningful vocational outcomes.

Sometimes a basic skills unit is shown as suitable for packaging within higher level
qualifications. This reflects the need for flexibility in structuring training programs to meet
participant needs, eg a person entering a Certificate IV with no practical experience may need
to undertake some basic skills units to build an appropriate skill base.

This document focuses only on Museum and Library/Information Services Qualifications, and
it may be appropriate for units to be packaged at different levels

Suitable AQF Packaging Level

Unit Code and Title Unit Descriptor (Within MLIS Quals)
Cer Cer
t ot Cert Cer Dip Adv
i tiv . .
1l Dip.
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Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer .
t t Cert Cer Dip

I tIv . -
| I Dip.

Adv

Specialist Units —
Museums

Museum Practice

CULMS201C Develop
and apply knowledge of
the museum industry

This unit describes the
performance outcomes,
skills and knowledge
required to develop and
apply a basic knowledge
of the museum industry.
As such, the unit
underpins performance
across all areas of museum
practice.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

Aboriginal or Torres Strait Islander Museum Practice

CULMS001B Work with
Aboriginal or Torres Strait
Islander cultural material

This unit describes the
performance outcomes,
skills and knowledge
required to work with
Aboriginal or Torres Strait
cultural material in a
culturally appropriate
manner. The unit focuses
on the specific cultural and
consultative requirements
for the sourcing, handling,
interpretation and
exhibition of Aboriginal or
Torres Strait Islander
cultural material. This
includes appropriate
consultation with the
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Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer .
t t Cert Cer Dip

I tIv . -
| I Dip.

Adv

traditional custodians of
cultural material.

Ideally, this unit would be
trained and/or assessed in
conjunction with other
technical museum practice
units.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMSO002B Research
and evaluate Aboriginal or
Torres Strait Islander
cultural material

This unit describes the
performance outcomes,
skills and knowledge
required to research the
context and interpretation
of Aboriginal or Torres
Strait cultural material. As
such, the unit focuses on
the skills to analyse
cultural material, including
current collections and the
impact of post-colonial
history. These skills then
form the basis for
appropriate treatment and
interpretation of cultural
material. The unit includes
a focus on appropriate
consultation with the
traditional custodians of
cultural material.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.
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Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer
t t

Cert

Cer

tiv .

Dip Adv

i:)ip.

CUVPRP02B Develop
understanding of own
Aboriginal or Torres Strait
Islander identity

This unit describes the
skills and knowledge
required to develop an
understanding of one’s
own cultural identity. The
local cultural knowledge
necessary to achieve
competency in this unit
may only be accessible to
Aboriginal or Torres Strait
Islander peoples. This unit
also recognises that there
is no single Aboriginal or
Torres Strait Islander
culture.

This unit deals with
complex and interrelated
elements of Aboriginal or
Torres Strait Islander
cultures which are the
cultural and intellectual
properties of specific
communities. These may
only be interpreted by
appropriate persons, eg
those recognised by the
local Aboriginal or Torres
Strait Islander community
as an Elder or custodian of
local cultural knowledge.

Any organisation or
individual planning to
train or assess this unit
would be expected to work
closely with the local
Aboriginal or Torres Strait
Islander community, for
example through
establishing a local
Aboriginal or Torres Strait

v v

v

v |V
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Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer .
t t Cert Cer Dip

I tIv . -
| I Dip.

Adv

Islander reference group.
In particular, it is vital to
ensure respectful
integration of any local
cultural knowledge or
protocols that will inform
the implementation of the
unit.

CUVPRP03B Develop
and apply knowledge of
Aboriginal or Torres Strait
Islander cultural arts

This unit describes the
skills and knowledge to
develop and apply
knowledge of cultural arts
within a specific
Aboriginal or Torres Strait
Islander context. As such,
the unit includes a focus
on the scope and nature of
local Indigenous arts
practice, its cultural and
economic significance,
and marketing and
distribution issues.

The local cultural
knowledge necessary to
achieve competency in this
unit may only be
accessible to Aboriginal or
Torres Strait Islander
peoples. This unit also
recognises that there is no
single Aboriginal or
Torres Strait Islander
culture.

This unit deals with
complex and interrelated
elements of Aboriginal or
Torres Strait Islander
cultures which are the
cultural and intellectual
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Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer
Cert Cer Dip Ao

£t 11 tv ;
| I ' Dip.

properties of specific
communities. These may
only be interpreted by
appropriate persons, eg
those recognised by the
local Aboriginal or Torres
Strait Islander community
as an Elder or custodian of
local cultural knowledge.

Any organisation or
individual planning to
train or assess this unit
would be expected to work
closely with the local
Aboriginal or Torres Strait
Islander community, for
example through
establishing a local
Aboriginal or Torres Strait
Islander reference group.
In particular, it is vital to
ensure respectful
integration of any local
cultural knowledge or
protocols that will inform
the implementation of the
unit.

Collection Management

CULMSO003B Move/store
cultural material

This unit describes the
performance outcomes,
skills and knowledge
required to handle, pack
and unpack cultural
material for movement
and/or storage. The unit
requires knowledge of
techniques and materials
that may be used for
different types of cultural
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Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer .
t t Cert Cer Dip

I tIv . -
| I Dip.

Adv

material.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMS205C Observe
and report basic condition
of collection

This unit describes the
performance outcomes,
skills and knowledge
required to observe and
monitor the condition of
the collection, and to
identify possible threats to
objects in the collection.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMS411C Prepare
display accommodation
for cultural material

This unit describes the
performance outcomes,
skills and knowledge
required to prepare
locations for the display of
cultural material. The unit
focuses on assembly and
construction of display and
therefore has a strong link
to some general building
and construction skills.
Unit CULMS407C Install
and dismantle exhibition
elements covers the actual
installation of cultural
material.

No licensing, legislative,
regulatory or certification
requirements apply to this
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Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer
Cert Cer Dip Ao

£t 11 tv ;
| I ' Dip.

unit at the time of
endorsement.

CULMS412C Record and
maintain collection
information

This unit describes the
performance outcomes,
skills and knowledge
required to maintain
current and accurate
collection records.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMS610C Research,
describe and document
cultural material

This unit describes the
performance outcomes,
skills and knowledge
required to research,
describe and document
cultural material, including
the assessment and
articulation of
significance. The unit
focuses on assessing and
articulating the
significance of cultural
material, requires the
application of significant
judgement and is
conducted under limited
guidance.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMS611C
Lend/borrow

This unit describes the
performance outcomes,
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Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer
Cert Cer Dip Ao

£t 11 tv ;
| I ' Dip.

cultural material

skills and knowledge
required to establish and
implement criteria and
procedures for lending and
borrowing cultural
material.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMS502C
Acquire/dispose of
cultural material

This unit describes the
performance outcomes,
skills and knowledge
required to acquire and
dispose of cultural
material in accordance
with organisational
collection management
policies.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMS605C Develop
and implement procedures
for the movement and
storage of cultural material

This unit describes the
performance outcomes,
skills and knowledge
required to establish and
implement procedures and
protocols for the
movement and storage of
cultural material.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
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Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer
Cert Cer Dip Ao

£t 11 tv ;
| I ' Dip.

endorsement.

Education and Visitor Ser

vices

CULMSO004B Integrate
knowledge of education
and learning into museum
activities

This unit describes the
performance outcomes,
skills and knowledge
required to use knowledge
of education and learning
to develop and enhance
museum activities.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMS202C Provide
visitors with venue
information and assistance

This unit describes the
performance outcomes,
skills and knowledge
required to provide visitors
with information on the
venue’s facilities and
Services.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

THTFAT02B Monitor
entry to venue

This unit deals with the
skills and knowledge
required to monitor entry
to an attraction or an area
within an attraction or
theme park such as a ride
or show, and to monitor
crowd movements. This
unit reflects the role of an
attraction attendant and
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Suitable AQF Packaging Level

Unit Code and Title Unit Descriptor (Within MLIS Quals)

Cer Cer
t t Cert Cer Dip Adv

I tIv . -
| I Dip.

does not incorporate the
skills required by a
dedicated security person.

THTFATO03B Provide a | This unit deals with the v v v v
site briefing or scripted skills and knowledge to
commentary provide a site briefing or
scripted commentary for
customers. As such, it
requires the application of
basic group
communication and
presentation techniques
and the ability to deliver
information effectively in
a group situation.
Generally the information
would have been prepared
or scripted by others. The
unit does not therefore
include the skills to
develop and present
commentaries or activities
to the level required by a
fully competent Guide.
Those skills are found in
the units THTFTGO06B
Prepare and present tour
commentaries or activities
and THTPPDO5B Plan and
develop interpretive
activities.

THTTCOO01B Develop This unit deals with the v v v v v
and update tourism skills and knowledge
industry knowledge required to develop and
update knowledge of the
tourism industry, including
the role of different
industry sectors and key
legislation. This
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Suitable AQF Packaging Level

Unit Code and Title Unit Descriptor (Within MLIS Quals)

Cer Cer
t t Cert Cer Dip Adv

I tIv . -
| I Dip.

knowledge underpins
effective performance in
all sectors and applies to
all people working in the
tourism industry. In-depth
knowledge is therefore not
required.

THTFTGO01B Work asa | This unit deals with the v v v
guide skills and knowledge
which underpin effective
performance as a guide. It
covers key legal, ethical,
safety and professional
development issues that
must be considered by
guides in their day-to-day
work. As such it underpins
all other guiding units.

THTFTGO03B Develop This unit deals with the v v v v oY
and maintain the general | skills and knowledge
knowledge required by required to research
guides information on Australia
for presentation to
customers. It includes the
requirement for sound
general knowledge of
Australia and the local
region and highlights the
need for ongoing research
to update and expand the
guide’s knowledge. The
more detailed and
specialised skills and
knowledge relating to
cultural/heritage sites and
natural environments are
found in other units.

The essential knowledge
base for this unit will vary

Approved Page 111 of 1108

© Commonwealth of Australia, 2025 Future Skills Organisation



Appendices

Date this document was generated: 4 February 2025

Unit Code and Title

Unit Descriptor
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(Within MLIS Quals)
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t t Cert

Cer Dip

| tiv .
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i:)ip.

according to local industry
needs, and it is vital that
any training take account
of these. Funding and
hours allocated to training
must reflect the breadth
and depth of knowledge
required to meet the
specific requirements of
local tourism industry
employers.

THTFTGO6B Prepare and
present tour commentaries
or activities

This unit deals with the
skills and knowledge
required to prepare and
present commentaries and
activities to customers. Its
main focus is on the need
to use effective
interpretation and
presentation techniques to
ensure customer
participation and
enjoyment across multiple
guiding contexts. The unit
goes beyond the pure
delivery of fully-scripted
commentary and requires
significant creative input.
It has been merged with
the previous unit
THTFTGO9A Present
Interpretive Activities. The
unit THTPPDO5B Plan
and develop interpretive
activities is dedicated to
the actual development of
interpretive activities.

THTFTGO7B Research
and share general

This unit deals with the
skills and knowledge

Approved
© Commonwealth of Australia, 2025

Page 112 of 1108

Future Skills Organisation




Appendices

Date this document was generated: 4 February 2025

Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer .
t t Cert Cer Dip

I tIv . -
| I Dip.

Adv

information on Australian
Indigenous culture

required to research and
share information about
Australian Indigenous
societies in a
culturally-appropriate
way. It focuses on
information that is widely
available to the general
community. The unit
recognises that there is no
single Australian
Indigenous culture and
emphasises the importance
of culturally appropriate
behaviour and local
community consultation.
This unit does not include
in-depth interpretation of
local Australian
Indigenous cultures.

THTFTGO8B Interpret
aspects of local Australian
Indigenous culture

This unit deals with the
skills and knowledge
required to interpret
different aspects of local
Australian Indigenous
cultures in a tourism
context. This unit focuses
on an in-depth
interpretation of a specific
local culture. It is this
in-depth, localised
interpretation that
distinguishes this unit
from Unit THTFTGO7B.

The unit recognises that
there is no single
Australian Indigenous
culture and emphasises the
importance of in-depth
local cultural knowledge,
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Suitable AQF Packaging Level

Unit Code and Title Unit Descriptor (Within MLIS Quals)

Cer Cer
t t Cert Cer Dip Adv

I tIv . -
| I Dip.

appropriate behaviour and
local community
consultation. The local
cultural knowledge
necessary to achieve
competency in this unit
may only be accessible to
those individuals who
identify as elders and who
are authorised by local
elders on behalf of their
communities.

THTFTG12A Prepare This unit describes the v v |V
specialised interpretive skills and knowledge
content (flora, faunaand  |required to research and
landscape) update the specialised
information required by
some guides. For example,
guides who work in
National Parks will require
a detailed knowledge
about the specific park
landscape. General
knowledge (eg about
Australia and a given
region) is covered in the
unit THTFTGO03B
Develop and maintain the
general knowledge
required by guides.

The essential knowledge
base for this unit will vary
according to local industry
needs, and it is vital that
any training take account
of these. Funding and
hours allocated to training
must reflect the breadth
and depth of knowledge
required to meet the
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Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer
t t Cert Cer Dip Adv

I tIv . -
| I Dip.

specific requirements of
local tourism industry
employers.

THTFTG13A Prepare
specialised interpretive
content (marine
environments)

This unit describes the
skills and knowledge
required to research and
update the specialised
information required by
some guides. For example,
guides who work in
National Parks will require
a detailed knowledge
about the specific park
landscape. General
knowledge (eg about
Australia and a given
region) is covered in the
unit THTFTGO03B
Develop and maintain the
general knowledge
required by guides.

The essential knowledge
base for this unit will vary
according to local industry
needs, and it is vital that
any training take account
of these. Funding and
hours allocated to training
must reflect the breadth
and depth of knowledge
required to meet the
specific requirements of
local tourism industry
employers.

THTFTG14A Prepare
specialised interpretive
content (cultural and

heritage environments)

This unit describes the
skills and knowledge
required to research and
update the specialised
information required by
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t t Cert Cer Dip
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Adv

some guides. For example,
guides who work in
cultural centres will
require specific
information related to the
centre’s cultural focus.
General knowledge (eg
about Australia and a
given region) is covered in
the unit THTFTGO03B
Develop and maintain the
general knowledge
required by guides. The
essential knowledge base
for this unit will vary
according to local industry
needs, and it is vital that
any training take account
of these. Funding and
hours allocated to training
must reflect the breadth
and depth of knowledge
required to meet the
specific requirements of
local tourism industry
employers.

THTPPDO4B Plan and
implement minimal impact
operations

This unit deals with the
skills and knowledge
required to organise and
operate tourism activities
which minimise negative
environmental and social
impacts. A senior guide or
senior operations
co-ordinator would
generally undertake this
process. The unit’s
emphasis is on short term
action planning and
implementation, without
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Suitable AQF Packaging Level
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Cer Cer
t t Cert

Cer Dip Ao

tiv . Dip.

the strategic focus which
is found in unit
THTPPDO6B Plan and
develop ecologically
sustainable tourism
operations. This unit is
particularly relevant to
ecotourism operations but
should apply to all tourism
operations.

THTPPDO5B Plan and
develop interpretive
activities

This unit deals with the
skills and knowledge
required to plan and
develop interpretive
activities for different
customer groups. Senior
guides or senior activities
co-ordinators would
generally undertake this
role. It is particularly
relevant for those
developing activities
within tour operations,
attractions/theme parks
and national parks.

The actual presentation of

activities is covered in unit
THTFTGO6B Prepare and

present tour commentaries
or activities.

Exhibition Development a

nd Management

CULMSO005B Research
and generate ideas for
exhibition concepts

This unit describes the
performance outcomes,
skills and knowledge
required to research and
generate ideas for
exhibition concepts. The
unit focuses on exploring
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different themes and
potential storylines to
inform the overall concept
development process.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMSO006B Develop This unit describes the v v
and implement the performance outcomes,
interpretive/communicatio |skills and knowledge

n strategy for an exhibition | required to develop the
overall
interpretive/communicatio
n strategy for an
exhibition. The unit
focuses on analysis,
strategy development,
implementation and
evaluation.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMS007B Design and | This unit describes the v v v
develop interpretive performance outcomes,
displays skills and knowledge
required to design and
develop small displays for
the interpretation of a
collection/site.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of

Approved Page 118 of 1108

© Commonwealth of Australia, 2025 Future Skills Organisation



Appendices

Date this document was generated: 4 February 2025

Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer
t t Cert

Cer Dip

| tiv .

Adv

i:)ip.

endorsement.

CUVDSP15B Research
and apply techniques for
application to spatial
design

This unit describes the
skills and knowledge
required to research and
apply techniques for
application to spatial
design. As this unit is
introductory in nature, the
outcome is most likely to
be a model or maquette for
a spatial design or the
construction of an aspect
of the overall design. It
may be the design and
realisation of the complete
design for a small scale
project. This is a
specialisation unit and
refers to a specific design
form. This work requires
some guidance.

CULMS008B Conceive,
develop and realise
exhibition designs

This unit describes the
performance outcomes,
skills and knowledge
required to undertake the
complete exhibition design
process, from initial
conception of ideas to the
final realisation of the
design.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMS407C Install and
dismantle exhibition

This unit describes the
performance outcomes,
skills and knowledge
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elements

required to install and
dismantle the physical
elements of an exhibition.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMS504C Organise
and monitor exhibition
installation/dismantling

This unit describes the
performance outcomes,
skills and knowledge
required to plan and
oversee the installation
and dismantling of
physical exhibition
elements.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CUVCRS03B Produce
computer-aided drawings

This unit describes the
skills and knowledge
required to use a range of
CADD program functions
and features to produce
drawings. People working
in many industries require
the skills and knowledge
in this unit, and the unit is
written to allow for
contextualisation to a
particular industry context.
Within the cultural
industries this unit is
relevant for people
working across multiple
sectors. The focus of this

Approved
© Commonwealth of Australia, 2025

Page 120 of 1108

Future Skills Organisation




Appendices

Date this document was generated: 4 February 2025

Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer

t t Cert Cer Dip Adv
11 tiv . "

| I Dip.

unit is on the technical
skills required to operate
CADD, and design skills
are found in other units
within the Visual Arts
Craft and Design Training
Package.

Specialist Units — Library/Information Services

Library Practice

CULLBO001B Develop
and apply knowledge of
the library/information
services industry

This unit describes the
performance outcomes,
skills and knowledge
required to develop and
apply a basic knowledge
of the library/information
services industry. As such,
the unit underpins
performance across all
areas of work.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB203C Develop
and use information
literacy skills

This unit describes the
performance outcomes,
skills and knowledge
required to conduct basic
research and present
information in response to
an identified need.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.
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CULLB602C Use,
evaluate and extend own
information literacy skills

This unit describes the v vV
performance outcomes,
skills and knowledge
required to use, evaluate
and extend one’s own
information literacy skills
at a complex level.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

Customer Service

CULLBO002B Obtain
information from external
and networked sources to
meet customer needs

This unit describes the v v v v
performance outcomes,
skills and knowledge
required to source and
obtain information from
external and networked
sources to meet customer
needs.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLBO003B Research
and analyse information to
meet customer needs

This unit describes the v v v
performance outcomes,
skills and knowledge
required to provide
customer access to diverse
and complex sources of
information using research
and analytical skills. This
unit builds on the skills
found in unit CULL401C
Assist customers to access
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information.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB206C Assist with
circulation services

This unit describes the v v v v |V
performance outcomes,
skills and knowledge
required to process loan
transactions and assist
customers with
circulation/lending
enquiries.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB401C Assist
customers to access
information

This unit describes the v v v v v
performance outcomes,
skills and knowledge
required to assist
customers in obtaining
information relevant to
their needs.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB508C Monitor
and enhance information
access

This unit describes the v v v
performance outcomes,
skills and knowledge
required to monitor and
enhance the service
provider’s information
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systems and services. It
focuses on the monitoring
and evaluation of new
technological
developments and the
development of strategies
to enhance existing
services or introduce new
services.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB708C Manage
information access

This unit describes the
performance outcomes,
skills and knowledge
required to monitor and
evaluate customer
information needs, and to
develop and implement
appropriate access policies
within the organisation.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

Information Organisation

and Management

CULLBO004B Process
information resource
orders

This unit describes the
performance outcomes,
skills and knowledge
required to process orders
for information resources
in accordance with
organisational acquisition
procedures.
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No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLBO005B Search
databases

This unit describes the
performance outcomes,
skills and knowledge
required to search and
retrieve information from
a range of databases.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB205C Process and
maintain information
resources

This unit describes the
performance outcomes,
skills and knowledge
required to ensure
consistent organisation
and maintenance of
information, materials and
equipment (both
print-based and
electronic).

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB302C Use
cataloguing tools

This unit describes the
performance outcomes,
skills and knowledge
required to use established
cataloguing tools and rules
at an introductory level.
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No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB412C Undertake
cataloguing activities

This unit describes the
performance outcomes,
skills and knowledge
required to complete
original descriptive
cataloguing and catalogue
maintenance activities.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB505C Analyse
and describe information
materials

This unit describes the
performance outcomes,
skills and knowledge
required to analyse and
describe material by
indexing and abstracting
the content and format of
materials to ensure the
efficient retrieval of
information by customers.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB506C Catalogue
and classify material

This unit describes the
performance outcomes,
skills and knowledge
required to analyse,
catalogue and classify
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material to facilitate
customer access.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB509C Select and
acquire information
materials

This unit describes the
performance outcomes,
skills and knowledge
required to co-ordinate
information selection and
acquisition for an
information services
provider.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB605C Manage
collection development

This unit describes the
performance outcomes,
skills and knowledge
required to evaluate and
review the use of
collections, to develop and
maintain policies, and to
manage processes for the
selection, acquisition and
disposal of materials.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB701C Analyse
and describe

This unit describes the
performance outcomes,
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specialist/complex
material

skills and knowledge to
apply creative, whole
systems thinking to
cataloguing, classification,
indexing, abstracting or
otherwise describing
specialist and complex
material.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULLB604C Manage
care and maintenance of
the collection

This unit describes the
performance outcomes,
skills and knowledge
required to establish and
manage procedures for the
preservation, storage and
display of information
materials.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

Specialist Units — Cross Sector (Museum and Library/Information Services)

Preventive Conservation

CULMSO009B Implement
preventive conservation
activities

This unit describes the
performance outcomes,
skills and knowledge
required to provide general
preventive care for cultural
material. The unit focuses
only on environmental
monitoring, condition
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assessment and the overall
implementation of disaster
preparedness measures.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMSO010B Contribute
to the preservation of
cultural material

This unit describes the
performance outcomes,
skills and knowledge
required to contribute to
the preservation of cultural
material through a sound
knowledge of conservation
principles, practices and
ethics and the application
of basic preservation
activities.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMSO011B Develop a
disaster preparedness plan

This unit describes the
performance outcomes,
skills and knowledge
required to develop a
disaster preparedness plan
for any collection of
cultural material.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.
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Public Programs

CULLB510C Develop
and maintain
community/stakeholder
relationships

This unit describes the
performance outcomes,
skills and knowledge
required to develop and
maintain
community/stakeholder
relationships. The unit
focuses on the need for
regular and ongoing
consultation to maintain
the quality of service
provision.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

CULMS207C Assist with
the presentation of public
activities and events

This unit describes the
performance outcomes,
skills and knowledge
required to complete a
range of tasks under
supervision for the set-up
and operation of activities
and events. As such the
unit includes a general
knowledge of the issues to
be considered in staging
any type of activity or
event.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.
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CULMS406C Deliver
information, activities and
events

This unit describes the
performance outcomes,
skills and knowledge
required to prepare and
present information,
activities and events to
different customer groups.

This unit shares some
outcomes with unit
THTFTGO6B Prepare and
present tour commentaries
or activities, in the
Tourism Training
Package.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

v v v |V

CULMS506C Plan and
develop activities, events
and programs

This unit describes the
performance outcomes,
skills and knowledge
required to plan and
develop activities, events
or programs for different
customer groups.

This unit is equivalent to
unit THTPPDO5B Plan
and develop interpretive
activities, in the Tourism
Training Package.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.
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THHGCS01B Develop This unit deals with the v v v v oV
and maintain local skills and knowledge
knowledge required to build and
maintain the local
knowledge that is required
to effectively respond to
general customer
information requests in a
range of tourism and
hospitality enterprises.
This unit reflects a context
where the provision of
information is not the
primary job role (eg within
an attraction or a
restaurant). The unit has a
link to unit THTSOP02B
Source and provide
destination information
and advice, (Tourism
Training Package) which
reflects a context where
provision of advice is the
primary job role (eg a
visitor information officer
or travel consultant).

Arts Administration and Management

BSBCMN305A This unit covers the skills v v oY
Organise and knowledge required to
workplace information gather, organise and apply
workplace information in
the context of an
organisation's work
processes and information
management systems.

This unit is related to
BSBCMNZ206A Process
and maintain workplace
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information,
BSBCMN212A Handle
mail and BSBCMN405A
Analyse and present
research information.
Consider co-assessment
with BSBCMN306A
Produce business
documents.

CUVADMO01B

Develop and
implement arts
administration systems
and procedures

This unit describes the
skills and knowledge
required to develop and
implement administration
systems specifically within
the context of an arts
organisation. While skills
in the development of
administration systems are
generic, this unit also has a
focus on the contextual
knowledge required for
arts administrators. This
unit would generally be
undertaken by senior
administrative staff or
managers.

CUVADMO02B
work space

Plan

This unit describes the
skills and knowledge
required to plan the
allocation and usage of
space consistent with a
concept or business plan.
This unit is applicable to
work in many industries.
Significant underpinning
knowledge of the
particular work context is
required. This work would
usually be carried out
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autonomously and may
include responsibility for
others.

CUVADMO05B Plan
and develop information
management systems

This unit describes the
skills and knowledge
required to develop and
implement information
management systems
within an organisation.
This role would generally
be undertaken by
administrators and
managers. The unit is
generic in nature and may
be applied in a range of
industry contexts.

CUVADM11B
Work within an
arts organisation context

This unit describes the
skills and knowledge
required to work within an
arts organisation context.
As such the unit requires a
general knowledge and
understanding of the
spectrum of arts
organisations and the
application of that
knowledge to specific
work practices.

CUVADM12B

Work with arts
professionals in an arts
organisation

This unit describes the
skills and knowledge
required to communicate
effectively with a range of
arts professionals in the
context of an arts
organisation. It describes
the role of the arts
administrator or manager
in working with a broad
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range of arts professionals.
As such the unit builds on
unit CUVADM11B Work
within an arts organisation
context. It involves an
understanding of the work
context of arts
professionals and an
understanding of the need
for information by the arts
professionals. This work is
carried out under limited
supervision.

CUVADM13B
Research and
critique cultural work(s)

This unit describes the
skills and knowledge
required to research and
critique cultural work(s).
The unit includes the
ability to research cultural
work(s) and information
related to the work(s) and
to reflect on and present a
critique in a selected
context in either a spoken
or written mode. Informed
research and critical
analysis skills rather than
written or spoken skills are
the focus of the unit.

CUVCONO06B Develop
concepts for arts
organisations or projects

This unit describes the
skills and knowledge to
develop concepts for arts
organisations or for
specific arts projects. It
includes the need for
concept generation,
communication and
consultation on the
concept, and development
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Adv

of the concept to a
pre-operational stage.
Concepts may be required
for a wide range of
purposes including
programs, events,
exhibitions or
administrative structures.
This work would usually
be carried out
autonomously and may
include responsibility for
others.

Business Administration and Management

CULMS609C Develop
policies and strategies

This unit describes the
performance outcomes,
skills and knowledge
required to develop/review
policies and strategies
which guide the planning
and implementation of
organisational activities.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

BSBADM405A
Organise meetings

This unit covers
organising meetings
including agendas, papers,
participants and minutes.
This unit is related to
BSBADM307A Organise
schedules and
BSBADM502A Manage
meetings. Consider
co-assessment with
BSBADMA406A Organise
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business travel.

BSBADM502A
Manage meetings

This unit covers managing v v v
the preparation of
meetings, chairing the
meetings, organising the
minutes and reporting
outcomes. This unit is
related to BSBADM405A
Organise meetings.
Consider co-assessment
with BSBADM503A Plan
and manage conferences.

CUFADMO1A
Prepare a proposal

This unit describes the v o
skills and knowledge
required to prepare a
proposal, formal tender or
submission document for a
project in the cultural
industries.

CUSADMO3A
Manage a project

This unit describes the v v
skills and knowledge
required to manage a
straightforward project or
a section of a larger
project. It focuses on
essential project
management skills and the
need to meet deadlines for
outcomes and products.
For projects that involve
large budgets, substantial
numbers of staff and
complex outcomes, see the
unit CUSADMO4A
Manage a major project.

CUSADMO4A
Manage a major

This unit describes the v
skills and knowledge
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project

required to manage
complex, large multiple or
diverse projects within the
cultural industries. This
unit focuses on the high
level skills needed to deal
with operations involving
large budgets, substantial
numbers of staff and
complex outcomes. For
management of a smaller
or more straightforward
projects, see the unit
CUSADMO3A Manage a
project.

CUSADMO5A
Develop and

implement a

business/strategic plan

This unit describes the
skills and knowledge
required to develop a
strategic plan and to
monitor and manage its
implementation. It may be
applied to a small
independent operation or
to a section of a large
organisation.

CUSADMO6A

Develop and
implement an operational
plan

This unit describes the
skills and knowledge
required to support the
operational planning
process. It may be applied
to a small independent
operation or to a section of
a large organisation.

CUSADMO8A
Address copyright
requirements

This unit describes the
skills and knowledge
required to protect creative
work and performance
from unauthorised use.
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CUSADMO9A

Address legal and
administrative
requirements

This unit describes the
skills and knowledge
required to ensure that the
business or project
complies with the relevant
legislative and regulatory
requirements. It covers the
skills needed by those
setting up and managing
the legal and
administrative aspects of
businesses, and projects a
cultural industry context.

v |V

Design

CUEDES04B Establish
and refine a brief

This unit describes the
skills and knowledge
required by a designer to
work pro-actively with a
client/commissioning
organisation to develop
and negotiate a design
brief. As such the unit
reflects the situation where
the designer plays a key
role in determining the
scope and nature of work
required. This unit builds
on unit CUVDESO05A
Interpret and respond to a
brief, which focuses on
working with an
established brief. People
working in many
industries require the skills
and knowledge in this unit,
and the unit is written to
allow for
contextualisation.
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CUEDES05B Manage This unit describes the v
design realisation skills and knowledge
required to manage design
realisation and includes a
focus on planning,
implementation and
monitoring of the design
process. People working in
many industries require
the skills and knowledge
in this unit, and the unit is
written to allow for
contextualisation. The unit
may apply to an individual
designer-maker or to a
designer working as part
of a design/production
team. In practice, this unit
would always be
combined with specialised
design units that focus on
a particular area of design
practice.

CUVCORO04B Originate | This unit describes the v v Y
concept for own work and |skills and knowledge
conduct critical discourse |required to originate the
concept and conduct
critical discourse about the
concept for own work. The
concept encompasses
ideas, form and context for
the work. The unit
includes the need for
research and analysis of
ideas and references, plus
the creation of innovative
concepts. It also includes a
requirement for critical

and informed discourse
with others about one’s
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own work. This unit both
encompasses and goes
beyond unit
CUVCORO03A Develop,
refine and communicate
concept for own work.

BSBDES301A
Explore the use of colour

This unit describes the
performance outcomes,
skills and knowledge
required to explore the use
of colour and to apply
colour theory. People
working in many
industries require the skills
and knowledge in this unit,
and the unit is written to
allow for contextualisation
to a particular industry
context.

BSBDES302A

Explore and apply the
creative design process to
2D forms

This unit describes the
performance outcomes,
skills and knowledge
required to explore and
creatively apply the design
process to the
development of 2
dimensional (2D) forms.
People working in many
industries require the skills
and knowledge in this unit,
and the unit is written to
allow for contextualisation
to a particular industry
context.

BSBDES303A

Explore and apply the
creative design process to
3D forms

This unit describes the
performance outcomes,
skills and knowledge

required to explore and
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creatively apply the design
process to the
development of 3
dimensional (3D) forms.
People working in many
industries require the skills
and knowledge in this unit,
and the unit is written to
allow for contextualisation
to a particular industry
context.

CUVDESO04B Integrate
colour theory and design
processes in response to a
brief

This unit describes the
skills and knowledge
required to explore and
integrate colour theory and
design processes using
2-dimensional (2D) and/or
3-dimensional (3D) space.
This is a core unit in
design fundamentals and
as such underpins many
other specialisation units.
People working in many
industries require the skills
and knowledge in this unit,
and the unit is written to
allow for contextualisation
to a particular industry
context.

BSBDES402A
Interpret and respond to a
design brief

This unit describes the
performance outcomes,
skills and knowledge
required to interpret and
creatively respond to a
design brief through the
production of work.
People working in many
industries require the skills
and knowledge in this unit,
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and the unit is written to
allow for contextualisation
to a particular industry
context.

CUVDSP04B Research
and apply the history and
theory of design to design
practice

This unit describes the
skills and knowledge
required to research and
analyse the history and
theory of design for
application to design
practice. This is a core unit
for designers and provides
underpinning skills and
knowledge development
for all units of this level.

Event Management

CULMSO012B Plan event
touring

This unit describes the
performance outcomes,
skills and knowledge
required to co-ordinate
arrangements for a
travelling event. The unit
focuses only on the
specific skills and
knowledge required for
touring, and would always
be combined with other
technical/industry-specific
units in the workplace, eg
collection management,
exhibition development,
event management.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.
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CUEEVTO3B Integrate
knowledge of creative and
technical production into
management processes

This unit describes the
skills and knowledge
required to integrate
knowledge of both the
creative and technical
aspects of live event
production into overall
production and event
management processes. It
is particularly important
for event managers who
need to work with creative
and technical personnel in
the realisation of any
production.

v v |V

THHGCSO05B Organise
in-house functions

This unit deals with the
skills and knowledge
required to organise
functions from the
perspective of a functions
co-ordinator operating
within a venue. The skills
required by independent
event organisers are
covered in other units.

THTFMEO1B Coordinate
guest and delegate
registrations at venue

This unit deals with the
skills and knowledge
required to prepare for and
undertake the on-site
registration of guests and
delegates at a meeting or
event. On-site registration
may be performed by
venue staff or external
staff. This role would
normally be undertaken by
a person acting under
supervision.
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THTFMEO3A Develop
and update event industry
knowledge

This unit describes the
skills and knowledge
required to develop and
update general knowledge
of the meetings and events
industry including industry
structure, legal issues and
current technology. This
knowledge underpins
effective performance in
all meeting and event
organisation and
management roles.

v v

v

THTFMEO4A Develop an
event concept

This unit describes the
skills and knowledge
required to develop the
overall concept, theme and
format for a major event
comprising multiple
components. An event
manager would generally
undertake this process at
the commencement of the
event management cycle
in consultation with key
stakeholders. Sometimes
the concept development
phase is undertaken as part
of the event bidding
process. Event bids and
proposals are covered in
unit THHPPDO8B Plan
and develop event
proposals and bids. The
unit also shares some
similarities with unit
THTPPDO09B Develop
conference programs but is
broader in application.
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THTFMEO5A Select event
venues and sites

This unit describes the
skills and knowledge
required to undertake the
venue/site selection
process for a major event
comprising multiple
components. It requires
the application of
significant analytical and
research skills to complete
the process of matching an
event to a particular site or
venue.

v v

THTFMEOG6A Manage
event contractors

This unit describes the
skills and knowledge
required to manage the
staging and operation of a
major indoor event
comprising multiple
components. It does not
cover the high levels of
technical expertise
required to actually
provide these services, but
focuses on the key
knowledge and skills
required to oversee the
process from an
organisational and
contractor management
perspective. This role may
be undertaken by a
manager working within
an event venue, by an
external event manager or
a combination.

THTFMEO7A Organise
and monitor infrastructure

This unit describes the
skills and knowledge
required to coordinate the
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for outdoor events

infrastructure and facilities
that must be present at an
outdoor event. It focuses
solely on the additional
elements of outdoor event
organisation and therefore
builds on other event
management units such as
unit THTFMEOG6A
Manage event contractors.

THTFMEOS8A Integrate
technology into the event
management process

This unit describes the v v v vV
skills and knowledge
required to integrate key
technology of specific
relevance to event
management. The unit
builds on the introductory
knowledge of technology
found in the unit
THTFMEO3A Develop
and update events industry
knowledge.

THTFMEO9A Develop
and update knowledge of
protocol

This unit deals with the v v v vV
skills and knowledge
required to develop and
apply knowledge of
protocol to a range of
tourism and hospitality
related activities. It is
particularly relevant to
those involved in the
management and operation
of events, including
functions.

THTFMEO2B Provide
on-site event management
services

This unit deals with the v v
skills and knowledge
required to co ordinate the
final preparation and
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set-up of a major event
comprising multiple
components and to
manage all aspects of the
on-site operation. On site
management requires
considerable
communication,
negotiation and problem
solving skills and would
normally be undertaken by
senior meeting or events
personnel.

THTPPDO08B Plan and
develop event proposals
and bids

This unit deals with the
skills and knowledge
required to plan and
develop proposals and bids
for the staging of meetings
and events. Depending on
the context, this role could
be performed by a wide
range of individuals
including event managers,
local or regional tourism
managers, venue managers
and marketing managers.

SRXEVTO007B
Manage spectators
at an event or program

This unit deals with the
skills and knowledge
required to develop and
implement a risk
management plan and a
plan for the admittance,
seating and dispersal of
crowds of spectators; and
develop procedures for
managing spectators at an
event in an emergency.
(Pre-requisites
SRXRIK002A Conduct a
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risk audit and develop the
organisation's risk
management policy,
SRXEMRO002A
Coordinate emergency
response, SRXEVT002B
Organise meeting/event
and provide on-site
meeting/event
management services)

Facility Management

CULMSO013B Implement
facility maintenance
programs

This unit describes the v v
performance outcomes,
skills and knowledge
required to implement
asset maintenance
activities for any type of
facility.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of
endorsement.

THHGLE16B Manage
physical assets

This unit deals with the vV
skills and knowledge
required to manage the
physical assets within a
tourism or hospitality
enterprise. It focuses on
the skills needed by
mainstream managers to
pro-actively plan for and
manage the acquisition
and maintenance of
physical assets. There is
some overlap between this
unit and unit
THHGLE18B Monitor
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and maintain computer
systems.

Finance

BSBADM308A
Process payroll

This unit deals with the
skills and knowledge
required to process payroll
from provided data in
manual or computerised
payroll systems. This unit
has been developed for the
Business Services
Training Package.

BSBADM309A
Process accounts
payable and receivable

This unit deals with the
skills and knowledge
required to maintain
accounts payable and
accounts receivable
records, processing of
payments to creditors, and
handling overdue accounts
receivable. This unit has
been developed for the
Business services Training
Package.

BSBADM310A
Maintain a general
ledger

This unit deals with the
skills and knowledge
required to prepare a
general journal, posting
journal entries to the
general ledger and
preparing a trail balance.
This unit has been
developed for the Business
Services Training
Package.

BSBADM408A

This unit deals with the
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Prepare financial
reports

skills and knowledge
required to record general
journal adjustment entries
and preparing
end-of-period financial
reports such as revenue
statements and balance
sheets for a non-reporting
entity. This unit has been
developed for the Business
Services Training
Package.

BSBADMb505A
Manage payroll

This unit deals with the
skills and knowledge
required to the
establishment and
monitoring of security
procedures related to
managing payroll services,
and the calculation and
processing of salary
payments, group taxation
and related payments. This
unit has been developed
for the Business Services
Training Package.

CUEFINO1C Develop a
budget

This unit describes the
skills and knowledge
required to develop a
budget. The nature and
purpose of the budget will
vary according to the work
context, but the unit
focuses on the key skills of
analysing financial
information to inform the
budget development
process and the actual
development of a budget.
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Skills relating to the
monitoring of budget
performance are found in
the unit CUEFINO2C
Manage a budget.
Combined assessment of
these units is appropriate.

CUEFINO2C Manage a
budget

This unit describes the
skills and knowledge
required to take
responsibility for the
management of a budget
where others may have
developed the budget. The
skills and knowledge
required for budget
development are found in
the unit CUEFINO1B
Develop a budget.
Combined assessment of
these units is appropriate.

CUEFINO3C Obtain
sponsorship

This unit describes the
skills and knowledge to
obtain and manage
sponsorship for an
activity, event or
organisation. As such the
unit may focus on
‘one-off” sponsorship
arrangements or ongoing
activities within an
organisation. The unit
requires a sound
knowledge of sponsorship
opportunities and
protocols in a given
industry context plus a
range of communication,
negotiation and
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management skills.

CUVADM10B
Research and

utilise revenue and

funding opportunities

This unit describes the
skills and knowledge
required to identify
appropriate sources of
revenue and funding
consistent with the
organisation's vision, and
to actively develop the
information and
relationships required to
secure revenue. This role
would generally be
undertaken by a manager
or senior administrator.

CUSFINO1A Finance a
project

This unit describes the
skills and knowledge
required in raising the
finance for an artistic or
creative project and
negotiating the interest of
the various parties in the
product. This unit is
imported from the
entertainment industry
national Training Package,
with necessary changes
made to the range of
variables and evidence
guide statements ensuring
its applicability to the
other sectors of the
cultural industries.

THHGFAO02B Maintain
financial records

This unit deals with the
skills and knowledge
required to maintain
accurate financial records
in a range of business
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contexts. It focuses on
generic bookkeeping skills
and principles and must
therefore be contextualised
to meet specific industry
contexts. In the workplace,
this function may be
integrated with other
activities and systems such
as guest registration or
travel file management. It
would be assessed and
trained accordingly.

THHGFAOGA Interpret
financial information

This unit deals with the
skills and knowledge
required to interpret the
types of financial
information used by
operational supervisors
and managers in their
day-to-day work activities.
It focuses on
understanding of key
financial terminology,
different types of financial
reports and on how
financial information is
used in the management of
a business. This unit does
not include the skills
required to produce
financial reports that
would generally be created
by more senior managers,
financial specialists or
accountants. This unit
underpins other financial
units such as
THHGLE13B Manage
finances within a budget,

Approved
© Commonwealth of Australia, 2025

Page 154 of 1108

Future Skills Organisation




Appendices Date this document was generated: 4 February 2025

Suitable AQF Packaging Level

Unit Code and Title Unit Descriptor (Within MLIS Quals)

Cer Cer
t t Cert Cer Dip Adv

I tIv . -
| I Dip.

THHGLE14B Prepare and
monitor budgets and
THHGLE15B Manage
financial operations.

THHGLE15B Manage This unit deals with the v
financial operations skills and knowledge
required to oversee the
day-to-day financial
operations of a small
tourism or hospitality
enterprise or a department
within a larger
organisation. The unit is
not intended to cover
detailed specialist
accounting skills that are
undertaken by qualified
accountants or financial
controllers, but does
include the awareness of
accounting issues and
concepts needed by
managers for effective
communication with
accountants or other
specialists on financial
matters.

Health, Safety and Security

CUEOHSO01C Implement |This unit describes the v v v
workplace health, safety  |skills and knowledge

and security procedures required to implement
occupational health and
safety policies and
practices in the workplace
where an established OHS
framework already exists.
It covers a range of
industry contexts
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involving a variety of
different conditions and
hazards. This unit
describes occupational
health and safety
competencies applicable
for employees with
supervisory responsibility.
This may include roles
such as team leaders,
production coordinators,
forepersons or supervisors.
Issues surrounding
workplace health and
safety will vary and
training must be tailored to
meet the needs of specific
work areas.

CUEOHS02C Establish | This unit describes the v v
and maintain a safe and skills and knowledge
secure workplace required by individuals
responsible for managing
the occupational health
and safety policy and
procedures for a small
organisation or for a
section of a larger
organisation. It focuses on
the establishment and
monitoring of frameworks,
systems and procedures.

CUFSAF01B Follow This unit describes the v v
health, safety and security |skills and knowledge
procedures which everyone in the
workplace must have in
order to work safely. It
covers a range of industry
contexts involving a
variety of different
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conditions and hazards.

THHGHSO03B Provide This unit deals with the v v v v oY
first aid skills and knowledge
required for the provision
of essential first aid in
recognising and
responding to emergency
using basic life support
measures. The person
providing first aid is not
expected to deal with
complex casualties or
incidents, but to provide
an initial response where
first aid is required.

It is assumed the person
providing first aid is
working under supervision
and/or according to
established workplace first
aid policies and
procedures.

This unit aligns to the
National Guidelines
Standards for First Aid
Unit A.

THHGLE22A Manage This unit describes the v v
risk skills and knowledge
required to create,
implement and monitor
risk management
strategies in a range of
tourism and hospitality
contexts. This role could
be undertaken by different
people depending upon the
industry context (eg tour
guides, event managers,
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operations managers). This
unit is very closely related
to the unit THHGLEO4B
Establish and maintain a
safe and secure workplace
and care should be taken
to avoid duplication in
training and assessment.
This unit equates to unit
BSBMGT615A Manage
risk in the Business
Services Training
Package.

Human Resources

BSBFLM412A
Promote team
effectiveness

This unit specifies the
outcomes required of
frontline managers to
promote teamwork. It
involves developing team
plans to meet expected
outcomes, leading the
work team, and
proactively working with
the management of the
organisation.

BSBHR402A Recruit and
select personnel

This unit is based upon
WRRPM.2A Recruit and
select personnel, endorsed
in the National Retail
Training Package, but has
been customised with
additional outcomes. It
covers the overall planning
of personnel recruitment,
writing job descriptions,
and recruiting and
selecting staff. This role
may be carried out by the
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manager or the task may
be delegated to others.
This unit is related to
BSBHRS506A Manage
recruitment, selection and
induction processes and
BSBHR502A Manage
human resource
management information
systems. Consider
co-assessment with
BSBHR403A Process
human resource
documents and inquiries.

BSBFLM503B
Manage effective
workplace relationships

This unit specifies the
outcomes required to
manage effective
workplace relationships
with particular regard to
communication and
representation. This
involves analysing and
communicating
information, establishing
systems to develop and
maintain effective working
relationships and
networks, and
implementing strategies to
overcome difficulties.

BSBFLM506B
Manage workplace
information systems

This unit specifies the
outcomes required to
manage the identification,
acquisition, analysis and
use of appropriate
information which plays a
significant part in the
organisation’s
effectiveness. Particular
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emphasis is on the
development of systems
and the analysis of
information.

BSBFLM507B
Manage quality
customer service

This unit specifies the
outcomes required to
develop strategies to
manage organisational
systems that ensure
products and services are
delivered and maintained
to standards agreed by the
organisation and the
customer.

BSBFLM509B
Facilitate
continuous improvement

This unit specifies the
outcomes required to lead
and manage continuous
improvement systems and
processes. Particular
emphasis is on the
development of systems
and the analysis of
information to monitor and
adjust performance
strategies and to manage
opportunities for further
improvements.

BSBFLM510B

Facilitate and
capitalise on change and
innovation

This unit specifies the
outcomes required to plan
and manage the
introduction and
facilitation of change.
Particular emphasis is on
the development of
creative and flexible
approaches, and on
managing emerging
opportunities and
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challenges.

BSBFLM511B
Develop a

workplace learning

environment

This unit specifies the
outcomes required to
encourage and support the
development of a learning
environment in which
work and learning come
together. Particular
emphasis is on the
development of strategies
to facilitate and promote
learning and to monitor
and improve learning
performance.

BSBFLM512A
Ensure team
effectiveness

This unit specifies the
outcomes required by
frontline managers to
facilitate all aspects of
team work within the
organisation. It involves
taking a leadership role in
the development of team
plans, leading and
facilitating team work and
actively engaging with the
management of the
organisation.

CUETEMO09B Manage
diversity

This unit describes the
skills and knowledge
required to provide
leadership in a diverse
workplace where
customers and staff may
be from a wide range of
backgrounds. It builds on
the unit CUSGEN02B
Work in a culturally
diverse environment, and
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reflects the importance of
diversity in all of the
cultural industries. This
unit is closely based on,
and equates to, the unit
THHGLEO9B Manage
workplace diversity in the
Tourism and Hospitality
Training Packages.

SRXHRMO001B
Manage volunteers

This unit covers the
knowledge and skills
required to recruit and
retain volunteers
(Pre-requisite leadership
skills required. See note in
unit).

THHGLEO5B Roster staff

This unit deals with the
skills and knowledge
required to develop staff
rosters. Depending upon
the sector and enterprise,
this role may be carried
out by dedicated specialist
staff or by operational
supervisors and managers.

THHGLEO6B Monitor
staff performance

This unit deals with the
skills and knowledge
required to monitor staff
performance, within the
framework of established
performance management
systems. It includes the
skills to conduct structured
performance appraisal and
formal counselling
sessions. A more strategic
approach to performance
management can be found
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in unit BSBHR601A
Manage performance
management systems from
the Business Services
Training Package.

THHGLE10B Manage
workplace relations

This unit deals with the
skills and knowledge
required to manage
workplace relations from
an industrial relations
perspective. It focuses on
the skills and knowledge
needed by frontline
managers,
owners/managers of small
businesses and human
resource specialists. A
more strategic approach to
overall employee relations
is found in the unit
BSBHR603A Manage
employee relations
strategies and plans in the
Business Services
Training Package.

Industry and Professional Practice

BSBCMN103A
Apply basic
communication skills

This unit covers the
development of
communication skills in
the workplace. It covers
the activities of gathering,
conveying and receiving
information, together with
completing assigned
written information under
direct supervision.

This unit is related to
BSBCMN203A
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Communicate in the
workplace.

BSBCMN203A
Communicate in
the workplace

This unit covers the skills
and knowledge required to
communicate in the
workplace. It covers the
activities of gathering,
conveying and receiving
information together with
completing routine written
correspondence.

This unit is related to
BSBCMN103A Apply
basic communication
skills and BSBFLM303B
Contribute to effective
workplace relationships.

BSBFLM501B

Manage personal
work priorities and
professional development

This unit specifies the
outcomes required to
manage own performance
and professional
development. Particular
emphasis is on setting and
meeting priorities,
analysing information and
using strategies to develop
further competence.

CUECORO01C Manage
own work and learning

This unit describes the
self-management skills
needed to perform
effectively in the
workplace. As such it
relates to personal time
management and the
identification and
management of personal

Approved
© Commonwealth of Australia, 2025

Page 164 of 1108

Future Skills Organisation




Appendices

Date this document was generated: 4 February 2025

Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer .
t t Cert Cer Dip

I tIv . -
| I Dip.

Adv

learning needs.

CUECORO02C Work with
others

This unit describes the
skills and knowledge
needed to work
harmoniously and
effectively with team
members, colleagues and
others in a work
environment. This is a
core skill, which underpins
effective work
performance in all cultural
industries.

CUECORO03B Provide
quality service to
customers

This unit describes the
interpersonal,
communication and
customer service skills
required to create a
positive impression and to
establish rapport with the
customer. It involves the
skills and knowledge of
understanding, clarifying
and meeting customer
needs and expectations.
These fundamental
customer service skills are
required by a wide variety
of people working at all
levels across a range of
cultural industry
workplaces.

CUECORO04B Deal with
conflict and resolve
complaints

This unit describes the
skills and knowledge
required to handle difficult
interpersonal situations
with both customers and
colleagues when conflict
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arises. It also describes the
resolution of escalated
complaints. These
day-to-day conflict
resolution skills are
required by a wide variety
of people working at all
levels across a range of
cultural industry
workplaces. The unit does
not cover formal
negotiation, counselling or
conducting mediation.

CUEINDO3B Integrate
accessibility principles
into work practices

This unit describes the
skills and knowledge
required to integrate the
principles of universal
access into all work
practices. As such the unit
focuses on a general
knowledge of accessibility
issues and the ways in
which work practices may
be reviewed and adjusted
to ensure the needs of
those with disabilities are
met. This unit is written so
that it may be
contextualised to meet
particular industry
requirements.

CUSGENO1A Use and
adapt to changes in
technology

This unit describes the
skills and knowledge
required to evaluate and
adapt to a variety of
technological changes
within the cultural
industries. This knowledge
underpins effective
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performance in all sectors
and applies to all people
working in these
industries.

CUSGENO02B Work in a
culturally diverse
environment

This unit describes the
skills and knowledge to
work successfully in an
environment with people
from diverse social and
cultural backgrounds.

CUSGENO04B Participate
in negotiations

This unit describes the
skills and knowledge
required to take part in
negotiations either as an
individual or as a member
of a team. It includes
effective negotiating
techniques, and planning
and preparation for the
negotiation. Negotiations
of this nature would
generally be undertaken by
experienced or senior
personnel.

CUSGENO05B Make
presentations

This unit describes the
skills and knowledge
required to prepare for and
make effective
presentations to a group of
people. Senior operational
staff, sales and marketing
personnel or managers
would generally undertake
this role.

Information and Computer Technology

BSBADM304A

The unit covers design and
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Design and
develop text documents

development of
predominantly text-based
documents using advanced
features of document
design software.

This unit is related to
BSBCMN213A Produce
simple word processed
documents and
BSBADMA402A Produce
complex business
documents. This unit has
been developed for the
Business Services
Training Package.

BSBADM305A
Create and use
databases

This unit covers the
creation of simple data
tables, forms, reports and
queries to create a simple
database that is used for
storage and retrieval of
information. This unit is
related to BSBADM403A
Develop and use complex
databases. This unit has
been developed for the
Business Services
Training Package.

BSBADM306A
Create electronic
presentations

This unit deals with the
skills and knowledge
required to design
electronic presentations
for speakers, self-access
and on-line access. This
unit has been developed
for the Business Services
Training Package.
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BSBCMN108A
Develop keyboard
skills

This covers the
development of basic
keyboard skills using
touch typing techniques

This unit is related to
BSBCMN213A Produce
simple word processed
documents and
BSBCMNZ214A Create
and use simple
spreadsheets. Consider
co-assessment with
BSBCMN107A Operate a
personal computer. This
unit has been developed
for the Business Services
Training Package.

v

BSBCMNZ205A
business technology

Use

This unit covers the skills
and knowledge required to
select, use, and maintain
business technology. This
technology includes the
effective use of computer
software to organise
information and data.

This unit is related to
BSBCMN307A Maintain
business resources. This
unit has been developed
for the Business Services
Training Package.

BSBCMN213A
Produce simple
word processed documents

This unit covers
preparation and production
of short routine letters,
notes, memos and records
using word processing
software.
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This unit is related to
BSBCMN107A Operate a
personal computer,
BSBCMN108A Develop
keyboard skills and
BSBCMN306A Produce
business documents. This
unit has been developed
for the Business Services
Training Package.

BSBCMN214A
Create and use
simple spreadsheets

This unit covers creating
and using simple
spreadsheets and charts
through the use of
spreadsheet software.

This unit is related to
BSBCMN107A Operate a
personal computer and
BSBCMN108A Develop
keyboard skills. This unit
has been developed for the
Business Services
Training Package.

BSBCMN306A
Produce business
documents

This unit covers the skills
and knowledge required to
produce various business
documents. It includes the
skills and knowledge
required to select and use a
range of functions on a
computer application.

This unit relates to
BSBCMNZ213A Produce
simple word processed
documents and
BSBCMNA405A Analyse
and present research
information. Consider
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co-assessment with
BSBCMNB305A Organise
workplace information.
This unit has been
developed for the Business
Services Training

Package.

BSBADMA403A
Develop and use
complex databases

This unit covers the use of
database software to
complete business tasks
and produce usable
complex documents.

This unit is related to
BSBADMB305A Create
and use databases. This
unit has been developed
for the Business Services
Training Package.

BSBADMA404A
Develop and use
complex spreadsheets

This unit covers the use of
spreadsheet software to
complete business tasks
and produce usable
complex documents.

This unit is related to
BSBCMNZ214A Create
and use simple
spreadsheets. This unit has
been developed for the
Business Services
Training Package.

BSBCMN406A
Maintain business
technology

This unit covers the skills
and knowledge required to
maintain the effectiveness
of business technology in
the workplace. It includes
activities such as the
maintenance of existing
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technology and the
planning of future
technology requirements.

This unit is related to
BSBCMN307A Maintain
business resources.
Consider co-assessment
with BSBCMN407A
Coordinate business
resources. This unit has
been developed for the
Business Services
Training Package.

ICAB4169B Use This unit defines the v
development software and |competency required to

IT tools to build a basic build a basic website that
website is consistent with design
and technical
requirements, and business
expectations.

ICAU2006B Operate This unit defines the v v
computing packages competency required to
identify, select and
correctly operate three
desktop applications for a
range of purposes.

ICAU3126B Use This unit defines the v vV
advanced features of competency required to
computer applications use computer applications
employing advanced
features.

Marketing

CUEMARO1CAssist with | This unit describes the v v
marketing skills and knowledge
required to provide
assistance with a range of
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marketing activities. As
such it requires a general
knowledge of marketing
and promotional activities,
including research, the
production of promotional
materials and the ways in
which individuals are
responsible for the
promotion of an
organisation and its
Services.

CUEMARO02CUndertake
market research

This unit describes the
skills and knowledge to
conduct formal market
research. As such it
requires a sound
knowledge of different
research methodologies
and their application to
different research needs.
The unit has very strong
links to other marketing
units. Senior personnel or
managers would generally
undertake this role.

CUEMARO03CUndertake
marketing activities

This unit describes the
skills and knowledge
required to co-ordinate a
range of marketing and
promotional activities with
some limited short term
planning. This role may be
undertaken by dedicated
marketing personnel or by
others for whom
marketing forms only a
part of the job role. Longer
term, more strategic
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planning is covered in the
unit THHGLE12B
Develop and manage
marketing strategies. This
unit equates to the unit
THHGCSO07B Co-ordinate
marketing activities in the
Tourism and Hospitality
Training Packages.

CUVADMO08B

Develop and
manage public relations
strategies

This unit describes the
skills and knowledge
required to develop and
implement a plan for
public relations activities
within an organisation. It
focuses on the skills and
knowledge required by
managers,
owners/managers of small
businesses and marketing
personnel. As such the unit
does not reflect the depth
and breadth of skills
required by specialist
public relations
professionals.

THHGLE12B Develop
and manage marketing
strategies

This unit deals with the
skills and knowledge
required to develop and
manage marketing plans
and strategies within a
tourism and hospitality
context. It focuses on
planning, monitoring and
evaluation. The actual
conduct of activities,
which generally takes
place within the
framework of marketing
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plans, is covered in
various other units such as
THHGCSO07B Co-ordinate
marketing activities and
THTSMAOQ1B Co-ordinate
the production of
brochures and marketing
materials. This unit equate
to the units BSBMKGO01A
Research the market and
BSBMKG403A Develop
marketing strategies in the
Business Services
Training Package.

THTSMAOQ1B Coordinate
the production of
brochures and marketing
materials

This unit deals with the
skills and knowledge
required to coordinate the
development of
promotional brochures and
other printed marketing
materials. Sales and
marketing personnel,
managers or owners of
small businesses generally
undertake this role.

Multimedia

CULLB307C Use
multimedia

This unit describes the
performance outcomes,
skills and knowledge
required to use a range of
multimedia
equipment/programs at a
non-specialist level.

No licensing, legislative,
regulatory or certification
requirements apply to this
unit at the time of

Approved
© Commonwealth of Australia, 2025

Page 175 of 1108

Future Skills Organisation




Appendices

Date this document was generated: 4 February 2025

Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer .
t t Cert Cer Dip

I tIv . -
| I Dip.

Adv

endorsement.

CUFMEMO02A
Author a
multimedia product

This unit describes the
skills and knowledge
required in authoring a
complete multimedia
product using an industry
standard authoring tool for
productions within the
cultural industries.

CUFMEMO3A

Integrate and use
scripting language in
authoring a multimedia
product

This unit describes the
skills required to integrate
and use scripting language
in authoring a multimedia
product within the cultural
industries.

CUFMEM12A
Update web pages

This unit describes the
skills required to update
the information on a
website within the cultural
industries.

CUFMEM13A
Incorporate, design
and edit digital video

This unit describes the
competency required to
edit, combine and
incorporate video into
multimedia presentations
within the cultural
industries.

ICPMM296B Create and
test a CD-ROM/DVD

This unit describes the
skills and knowledge
required to create an
interactive CD-ROM /
DVD which starts
automatically and has no
errors in any of the
interactive functions.
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ICPMM321B Capture a
digital image

This unit describes the
skills and knowledge
required to use digital
camera technology for the
production of colour
separated images.

v v v |V

ICPMM322B Edit a
digital image

This unit describes the
skills and knowledge
required to edit and
manipulate an image
captured digitally and
prepare for export to
electronic image assembly.

ICPMM344B Manipulate
and incorporate audio into
multimedia presentations

This unit describes the
skills and knowledge
required to edit, combine
and incorporate audio into
multimedia presentations.

ICPMM346B Incorporate
video into multimedia
presentations

This unit describes the
skills and knowledge
required to edit, combine
and incorporate video into
multimedia presentations.

Recordkeeping

BSBRKG301A
Control records

This unit describes the
work required to classify,
register, and track records
and information about
records within a business
or records system.

BSBRKG302A
Undertake disposal

This unit describes the
work involved in
identifying which records
are subject to the disposal
program and in safely
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transferring or securely
disposing of the records.

BSBRKG303A
Retrieve
information from records

This unit describes the
work required to receive a
request and deliver the
record or information
about the record.

The procedures followed
are generally well
established.

BSBRKG304A
Maintain business
records

This unit describes the
work required to maintain
the records of a business
or records system in good
order on a day-to-day
basis. It includes the work
to gather together records
that are subject to business
or records system updates,
to perform those updates,
and to retrieve reports
from the system in
response to a request.

BSBRKG401A
Review the status
of a record

This unit describes the
work involved in
reviewing and
documenting the changing
context and status of
records which have
previously been appraised
as having temporary or
on-going value, and
identified as requiring
conditions imposed on
granting access to them.

BSBRKG402A
Provide

This unit describes the
work required to respond
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information from and
about records

as effectively as possible
to enquiries from potential
users of records, for
information about the
records, or for information
that might be obtained
from them. This includes
processes for giving
enquirers access to
records.

BSBRKG403A Set
up a business or records
system for a small office

This unit describes the v vV
work required to research
the record keeping
requirements, develop and
implement a business or
records system for a small
office (eg micro business,
branch/regional office).
This requires considerably
less formality than for a
large organisation and is
undertaken by a single
person. In most cases
record keeping is only a
part of this person's
responsibilities.

BSBRKG501A

Determine business
or records system
specifications

This unit describes the v v |V
work that is required to
determine the record
keeping specifications of a
business or records
system, and its procedures
and guidelines for a whole
function; it is scalable up
to the business or records
system for a whole
organisation or down to
activities within a
function. It may also be
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used for the review of the
specifications, procedures
and guidelines.

BSBRKG502A
Manage and

monitor business or

records systems

This unit describes the
work involved in setting
the operational
frameworks for all record
creation, capture, use and
monitoring activities
within the business or
records system of a
specific business domain.
It may also be used to
review these frameworks
and activities.

BSBRKG503A

Develop and
maintain a classification
scheme

This unit describes the
work required to develop,
or modify, a classification
scheme based on an
organisation's functions
and activities.

BSBRKG504A

Develop
terminology for activities
and records

This unit describes the
work involved in
developing new, or
modified, vocabulary
controls and the
establishment of localised
rules for titling. It is
generally the case that
where no formal
vocabulary controls exist
in an organisation, there is
at least a form of
controlled titling. This unit
describes the formalisation
of such informal schemes.
Vocabulary control, or
controlled language, is
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commonly called a
"thesaurus™ in some
sectors of the industry.

Where a new system of
controls is put in place, or
amendments to current
controls are introduced,
many organisations may
choose to implement
training or development
programs to assist users
with implementation.

BSBRKG505A This unit describes the v v |V

Document or work required to document
reconstruct a business or | or reconstruct and describe
records system a business or records
system and its context
over a period of time. The
unit can be applied equally
to all types of collections
of records, although it has
historically been
understood to relate only
to traditional archival
work.

Research and Innovation

CUSRADO1A Collect and | This unit describes the vV
organise information skills and knowledge
required to identify,
collect, organise and
provide information to be
evaluated for a variety of
purposes. It does not cover
the skills needed for a
formal research project. If
these are required, see the
unit CUSRADO2A
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Conduct research.

CUSRADO2A Conduct This unit describes the v v
research skills and knowledge
required to provide
information in any aspect
of the cultural industries
and in particular to
research the information
needed to support the
development of operation,
project and/or production
and identify sources of
material for inclusion.

CUVICS01B Contribute |This competency standard v v
to workplace covers the skills required
improvements to observe the workplace
and to generate ideas for
improvement within the
cultural industries. This
entails being able to
identify areas for
improvement, generate
appropriate ideas or
solutions and evaluate
their appropriateness. The
standard relates to
entry-level positions in the
cultural industries and may
include jobs such as
assistant stage manager,
arts administration
assistant or photographer's
assistant. Examples of
how this unit works in
practice can be found in
the Supporting
Information section of the
Training Package.
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CUVICS02B Share ideas
in the workplace

This competency standard
covers the skills required
to share idea/s with others
in the workplace in a range
of contexts within the
cultural industries. This
entails being confident in
idea/s, selecting the most
appropriate method to
communicate it, accepting
feedback and identifying
areas for improvements.

This competency standard
has been designed to
encourage employees to
discuss and think about
ideas they may have in
relation to work practices,
services or products in the
industry. It relates to entry
and operative level
positions in the cultural
industries in areas such as
event organisers, sales
functions in community
arts facility/studio, stage
design, public art, music
studio or a graphic design
studio. Examples of how
this unit works in practice
can be found in the
Supporting Information
section of the Training
Package.

v v

CUVICS03B Develop
innovative ideas at work

This competency standard
covers the skills required
to systematically generate
and develop innovative
ideas in the workplace. It
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is a generic standard,
which may be customised
for different work contexts
within the cultural
industries.

This competency standard
requires the skills to
interpret or observe a need
and develop a detailed
idea. This requires the
creative generation and
discussion of a number of
ideas or solutions and
accepting positive and
negative feedback. Ideas
should be tested in order to
establish and present a
workable outcome which
meets the needs of the end
user.

This standard of
competency could be
completed by anyone in
the cultural industries
above entry and basic
operational levels. Its six
elements cover all six
innovation @ work skills
which are central to
innovative thinking.
Examples of how this unit
works in practice can be
found in the Supporting
Information section of the
Training Package.

CUVICS04B Originate
and develop a concept

This standard has been
developed for people
whose job specifically
involves designing
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products or services,
concepts or outcomes in
any sector of the cultural
industries. It might be used
by someone designing a
new event concept, a
concept for public art, a
new graphic design
package for a hotel/resort,
a concept for multi-media
installation, a concept for
sound sampling, a
marketing campaign, a
concept for new gallery
space and so on.

The standard relates to
specialist positions in
enterprises such as the
community development
office of local government
organisations, design
studios, event
management/promotion
firms, artist-run
co-operatives, theatres and
galleries and museums.

The standard describes the
skills and knowledge
required for working with
and developing a concept
to that stage where it
becomes the basis of a
creative and effective
product, service or
process. It covers both the
response to a brief or the
development of a
self-initiated proposal. It
does not describe the skills
needed for presentation of
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the proposal which are
covered by other units.
Examples of how this unit
works in practice can be
found in the Supporting
Information section of the
Training Package.

CUVICS05B Leada
team to foster innovation

This competency standard
covers the skills and
knowledge required to
lead a workplace team in
ways that foster innovative
work practices in any
sector of the cultural
industries. It covers the
skills that are needed by
individuals who are
leading work teams on
individual projects or in
work in general.

The skills cover the
requirements for
encouraging innovation
within individual team
members as well as a team
as a whole. They include
how to put a team together
and keep it working well,
how to structure work and
monitor its progress, how
to ensure that the staff
have the information and
skills they need and how
to apply innovation @
work skills to the
leadership role.

This competency standard
relates to employees
working within a

Approved
© Commonwealth of Australia, 2025

Page 186 of 1108

Future Skills Organisation




Appendices

Date this document was generated: 4 February 2025

Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer
t t Cert Cer Dip Adv

I tIv . -
| I Dip.

supervisory or
management position in
any sector of the cultural
industries. This may
include areas such as
galleries, museums,
performance spaces,
manager of artist-run
co-operative, community
workshops in remote
areas, music studio, film
studio, special event
organisers, fashion design
companies and so on. This
may include managing a
team within an office, at a
temporary site office,
studio, back stage and/or
front of stage crews,
outdoor photoshoot/film
location, convention
centre, managing an
events team, tour crew, a
sales team within a
marketing department and
so on. Examples of how
this unit works in practice
can be found in the
Supporting Information
section of the Training
Package.

CUVICS06B Create an
innovative work
environment

This competency standard
covers the skills and
knowledge required to
create a workplace
environment that enables
and supports the
application of innovative
practices within the
cultural industries. This
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may include such areas as
museums, galleries,
community arts facility,
theatres, venues, design
studio, on-site photo shoot,
film shoot, artist-run
studio, special event
venue, conference
organisers and so on.

The work environment
includes all aspects of the
workplace including
working conditions and
practices, management
practices, physical layout
and training and
education. This unit relates
to management-level jobs
in any work context within
the cultural industries. It is
particularly applicable to
managers of small
businesses or business
units or departments
within larger
organisations. Examples of
how this unit works in
practice can be found in
the Supporting
Information section of the
Training Package.

CUVICS07B Setup
systems that support
innovation

This competency standard
covers the skills and
knowledge required to
conceptualise and design
new systems that develop
and support innovation in
the workplace. The
systems might be those
that apply to human
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Unit Code and Title

Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer .
t t Cert Cer Dip

I tIv . -
| I Dip.

Adv

resource management,
team management,
organisational structures,
product development,
marketing or training and
assessment. The systems
can apply in any type and
size of organisation within
the cultural industries
including museums,
libraries, galleries,
community arts facility,
theatres, venues, cultural
event/conference
organisers, film studio,
music studio, design
studios and so on.
Examples of how this unit
works in practice can be
found in the Supporting
Information section of the
Training Package.

Retail Sales

WRRCS2B  Apply point
of sale handling
procedures

This unit encompasses the
skills, knowledge and
attitudes required at the
point of sale in any retail
store. It includes operating
the point of sale
equipment, applying store
policies and procedures to
a range of transactions,
dealing appropriately with
the customer and packing
or wrapping the item for
transportation.

WRRLP2B
theft

Minimise

This unit encompasses the
competencies required to
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Suitable AQF Packaging Level

Unit Code and Title Unit Descriptor (Within MLIS Quals)

Cer Cer
t t Cert Cer Dip Adv

I tIv . -
| I Dip.

minimise theft in a retail
environment. It involves
applying routine store
security, taking
appropriate action to
minimise theft and
maintaining security of
cash, registers/terminals
and keys.

WRRM1B This unit encompasses the v v

Merchandise skills, knowledge and
products attitudes required to
merchandise products
within a retail store. It
involves the arrangement
and presentation of
merchandise, setting up
and maintaining displays
and labelling or pricing
stock.

WRRS1B Sell This unit involves the vV v
products and services skills, knowledge and
attitudes required to sell
products and services in a
retail environment. It
involves the use of sales
techniques and
encompasses the key
selling skills from
approaching the customer
to closing the sale. It
requires a basic level of
product knowledge.

WRRS2B Advise on | This unit builds on unit vV v
products and services WRRS1B Sell products
and services. It requires a
greater depth of specialist
or general product
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Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer
t t Cert Cer Dip Adv

I tIv . -
| I Dip.

knowledge and a greater
need for experience and
skill in offering advice to
customers.

Small Business

BSBSBM301A
Research business
opportunities

This unit covers the
investigation and research
required to ascertain the
opportunities available and
the feasibility of a
business opportunity/ies. It
is suitable for those
considering setting up a
business. This unit is
related to BSBSBM404A
Undertake business
planning.

BSBSBM401A
Establish business
and legal requirements

The unit involves
identifying and complying
with business legal and
administrative
requirements. It is suitable
for setting up or existing
micro and small
businesses or a department
in a larger organisation.
This unit is related to
BSBSBM404A Undertake
business planning.

BSBSBM402A
Undertake
financial planning

This unit involves the
development of a financial
plan to support business
viability. It is suitable for
setting up or existing
micro and small
businesses or a department
in a larger organisation.
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Cer Cer
t t

Cert

Cer Dip Ao

tiv . Dip.

This unit is related to
BSBSBMA404A Undertake
business planning.

BSBSBM403A
Promote the
business

This unit covers the
development and
implementation of
marketing strategies and
the monitoring and
improvement of market
performance. It is suitable
for setting up or existing
micro and small
businesses or a department
in a larger organisation.
This unit is related to
BSBSBM404A Undertake
business planning.

BSBSBM404A
Undertake business
planning

This unit covers the
research and development
of an integrated business
plan for achieving
business goals and
objectives. It is suitable for
setting up or existing
micro and small
businesses or a department
in a larger organisation.
This unit is related to
BSBSBM301 Research
business opportunities.
Consider co-assessment
with BSBSBM401
Establish business and
legal requirements,
BSBSBM402 Undertake
financial planning and
BSBSBM403 Promote the
business.
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Unit Descriptor

Suitable AQF Packaging Level
(Within MLIS Quals)

Cer Cer
t t Cert Cer Dip Adv

I tIv . -
| I Dip.

BSBSBM405A
Monitor and

manage business

operations

This unit is concerned
with the operation of the
business and with
implementing the business
plan. The strategies
involve monitoring,
managing and reviewing
operational procedures. It
is suitable for existing
micro and small
businesses or a department
in a larger organisation.

v v |V

BSBSBM406A
Manage finances

This unit involves the
implementation,
monitoring and review of
strategies for the ongoing
management of finance. It
also includes day-to-day
financial management of
the business. It is suitable
for existing micro and
small businesses or a
department in a larger
organisation.

BSBSBM407A
Manage a small
team

This unit covers planning
and managing staff. It
involves industrial
relations, staff selection,
staff records, induction,
training and team
development to enhance
business operations. It is
suitable for existing micro
and small businesses or a
department in a larger
organisation.

Training
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f:er Ser Cert Cer Dip Adv
| T i tiv . Dip.
TAAASS301B This unit specifies the v v v
Contribute to competence required to
assessment contribute to the
assessment process.
TAAASS401B Plan | This unit specifies the v v |V
and organise assessment | competence required to
plan and organise the
assessment process in a
competency-based
assessment system.
TAAASS402B This unit specifies the v v |V
Assess competence |competence required to
assess the competence of a
candidate.
TAADEL301B This unit specifies the v v v
Provide training competency required to
through instruction and conduct individual and
demonstration of work group instruction and
skills demonstration of work
skills.
TAADEL401B Plan | This unit specifies the v v oY
and organise group based |competency required to
delivery plan and organise training
for individuals within a
group.
TAADEL402B This unit specifies the v v
Facilitate group competency required to
based learning facilitate learning by
individuals within a group.
TAADEL403B This unit specifies the v v
Facilitate competency required to
individual learning facilitate individual
learning through a
one-on-one relationship
between a learner and
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Suitable AQF Packaging Level
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Cer Cer
t t Cert Cer Dip Adv
1 tiv . .
I Dip.
facilitator.
TAADEL404B This unit specifies the v v
Facilitate outcomes required to use

work-based learning
learning process.

work effectively as a

Appendix B: Relationship between CUL04 Training Package and CUL99 Training Package

Note: The overall intent of the qualifications in CUL04 remains the same as those in CUL99.
However, the new qualifications offer much greater flexibility than the old. Providers and
industry must therefore ensure they adequately address updates to delivery and support
materials required by the changes to the new Training Package and/or altered or varied
occupational roles which guide their packaging choices. Detailed changes to units and
qualifications are listed below and should provide guidance on new requirements.

Summary of Changes

Nature of Change

Rationale for Change

General Changes

Museum and Library components of package
now better integrated while still recognising
differences. Package now presented as
follows:

Volume | Qualifications, Assessment
Guidelines and Supporting Information plus
museum-specific and library-specific units

Volume Il Cross Sector and Business

Support Units

- Review of package highlighted
significant duplication both within
and between the museum and
library/information services
components

More supporting information for users

. Enhanced user-friendliness, easier
navigation of package

. Response to feedback and outcomes
of Phase 1 review
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Summary of Changes

Nature of Change Rationale for Change

Qualifications: Museums

More flexibility in qualifications, allowing |+  Continuous improvement of

for multi-skilling or specialisation plus the Training Package
ability to use more units from other Training + Response to feedback and outcomes
Packages of Phase 1 review

Expanded guidance for packaging
qualifications through the inclusion of
examples for particular job outcomes

Many changes to unit requirements arising
from rationalisation of competency standards
(often these changes are not content-related)

Qualifications: Library/Information Services

Continuous improvement of

More flexibility while maintaining a level of

nesting within qualifications that suits the Training Package

particular industry. Structure allows for - Response to feedback and outcomes
multi-skilling or specialisation plus the of Phase 1 review

ability to use more units from other Training

Packages

Expanded guidance for packaging
qualifications through the inclusion of
examples for particular job outcomes

Greater focus on technology

Many changes to unit requirements arising
from rationalisation of competency standards
(often these changes are not content-related)

Competency Standards

Rationalisation of units leading to a - Removes high level of duplication in
significant reduction in the number of units previous package

carrying a specific museum or library « Response to feedback and outcomes
coding. of Phase 1 review

« Allows for importation of
appropriate units from other
packages

Where units are no longer included in the
package, they have generally been replaced
by imported units or, in a few cases, judged
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Summary of Changes

Nature of Change

Rationale for Change

as inappropriate content.

Categorisation and ‘bundling’ of units into
functional groups.

Enhances user-friendliness, easier
navigation of the package

Importation of a wide range of units from
other Training Packages such as:

BSBO01 Business Services Training
Package

THTO2 Tourism Training Package
WRRO02 Retail Training Package

ICPO5 Printing and Graphic Arts
Training Package.

Response to feedback and outcomes
of Phase 1 review

Reflects skill convergences between
industries

Removes duplication between
Training Packages

Continuous improvement of
Training Package

Enhancement of all competency standards
including:

Change of performance criteria to active
voice

Improved articulation and specification
of essential knowledge requirements
More specification of assessment
requirements

Expanded information on language,
literacy and numeracy

More explicitly stated requirements in
relation to cultural protocols.

Continuous improvement of
Training Package

Development of new units:

Aboriginal or Torres Strait Islander
Museum Practice

Exhibition development and management
Educational focus in museum activity
Database searching

Library/information services industry
context.

Response to feedback and outcomes
of Phase 1 review

Assessment Guidelines

Updated to meet DEST requirements

ANTA requirement
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Summary of Changes

Museums

Overall structure with five qualifications from Certificate Il to Advanced Diploma
remains. The biggest change in the museum qualifications is that they are all now more
flexible. The number of core units is generally reduced and there is a greater choice of
electives. Integrity is retained through specification of where to select some elective
units. Bundles of electives for different jobs provide guidance to the user. Duplication
has been greatly reduced through the rationalisation of Units of Competency.
Qualifications are designed to meet the needs of both small and large institutions.

CUL20204 Certificate Il in Museum Practice

CUL30204 Certificate 111 in Museum Practice

CUL40204 Certificate 1V in Museum Practice

CUL50204 Diploma of Museum Practice

CUL60204 Advanced Diploma of Museum Practice

Library/Information Services

Overall structure with five qualifications from Certificate 11 to Advanced Diploma
remains. Some ‘nesting’ remains. The biggest change in the museum qualifications is
that they are all now more flexible. The number of core units is generally reduced and
there is a greater choice of electives. Integrity is retained through specification of
where to select some elective units. Bundles of electives for different jobs provide
guidance to the user. Duplication has been greatly reduced through the rationalisation
of Units of Competency. Qualifications are designed to meet the needs of different
types of libraries.

CUL20104 Certificate Il in Library/Information Services

CUL30104 Certificate 111 in Library/Information Services

CUL40104 Certificate IV in Library/Information Services

CUL50104 Diploma of Library/Information Services

CUL60104 Advanced Diploma of Library/Information Services

Museum Practice

CULMS201C Develop and apply Updates:

knowledge of the museum industry CULMS201A Develop and

apply knowledge of the institution

Broader industry focus
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Summary of Changes

Aboriginal or Torres Strait Islander Museum Practice

CULMS001B Work with Aboriginal or New unit
Torres Strait Islander cultural material

CULMSO002B Research and evaluate New unit
Aboriginal or Torres Strait Islander cultural

material

CUVPRP02B Develop understanding of own | Units imported from CUV03 Visual
Aboriginal or Torres Strait Islander identity | Arts, Craft and Design Training

Package
CUVPRP03B Develop and apply knowledge

of Aboriginal or Torres Strait Islander cultural
arts

Collection Management

CULMSO003B Move/store cultural material New unit combines/updates:

CULMS302A Assist with the
movement and storage of objects

CULMS306A Transport objects to new
locations

Integrates implementation content of :

CULMS409A Plan and carry out the
movement and storage of objects

CULMS205C Observe and report basic Updates:

condition of collection CULMS205A Observe and report
basic condition of collection

CULMS411C Prepare display Updates:

accommodation for cultural material CULMS411A Provide

technical support for the
accommodation of objects

CULMS412C Record and maintain collection | Updates:

information CULMS412A Record and maintain
information about the collection

CULMS502C Acquire/dispose of cultural Updates:

material CULMSB502A Arrange to acquire or
dispose of objects
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Summary of Changes

Integrates:

CULMSG604A Co-ordinate the
acquisition and disposal of objects

CULMS605C Develop and implement Updates:
procedures for the movement and storage of CULMS605A Coordinate the

cultural material movement and storage of objects and

the maintenance of information records
Integrates planning content of :

CULMS409A Plan and carry out the
movement and storage of objects

CULMS610C Research, describe and Updates:

document cultural material CULMS610A Identify and describe
objects
Integrates:

CULMS505A Document objects

CULMS611C Lend/borrow cultural material | Updates:

CULMSG611A Lend and borrow
objects

Education and Visitor Services

CULMSO004B Integrate knowledge of New unit
education and learning into museum activities

CULMS202C Provide visitors with venue Updates:

Information and assistance CULMS202A Assist clients to access
services and facilities

More venue specific, complaints now
covered in generic service unit:

CUECORO03B Provide quality service
to customers

THTFATO02B Monitor entry to venue Units imported from THTO02 Tourism

Training Package
THTFATO3B Provide a site briefing or
scripted commentary
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Summary of Changes

THTFTGO01B Work as a guide

THTFTGO3B Develop and maintain the
general knowledge required by guides

THTFTGO6B Prepare and present
interpretive tour commentaries or activities

THTFTGO7B Research and share general
information on Australian Indigenous culture

THTFTGO8B Interpret aspects of local
Australian Indigenous culture

THTFTG12A Prepare specialised interpretive
content (flora, fauna and landscape)

THTFTG13A Prepare specialised interpretive
content (marine environments)

THTFTG14A Prepare specialised interpretive
content (cultural and heritage environments)

THTPPDO4B Plan and implement minimal
impact operations

THTPPDO5B Plan and develop interpretive
activities

THTTCOO01B Develop and update tourism
industry knowledge

Exhibition Development and Management

CULMSO005B Research and generate ideas New Unit
for exhibition concepts

CULMSO006B Develop and implement the New Unit
interpretive/communication strategy for an

exhibition

CULMSO007B Design and develop New Unit
interpretive displays

CULMSO008B Conceive, develop and realise | New Unit

exhibition designs
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Summary of Changes

CULMS407C Install and dismantle exhibition
elements

Updates:

CULMS407A Install and dismantle
small exhibitions

CULMS504C Organise and monitor
exhibition installation/dismantling

Updates:

CULMS504A Coordinate installation
and dismantling of small exhibitions

CUVCRS03B Produce computer-aided
drawings

Unit imported from CUV03 Visual
Arts, Craft and Design Training
Package

CUVDSP15B Research and apply techniques
for application to spatial design

Unit imported from CUV03 Visual
Arts, Craft and Design Training

Package
Library Practice
CULLBO001B Develop and apply knowledge |New Unit
of the library/information services industry
CULLB203C Develop and use information | Updates:

literacy skills

CULLB203A Develop own
information literacy skills

Integrates:

CULLB403A Develop and apply own
information literacy skills in working
with clients

CULLB602C Use, evaluate and extend own
information literacy skills

Updates:

CULLBG602A Evaluate and extend
own information literacy skills in
working with clients

Library Customer Service

CULLBO002B Obtain information from
external and networked sources to meet
customer needs

New unit combines and replaces:

CULLBA407A Use networked services
effectively to provide access to
information

CULLB410A Obtain information
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Summary of Changes

resources from remote sources for
clients

CULLBO003B Research and analyse New unit combines and replaces:
information to meet customer needs

CULLB503A Organise information
for client access

CULLB504A Provide clients with
access to required information

CULLB206C Assist with circulation services | Updates:

CULLB206A Assist with circulation
services

CULLB401C Assist customers to access Updates:

information CULLB401A Contribute to client
access to information

CULLB508C Monitor and enhance Updates:

information access CULLB508A Develop and improve
systems and processes to increase
access to information

Integrates parts of:

CULLBA404A Contribute to structuring
bibliographic and other information
systems

CULLB708C Manage information access Updates:

CULLB708A Manage information
access

Still some overlap with CULLB508B

Information Organisation and Management

CULLBO004B Process information resource | New unit combines:
orders

CULLB303A Accession and process
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Summary of Changes

resources
CULLB305A Process orders

CULLB408A Acquire and process
resources for access

CULLBOO5B Search databases

New Unit

Integrates parts of:

CULLB404A Contribute to structuring
bibliographic and other information
systems

CULLB205C Process and maintain
information resources

Updates:

CULLB205A Prepare, process and
store resources

CULLB302C Use cataloguing tools Updates:
CULLB302A Use bibliographic
methods

CULLB412C Undertake cataloguing Updates:

activities

CULLB412A Undertake cataloguing
activities

CULLB505C Analyse and describe
information materials

Updates:

CULLB505A Analyse and describe
material

CULLB506C Catalogue and classify material

Updates:

CULLB506A Catalogue and classify
material

CULLB509C Select and acquire information
materials

Updates:

CULLB509A Coordinate selection
and acquisition of information

Integrates:

CULLB507A Contribute to collection
development

CULLB604C Manage care and maintenance
of the collection

Updates:
CULLB604A Manage care and
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maintenance of the collection

CULLB605C Manage collection
development

Updates:

CULLB605A Manage collection
development

CULLB701C Analyse and describe
specialist/complex material

Updates:

CULLB701A Analyse and describe
specialist and/or complex material

Preventive Conservation

CULMSO009B Implement preventive
conservation activities

Replaces:

CULMS501A Apply basic
preservation techniques

Sufficient difference to warrant change
of code

CULMSO010B Contribute to the preservation
of cultural material

Replaces:

CULMSG601A Assist the conservator in
conserving the collection

Sufficient difference to warrant change
of code

CULMSO011B Develop a disaster New Unit
preparedness plan

Public Programs

CULMS207C Assist with the presentation of | Updates:

public activities and events

CULMS207A Assist with the
presentation of public activities and
events

Replaces:

CULLB207A Assist with programs,
activities and promotion

CULLB304A Contribute to
promotional programs and activities for
clients

New unit developed in a broad context
to allow for application by museums
and library/information services
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Summary of Changes

organisations

CULMS406C Deliver information, activities | Updates:

and events CULMS406A Deliver information,
activities and events

Replaces:

CULLB411A Provide promotion and
programs and activities for clients

New unit developed in a broad context
to allow for application by museums
and library/information services
organisations

CULMS506C Plan and develop activities, Updates:

events and programs CULMS506A Plan, develop and
delivery activities, events and programs

New unit developed in a broad context
to allow for application by museums
and library/information services
organisations

CULLB510C Develop and maintain Updates:

community/stakeholder relationships CULLB510A Establish and maintain
consultation with, and promotion to,
client groups

Integrates parts of:

CULLB707A Manage external
working relationships

New unit developed in a broad context
to allow for application by museums
and library/information services
organisations

THHGCSO01B Develop and update local Unit imported from THHO02 Hospitality
knowledge Training Package
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Arts Administration and Management

CUVADMO01B Develop and implement
arts administration systems and procedures
CUVADMO02B Plan work space
CUVADMO05B Plan and develop

information management systems

CUVADM11B
organisation context

Work within an arts

CUVADM12B Work with arts
professionals in an arts organisation

CUVADM13B
cultural work(s)

Research and critique

CUVCONO06B Develop concepts for arts
organisations or projects

Units imported from CUV03 Visual
Arts, Craft and Design Training
Package

BSBCMN305A
information

Organise workplace

Unit imported from BSB01 Business
Services Training Package

Business Administration and Management

BSBADM405A Organise meetings

BSBADM502A Manage meetings

Units imported from BSB01 Business
Services Training Package

CULMS609C Develop policies and strategies

Updates:

CULMSG609A Develop policies and
strategies

CUFADMO1A Prepare a proposal Unit imported from CUF01 Film, TV,
Radio and Multimedia Training
Package

CUSADMO5A Develop and implement | Units imported from CUS01 Music

a business/strategic plan

CUSADMO6A
an operational plan

Develop and implement

CUSADMO4A Manage a major project

Industry Training Package

Replace old units with specific
museum or library codes which dealt
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Summary of Changes

with these skills, eg:

CUSADMO3A Manage a project
CULLB704A Initiate and carry out
projects

CUSADMOBA Address copyright Units imported from CUS01 Music

requirements

CUSADMO9A Address legal and
administrative requirements

Industry Training Package

Replace old units with specific
museum or library codes which dealt
with these skills, eg:

CULMSG608A Develop, implement and
evaluate plans

Design
BSBDES301A Explore the use of colour
BSBDES302A Explore and apply the

creative design process to 2D forms

BSBDES303A Explore and apply the
creative design process to 3D forms

BSBDES402A
a design brief

Interpret and respond to

CUEDES04B Establish and refine a brief

CUEDES05B Manage design realisation

CUVDESO04B Integrate colour theory and
design processes in response to a brief

Units imported from CUEO3
Entertainment Training Package

CUVCORO04B Originate concept for own
work and conduct critical discourse

Units imported from CUV03 Visual
Arts, Craft and Design Training

Package
CUVDSP04B Research and apply the history
and theory of design to design practice
Event Management
CULMSO012B Plan event touring New unit

CUEEVTO3B Integrate knowledge of
creative and technical production into

Unit imported from CUEO3
Entertainment Training Package
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Summary of Changes

management processes

THTFMEO1B Coordinate guest and delegate
registrations at venue

THHGCS05B
functions

Organise in-house

Unit imported from THHO02 Hospitality
Training Package

THTFMEO02B Provide on-site event
management services

THTFMEO3A Develop and update event
industry knowledge

THTFMEO4A Develop an event concept

THTFMEO5A Select event venues and sites

THTFMEO6A Manage event contractors

THTFMEO7A Organise and monitor
infrastructure for outdoor events

THTFMEOS8A Integrate technology into the
event management process

THTFMEOQ9A Develop and update knowledge
of protocol

THTPPDO08B Plan and develop event
proposals and bids

Units imported from THT02 Tourism
Training Package

SRXEVTO007B Manage spectators at an
event or program (Pre-requisites
SRXRIKO002A Conduct a risk audit and
develop the organisation’s risk management
policy, SRXEMROO02A Coordinate emergency
response, SRXEVT002B Organise
meeting/event and provide on-site
meeting/event management services)

Unit imported from SRS03 Sport
Industry Training Package and SRC04
Community Recreation Training
Package — Generic SRX units

Facility Management

CULMSO013B Implement facility
maintenance programs

New unit, based on unit from SRS03
Sport Industry Training Package and
SRC04 Community Recreation
Training Package
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Summary of Changes

THHGLE16B Manage physical assets

Unit imported from THHO02 Hospitality
Training Package

Replaces:

CULLB513A Manage maintenance of
physical resources and environment

Finance

BSBADM308A Process payroll Units imported from BSBO1 Business
Services Training Package

BSBADM309A Process accounts

payable and receivable

BSBADM310A Maintain a general
ledger

BSBADM408A Prepare financial
reports

BSBADM505A Manage payroll

CUEFINO1C Develop a budget

CUEFIN02C Manage a budget

CUEFINO3C Obtain sponsorship

Units imported from CUEQ3
Entertainment Training Package

Replace old units with specific
museum or library codes which dealt
with financial skills, eg:

CULMSG615A Pursue and develop
sponsorship opportunities

CUSFINO1A Finance a project

Unit imported from CUSO1 Music
Industry Training Package

CUVADM10B Research and utilise
revenue and funding opportunities

Unit imported from CUV03 Visual
Arts, Craft and Design Training
Package

THHGFAOGBA Interpret financial information

THHGFAO02B Maintain financial records

THHGLE15B Manage financial operations

Units imported from THHO02
Hospitality Training Package
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Date this document was generated: 4 February 2025

Summary of Changes

Health, Safety and Security

CUEOHSO01C Implement workplace health,
safety and security procedures

CUEOHSO02C Establish and maintain a safe
and secure workplace

Units imported from CUEQ3
Entertainment Training Package

Replace previous units which were
imported from the Tourism and
Hospitality Training Packages and
other units which were a mix of OH&S
and other skills:

CULLB202A Assist with the
maintenance of service area

CULLBA409A Maintain service area
environment, resources and equipment

CULMS203A Assist in maintaining
public areas

CUFSAF01B Follow health, safety and
security procedures

Unit imported from CUF01 Film, TV,
Radio and Multimedia

THHGHSO03B Provide first aid

THHGLE22A Manage risk

Units imported from THH02
Hospitality Training Package

Human Resources

BSBFLM412A
effectiveness

Promote team

BSBFLM503B Manage effective
workplace relationships

BSBFLM506B
information systems

Manage workplace

BSBFLM507B
customer service

Manage quality

BSBFLM509B Facilitate continuous
improvement
BSBFLM510B Facilitate and capitalise

on change and innovation

BSBFLM511B
learning environment

Develop a workplace

Units imported from BSB01 Business
Services Training Package

Replace old units with specific
museum or library codes which dealt
with generic skills, eg:

CULLB501A Contribute to the
organisation and co-ordination of the
work of others

CULLB501A Lead a team
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Summary of Changes

BSBFLM512A Ensure team
effectiveness

BSBHR402A Recruit and select personnel

CUETEMO9B Manage diversity Unit imported from BSB01 Business
Services Training Package

Replaces old unit with specific
museum or library codes which dealt
with these skills:

CULMS616A Recruit and select
volunteers and paid staff

THHGLEO5B Roster staff Unit imported from CUEO3
Entertainment Training Package

THHGLEOQO6B Monitor staff performance Units imported from THHO02

Hospitality Training Package
THHGLE10B Manage workplace relations

SRXHRMO001B Manage volunteers

(pre-requisite leadership skills required. See
note in unit)

Industry and Professional Practice Unit imported from SRS03 Sport
Industry Training Package and SRC04
Community Recreation Training
Package — Generic SRX units

BSBCMN103A Apply basic
communication skills

BSBCMNZ203A Communicate in the Units imported from BSBO1 Business

workplace Services Training Package
BSBFLM501B Manage personal work
priorities and professional development
CUECORO01C Manage own work and Unit imported from BSB01 Business
learning Services Training Package
CUECORO02C Work with others Unit imported from CUEO3
Entertainment Training Package
CUECORO03B Provide quality service to Unit imported from CUEO3
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Summary of Changes

customers Entertainment Training Package

Replace old units with specific
museum or library codes which dealt
with generic skills, eg:

CULLB204A Manage own work
performance and learning

CULLB405A Manage own work,
development and learning

CULLB402A Contribute to effective
working relationships

CULLB301A Participate in a work
team

CUECORO04B Deal with conflict and resolve | Units imported from CUE03
complaints Entertainment Training Package

CUEINDO3B Integrate accessibility
principles into work practices Replace old units with specific

museum or library codes which dealt
CUSGENO1A Use and adapt to changes in with generic skills, eg:

technology CULLB201A Assist clients to use an
information service effectively

CUSGENO02B Work in a culturally diverse Units imported from CUS01 Music
environment Industry Training Package

CUSGENO04B Participate in negotiations

CUSGENO5B Make presentations

Information and Computer Technology

BSBADM304A Design and develop Units imported from BSBO1 Business
text documents Services Training Package

BSBADM305A Create and use
databases

BSBADMS306A Create electronic
presentations

BSBADM403A Develop and use
complex databases
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Date this document was generated: 4 February 2025

Summary of Changes

BSBADMA404A
complex spreadsheets

Develop and use

BSBCMN108A Develop keyboard
skills

BSBCMNZ205A Use business
technology

BSBCMN213A Produce simple

wordprocessed documents

BSBCMNZ214A Create and use simple
spreadsheets

BSBCMN306A Produce business
documents

BSBCMN406A Maintain business
technology

ICAB4169B Use development software and
IT tools to build a basic website

ICAU2006B Operate computing packages

ICAU3126B Use advanced features of
computer applications

Marketing

Units imported from ICA05
Information and Communications
Technology Training Package

CUEMARO1CAssist with marketing

CUEMARO02CUndertake market research

CUEMARO03CUndertake marketing activities

Units imported from CUEQ3
Entertainment Training Package

Replace old units with specific
museum or library codes which dealt
with marketing skills, eg:

CULMS403A Contribute to the
institution’s marketing

CULMS507A Promote the institution

CULLB710A Market the library and
library services

CUVADMO08B Develop and manage
public relations strategies

Unit imported from CUV03 Visual
Arts, Craft and Design Training
Package
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Summary of Changes

THHGLE12B Develop and manage
marketing strategies

Unit imported from THHO02 Hospitality
Training Package

THTSMAO1B Coordinate the production of
brochures and marketing materials

Unit imported from THTO2 Tourism
Training Package

Multimedia

CULLB307C Use multimedia

Updates:

CULLB307A Use multimedia
equipment

Unit now has broader focus

CUFMEMO02A Author a multimedia
product
CUFMEMO3A Integrate and use

scripting language in authoring a multimedia
product

CUFMEM12A Update web pages

CUFMEM13A
edit digital video

Incorporate, design and

Units imported from CUFO01 Film TV
Radio and Multimedia Industry
Training Package

ICPMM296B Create and test a
CD-ROM/DVD

ICPMM321B Capture a digital image

ICPMM322B Edit a digital image

ICPMM344B Manipulate and incorporate
audio into multimedia presentations

ICPMM346B Incorporate video into
multimedia presentations

Units imported from ICPO5 Printing
and Graphic Arts Training Package

Recordkeeping

BSBRKG301A Control records
BSBRKG302A Undertake disposal
BSBRKG303A Retrieve information

from records

Units imported from BSB01 Business
Services Training Packag
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Summary of Changes

BSBRKG304A Maintain business
records

BSBRKG401A Review the status of a
record

BSBRKG402A Provide information

from and about records

BSBRKG403A Set up a business or
records system for a small office

BSBRKG501A Determine business or
records system specifications

BSBRKG502A Manage and monitor
business or records systems

BSBRKG503A
classification scheme

Develop and maintain a

BSBRKG504A Develop terminology
for activities and records

BSBRKG505A Document or
reconstruct a business or records system

Research and Innovation

CUSRADO1A Collect and organise
information

CUSRADO2A Conduct research

Units imported from CUS01 Music
Training Package

Replace old units with specific
museum or library codes which dealt
with generic skills, eg:

CULLB514A Provide assistance for
research and projects

CULLB702A Collect, analyse and
evaluate information

CULMS617A Undertake research

CUVICS01B Contribute to workplace
improvements

CUVICS02B Share ideas in the workplace

Innovation units developed as part of
the ‘Innovation Ideas That Work’
project
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Summary of Changes

CUVICS03B Develop innovative ideas at
work

CUVICS04B Originate and develop a
concept

CUVICSO05B Lead a team to foster
innovation

CUVICS06B Create an innovative work

environment

CUVICSO07B Set up systems that support
innovation
Retail Sales
WRRCS2B  Apply point of sale handling | Units imported from WRRO02 Retail
procedures Training Package
WRRLP2B  Minimise theft
Expand retail focus and replace unit
WRRM1B  Merchandise products with specific museum or library code
which dealt with retail skills:
WRRS1B Sell products and i :
611 Produicts and services CULMS209A Provide and sell
WRRS2B Advise on products and products and services to visitors
services

Small Business

BSBSBM301A Research business
opportunities

BSBSBM401A Establish business and
legal requirements

BSBSBM402A Undertake financial
planning

BSBSBM403A Promote the business
BSBSBM404A Undertake business
planning

BSBSBM405A Monitor and manage

business operations

Units imported from BSBO1 Business
Services Training Package
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Summary of Changes

BSBSBM406A Manage finances

BSBSBM407A Manage a small team

Training and Assessment

TAAASS301B Contribute to Units imported from TAAO04 Training

assessment and Assessment Training Package

TAAASS401B Plan and organise Replace old units with specn‘_lc
museum or library codes which dealt

assessment . -
with training:

TAAASS402B Assess competence CULLB502A Deliver information
literacy programs for clients

TAADEL301B Provide training - . .

through instruction and demonstration of CULLB703A Facilitate client learning

work skills

TAADEL401B Plan and organise

group based delivery

TAADEL402B Facilitate group based

learning

TAADEL403B Facilitate individual

learning

TAADEL404B Facilitate work-based

learning

Approved Page 218 of 1108

© Commonwealth of Australia, 2025 Future Skills Organisation



CUL20104 Certificate Il in Library_Information Services Date this document was generated: 4 February 2025

CUL20104 Certificate Il in Library_Information Services

Modification History

Not applicable.

Description
Not applicable.

Pathways Information

Not applicable.

Licensing/Regulatory Information

Not applicable.

Entry Requirements

Not applicable.

Employability Skills Summary
Employability Skills Summary
CUL20104 Certificate 11 in Library/Information Services

The following table contains a summary of the Employability Skills required for an individual
who performs a range of mainly routine tasks and who works under direct
supervision/pathway qualification. The Employability Skills facets described here are broad
industry requirements that may vary depending on qualification packaging options.

Employability Skill

Industry requirements for this qualification include:

Communication

« passing on key safety information to colleagues
. providing information to customers

Teamwork

« checking safety procedures with other team members
. sharing information with colleagues
. working with others in a loans section of a library

Problem Solving

« dealing with complaints
. identifying and reporting problems with stock

« identifying safety issues and reporting them to
appropriate person
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CUL20104 Certificate Il in Library_Information Services Date this document was generated: 4 February 2025

Employability Skill Industry requirements for this qualification include:

Initiative and Enterprise |+ adapting to new systems and technology

Planning and Organising  |* mgnitoring resources and setting priorities for stock
orders

« organising work tasks to ensure safety

Self-management . following standard workplace procedures, particularly
in relation to OHS

« maintaining personal safety standards
. taking responsibility within job role

Learning « keeping up-to-date with industry developments
. participating in professional development activities

Technology - using databases and electronic information systems

Packaging Rules

Core Units

Complete 7 core units:

CULLBO001B Develop and apply knowledge of the library/information services
industry

CULLB203C Develop and use information literacy skills
CULLB205C Process and maintain information resources
CULLB206C Assist with circulation services
BSBCMNZ205A Use business technology

CUECORO03B Provide quality service to customers
CUFSAFO01B Follow health, safety and security procedures

Elective Units

Complete 1 other unit from any relevant endorsed Training Package

Appendix A provides guidance on suitable packaging levels for all Units of
Competency. The total package of units must meet the requirements of the Australian
Qualifications Framework Descriptor for a Certificate Il. In all cases selection of
electives must be guided by the job outcome sought, local industry requirements and
the level of the qualification.

Notes on Certificate Il in Library/Information Services
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CUL20104 Certificate Il in Library_Information Services Date this document was generated: 4 February 2025

This qualification is designed to reflect the role of individuals who perform a range of mainly
routine tasks and who work under direct supervision. It is a flexible entry-level qualification,
which can be customised to meet a broad range of industry needs. In many contexts this
qualification provides a pathway to higher level qualifications. It is also suitable for VET in
Schools delivery.

An example of appropriate elective units in this qualification follows:
CULLBOO04B Process information resource orders

CULMS207C Assist with the presentation of public activities and events
CUSGENO02B Work in a culturally diverse environment

THHGCS01B Develop and update local knowledge.
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CUL20204 Certificate 11 in Museum Practice

Modification History
Not applicable.

Description
Not applicable.

Pathways Information
Not applicable.

Licensing/Regulatory Information
Not applicable.

Entry Requirements
Not applicable.

Employability Skills Summary
Employability Skills Summary
CUL20204 Certificate 11 in Museum Practice

The following table contains a summary of the Employability Skills required for an individual
who performs a range of mainly routine tasks and who works under direct supervision. The
Employability Skills facets described here are broad industry requirements that may vary
depending on qualification packaging options.

Employability Skill Industry requirements for this qualification include:

Communication « completing documentation on collection condition
« discussing museum trends with colleagues

. passing on key safety information to colleagues

. seeking feedback on services from museum visitors

Teamwork . checking safety procedures with other team members
« sharing information with colleagues
. working with others to set up an event or activity

Problem Solving . conside(ing how current ino!ustry information could be
used to improve work practices
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Employability Skill Industry requirements for this qualification include:

. identifying and reporting equipment malfunction and
safety issues

. referring enquiries or problems to the appropriate person

Initiative and Enterprise |+ esponding appropriately to an unusual customer request

Planning and Organising |+ checking condition of collection at regular intervals
. organising access for visitors who have a disability
. organising work tasks to ensure safety

« reviewing sources of information on the museum
industry

. setting up equipment in a logical order

Self-management . following workplace procedures, particularly in relation
to OHS

. maintaining personal safety standards

. operating effectively within scope of individual
responsibility

Learning . identifyir)g_ and using professional development
opportunities

Technology . operating lighting or temperature control systems in a
museum

Packaging Rules

Core Units

Complete 4 core units:

CULMS201C Develop and apply knowledge of the museum industry
CULMS205C Observe and report basic condition of collection
CUECORO02C Work with others

CUFSAFO01B Follow health, safety and security procedures

Elective Units

Complete 3 other units with at least one from the CUL04 Museum and
Library/Information Services Training Package.

Remaining units may be selected from any relevant endorsed Training Package.

Appendix A provides guidance on suitable packaging levels for all Units of
Competency. The total package of units must meet the requirements of the Australian
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Core Units

Qualifications Framework Descriptor for a Certificate 1. In all cases selection of
electives must be guided by the job outcome sought, local industry requirements and
the level of the qualification.

Notes on Certificate Il in Museum Practice

This qualification is designed to reflect the role of individuals who perform a range of mainly
routine tasks and who work under direct supervision. It is a flexible entry-level qualification,
which can be customised to meet a broad range of industry needs.

The workplace context for this qualification will vary, and this context must guide the
selection of elective units. An example of appropriate units for a particular job at this level
follows.

Customer Service Officer

CULMS202C Provide visitors with venue information and assistance
CULMS207C Assist with the presentation of public activities and events
CUECORO03B Provide quality service to customers
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Date this document was generated: 4 February 2025

CUL30104 Certificate Il in Library_Information Services

Modification History

Not applicable.

Description
Not applicable.

Pathways Information

Not applicable.

Licensing/Regulatory Information

Not applicable.

Entry Requirements

Not applicable.

Employability Skills Summary
Employability Skills Summary
CUL30104 Certificate 111 in Library/Information Services

The following table contains a summ