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Si 21/03/2002 NTQC Primary Release (note Fully revised version of PMB98)

Inclusion of omitted details in the packaging rules of two qualifications

— (PMB20401 and PMB30401)to ensure that the selection of units is made
‘C_Ji 22/10/2002 NTQC | ator above the appropriate level.

Correction of typographical errors in the codes of the following units
throughout the Qualifications Framework:

PMBENV100A

PMBENV200A

PMBENV300A

TDTD1097A

Inclusion of omitted details in the performance criteria and range of
variables in PMBPROD305B.

Correction to the list of competencies available for PMB60101. During
the review, the unit PMBSUP480A was removed (on the basis that it
unnecessary with the unit BSXFMI404A) and had been deleted elsewhere
in the Training Package.

Forms control: All endorsed training packages will have a version number displayed on the imprint page of every
volume constituting that training package. Every training package will display an up-to-date copy of this

modification history form, to be placed immediately after the contents page of the first volume of the training

package. Comments on changes will only show sufficient detail to enable a user to identify the nature and location

of the change. Changes to training packages will generally be batched at quarterly intervals. This modification
history form will be included within any displayed sample of that training package and will constitute all detail
available to identify changes.

© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01

CS3






Plastics, Rubber and Cablemaking Training Package

Competency Standards

Core & Support Competencies - Contents

Some words in these competency standards are underlined. This means that the word is
explained in the glossary.

COTE COMPELENCIES. ... ettt ettt ettt ettt sttt b ettt b e ekt b et ekt eb et ekt eb e e ekt e b e st ekt eb e s e eb e e b e s e eb e e e bt e b et ekt eb et et e abe e ebenreneas CSs7
PMBCOMM102B - Complete WOrkplace OCUMENES ..........ceriiiiirieiiiiiieisie et CS9
PMBHANZ103B - Shift materials safely by hand............ccoiiiiiiii CS13
PMBOHS101B - Follow OH&S policies and ProCEAUIES ..........ccoueiuerierieiieniesieeie et s CS 17
PMBQUALZL0LA - APPIY QUATTLY PIOCESSES ....veieeueeieiisiesiestesieeieeee st sttt st e et see bbbt b e e e e e sbe e e Cs21
PMBWKOPS101B - Apply Work procedures and PraCtiCeS..........coerererererieeiieriesie e siesieseesee e see e s CS25
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PMBMAINT101B - Conduct houseKeeping aCtiVITIES ........c.ccveveieiireie e CS 33
PMBOHS204B - Apply emergency/inCident ProCEAUIES .........ccveiveiiereiieie e eiesee e ste e sre et sre e Cs 37
PMBOHS207B - Implement and monitor OH&S policies and proCedures. .........ovvvrererereeeereereeneseeseseeens Cs41
PMBOHS409A - Establish, maintain & evaluate an OH&S SYStEM .......cccevvvieieeiercre e Cs 47
PMAPER200A - Work in accordance with an issued Permit...........ccoeriiriininiineneise e CS53
PMAPER300A — ISSUE WOTK PEITIES .....cviviitiieiiite ettt sttt et b e e nne e CS 57
PMAPER301A - Monitor and control WOFK PEFMILS .........ciiiiiirieiierieesie ettt CSe6l
PMBSUP272A — Identify and act upon hazards in the WOrkplace ..o CS 65
BSXFMI401A — Manage personal work priorities and professional development...........cc.cooeeieniiciennnn. CS 69
BSXFMI402A — Provide leadership in the WOrkplace ... CS73
BSXFMI403A - Establish and manage effective workplace relationships ..........ccccccocvvevieiicievcie e Cs77
BSXFMI404A — Participate in, lead and facilitate WOrk tBams............ccccevveiieieeieic i Cs 83
BSXFMI405A - Manage operations to achieve planned OUICOMES..........ccceiveeiiieiiiene s Cs 87
BSXFMI406A - Manage workplace information ............ccoovviveiiieiine s Ccsoa1
BSXFMI407A - Manage quality CUSIOMET SEMVICE........ciiirieeieieiesiestestestesseeseeseesaesaestessessessesneeseessessessessesees CS 95
BSXFMI408A - Develop and maintain a safe workplace and environment.........c.cccoovvivvievenesieerenenesesennens CS99
BSXFMI409A - Implement and monitor continuous improvement systems and proCesses..........c.cvvevvrveneen CS 103
BSXFMI410A - Facilitate and capitalise on change and inNOVAtioN.............ccoceieriineineneisee e CS 107
BSXFMI411A - Contribute to the development of a workplace learning environment...........c.cocecvennenen. CS111
LMTEMGNO7A - Manage installation and commissioning of equipment and SyStems ..........c.cccoceverenennne CS 115
LMTPDHLOGA - Manage product deVelopmeNt ProJECES .......cvoeiiirierieriiieseeee ettt Cs121
LMTPRGN15A - Coordinate WOrk of team/SECLION. .........ccceoiiiiiiiiie e CS 127
PMACOMS3O00A - Contribute to the development of plant documentation...........ccccccoeeveiiiiriieeievcce e, CS 133
PMBSUP383A - FACHITALE @ TEAM ....c.eviiiiieeiiisieerie ettt CS 137
PMBTRAIN201A - Assist in the provision of on the job training .........ccccceevviveverinenie v Cs 141
PMBWHKOPS106B - Work with others in @ team...........ccevrreiiiiineeseeesreee e CS 145
PMBWHKOPS303B - INduct NeW team MEMDEIS........cccoiriiiireirnreienre e CS 149
PMBWKOPS304B - Interpret job SPECITICALIONS ........coeiiirieiieieieie e CS 153
PMBWHKOPS305B - Perform shift RANAOVET ..........ccooviiiiiieee e CS 157
PMBWKOPS309A - Maintain and organise WOrkplace reCords.........cocoovernininnienensesenese e CS 161
PMBWKOPS402B - Apply workplace procedures to improve workplace performance.............cccocoeeevencnee. CS 165
PSPPMB502A - MANAYJE PIOJECLS ....veuieuietetestestesieeieeseeeesteseesbesbesbesbee e esbeseesaesbesbeeteaseeneessesbesbesbeabeansenbeseesreneas CS 169
MEMO9.1AA Draw and interpret & SKELCH .........eoiiieie e e CS 173
MEMO9.2AA Interpret teChNICal AraWing........cocoiiiiiieiiceee e et re e sr e re e nre s CS 177
MEM15.1AA Performs basic statistical quality CONtrol..........ccciiviiiiiiiiiie e Cs 181
PMBCALCIL0L1A - MaKE MEASUIEIMENTS .....vvevirresireeteresiesesesessesesessesesessesesesse s e ssese e ssesesessesesesessesesssnessssesens CS 185
PMBCALC303B - Use precision measuring EqUIPIMENT ..........ccervieirrieieeeeeesieseesesseseessessessseseessessessessesees CS 189
PMBCOMP201B - Use computers in the WOrKPIaCe ........cccveveiiiie e CS 193
PMBQUAL290A - Monitor and maintain product qUality..........ccceoererienieninieeeescs e CS 197
PMBQUALZ291A - Participate in CONtiNUOUS IMPIOVEMENT........ccoiiiirieiriinieisiesiee st CS 201
PMBQUALS390A - Solve problems using “‘quality t001S”.........cccooiiiiiiiiineeseee e CS 205
PMBQUALA400A - Develop and monitor qUality SYSIEMS ........ccoieiiiriinenieisenee e CS 209
PMBSUP301A - Apply HACCP t0 the WOrKPIACE. ........coiiiiiiiiie et CS 213
PMCSUP292A - Sample and test materials and ProduCT............ccccooieiiiiiiiiienee s CS 217
PMLTEST300A - Perform DasiC tESES ........oveiriieeieiiieiirisieteisie sttt Cs 221
PMLTEST401A - Perform non-instrumental teStS/ProCedures...........ccvvviieicieeiieiesese et e e CS 227
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Competency Standards

PMBENV100A - Identify and minimise environmental hazards............cccccooevieiieiieniesiieienene e CS 233
PMBENV200A - Respond to environmental hazards ............cccccviieiiieiieeiie s CS 237
PMBENV300A - Minimise environmental impact Of ProCESS .......ccccevuiiiiieiesiiiecieiesese e e s CSs 241
PMBWASTEL01B - Collect waste for recycling or safe diSposal ...........ccocvvvviviieeierinienie s CS 245
PMBWASTE302B - Coordinate Waste diSPOSAl .........c.covivvieiiriiieieeeiese e et se e et snesneens CS 249
PMBHAN201B - Process orders and despatCh ProdUCTS........c.cucvieeieriereresesesnseseeeeieseesie s sre e sreeneans CS 253
PMBHAN202B - Load and Unload gOOUS...........ccirriiiirieiiniirieiisiereeiesieeeie sttt CS 257
PMBHAN204B - Package go00dS/MAterialS. .........oiviiriiririiiiirieecsiecte st CS 261
PMBHAN205B - Transfer 10ads With SIINQS........ccooiiiiiiiiee s CS 265
PMBHANZ208B - STOrE PrOUUCES ......cvviviveriitesieiistestesesteseesesteseesessessesesseseesessessesessessesessessesessessessssessasessessssenes CS 269
PMBORG205B - RECEIVE GOOUS ......ccueiutiiteitirieitieiieieie sttt sttt sttt be st b sbe bt ebe e e et esbesbesbesbeebenbesbesbeene e CS 273
TDTD1097A - Operate @ FOrKITL........coo i e CS 277
BSZA0LA - PlAN GSSESSIMENT.......ectiiteiieteitesietesteestestesestesteresteseesestesteresbeseeteabeseeresbeseetesbeseetesbeseetesbeseesesbesenseases CS 283
BSZA02A - CONAUCE ASSESSIMENT .....e.veveetiieieete et seetesteseetesteseetesteestesbe e sbesee e sbeseesesbeseetesbeseebesbeseeresbeneatennes CS 289
BSZA03A - REVIEW ASSESSIMENL.......iveiiiteieieitesieiesterietesteseetesteeetesteestestesesbeseeresbeseesesbeseeteabeseetesbeseesesbesensesees CS 297
BSZA404A - Train SMall GrOUPS......cveieiisie ettt et be e ene e e e e seeseesresneeneenes CS 305
PMBWELD301A - Butt weld polyethylene plastic PipelingsS ........ccccovvviiieiiiiiiiieeeere e CS 309
PMBWELD302A - Electrofusion weld polyethylene pipelings........c.ccccveierinieiiisiie s CS 313
PMBWELD303A - Install polyethylene (non-pressure) drainage pipelines .........c.coceovveinienennienensenecs CS 317
PMBWELD304A - Design polyethylene (non-pressure) drainage pipelines........c.ccocvvrvvenineinincinnenn CS 321
PMBWELD305A - Install polyethylene plastic pressure pipelings...........cccooeiiieiininiiinieeiee e CS 325
PMBWELD306A - Design polyethylene plastic pressure pIipelings .........ccooevereririeiiieiiiene e CS 329
PMBWELD307A - Install high temperature plastic pressure pipelines ..........cccooiiniiiiiiiiie i CS 333
PMBWELD308A - Install PVC plastic pressure pPIipelings .........ccccvevieiieiiiieiesesieseeieeseese e ste e seeneeee s CS 339
PMBWELD309A - Weld plastics using extrusion and injection teChNiqUES...........ccccvcvvevvevieieiese s, CS 343
PMBWELD310A - Design PVC plastic pressure PipeliNeS ........cccccieieiiiieiesieiieeiesesese e se e e seesae s CS 347
PMBWELD311A - Design high temperature plastic pressure PipelingsS...........ccoovvvvviviveiieieriesenese e CS 351
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Core Competencies
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PMBCOMM102B - Complete workplace documents

UNIT TITLE

PMBCOMM102B - Complete workplace documents

UNIT DESCRIPTOR

This unit applies to employees who are required to apply basic knowledge and skills to
enable the completion of basic workplace documents. It applies to all sectors of the

industry.

This competency is typically performed by all operators working either independently or as

part of a work team.
PREREQUISITES

This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA
1. Identify required 1.1. Ildentify purpose of recording information
information. 1.2. Establish sources of information
1.3. Collect appropriate information.

2. Select appropriate
workplace document.

2.1.
2.2.
2.3.

Access workplace documents

Select appropriate form/document for the required report
Provide copies of form/document as per workplace
procedures.

3. Complete forms/reports.

3.1.

3.2.

3.3.

Collect and assemble relevant workplace information in
logical order and sequence

Complete workplace related form/reports as per
workplace procedures

Check form is completed as appropriate.

4. Present workplace
documentation.

4.1.
4.2.

4.3.
4.4.

Submit forms/reports to relevant personnel

Explain workplace information to others so that the
information contributes to the workplace operations
Answer questions and clarify where appropriate

Submit final copy of forms/report and store in accordance
with workplace procedures.

© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 CS9
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PMBCOMM102B - Complete workplace documents

RANGE OF VARIABLES:

This competency unit includes the following indicative information sources and
documentation:

procedures/work instructions

safety data sheets

job cards

time sheets

absence forms

incident reports

maintenance logs

enterprise policies

computer filed workplace documents.

< K K <K <K < < < <

Standard procedures means all relevant workplace procedures, work instructions,
temporary instructions and relevant industry and government codes and standards.

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of the enterprise’s procedures and relevant regulatory requirements along with
the ability to implement them within appropriate time constraints and work standards.

Competence includes the ability for the practical completion of the job to:
% apply and/or explain:
o use of spell checkers, dictionaries and other forms of writing aids
e purpose of workplace forms and reports
e conventions for sentence construction, grammar, style and punctuation
e requirements of organisation for information
\Y ensure documents are completed in accordance with workplace requirements
% ensure workplace documents are completed accurately.

Critical aspects:

Consistent performance should be demonstrated. In particular look to see that:
B forms/reports are accurately completed, recorded and/or relayed each time
W forms/reports are checked for errors and compliance with workplace procedures
B appropriate action is taken where necessary.

CS 10 © Australian National Training Authority, PMBO0L, to be reviewed by November 2004, Version 1.01
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PMBCOMM102B - Complete workplace documents

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical workplace forms as provided to
operators.

Writing is required to the level of completing workplace forms and documents.
Assessment method and context:
Competence in this unit may be assessed:

\Y on an operating plant, allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

\Y% by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
2 2 2 2 1 1 1
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PMBHANZ103B - Shift materials safely by hand

UNIT TITLE

PMBHAN103B - Shift materials safely by hand

UNIT DESCRIPTOR

This competency covers the shifting of materials by hand in a safe manner. It applies to all

sectors of the industry.

This competency is typically performed by all operators working either independently or as

part of a work team.
This competency in practice

This competency applies to operators who move packages, loose goods, materials and
products by lifting, pushing and pulling without injury to themselves or damage to the
materials being moved. The key factors are planning and executing the move in a safe and

efficient manner. It includes:

identifying the type of material to be moved

identifying and using the most appropriate piece of equipment
following OH&S State regulations to complete the operation.

A%
\Y identifying the route to be used
A%
A%

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Plan operations.

1.1.

1.2.

1.3.

Correctly identify type and quantity of product or material
to be moved

Identify the safest, most efficient and appropriate
movement route

Identify the safest, most efficient and appropriate piece of
equipment to be used.

2. Manually transfer products
or materials.

2.1.

2.2.

Manually shift products or materials to and from
production processes according to procedures and OH&S
State regulations

Manually load specified products or materials at specific
points during the manufacturing process, according to
procedures and OH&S state regulations.

3. Store, stack and/or relocate
products or materials.

3.1

3.2.
3.3.

Manually stack products or materials according to
procedures and OH&S State regulations

Manually store products or materials in correct locations
Document and/or report material movements as required.

© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 CS13
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PMBHANZ103B - Shift materials safely by hand

RANGE OF VARIABLES:

This competency unit includes the use of manual handling aids such as handcarts. It does
NOT include the use of powered equipment/aids or licensed load shifting equipment.

This competency applies to all work environments and sectors within the plastics, rubber
and cablemaking industry. It includes the operation of all relevant ancillary equipment.

Standard procedures means all relevant workplace procedures, work instructions,
temporary instructions and relevant industry and government codes and standards.

The processes covered by this unit include, but are not limited to:

\% movement of materials

\Y stacking/storing/relocating of materials.
Loads to be shifted may be, but are not limited to:

v irregularly shaped

v packaged/unpackaged

% labeled/unlabeled

This competency includes tools and equipment such as:
hand carts
self-propelled trolleys
wheelbarrows
block and tackle
relevant personal protective equipment.

< < < < <

Typical hazards include:
spills
dusts/vapours
hazardous materials
manual handling hazards.

< < < <

Typical problems include:
load too heavy or large for safe, easy moving
load in awkward position for safe, easy moving
clash of work priorities
correct equipment not available.

< < < <

All operations are performed in accordance with standard procedures and work
instructions.

CS14 © Australian National Training Authority, PMBO0L, to be reviewed by November 2004, Version 1.01
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PMBHANZ103B - Shift materials safely by hand

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of good manual handling practice including organisation procedures and
relevant State OH&S regulations for manual handling and lift techniques sufficient to
recognise potential problems and to take the appropriate action.

Knowledge of the enterprise’s procedures and relevant regulatory requirements along with
the ability to implement them within appropriate time constraints and work standards.

Competence includes the ability for the practical completion of the job to:
apply and/or describe:

correct OH&S procedures

appropriate manual handling lifting/moving equipment

relevant inventory systems
distinguish between jobs which:

may be easily and safely done with a single person

require assistance from other people

require manual handling equipment

need mechanical lifting aids.

e 06 o0 o0 < o o o <

Critical aspects:

It is essential that the manual handling principles be applied and that the importance of safe
manual handling techniques are known. Competence must be demonstrated in the ability
to recognise and analyse potential situations requiring action and then in implementing
appropriate action.

Consistent performance should be demonstrated. In particular look to see that:
good OH&S practice is followed
correct manual handling and lifting techniques are used
appropriate lifting/moving equipment is used
products are correctly identified
locations are correctly identified.

< < < < <

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
and material labels as provided to operators.

Writing is required to the level of completing workplace forms.

Basic numeracy is also required, eg, to determine that two 25 kg bags are needed to make
up a requirement for 50 kg.

© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 CS15
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PMBHANZ103B - Shift materials safely by hand

Assessment method and context:
Competence in this unit may be assessed:

% on an operating plant allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

\Y by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
1 1 1 1 1 1 1
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PMBOHS101B - Follow OH&S policies and procedures

UNIT TITLE
PMBOHS101B - Follow OH&S policies and procedures

UNIT DESCRIPTOR

This competency relates to the following defined occupational health and safety (OH&S)
policies and procedures. Procedures relate to the work being undertaken in order to ensure
own safety and that of others in the workplace, within the scope of responsibilities.

This competency is typically applicable to all employees of the enterprise.

This competency in practice
This competency applies to operators whose work involves the use of workplace policies
and procedures to maintain a safe work environment for themselves and others. The key
factors are following directions provided and being involved in a consultative process with
occupational health and safety representatives and committee members. It includes:

% identifying hazards in the workplace

\Y accurately following safe workplace procedures

\Y raising occupational health and safety issues

\Y contributing to the consultative process within the scope of responsibilities and

competencies.

PREREQUISITES
This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA

1. Follow workplace 1.1. Identify hazards in the work area and report to designated
procedures for hazard personnel according to workplace procedures
identification, risk 1.2. Accurately follow safe workplace procedures and safe
assessment and control. work instructions for controlling risks, including the use of

personal protective equipment

1.3. Follow safe workplace procedures for dealing with
accidents, fires and emergencies within scope of
responsibilities and competencies.

2. Raise occupational health | 2.1. Raise occupational health and safety issues with designated
and safety issues. personnel in accordance with workplace procedures and

relevant requirements of occupational health and safety
legislation

2.2. Contribute to consultative arrangements for occupational
health and safety management in the workplace within
organisational procedures and scope of responsibilities and
competencies.

3. Complete any required 3.1. Complete, personally or with assistance, hazard, accident
safety documentation or incident reports as required by procedures.

© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 CS17
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PMBOHS101B - Follow OH&S policies and procedures

RANGE OF VARIABLES:

< < < < < <

<

< K < < < <

This competency applies to all work environments and sectors within the plastics, rubber
and cablemaking industry.

Within this competency unit it is expected that employees will be provided with clear
directions, information, instruction, training and appropriate supervision regarding the
relevant State/Territory OH&S legislation, codes of practice, workplace procedures and
work instructions.

OH&S issues which may need to be raised by employees with designated personnel may
include:

identification of hazards

assessment of risk

decisions on measures to control risk

implementation of controls

injury and incident investigation

the development of OH&S policies and procedures.

Any completing of documentation may be undertaken directly by seeking assistance of
appropriate personnel.

This unit includes the following of emergency procedures, recognising and taking the first
action on an emergency (as specified in the emergency procedures), moving to assembly
points and the carrying out of emergency roles as specified in the emergency procedures.

This competency covers enterprises which may involve:

workplace hazards such as:
stationary and moving machinery, parts or components
hazardous substances or dangerous materials
working at height or in confined spaces
working in environments subjected to noise, light, different energy sources, high

humidity and air temperatures, radiant heat, dust and vapours

materials handling
waste management and disposal
traffic flows, vehicle and equipment operation

hazardous events such as:
chemical spills
accidents
fires
bomb scares.

Enterprise policies include those which directly or indirectly cover OH&S issues such as:
hazard policies and procedures
standard operating procedures
safety procedures
work instructions
emergency, fire and accident procedures
personal protective clothing and equipment procedures.
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PMBOHS101B - Follow OH&S policies and procedures

Designated personnel for OH&S referral may include:
employer
supervisor
employees elected as OH&S representatives
other personnel with OH&S responsibilities.

< < < <

Consultative arrangements for management of OH&S issues may involve:
following OH&S procedures
information sessions on existing or new issues
meetings between employer and employees or representatives
access to relevant workplace information
use of clear and understandable language.

< < < < <

Typical problems include:
identifying hazardous situations
dealing with the situation appropriately
communication in OH&S matters.

< < <

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of the OH&S system sufficient to plan own safety needs, within the scope of
responsibilities and competencies, including predicting consequences and identifying
improvements.

The duty of care responsibilities need to be exercised, not only within the general OH&S
Acts and regulations, but also within those applying to hazardous substances, dangerous
goods and major hazards.

Competence includes the ability for the practical completion of the job to:
\Y apply and describe procedures for:
identifying hazards in the workplace
reporting hazards identified to the designated person
locating, understanding and following workplace OH&S procedures
\Y communicate OH&S issues
\Y locate and follow OH&S procedures.

Critical aspects:

It is essential that the OH&S system be applied and that the importance of critical
procedures are known. Competence must be demonstrated in the ability to recognise
potential situations requiring action and then in implementing appropriate corrective
action.

© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 CS19




Plastics, Rubber and Cablemaking Training Package

PMBOHS101B - Follow OH&S policies and procedures

Consistent performance should be demonstrated. In particular look for evidence of:
\Y knowledge of all relevant workplace procedures including:
hazard policies and procedures
emergency, fire and accident procedures
procedures for the use of personal protective clothing and equipment
hazard identification and issue resolution procedures
job procedures and work instructions

v knowledge of significant hazards in the workplace (short and long term)
v knowledge of symbols used for occupational health and safety signs
v awareness that OH&S issues are regulated by State/Territory Acts and regulations.

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret OH&S policies and procedures as
provided to operators.

Writing is required to the level of completing workplace forms.

Basic numeracy is also required, eg, to determine that two 25 kg bags are needed to make
up a requirement for 50 kg.

Assessment method and context:
Competence in this unit may be assessed:

% on an operating plant allowing for operation under all normal and a range of abnormal
conditions

v by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
1 1 1 1 1 1 1
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UNIT TITLE

PMBQUAL101A - Apply quality processes

UNIT DESCRIPTOR

This competency covers the application of the principles of quality to work.

This competency is performed by all operators and may be an introductory competency to

learning the plant.
PREREQUISITES

This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA

1. Ildentify plant structure and | 1.1.
processes.
1.2.

Explain role of individual and/or team in organisational
structure

Outline the production process of materials in and product
out within the individual’s work area.

2. Follow work instructions 2.1.
or specification
requirements. 2.2.

2.3.

Identify and locate existing sources of work instructions
relevant to the job role

Identify and complete required quality records

Follow work instructions to complete tasks.

3. Recognise quality 3.1.

requirements.
3.2.
3.3.

3.4.

3.5.

3.6.

Identify instances of variation in quality from
specifications or work instructions

Identify basic quality concepts to work activities

Follow enterprise procedures for reporting and managing
variations

Report problems with materials/product quality to
supervisors

Explain enterprise procedures for identifying and
suggesting improvements to improve product quality
Work within the enterprise quality system.

RANGE OF VARIABLES:
Context:

The competency unit applies to a range of processes and equipment.

It is applied within the limits of work instructions and workplace requirements for

occupational health and safety.

This unit requires the operator to apply the principles of quality to own work and
participate in the work team/group quality processes.

All operations are performed in accordance with standard procedures and work

instructions.
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EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of the structure of the plant and organisational structure is required. A basic
knowledge about the production process - what the plant produces, for whom and how, - is
required.

Knowledge of relevant OH&S and environmental requirements and work instructions
relevant to the job role is required.

Critical aspects:

Evidence of satisfactory performance in this unit will be obtained by observation of
performance and questioning to indicate understanding and knowledge of the elements of
the competency and performance criteria. In addition, look to see that:

the operator can identify own role to meet work requirements

the operator follows work instructions and performs tasks in accordance with the quality

requirements
quality requirements are identified and followed in all aspects of job function and
operations.

Language, literacy and numeracy requirements:

This unit requires the ability to interpret job sheets and material labels as provided to
operators.

Writing is required to the level of completing workplace forms.

Numeracy is required to the extent required by work instructions and procedures.
Assessment method and context:

Competence in this unit may be assessed:

% on an operating plant allowing for operation under all normal conditions
v by use of a suitable simulation and/or a range of case studies/scenarios
v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.
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KEY COMPETENCIES
1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
1 1 1 1 1 1 1
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PMBWKOPS101B - Apply work procedures and practices

UNIT TITLE
PMBWKOPS101B - Apply work procedures and practices

UNIT DESCRIPTOR

This unit involves the application of workplace procedures to the conduct of work and self
management within a workplace environment. It applies to all sectors of the industry.

This competency is typically performed by all operators working either independently or as
part of a work team.

PREREQUISITES
This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA
1. Identify major areas of the | 1.1. Identify layout of the workplace, the production process
workplace, in terms of and the work activities conducted in each area
functions, organisational 1.2. Outline organisational structure of the workplace and the
structures and occupation. relationship of structure to work roles and classification
grouping

1.3. Identify the types and purpose of production and storage
facilities in the workplace, and (any) risk factors attached
to them

1.4. Identify the function and physical characteristics of
equipment and technology used in the workplace.

2. Organise and accept 2.1 Identify and act on individual responsibilities under
responsibility for own industrial agreements in the conduct of assigned duties
workload. 2.2 Establish and record priorities and deadlines in consultation

with others (as appropriate)

2.3 Plan work activities and communicate progress of work to
others whose personal work plans and timelines may be
affected

2.4 Complete work to the standard expected in the workplace
and in accordance with any guidelines, directions or
instructions

2.5 Identify variations and difficulties affecting work
requirements and take action to report these issues to
supervisory staff

2.6 Communicate additional support required to improve work
clearly to appropriate personnel.

3. Follow acceptable 3.1 Follow workplace procedures, regulations and legislation
workplace practices. appropriate to the position

3.2 Meet commitments and undertakings to customers
(internal/external) and supervisors

3.3 Maintain required confidentiality

3.4 Apply appropriate codes of acceptable and ethical work
practices

3.5 Follow workplace security policies including explaining the
relationship of security procedures to personal job role

3.6 Follow equal opportunity and sexual harassment
requirements for self and others.
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ELEMENT PERFORMANCE CRITERIA
4. Identify and follow 4.1 Identify and follow safety and emergency procedures
emergency procedures. relevant to the workplace

4.2 Go to assembly point in emergencies

4.3 Complete simulated emergency exercises to the standard
expected in the workplace and in accordance with any
guidelines, directions or instructions.

5. Receive and act 5.1 Seek suggestions on ways to improve work from
constructively on personal appropriate personnel
feedback. 5.2 Act upon feedback as required to improve work
performance.
6. Participate in identifying 6.1 Identify operations of the workplace, workplace equipment
and meeting own learning and focus of endeavour
needs as appropriate to job | 6.2 Follow organisational structure, career paths and training
role. opportunities appropriate to the enterprise
6.3 Take steps, in consultation with appropriate personnel, to
identify own learning needs through assessment and
planning for future work requirements
6.4 Undertake appropriate opportunities to learn and develop
required competencies including establishing networks and
working relationships with others.
7. Plan and organise a 7.1 Plan daily routine to take into account rosters, industrial
personal daily routine. agreements and workplace procedures

7.2 Seek clarification of requirements of tasks when
appropriate

7.3 Agree achievable time and other performance measures

7.4 Complete tasks and identify and report variations to plan.

RANGE OF VARIABLES:

<

This competency unit typically applies to new starters in all sectors of the industry. It
covers the basic knowledge and skills such as might be learned during an induction session
and the initial period on the job.

This competency applies to all work environments and sectors within the plastics, rubber
and cablemaking industry.

Standard procedures means all relevant workplace procedures, work instructions,
temporary instructions and relevant industry and government codes and standards.

The situations covered by this unit include, but are not limited to:
working as part of a team
helping an experienced operator
working under close supervision on simple tasks/operations.

This competency includes tools and equipment such as:
relevant personal protective equipment.
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Typical hazards include:
basic workplace hazards
dusts/vapours
hazardous materials
manual handling hazards
knife hazards.

< < < < <

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of the enterprise’s standard procedures and work instructions and relevant
regulatory requirements along with the ability to implement them within appropriate time
constraints and in a manner relevant to the job.

Competence includes the ability for the practical completion of the job to:

\Y% provide customer/client service and work effectively with others
\Y% convey information in written and oral form
\Y describe the purpose and requirements of the customer’s needs and the impact of that

relationship to industry, company structure, business systems, environment, legal and
government requirements

\Y describe enterprise operating principles and requirements for workplace
documentation

\Y% identify workplace structure and roles and responsibilities of the individuals, authority
systems and contacts

% follow emergency and workplace procedures relevant to the position

% describe employee and employer obligations under award, employment contract,

occupational health and other legislation in relation to engagement, working times and
conditions, dismissal and discipline

\Y identify enterprise products and services

\Y locate, interpret and apply relevant information

\Y identify and safely handle products and materials

% apply safety precautions appropriate to the task

\% identify and explain relevant emergency procedures
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v apply and/or explain:

o focus of operation of work systems, equipment, management and site operating systems

¢ relationships and requirements of work and operating systems in respect of related systems
e potential career paths and opportunities for training and advancement

e impact of trends in employment and business in general on the individual and the company
e sources of information on laws impacting the industry and economic and social trends
which will impact on the enterprise and individual

o workflow within the enterprise and within the scope of the individuals position

focus of operation of work systems and equipment

identification and correct use of equipment, processes and procedures

planning own work including predicting consequences and identifying improvements
effective response to an emergency situation.

Critical aspects:

It is essential that the procedures be understood and that the importance of critical material
properties and quantities is known. Competence must be demonstrated in the ability to
recognise potential situations requiring action and then in implementing appropriate action.

Consistent performance should be demonstrated. In particular look to see that production
standards are met consistently.

Language, literacy and numeracy requirements:

This unit requires the ability to interpret typical work information and job sheets as
provided to operators and the completing of workplace forms.

Assessment method and context:
Competence in this unit may be assessed:

v on an operating plant allowing for operation under all normal and a range of abnormal
conditions

v by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.
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KEY COMPETENCIES
1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
1 1 1 1 1 1 1
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Competency Standards

Support Competencies
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UNIT TITLE
PMBMAINT101B - Conduct housekeeping activities

UNIT DESCRIPTOR

This competency covers general housekeeping duties, as well as the cleaning of plant and
equipment. It applies to all sectors of the industry.

This competency is typically performed by all operators working either independently or as
part of a work team.

This competency in practice
This competency applies to operators who are required to keep the work area, plant and
equipment clean and tidy. The key factors are the identification, scheduling and
performance of housekeeping requirements. It includes:

knowing site safety and housekeeping standards

scheduling housekeeping duties

handling chemicals and solvents safely

moving work and waste materials to designated locations

keeping assigned plant and equipment clean.

PREREQUISITES
This competency has no prerequisites.

< < < < <

ELEMENT PERFORMANCE CRITERIA
1. Identify housekeeping 1.1. Explain and understand site safety and housekeeping
requirements. standards

1.2. Undertake housekeeping inspection in accordance with
procedures/work instructions

1.3. ldentify and schedule housekeeping requirements as
appropriate.

2. Perform general 2.1. Keep designated work areas clean to enterprise specific
housekeeping duties. standards

2.2. Keep designated work areas clear of obstructions

2.3. Handle and use chemicals and solvents following
workplace procedures

2.4. Ensure work area is ready for next user

2.5. Remove work materials to designated locations.

3. Clean plant and equipment. | 3.1. Keep assigned plant and equipment clean following
established enterprise procedures

3.2. Ensure that appropriate personal protective equipment is
used as required.

4. Dispose of waste materials. | 4.1. Correctly identify waste materials
4.2. Remove waste materials to designated location.
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RANGE OF VARIABLES:

< <

< < < < < <

< <

This competency unit may vary between enterprises depending upon a range of practices
and procedures, with consideration given to plant configuration and process.

This competency applies to all work environments and sectors within the plastics, rubber
and cablemaking industry.

Procedures means all relevant workplace procedures, work instructions, temporary
instructions and relevant industry and government codes and standards.

This competency in practice may vary due to:
cleaning methods and procedures
the types of tools and equipment used in special situations
the use of personal protective equipment.

This competency may vary depending upon the use of a variety of equipment and supplies
such as:

cleaning equipment and materials

brooms

shovels

solvents

waste containers

safety equipment.

Typical problems include:
correct equipment not immediately available
safety issues associated with cleaning
ensuring housekeeping aids rather than interferes with production.

All operations are performed in accordance with standard procedures and work
instructions.
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EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of the process sufficient to recognise non-standard situations and then
determine an appropriate action which is consistent with operating guidelines.

Knowledge of the enterprise’s procedures and relevant regulatory requirements along with
the ability to implement them within appropriate time constraints and work standards.

Competence includes the ability for the practical completion of the job to:
% apply and describe:

e duty of care

e requirements for housekeeping process

e procedures for plant maintenance

¢ safe handling procedures

¢ the standard of cleanliness required

\% plan own work including predicting consequences and identifying improvements

% use PPE, safely handle products and materials, read relevant safety information and
apply safety precautions appropriate to the task

\Y distinguish between :

¢ reusable materials and waste

e routine and special cleaning needs.

Critical aspects:

It is essential that the procedures be applied and that the importance of good housekeeping
principles are known. Competence must be demonstrated in the ability to recognise and
analyse potential situations requiring action and then in implementing appropriate action.

Consistent performance should be demonstrated. In particular look to see that :

\Y early warning signs of areas in need of cleaning are recognised

\Y work areas are kept tidy and clean

% equipment is neatly stored, in a safe manner, in the correct location at all times when
not in use

% equipment is always used safely.

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
and material labels as provided to operators.

Writing is required to the level of completing workplace forms.

Basic numeracy is also required, eg, to determine that two 25 kg bags are needed to make
up a requirement for 50 kg.
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Assessment method and context:
Competence in this unit may be assessed:

v on an operating plant allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
1 1 1 1 1 1 1
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UNIT TITLE

PMBOHS204B - Apply emergency/incident procedures

UNIT DESCRIPTOR

This unit covers the response of employees to incidents which result in accidents, near
miss or emergencies in the workplace. It applies to all sectors of the industry.

This competency is typically performed by all operators working either independently or as

part of a work team.
PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Respond to the incident.

1.1.
1.2.
1.3.
1.4.

1.5.

Identify and report type of incident or emergency
Follow workplace procedures for the emergency
Identify and report details of the cause(s) and effects of
the incident

Clarify and report assistance requirements for accidents
and emergencies immediately to the appropriate parties
Request assistance from relevant personnel and
emergency services.

2. Control and assist at
accident or emergency
site.

2.1.

2.2.

2.3.
2.4.

Control and protect site until the arrival of authorised
personnel

Provide assistance to injured persons, within the
limitations of duty of care and workplace procedures
Manage risks within hierarchy of control procedures
Cooperate with and assist relevant authorities at the site
within enterprise policies.

3. Finalise emergency/
accident process and
complete records.

3.1

3.2.

3.3.

Exchange relevant information in accordance with State/
Territory law and enterprise procedures

Provide information to assist in completion of
documentation and reports

Complete workplace documentation and process in
accordance with workplace or regulatory requirements.
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RANGE OF VARIABLES:

This competency unit applies to all incidents within the plastics, rubber and cablemaking
sectors.

Standard procedures means all relevant workplace procedures, work instructions,
temporary instructions and relevant industry and government codes and standards.

Action is taken within organisational policies and procedures to minimise risks to self,
colleagues, customers, the workplace and the environment.

Sources of information/documents may include:
v Australian Standard AS1885.1
v first aid requirements in relevant legislation.

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:
Display of the following knowledge and skills in terms of job role or function:

% application of relevant agreements, codes of practice and other legislative
requirements in relation to incidents and accidents

% identification and correct use of equipment, processes and procedures

v planning own work within the scope of responsibilities and competencies including

predicting consequences and identifying improvements.
Contributes effectively to workplace consultative relationships.
Modifies activities to cater for variations in workplace contexts and environment.

Shows evidence of application of relevant workplace procedures including:
% procedures to access to first aid and emergency response employees
% reporting requirements for incidents and emergency situations.

Action taken promptly to report accidents and incidents within regulatory requirements and
following workplace procedures.

Work completed systematically in accordance with safe operating procedures to minimise
the risk of injury to self or others or damage to goods, equipment or products in
production.
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Critical aspects:

Assessment must confirm appropriate knowledge and skills to:
identify appropriate action to access the situation and provide assistance
provide customer/client service and work effectively with others
convey information in written and oral form
use appropriate workplace language and communication technologies
locate, interpret and apply relevant information
maintain workplace records
identify and safely handle products and materials
apply safety precautions appropriate to the task.

< < K <K < < < <

Language, literacy and numeracy requirements:

Writing is required to the level of completing workplace forms.
Assessment method and context:

Competence in this unit may be assessed:

\Y% in the work situation allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

\Y by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
2 2 1 1 1 1 1
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UNIT TITLE

PMBOHS207B - Implement and monitor OH&S policies and
procedures

UNIT DESCRIPTOR

This competency covers the implementation and monitoring of defined enterprise
occupational health and safety (OH&S) policies and procedures for a work group or area,
within the scope of responsibilities.

This competency is typically performed by an experienced operator, leading hand,
supervisor or employee with OH&S responsibility.

This competency in practice
This competency applies to employees who are responsible for the organisation of
occupational health and safety arrangements, including staff training. The key factors are
the implementation and monitoring of a number of issues relating to OH&S. They include:

\Y providing information regarding OH&S, including enterprise specific policies,

procedures and programs

the management of enterprise specific OH&S participative arrangements

the identification and assessment of hazards and risks

controlling risks

dealing with hazardous events

identifying and providing OH&S training

maintaining OH&S records.

PREREQUISITES
This competency has no prerequisites.

< < K < < <

ELEMENT PERFORMANCE CRITERIA

1. Provide information to the | 1.1. Accurately and clearly explain to the work group relevant
work group about provisions of occupational health and safety legislation
occupational health and and codes of practice
safety legislation and the | 1.2. Provide in a readily accessible manner, information on the
enterprise occupational enterprise occupational health and safety policies,
health and safety policies, procedures and programs and accurately and clearly
procedures and programs. explain them to the work group

1.3. Regularly provide information about identified hazards
and the outcomes of risk assessment and risk control
procedures, and accurately and clearly explain them to the

work group.

2. Implement and monitor 2.1. Implement and monitor enterprise procedures for
participative arrangements consultation over occupational health and safety issues to
for the conducting of ensure that all members of the work group have the
occupational health and opportunity to contribute
safety as appropriate to 2.2. Deal with and promptly resolve issues raised through
job role. consultation or refer to the appropriate personnel for

resolution in accordance with workplace procedures
2.3. Promptly inform the work group of the outcomes of
consultation over occupational health and safety issues.

© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 CS41




Plastics, Rubber and Cablemaking Training Package

PMBOHS207B - Implement & monitor OH&S policies and procedures

ELEMENT

PERFORMANCE CRITERIA

3. Implement and monitor the
enterprise procedures for
identifying hazards and
assessing risk.

3.1.

3.2.

Identify and report existing and potential hazards in the
work area so that risk assessment and risk control
procedures can be applied

Involve the work group in a consultative approach to risk
identification where appropriate.

4. Implement and monitor the
enterprise procedures for
controlling risk.

4.1.

4.2.

4.3.

4.4.

Implement and monitor adherence to work procedures to
control risk in accordance with workplace procedures
Monitor existing risk control measures and report results
regularly in accordance with workplace procedures
Identify inadequacies in existing risk control measures in
accordance with the hierarchy of control and report to
designated personnel

Identify inadequacies in resource allocation for
implementation of risk control measures and report to
designated personnel.

5. Implement the enterprise
procedures for dealing
with hazardous events.

5.1.

5.2.

5.3.

Implement workplace procedures for dealing with
hazardous incidents whenever necessary to ensure that
prompt control action is taken

Investigate hazardous events to identify the cause in
accordance with investigation procedures

Implement control measures to prevent recurrence and
minimisation of risk of hazardous events, based on the
hierarchy of control, within scope of responsibilities and
competence or alternatively refer to designated personnel
for implementation.

6. Implement and monitor the
enterprise procedures for
providing occupational
health and safety training.

6.1.

6.2.

Identify occupational health and safety training needs,
specifying gaps between occupational health and safety
competencies required and those held by work group
members

Make arrangements for fulfilling identified occupational
health and safety training needs in both on and off-the-job
training programs, in consultation with relevant parties if
appropriate.

7. Implement and monitor the
enterprise procedure for
maintaining occupational
health and safety records.

7.1.

7.2.

Accurately and legibly complete occupational health and
safety records for work area, in accordance with
workplace requirements for occupational health and
safety records and legal requirements for the maintenance
of records

Use aggregated information from the area’s occupational
health and safety records to identify hazards and monitor
risk control procedures within work area according to
procedures and within scope of responsibilities and
competencies.
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Plastics, Rubber and Cablemaking Training Package

PMBOHS207B - Implement & monitor OH&S policies and procedures

RANGE OF VARIABLES:

This competency applies to all work environments and sectors within the plastics, rubber
and cablemaking industry.

Within this competency unit competence is demonstrated in the context of an established
enterprise OH&S system with related policies, procedures and programs.

‘Implement’ means the carrying out of the procedure as is relevant to the job role.

Enterprise policies and procedures include those which directly or indirectly cover OH&S
issues, such as:

hazard policies and procedures

standard operating procedures

safety procedures

work instructions

emergency, fire and accident procedures

personal protective clothing and equipment procedures.

< < K < < <

This competency covers enterprises and activities which may involve:
\Y% workplace hazards such as:

e stationary and moving machinery, parts or components

e hazardous substances or dangerous materials

¢ working at height or in confined spaces

e working in environments subjected to noise, light, different energy sources, high humidity

and air temperatures, radiant heat, dust and vapours
e materials handling
e waste management and disposal
o traffic flows, vehicle and equipment operation
hazardous events such as:
chemical spills
accidents
fires
bomb scares.

e o o o <

Consultation with employees should occur on OH&S issues such as:
identification of hazards
assessment of risk
decisions on measures to control risk
implementation of controls
injury and incident investigation
the development of OH&S policies and procedures.

< < < << <
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Plastics, Rubber and Cablemaking Training Package

PMBOHS207B - Implement & monitor OH&S policies and procedures

Typical problems include:

v provide information and training on OH&S issues, policies and procedures

v be involved in consultation in OH&S issues, including establishment of policy and
procedures, identification of hazards, assessment of risk, establishment of risk controls

\% keep OH&S records complete, current and confidential.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of the workplace OH&S system and State OH&S regulations sufficient to
implement and monitor OH&S activities within the scope of their responsibilities and
competencies.

The duty of care responsibilities need to be exercised, not only within the general OH&S
acts and regulations, but also within those applying to hazardous substances, dangerous
goods and major hazards.

Competence includes the ability for the practical completion of the job to:
identify hazards in the workplace
report hazards identified to the designated person
locate, understand and follow workplace OH&S procedures
apply and explain:
EEQ principles and practices for OH&S
other management systems and procedures for occupational health and safety
literacy levels and communication skills of employees in the area of managerial
responsibility and consequently suitable communication techniques (this may involve use of
languages other than English)
e the hierarchy of control (the preferred order of risk control measures from most to least
preferred), that is:
1. elimination
2. substitution
3. engineering controls
4. administrative controls
5. personal protective equipment.

60 < < <
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PMBOHS207B - Implement & monitor OH&S policies and procedures

Critical aspects:

It is essential that the workplace OH&S system and State OH&S regulations be understood
and that the importance of critical procedures is known. Competence must be demonstrated
in the ability to recognise and analyse potential situations requiring action and then in
implementing appropriate action.

Consistent performance should be demonstrated. In particular look to see that this includes
a working knowledge of all relevant workplace procedures, such as:
consultation processes, either general or specific to occupational health and safety
training and assessment
specific hazard policies and procedures (including housekeeping and inspections)
occupational health and safety information
occupational health and safety record keeping
maintenance of plant and equipment
purchasing of supplies and equipment
counselling/disciplinary/issue resolution processes.

< K K K < < < <

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret OH&S policies, procedures and
legislation requirements.

Writing is required to the level of completing workplace forms.

Basic numeracy is also required, eg, to determine that two 25 kg bags are needed to make
up a requirement for 50 kg.

Assessment method and context:
Competence in this unit may be assessed:

% on an operating plant allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

\Y% by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.
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PMBOHS207B - Implement & monitor OH&S policies and procedures

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES
1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 2 2 1 2 1
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Plastics, Rubber and Cablemaking Training Package

PMBOHS409A - Establish, maintain & evaluate an OH&S system

UNIT TITLE

PMBOHS409A - Establish, maintain & evaluate an OH&S system

UNIT DESCRIPTOR

This competency covers the establishment, maintenance and evaluation of the occupational
health and safety (OH&S) system for the enterprise, in order to ensure that the workplace
is, so far as is practicable, safe and without risks to the health of employees.

This competency is applicable for those with managerial responsibilities.

This competency in practice

This competency applies to those with managerial responsibilities for organising
occupational health and safety within the enterprise. The key factors are the establishment,
maintenance and evaluation of a number of areas relating to the management of OH&S. It

includes:

< < K < < < < <

PREREQUISITES

the framework of the OH&S system

enterprise specific OH&S participative arrangements
the identification and assessment of hazards and risks
assessing and controlling risks

dealing with hazardous events

identifying OH&S training programs

systems for OH&S records
evaluating the OH&S system, policies, procedures and programs.

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Establish and maintain the
framework for the
occupational health and
safety system in the area
of responsibility.

1.1.

1.2.

1.3.

1.4.

Develop occupational health and safety policies which
clearly express the commitment of the enterprise with
respect to occupational health and safety within the area
of managerial responsibility and indicate how relevant
occupational health and safety legislation will be
implemented

Clearly define and allocate occupational health and safety
responsibilities and duties which will allow
implementation and integration of the occupational health
and safety system, and are included in job descriptions
and duty statements for all relevant positions

Identify, seek and provide financial and human resources
for the operation of occupational health and safety in a
timely and consistent manner

Provide and explain information on the occupational
health and safety system and procedures for the area of
responsibility, in a form which is readily accessible to
employees.
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PMBOHS409A - Establish, maintain & evaluate an OH&S system

ELEMENT

PERFORMANCE CRITERIA

2. Establish and maintain
participative arrangements
for the management of
occupational health and
safety.

2.1.

2.2.

2.3.

Establish and maintain appropriate consultative processes,
with employees and their representatives in accordance
with relevant occupational health and safety legislation
and consistent with enterprise procedures

Deal with and resolve issues raised through participation
and consultation, promptly and effectively in accordance
with procedures for issue resolution

Provide information about the outcomes of participation
and consultation in a manner accessible to employees.

3. Establish and maintain
procedures for identifying
hazards.

3.1.

3.2.

3.3.

3.4.

Correctly identify existing and potential hazards within
the area of managerial responsibility, and identification
confirmed in accordance with occupational health and
safety legislation

Develop procedures for ongoing identification of hazards
and integrate within systems of work and procedures
Appropriately monitor activities to ensure that this
procedure is adopted effectively throughout area of
managerial responsibility

Identify hazards at the planning, design and evaluation
stages of any change in the workplace to ensure that new
hazards are not created.

4. Establish and maintain
procedures for assessing
risk.

4.1.

4.2,

4.3.

4.4,

Correctly assess the risk presented by identified hazards
in accordance with occupational health and safety
legislation and codes of practice

Develop procedures for ongoing assessment of risk and
integrate within systems of work and procedures

Monitor activities to ensure that this procedure is adopted
effectively throughout the area of managerial
responsibility

Assess risks at the planning, design and evaluation stages
of any change within the area of managerial responsibility
to ensure that the risk from hazards is not increased.
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PMBOHS409A - Establish, maintain & evaluate an OH&S system

ELEMENT

PERFORMANCE CRITERIA

5. Establish and maintain
procedures for assessing
risk.

5.1.

5.2.

5.3.

5.4.

5.5.

5.6.

Develop and implement measures to control risks in
accordance with the hierarchy of control, relevant
occupational health and safety legislation, codes of
practice and trends identified from the occupational health
and safety record system

Implement interim solutions when measures to control
risk at its source are not immediately practicable, until a
permanent control measure is developed

Develop procedures for ongoing control of risk, based on
the hierarchy of control, and integrate within general
systems of work and procedures

Monitor activities to ensure that the risk control procedure
is adopted effectively throughout the area of managerial
responsibility

Address risk control at the planning, design and
evaluation stages of any change within the area of
managerial responsibility

Identify inadequacies in existing risk control measures in
accordance with the hierarchy of control, and ensure
provision of resources enabling implementation of new
measures according to appropriate procedures.

6. Establish and maintain
organisational procedures
for dealing with hazardous
events.

6.1.
6.2.

6.3.

Correctly identify potential hazardous events

Develop procedures which will control the risks
associated with hazardous events and meet any legislative
requirements as a minimum, in consultation with
appropriate emergency services

Ensure provision of appropriate information and training
to all employees to enable implementation of the correct
procedures in all relevant circumstances.

7. Establish and maintain an
occupational health and
safety training program.

7.1.

Develop and implement an occupational health and safety
training program to identify and fulfil employees’
occupational health and safety training needs as part of
the enterprise general training program.

8. Establish and maintain a
system for occupational
health and safety records.

8.1.

Establish and monitor systems for keeping occupational
health and safety records to allow identification of
patterns of occupational injury and disease within the area
of managerial responsibility.

9. Evaluate the occupational
health and safety system
and related policies,
procedures and programs
of the enterprise.

9.1

9.2.

9.3.

Assess the effectiveness of the occupational health and
safety system and related policies, procedures and
programs according to the enterprise aims with respect to
occupational health and safety

Develop and implement improvements to the
occupational health and safety system to ensure more
effective achievement of the aims of the enterprise with
respect to occupational health and safety

Assess compliance with occupational health and safety
legislation and codes of practice to ensure that legal
occupational health and safety standards are maintained
as a minimum.
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PMBOHS409A - Establish, maintain & evaluate an OH&S system

RANGE OF VARIABLES:

This competency applies to all work environments and sectors within the plastics, rubber
and cablemaking industry.

This competency describes occupational health and safety requirements applicable for
those with managerial responsibilities. This may be an employee or as an owner of a
business.

The competency is to be exhibited within the area of managerial responsibility, which may
be an entire enterprise or department of an enterprise. Roles and responsibilities will vary
from enterprise to enterprise.

Relevant positions for implementing the occupational health and safety system will include
managers, supervisors, occupational health and safety officer/manager and first aid
officers.

Monitoring of activities may include review of written reports, performance appraisal or
auditing procedures.

Competence is demonstrated in the context of an enterprise where the OH&S system with
related policies, procedures and programs may or may not be established. Where the
OH&S system is established, the role will relate to the maintenance and upkeep of the
system.

Enterprise policies and procedures include those which directly or indirectly cover OH&S
issues, such as:
vhazard policies and procedures
vstandard operating procedures
vsafety procedures
vwork instructions
vemergency, fire and accident procedures
\ personal protective clothing and equipment procedures.

This competency covers enterprises which may involve:

vworkplace hazards such as:
stationary and moving machinery, parts or components
hazardous substances or dangerous materials
working at height or in confined spaces
working in environments subjected to noise, light, different energy sources, high

humidity and air temperatures, radiant heat, dust and vapours

materials handling
waste management and disposal
traffic flows, vehicle and equipment operation

vhazardous events such as:
chemical spills
accidents
fires
bomb scares.
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PMBOHS409A - Establish, maintain & evaluate an OH&S system

Consultation with employees should occur on OH&S issues such as:
videntification of hazards
vassessment of risk
vdecisions on measures to control risk
vimplementation of controls
vinjury and incident investigation
% the development of OH&S policies and procedures.

Typical problems include:
vprovide information and training on OH&S issues, policies and procedures
\Y% be involved in consultation in OH&S issues, including establishment of policy and
procedures, identification of hazards, assessment of risk, establishment of risk controls
vkeep OH&S records complete, current and confidential.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Detailed knowledge and understanding of all relevant occupational health and safety
legislation and codes of practice and how they will be implemented within the area of
responsibility.

Evidence will be required that the policies and procedures are being implemented, that
sufficient resources, training, systems, explanation and consultation is being applied to
deliver the OH&S policy and comply with the legislation.

Competence includes the ability for the practical completion of the job to:
vapply a:
o working knowledge of all relevant State/Territory acts, regulations and codes of practice,
to enable enterprise policies, procedures and systems to be established in compliance, within
role responsibilities
¢ knowledge of consultative processes, establishment, ongoing arrangements and obligations
to those involved
vapply and explain:

¢ equal employment opportunity principles and practices for occupational health and safety
¢ other management systems and procedures for occupational health and safety
o literacy levels and communication skills of employees in the area of managerial
responsibility and consequently suitable communication techniques (this may involve use of
language other than English)
¢ the hierarchy of control (the preferred order of risk control measures from most to least
preferred), that is:

1. elimination

2. substitution

3. engineering controls

4. administrative controls

5. personal protective equipment.
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PMBOHS409A - Establish, maintain & evaluate an OH&S system

Critical aspects:

It is essential that the OH&S system be understood and that the importance of critical
procedures are known. Competence must be demonstrated in the ability to recognise and
analyse potential situations requiring action and then in implementing appropriate action.

Consistent performance should be demonstrated. In particular look to see that the required
level includes a working knowledge of all relevant workplace procedures, such as:
vconsultation processes, either general or specific to occupational health and safety
vtraining and assessment
vspecific hazard policies and procedures (including housekeeping and inspections)
voccupational health and safety information
voccupational health and safety record keeping
vmaintenance of plant and equipment
v purchasing of supplies and equipment
\% counselling/disciplinary/issue resolution processes.

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
and material labels as provided to operators.

Writing is required to the level of completing workplace forms.

Basic numeracy is also required, eg, to determine that two 25 kg bags are needed to make
up a requirement for 50 kg.

Assessment method and context:
Competence in this unit may be assessed:

% on an operating plant allowing for operation under all normal and a range of abnormal
conditions

v by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 2 2 2
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PMAPER200A - Work in accordance with an issued permit

UNIT TITLE:

PMAPER200A - Work in accordance with an issued permit

UNIT DESCRIPTOR:

This competency unit aims to ensure that people working under a permit to work
understand the system, know the limitations of the permit under which they are working
and comply with all the requirements of the permit.

ELEMENT

PERFORMANCE CRITERIA

1. Identify the scope of the permit.

1.1.
1.2.
1.3.

1.4.

Identify the need for a work permit(s)
Identify the type of work permit required
Check that work to be done complies with the
permit type

Check that the scope and location of work
complies with the permit issued.

2. Work in accordance with the
permit.

2.1.

2.2.

2.3.

Use required hazard reduction/control measures
(including personal protective equipment)
Comply with requirements of the permit including
stand-by personnel

Keep within the scope, location and timeframe
specified in the permit.

3. Complete permit to work.

3.1.

3.2.

3.3.
3.4.

Formally seek and receive extensions to the permit
when required

Have permit closed when work ceases for an
extended period

Obtain new permits before work is recommenced
Permit is completed when job is completed.
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PMAPER200A - Work in accordance with an issued permit

RANGE OF VARIABLES:
Context:

This unit typically applies to all work done by maintenance staff and contractors and
also to any other non-process work performed on the plant.

To be competent, the person should be able to distinguish between situations requiring
the major types of permit and to list the major requirements of each type of permit. The
types of permit are to include:

permit to work/cold work

hot work

confined space

other special permits.

< < < <

All operations are performed in accordance with standard procedures.
OH&S:

All operations are subject to stringent OH&S requirements and these must not be
compromised at any time. Where there is an apparent conflict between performance
criteria and OH&S requirements, the OH&S requirements take precedence.

Knowledge and enterprise requirements:

Knowledge of the relevant OH&S and environmental requirements is required along
with an ability to implement them in a manner which is relevant to the job.

Thorough knowledge of enterprise standard procedures is required.
Assessment focus:

Assessment should establish the ability to follow procedures, recognise situations
requiring action, and then take appropriate action such as immediately ceasing work and
reporting the situation.

Updating information:

This competency is not expected to need rapid updating, however, learning resources
supporting this competency will need to be updated with changes in technology,
procedures and government regulations.
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PMAPER200A - Work in accordance with an issued permit

EVIDENCE GUIDE:
Critical aspects:

The competent person should be aware of the types of tests which might be required for
that type of permit, and explain changes to conditions may lead to the permit being
revoked before the job is completed. Types of tests/conditions to include:

atmospheric/oxygen/breathability

flammability/explosability

toxicity/ TWA

temperature

humidity.

< < <K < <

Concurrent assessment and prerequisites:
This unit has no prerequisite competencies.
Essential knowledge:

The competent person should also be aware of the regulatory framework (both internal
and external) under which the permit system operates. They should be able to describe
the impact of this framework on the particular job(s) they will be doing, and on
themselves individually. The regulatory framework to include:

OH&S

EPA

Worksafe

licence requirements

company policy and permit control systems.

< < <K < <

Assessment method, context and resource implications:

Answers given to a theory test (written or oral) will be regarded as sufficient evidence in
the first instance for a person to be regarded as competent. Any practical evidence from
on the job observation which indicates a lack of competence will be sufficient to
withdraw the assessment of competency. Evidence from a skills passport may be taken
as prima facie evidence of generic competence and company/plant specific issues only
need to be further trained in and/or assessed.

In all cases where practical assessment is used it will be combined with targeted
questioning to assess the underpinning knowledge. Questioning will be undertaken in
such a manner as is appropriate to the required language and literacy levels of the
person.

Consistent on-the-job performance at the required standard should be demonstrated. In
particular look to see that:

% standard procedures are followed
\Y deviations from permit conditions are recognised
\ action specified in the permit/standard procedures is carried out
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PMAPER200A - Work in accordance with an issued permit

KEY COMPETENCIES
1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
2 2 2 2 1 1 1
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PMAPER300A - Issue work permits

UNIT TITLE:
PMAPER300A — Issue work permits

UNIT DESCRIPTOR

This competency unit aims to ensure that personnel who issue work permits understand
the permit system, know the limitations of each permit and can make decisions
regarding the need for and correct use of each permit.

ELEMENT PERFORMANCE CRITERIA

1. Identify need for work permit. | 1.1. Understand work permit system

1.2. ldentify and confirm with appropriate personnel
the need for work permit

1.3. ldentify the correct permit for each situation.

2. Prepare work site. 2.1. Undertake an inspection of the work site

2.2. ldentify OH&S and environmental requirements

2.3. Prepare work site in accordance with
SOPs/specified work permit conditions

2.4. Check permit status conditions and report to
appropriate personnel

2.5. Identify need for and carry out testing in
accordance with SOPs

2.6. Complete appropriate documentation to standard.

3. Raise and issue work permits. | 3.1. Specify testing and safety requirements
3.2. Check that work procedures are accessed and
followed

3.3. Complete and sign off all relevant documentation.

4. Monitor work for compliance. | 4.1. Undertake site inspections
4.2. Monitor conditions and respond to changing
conditions/circumstances

4.3. Identify and act on incidences of non-compliance.

5. Sign off work permit. 5.1. Inspect job status

5.2. Check that work undertaken satisfies permit
conditions

5.3. Ensure that work site is ready for normal working
conditions

5.4. Sign off documentation in accordance with SOPs

5.5. Communicate work site status to relevant
personnel.
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PMAPER300A - Issue work permits

RANGE STATEMENT:
Context:
This unit is typically performed by experienced operators.

To be competent, the person should be able to distinguish between situations requiring
the major types of permit and to list the major requirements of each type of permit. The
types of permit are to include:

permit to work/cold work

hot work

confined space/confined space entry

other special permits

evacuation

vehicle entry.

< < < < < <

Indicative functions include:
supervision/monitoring of contractors
different types of testing, including:

atmospheric

temperature

humidity

toxicity

combustibles

oxygen
compliance with legislation/codes, including:

OH&S

EPA

Worksafe

licence requirements
internal permit control system.

OH&S:

All operations are subject to stringent OH&S requirements and these must not be
compromised at any time. Where there is an apparent conflict between performance
criteria and OH&S requirements, the OH&S requirements take precedence.

A%
A%
°
°
°
°
°
°
v
°
°
°
°
v

Knowledge and enterprise requirements:

Knowledge of the relevant OH&S and environmental requirements is required along
with an ability to implement them, in a manner which is relevant to the job.

Thorough knowledge of enterprise standard procedures and legislative requirements is
assumed.
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PMAPER300A - Issue work permits

Assessment focus:

Assessment should establish the ability to follow procedures, recognise situations
requiring action, and then take appropriate action.

Updating information:

This competency is not expected to need rapid updating, however, learning resources
supporting this competency will need to be updated with changes in technology,
procedures and government regulations.

Essential knowledge:

The competent person should be aware of the regulatory framework (both internal and
external) under which permit systems operate.

The regulatory framework to include:
\Y OH&S

\% EPA

\Y Worksafe

% licence requirements

\Y company policy and permit control systems.

Assessment method, context and resource implications:

A practical assessment is required under several different circumstances. In all cases it
will be combined with targeted questioning to assess the underpinning knowledge.
Questioning will be undertaken in such a manner as is appropriate to the required
language and literacy levels of the person.

Consistent on-the-job performance at the required standard should be demonstrated. In
particular look to see that:

\Y standard procedures are followed
\Y deviations from permit conditions are recognised
\% action specified in the permit/standard procedures is carried out.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 2 2 2 2 2 2
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PMAPER301A - Monitor and control work permits

UNIT TITLE:

PMAPER301A - Monitor and control work permits

UNIT DESCRIPTOR

This competency unit aims to ensure that personnel who monitor and control work
permits understand the permit system and know the limitations of each permit.

ELEMENT

PERFORMANCE CRITERIA:

1. Maintain knowledge of current
permit status.

1.1.
1.2.

1.3.
1.4.
1.5.

Check permit status

Inform supervisors of permit status when
appropriate

Check permit conditions for all active permits
Undertake site inspections

Comply with permit audits.

2. ldentify non-compliance.

2.1.
2.2.
2.3.

Understand conditions of active permits
Report and record incidents of non-compliance
Take corrective action.

3. Perform permit audits.

3.1.
3.2.

3.3.

3.4.

Understand permit system

Complete checklists in accordance with standard
procedures

Communicate audit findings to appropriate
personnel

Complete documentation in accordance with
standard procedures.
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PMAPER301A - Monitor and control work permits

RANGE OF VARIABLES:
Context:
This unit is typically performed by experienced operators.

To be competent, the person should be able to distinguish between situations requiring
the major types of permit and to list the major requirements of each type of permit. The
types of permit are to include:

permit to work/cold work

hot work

confined space

other special permits.

< < < <

Indicative functions include:

v supervision/monitoring of contractors
v verification of:
e permits
e licences
o tests

v document control

v compliance with legislation/codes.

OH&S:

All operations are subject to stringent OH&S requirements and these must not be
compromised at any time. Where there is an apparent conflict between performance
criteria and OH&S requirements, the OH&S requirements take precedence.

Knowledge and enterprise requirements:

Knowledge of the relevant OH&S and environmental requirements is required along
with an ability to implement them, in a manner which is relevant to the job.

Thorough knowledge of enterprise standard procedures and legislative requirements is
required.

Assessment focus:

Assessment should establish the ability to follow procedures, recognise situations
requiring action, and then take appropriate action.

Updating information:

This competency is not expected to need rapid updating, however, learning resources
supporting this competency will need to be updated with changes in technology,
procedures and government regulations.
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PMAPER301A - Monitor and control work permits

EVIDENCE GUIDE:
This unit is typically performed by experienced operators.
Critical aspects:

Consistent performance at the required standard should be demonstrated. In particular
look to see that:

% conditions requiring permits are understood

% differences between permits are understood

\Y deviations from desired conditions are recognised

\Y action specified in the standard procedures is carried out.

Concurrent assessment and prerequisites:
This unit has no prerequisite competencies.

Individual enterprises may choose to add prerequisites and co-requisites relevant to their
process.

Essential knowledge:

The competent person should be aware of the regulatory framework (both internal and
external) under which permit systems operate.

The regulatory framework to include:
OH&S
EPA
Worksafe
permit requirements
company policy and permit control systems.

< < < < <

Assessment method, context and resource implications:

Answers given to a theory test (written or oral) will be regarded as sufficient evidence in
the first instance for a person to be regarded as competent. Any practical evidence from
on the job observation which indicates a lack of competence will be sufficient to
withdraw the assessment of competency. Evidence from a skills passport may be taken
as prima facie evidence of generic competence and company/plant specific issues only
need to be further trained in and/or assessed.

In all cases where practical assessment is used it will be combined with targeted
questioning to assess the underpinning knowledge. Questioning will be undertaken in
such a manner as is appropriate to the required language and literacy levels of the
person.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 2 2 2 2 2 2
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PMCSUP272A - Identify and act upon hazards in the workplace

UNIT TITLE
PMBSUP272A — Identify and act upon hazards in the workplace

UNIT DESCRIPTOR

This competency covers all operations related to the handling of industrial chemicals and
materials in accordance with enterprise procedures.

This competency is typically performed by an operator working independently or in a
team.

PREREQUISITES
This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA
1. Use personal protective 1.1. Outline the functions for each type of personal protective
equipment. equipment (PPE) used on site and identify the situations

in which specific types of PPE would be used
1.2. Correctly use personal protective equipment.

2. Work safely with industrial | 2.1. ldentify and explain all safety signs, symbols and labels
chemicals/materials. used in work area

2.2. ldentify emergency procedures for the handling of
industrial chemicals/materials

2.3. ldentify hazardous areas, chemicals and materials, and
outline any special handling procedures

2.4. Demonstrate correct use of equipment for handling
hazardous materials/chemicals

2.5. Explain consequences of inappropriate handling of
hazardous materials

2.6. Follow requirements of material safety data sheets

2.7. Complete all appropriate paperwork.

3. Implement the enterprise 3.1. ldentify existing and potential hazards in the work area in
procedures for identifying accordance with enterprise procedures
hazards and assessing risk. | 3.2. Report existing and potential hazards in the work area in
accordance with enterprise procedures.

4. Implement the enterprise 4.1. Implement enterprise procedures to control risk as

procedures for controlling required
risk and dealing with 4.2. Implement enterprise procedures for dealing with
hazardous events. hazardous events whenever necessary to ensure that

prompt control action is taken

4.3. Monitor existing risk control measures and report results
regularly in accordance with enterprise procedures

4.4. Identify inadequacies in existing risk control measures in
accordance with the hierarchy of control and report to
designated personnel.
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PMCSUP272A - Identify and act upon hazards in the workplace

ELEMENT

PERFORMANCE CRITERIA

5. Follow workplace
procedures for handling
and storage of dangerous
goods.

5.1.

5.2.

5.3.

5.4.

5.5.

5.6.

5.7.

5.8.

Identify and apply storage requirements for the dangerous
goods in the work area

Monitor storage quantities and check storage areas for
conformity to regulations and workplace procedures
Check storage areas for conformity to regulations and
workplace procedures

Check emergency equipment for compliance with
requirements

Implement co-storage precautions in accordance with
regulations and workplace procedures

Follow handling procedures for different classes and
characteristics of goods

Select load handling and shifting procedures in
accordance with requirements for particular goods
Use handling equipment consistent with workplace
approved procedures.

RANGE OF VARIABLES:

This competency covers process manufacturing plants which may involve:

<

dangerous goods

workplace hazards such as:

other chemicals and hazardous materials (short term and long term effects)
gases and liquids under pressure

moving machinery
materials handling

working at heights, in confined spaces or in environments subjected to heat, noise, dust

or vapours

v hazardous events such as:

accidents

fires

chemical spills
bomb scares.

Competence is demonstrated in the context of an established enterprise OH&S system with
related policies, procedures and programs. Enterprise procedures include those which
directly or indirectly cover OH&S issues, such as:

azardous goods
safety procedures
work instructions

< < K < < o< <K < <

hazard policies and procedures

standard operating procedures

materials handling procedures, particularly for dangerous and other hazardous goods
material storage and co-storage procedures, particularly for dangerous and other

industry codes of practice and regulations
emergency, fire and accident procedures
personal protective clothing and equipment procedures.
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PMCSUP272A - Identify and act upon hazards in the workplace

range breathers

A%
A%

This competency unit includes personal protective equipment (PPE) such as:

hard hats
goggles/glasses/face shields
dusk masks/canister masks/ SCBA/ long

gloves/gauntlets

safety boots

antistatic equipment
overalls/aprons/acid jackets/pants.

Typical requirements include:
identify hazardous situations
deal with the situation appropriately
vcommunicate in OH&S matters.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

A%
A%
v
v

In these industries, which are characterised by high potential hazards, employees need to
exercise their duty of care responsibilities not only within the general OH&S acts and
regulations, but also within those applying to hazardous substances, dangerous goods and
major hazards.

Competence includes the ability for the practical completion of the job to:
identify hazards in the workplace
identify and assess risk in the workplace
report hazards identified to the designated person
locate, understand and follow workplace OH&S procedures.

Critical aspects:

< < < < <

It is essential that the OH&S system be understood and that the importance of critical
procedures is known. Competence must be demonstrated in the ability to recognise and
analyse potential situations requiring action and then in implementing appropriate
corrective action.

Consistent performance at the required level includes a working knowledge of all relevant
workplace procedures, such as:
consultation processes, either general or specific to occupational health and safety
specific hazard policies and procedures (including housekeeping and inspections)
occupational health and safety information
occupational health and safety record keeping
maintenance of plant and equipment.
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Competence to include the ability to apply and explain:
v Legislative requirements for dangerous goods
% OH&S and legislative requirements relating to safe handling of chemicals/materials
and dangerous goods
HAZCHEM and labelling requirements
use of material safety data sheets (MSDS)
effect of temperature and pressure on properties of relevant substances
principles of operation of equipment
hazard policies and procedures
enterprise processes for risk assessment
emergency, fire and accident procedures
procedures for the use of personal protective clothing and equipment
deviations from desired conditions
hierarchy of control.

< K K K <K <K < < < <

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
and material labels as provided to operators.

Writing is required to the level of completing workplace forms.

Basic numeracy is also required, eg, to determine that two 25 kg bags are needed to make
up a requirement for 50 kg.

Assessment method and context:
Competence in this unit may be assessed:

v on an operating plant allowing for operation under all normal and a range of abnormal
conditions

v by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
2 1 1 1 1 1 1
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BSXFMI401A - Manage personal work priorities and professional development

UNIT TITLE

BSXFMI401A — Manage personal work priorities and professional
development

UNIT DESCRIPTOR

This competency applies to those personnel responsible for managing their own
performance and taking responsibility for their professional development within the
context of the organisation.

The competency would typically apply to front line managers who are typically involved
in organisations as coordinators, team leaders, supervisors, forepersons or project
managers. They are not usually responsible for managing other managers, but on a daily
basis they play a crucial role in coordinating and influencing employees.

PREREQUISITES
This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA

1. Manage self. 1.1. Personal qualities and performance serve as a role model
in the workplace

1.2. Personal goals and plans reflect the organisation’s plans,
and personal roles, responsibilities and accountabilities

1.3. Action is taken to achieve and extend personal goals
beyond those planned

1.4. Consistent personal performance is maintained in varying
work conditions and work contexts.

2. Set and meet own work 2.1. Competing demands are prioritised to achieve personal,
priorities. team and the organisation’s goals and objectives

2.2. Technology is used efficiently and effectively to manage
work priorities and commitments.

3. Develop and maintain 3.1. Personal knowledge and skills are assessed against
professional competence. competency standards to determine development needs
and priorities

3.2. Feedback from clients and colleagues is used to identify
and develop ways to improve competence

3.3. Management development opportunities suitable to
personal learning style(s) are selected and used to develop
competence

3.4. Participation in professional networks and associations
enhances personal knowledge, skills and relationships

3.5. New skills are identified and developed to achieve and
maintain a competitive edge.
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RANGE OF VARIABLES:

At AQF 4, front line managers will normally be engaged in a workplace context in which
they:

< <K K <K <K < < < <

are autonomous, working under general guidance on progress and outcomes

may supervise others

may guide or facilitate teams

have responsibility for and limited organisation of, work of others

apply knowledge with depth in some areas

apply a broad range of skills to a range of workplace contexts

are involved in some complexity in the choice of actions

use competencies within routines, methods and procedures

use some discretion and judgement for self and others in planning and using resources,

services and processes to achieve outcomes within time constraints.

Front line managers at AQF 4 will normally operate in a relatively diverse workplace
environment in which they use the organisation’s:

< < < < < <

goals, objectives, plans, systems and processes

quality and continuous improvement processes and standards
processes and standards

business and performance standards

defined resource parameters

ethical standards.

They use legislation, codes and national standards relevant to the workplace. A range of
learning opportunities maybe used, for example:

< < < < < <

mentoring

action learning

coaching

shadowing
exchange/rotation

structured training programs.

All operations are performed in accordance with standard procedures and work
instructions.
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BSXFMI401A - Manage personal work priorities and professional development

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

This guideline is to assist the development of assessment instruments/tools to assess the
competence of frontline management. At AQF 4, frontline managers must provide
evidence of consistent achievement of this unit’s workplace outcomes, by showing
evidence that they:

operate in diverse work environments and contexts

acquire and use information appropriate to work responsibility

manage competing priorities to achieve personal and organisational goals and results

make decisions within responsibility and authority

develop a clear set of work goals

monitor and introduce practices to improve own performance

develop competencies which enable increased participation in the planning and

evelopment of the organisation

assess own performance

plan learning activities and negotiate priorities

seek feedback and act on constructive advice

select and use available learning methods to maintain current competence

use information management systems

select and use available technology appropriate to the task

use the key competencies to achieve results (see following table).

< K K K < K« < O< << < < < < <

Critical aspects:
Consistent performance should be demonstrated. In particular look to see that :

% effective working relationships are established with colleagues

% activities are modified to cater for variations in workplace contexts and environment
\Y opportunities for competency development are evaluated that results in cost and time
effective personal professional development

\Y work is consistently monitored and compared with organisational and personal goals
and priorities

\Y feedback on work quality and performance is sought and suggestions enacted and
evaluated

% shows evidence of application of relevant workplace procedures including:

e training and assessment policies
e issue resolution procedures.

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret company policies, procedures and
business documentation. Writing is required to the level of completing workplace reports
and documents.

Numeracy is also required, eg, to analyse business data in the form of tables and charts and
analyse budgetary information relevant to the workplace.

© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 CS71




Plastics, Rubber and Cablemaking Training Package
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Assessment method and context:
Competence in this unit may be assessed:

v on the job allowing for the demonstration of the competency under all normal and a
range of abnormal circumstances

% by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. Access should be provided to industry competency standards and
assessment systems and particular workplace development opportunities. No other special
resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 2 3 2
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BSXFMI402A - Provide leadership in the workplace

UNIT TITLE

BSXFMI402A — Provide leadership in the workplace

UNIT DESCRIPTOR

This competency applies to those personnel responsible for providing leadership in the
development of the organisation through leading by example, influencing others and
managing their responsibilities within the context of the organisation.

The competency would typically apply to front line managers who are involved in
organisations as coordinators, team leaders, supervisors, forepersons or project managers.
They are not usually responsible for managing other managers, but on a daily basis they
play a crucial role in coordinating and influencing employees.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Model high standards of
management performance.

1.1.
1.2.
1.3.

1.4.

Performance meets the organisation’s requirements
Performance serves as positive role model for others
Performance plans are developed and implemented in
accordance with organisation’s goals and objectives
Key performance indicators are developed within the
team’s/organisations’s business plans.

2. Enhance the organisation’s
image.

2.1.

2.2.

2.3.

The organisation’s standards and values are used in
conducting business

Standards and values considered to be damaging to the
organisation are questioned through established
communication channels

Personal performance contributes to developing an
organisation which has integrity and credibility.

3. Influence teams and
individuals positively.

3.1

3.2.

3.3.

Expectations, roles and responsibilities are communicated
in a way which encourages individuals/teams to take
responsibility for their work

Individual’s/team’s efforts and contributions are
encouraged, valued and rewarded

Ideas and information receive the acceptance and support
of colleagues.

4. Make informed decisions.

4.1.

4.2.

4.3.

4.4,

4.5.

4.6.

Information relevant to the issue(s) under consideration is
gathered and organised

Individuals/teams participate actively in the
decisionmaking processes

Options are examined and their associated risks assessed
to determine preferred course(s) of action

Decisions are timely and communicated clearly to
individuals/teams

Plans to implement decision are prepared and agreed to
by relevant individuals/teams

Feedback processes are used effectively to monitor the
implementation and impact of decisions.
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RANGE OF VARIABLES:

At AQF 4, front line managers will normally be engaged in a workplace context in which
they:

< K K K <K <K < < <

are autonomous, working under general guidance on progress and outcomes

may supervise others

may guide or facilitate teams

have responsibility for, and limited organisation of, work of others

apply knowledge with depth in some areas

apply a broad range of skills to a range of workplace contexts

are involved in some complexity in the choice of actions

use competencies within routines, methods and procedures

use some discretion and judgement for self and others in planning and using resources,

services and processes to achieve outcomes within time constraints.

Front line managers at AQF 4 will normally operate in a relatively diverse workplace
environment in which they use the organisation’s:

< < < < < <

goals, objectives, plans, systems and processes

quality and continuous improvement processes and standards
processes and standards

business and performance standards

defined resource parameters

ethical standards.

They use legislation, codes and national standards relevant to the workplace. A range of
learning opportunities maybe used, for example:

< < < < < <

mentoring

action learning

coaching

shadowing
exchange/rotation

structured training programs.

All operations are performed in accordance with standard procedures and work instructions.
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EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

< K K K < K K <K < < <

This guideline is to assist the development of assessment instruments/tools to assess the

competence of frontline management. At AQF 4, frontline managers must provide
evidence of consistent achievement of this unit’s workplace outcomes, by showing
evidence that they:

achieve planned results

acquire and use information appropriate to work responsibility

manage work effectively to achieve goals and results

make decisions within responsibility and authority

explain the organisation’s goals, values and objectives

establish and monitor key performance indicators for individuals/teams

monitor and introduce practices to improve performance

operate in diverse work environments and contexts

use modern management techniques in work performance

use effective consultative processes

communicate routine and non-routine information clearly to senior managers, peers

and subordinates

A%
A%
A%
\%

promote available learning methods to support colleagues’ competence
use information management systems

select and use available technology appropriate to the task

use the key competencies to achieve results (see table).

Critical aspects:

% effective working relationships are established with colleagues, subordinates and
managers

\Y% activities are modified to cater for variations in workplace contexts and environment
\Y% organisation’s standards and values are modelled in working with others

\Y% work is consistently monitored and compared with organisational and personal goals

Consistent performance should be demonstrated. In particular look to see that :

and priorities

\Y% feedback on work quality and performance is sought and suggestions enacted and
evaluated

% communication and consultation is sought and encouraged

% evidence is shown of application of relevant workplace procedures including:

e issue resolution procedures

e business planning/setting and measuring performance objectives.
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Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret company policies, procedures and
business documentation. Writing is required to the level of completing workplace reports
and documents.

Numeracy is also required, eg, to analyse business data in the form of tables and charts and
analyse budgetary information relevant to the workplace.

Assessment method and context:
Competence in this unit may be assessed:

v on the job allowing for the demonstration of the competency under all normal and a
range of abnormal circumstances

v by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. Access should be provided to industry competency standards and
assessment systems and particular workplace development opportunities. No other special
resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 2 3 2 2 3 2
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BSXFMI403A - Establish and manage effective workplace relationships

UNIT TITLE

BSXFMI403A — Establish and manage effective workplace

relationships

UNIT DESCRIPTOR

This competency applies to employees required to develop and maintain positive
relationships in internal and external environments so that customers, suppliers and the
organisation achieve planned outputs/outcomes.

The competency would typically apply to front line managers who are typically involved
in organisations as coordinators, team leaders, supervisors, forepersons or project
managers. They are not usually responsible for managing other managers, but on a daily
basis they play a crucial role in coordinating and influencing employees.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Gather, convey and receive
information and ideas.

1.1.

1.2.

1.3.

1.4.

Information to achieve work responsibilities is collected
from appropriate sources

The method(s) used to communicate ideas and
information are appropriate to the audience
Communication takes into account social and cultural
diversity

Input from internal and external sources is sought and
valued in developing and refining new ideas and
approaches.

2. Develop trust and
confidence.

2.1.

2.2.

2.3.

2.4.

2.5.

People are treated with integrity, respect and empathy
The organisation’s social, ethical and business standards
are used to develop and maintain positive relationships
Trust and confidence of colleagues, customers and
suppliers is gained and maintained through competent
performance

Appropriate tasks and responsibilities are delegated to
employees and appropriate reporting systems established
for the delegations

Interpersonal styles and methods are adjusted to the social
and cultural environment.

3. Build and maintain
networks and
relationships.

3.1
3.2.

Networking is used to identify and build relationships
Networks and other work relationships provide
identifiable benefits for the team and organisation.
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ELEMENT

PERFORMANCE CRITERIA

4. Manage difficulties to
achieve positive
outcomes.

4.1.

4.2.

4.3.

4.4.

4.5.

Problems are identified and analysed, and action is taken
to rectify the situation with minimal disruption to
performance

Colleagues receive guidance and support to resolve their
work difficulties

Continued poor performance is managed within the
organisation’s processes

Conflict is managed constructively within the
organisation’s processes

Difficult situations are negotiated to achieve results
acceptable to the participants, and which meet
organisation and legislative requirements.
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RANGE OF VARIABLES:

At AQF 4, front line managers will normally be engaged in a workplace context in which
they:

are autonomous, working under general guidance on progress and outcomes

may supervise others

may guide or facilitate teams

have responsibility for, and limited organisation of, work of others

apply knowledge with depth in some areas

apply a broad range of skills to a range of workplace contexts

are involved in some complexity in the choice of actions

use competencies within routines, methods and procedures

use some discretion and judgement for self and others in planning and using resources,
services and processes to achieve outcomes within time constraints.

< K K K < <K< <K < <

Front line managers at AQF 4 will normally operate in a relatively diverse workplace
environment in which they use the organisation’s:

goals, objectives, plans, systems and processes

quality and continuous improvement processes and standards

processes and standards

business and performance standards

defined resource parameters

ethical standards.

< < < < < <

They use legislation, codes and national standards relevant to the workplace. A range of
learning opportunities maybe used, for example:

mentoring

action learning

coaching

shadowing

exchange/rotation

structured training programs.

< < K < < <

All operations are performed in accordance with standard procedures and work
instructions.
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EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

< < K <K < <K< <K <K <K<K <K<K <K<

This guideline is to assist the development of assessment instruments/tools to assess the
competence of frontline management. At AQF 4, frontline managers must provide
evidence of consistent achievement of this unit’s workplace outcomes, by showing
evidence that they:

use information appropriate to work responsibility

manage work effectively to achieve goals/results

monitor and introduce ways to improve work relationships

perform in a way which strengthens and reinforces relationships

develop effective relationships in internal and external environments

communicate clearly and concisely

respond effectively to unexpected demands from a range of sources

provide honest and productive feedback

encourage contrary views to be submitted and discussed

treat people openly and fairly

develop constructive responses when confronted with problems and difficulties

use information management systems

select and use available technology appropriate to the task

use the key competencies to achieve results (see table).

Critical aspects:

\%

Consistent performance should be demonstrated. In particular look to see that :
relationships are managed with internal and external personnel to effectively achieve

goals/results

v

A%
A%
A%
v

work relationships are improved through constructive and appropriate efforts
consultative methods and forums are utilised to improve work effectiveness
relevant information is located and utilised effectively

workplace records are maintained

safety precautions appropriate to the task are applied.

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret company policies, procedures and
business documentation. Writing is required to the level of completing workplace reports
and documents.

Numeracy is also required, eg, to analyse business data in the form of tables and charts and
analyse budgetary information relevant to the workplace.
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BSXFMI403A - Establish and manage effective workplace relationships

Assessment method and context:
Competence in this unit may be assessed:

\Y on the job allowing for the demonstration of the competency under all normal and a
range of abnormal circumstances

\Y by use of a suitable simulation and/or a range of case studies/scenarios

% by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. Access should be provided to industry competency standards and
assessment systems and particular workplace development opportunities. No other special
resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 2 3 2
© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 Ccs8l







Plastics, Rubber and Cablemaking Training Package

BSXFMI404A - Participate in, lead and facilitate work teams

UNIT TITLE

BSXFMI404A — Participate in, lead and facilitate work teams

UNIT DESCRIPTOR

This unit of competency is for those with a role in leading, participating in and facilitating
the empowerment of work teams/groups, motivating, mentoring, coaching and developing
team members and achieving team cohesion.

The competency would typically apply to front line managers who are involved in
organisations as coordinators, team leaders, supervisors, forepersons or project managers.
They are not usually responsible for managing other managers, but on a daily basis they
play a crucial role in coordinating and influencing employees.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Participate in team
planning.

1.1.

1.2.

1.3.

1.4.

The team establishes clearly defined goals, purpose, roles,
responsibilities and accountabilities within the
organisation’s goals and objectives

The team performance plan contributes to the
organisation’s business plan, policies and practices

The team agrees to processes to monitor and adjust its
performance within the organisation’s continuous
improvement policies

The team includes in its plans ways in which it can
benefit from the diversity of its membership.

2. Develop team commitment
and cooperation.

2.1.

2.2.

2.3.

The team uses open communication processes to obtain
and share information

The team encourages and exploits innovation and
initiative

Support is provided to the team to develop mutual
concern and camaraderie.

3. Manage and develop team
performance.

3.1

3.2.

3.3.

3.4.

3.5.

The team is supported in making decisions within agreed
roles and responsibilities

The results achieved by the team contribute positively to
the organisation’s business plans

Team and individual competencies are monitored
regularly to confirm that the team is able to achieve goals
Mentoring and coaching supports team members to
enhance personal and collective knowledge and skills
Delegates’ performance is monitored to confirm that they
have completed the relevant delegation(s)/assignment(s).

4. Participate in and facilitate
the work team.

4.1.

4.2.

4.3.

Team effectiveness is encouraged and enhanced through
active participation in team activities and communication
processes

Individuals and teams are actively encouraged to take
individual and joint responsibility for actions

The team receives support to identify and resolve
problems which impede performance.
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BSXFMI404A - Participate in, lead and facilitate work teams

RANGE OF VARIABLES:

< K K K <K <K < < <

At AQF 4, front line managers will normally be engaged in a workplace context in which
they:

are autonomous, working under general guidance on progress and outcomes

may supervise others

may guide or facilitate teams

have responsibility for, and limited organisation of, work of others

apply knowledge with depth in some areas

apply a broad range of skills to a range of workplace contexts

are involved in some complexity in the choice of actions

use competencies within routines, methods and procedures

use some discretion and judgement for self and others in planning and using resources,

services and processes to achieve outcomes within time constraints.

< < < < < <

< < < < < <

< < < <

< < <

< < < <

Front line managers at AQF 4 will normally operate in a relatively diverse workplace
environment in which they use the organisation’s:

goals, objectives, plans, systems and processes

quality and continuous improvement processes and standards

processes and standards

business and performance standards

defined resource parameters

ethical standards.

They use legislation, codes and national standards relevant to the workplace. A range of
learning opportunities maybe used, for example:

mentoring

action learning

coaching

shadowing

exchange/rotation

structured training programs.

Teams may be one or a mixture of :
ongoing
work based
project based
cross-functional.

Teams may include :
full time employees
contractors
part time employees.

Front line management roles in teams may include :
leader
facilitator
participant
mentor.

All operations are performed in accordance with standard procedures and work
instructions.
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BSXFMI404A - Participate in, lead and facilitate work teams

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

This guideline is to assist the development of assessment instruments/tools to assess the
competence of frontline management. At AQF 4, frontline managers must provide
evidence of consistent achievement of this unit’s workplace outcomes, by showing
evidence that they:
acquire and use information appropriate to work responsibility
establish among teams a commitment to the organisation’s goals, values and plans
manage work effectively to achieve goals/results
make decisions within responsibility and authority
provide clear direction in devolving responsibility and authority
provide constructive feedback to delegates
work effectively with team members who have diverse work styles, aspirations,
cultures and perspectives
use effective consultative processes
monitor and introduce ways to improve team performance
encourage teams to openly propose, discuss and resolve issues
treat people openly and fairly
support team to share knowledge and skills
deal with conflict before it adversely effects team performance
promote available learning methods to support team
use information management systems
select and use available technology appropriate to the task
use the key competencies to achieve results (see table).

< < K < < < <

< K K K < <K K < < <

Critical aspects:

Consistent performance should be demonstrated. In particular look to see that :
\Y leadership skills are applied to the completion of work team projects including the
allocation and delegation of tasks, taking into account task requirements, development needs
and organisational policy

\Y issues are mediated and resolved maximising positive outcomes

% techniques to encourage appropriate participation of team/group members are applied
% requirements of tasks and organising, planning, job completion and evaluation stages
are identified

% relevant information is located and appropriately applied

\Y% provision of customer/client service is effective and responsive

\ work is completed effectively with others.
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BSXFMI404A - Participate in, lead and facilitate work teams

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret company policies, procedures and
business documentation. Writing is required to the level of completing workplace reports
and documents.

Numeracy is also required, eg, to analyse business data in the form of tables and charts and
analyse budgetary information relevant to the workplace.

Assessment method and context:
Competence in this unit may be assessed:

v on the job allowing for the demonstration of the competency under all normal and a
range of abnormal circumstances

v by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. Access should be provided to industry competency standards and
assessment systems and particular workplace development opportunities. No other special
resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 2 3 2
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BSXFMI405A - Manage operations to achieve planned outcomes

UNIT TITLE

BSXFMI405A - Manage operations to achieve planned outcomes

UNIT DESCRIPTOR

This unit applies to those employees required to plan, implement, monitor and record
performance to achieve the business plans of the team/organisation. This pivotal role is
carried out to create safe, efficient and effective products and services to customer
satisfaction within the organisation’s productivity and profitability plans.

The competency would typically apply to front line managers who are involved in
organisations as coordinators, team leaders, supervisors, forepersons or project managers.
They are not usually responsible for managing other managers, but on a daily basis they
play a crucial role in coordinating and influencing employees.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Plan resource use to
achieve profit/productivity
targets.

1.1.

1.2.

1.3.

1.4.

Resource information for use in operational plans is
collected, analysed and organised in consultation with
colleagues and specialist resource managers

Operational plans contribute to the achievement of the
organisation’s performance/business plan

Operational plans identify available resources, taking into
account customer needs and the organisation’s plans
Contingency plans are prepared in the event that initial
plans need to be varied.

2. Acquire resources to
achieve operational plan.

2.1.

2.2.

Employees are recruited, inducted and deployed within
the organisation’s human resource management policies
and practices

Physical resources and services are acquired and deployed
in accord with the organisation’s practices and
procedures.

3. Monitor operational
performance.

3.1

3.2.

3.3.

3.4.

Performance systems and processes are monitored to
assess progress in achieving profit/productivity plans and
targets

Budget and actual financial information is analysed and
interpreted to monitor profit/productivity performance
Unsatisfactory performance is identified and prompt
action is taken to rectify the situation

Recommendations for variation to operational plans are
negotiated and approved by the designated
persons/groups.
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BSXFMI405A - Manage operations to achieve planned outcomes

ELEMENT PERFORMANCE CRITERIA

4. Monitor resource usage. 4.1. Systems and processes are monitored to establish whether

resources are being used as planned

4.2. Problems with resource usage are investigated and
rectified and/or reported to designated persons/groups

4.3. Mentoring and coaching is provided to support
individuals/teams who have difficulties in using resources
to the required standard

4.4. Systems, procedures and records associated with
documenting resource acquisition and usage are managed
in accordance with the organisation’s requirements.

RANGE OF VARIABLES:

At AQF 4, front line managers will normally be engaged in a workplace context in which
they:

< K K K <K <K < < <

are autonomous, working under general guidance on progress and outcomes

may supervise others

may guide or facilitate teams

have responsibility for, and limited organisation of, work of others

apply knowledge with depth in some areas

apply a broad range of skills to a range of workplace contexts

are involved in some complexity in the choice of actions

use competencies within routines, methods and procedures

use some discretion and judgement for self and others in planning and using resources,

services and processes to achieve outcomes within time constraints.

Front line managers at AQF 4 will normally operate in a relatively diverse workplace
environment in which they use the organisation’s:

< < < < < <

goals, objectives, plans, systems and processes

quality and continuous improvement processes and standards
processes and standards

business and performance standards

defined resource parameters

ethical standards.

They use legislation, codes and national standards relevant to the workplace. A range of
learning opportunities maybe used, for example:

< K < < < <

mentoring

action learning

coaching

shadowing
exchange/rotation

structured training programs.
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BSXFMI405A - Manage operations to achieve planned outcomes

Resources may include :
people
power/energy
information
finance
buildings/facilities
time
equipment
technology.

< < K <K < < < <

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

This guideline is to assist the development of assessment instruments/tools to assess the
competence of frontline management. At AQF 4, frontline managers must provide
evidence of consistent achievement of this unit’s workplace outcomes, by showing
evidence that they:

\Y manage work effectively to achieve goals/results

\Y acquire and use information appropriate to work responsibility

\Y% make decisions within responsibility and authority

% participate effectively in wider organisational processes which have an effect on

organisational performance

organise and use resources to achieve business plans

provide input to the organisation’s planning processes

eliminate/minimise resource inefficiencies and waste

create products/services which are safe for customer use

develop alternative approaches to improve resource use

ensure that legislative requirements are met in work operations

prepare and negotiate recommendations to change operatoins

ues effective consultative processes

seek feedback and constructive advice

promote available learning methods to assist colleagues

use information management systems

select and use available technology appropriate to the task

use the key competencies to achieve results (see table).

< K K K < <K K K < < <K < <

Critical aspects:

Consistent performance should be demonstrated. In particular look to see that :
\Y work is managed effectively to achieve goals and results
\Y contributions are made to the organisation’s planning processes
\Y improvements are suggested to operation plans and changes negotiated
% operational performance/budgets are monitored and improvements recommended in
resource usage
% appropriate workplace language and communication technologies are utilised
\% all relevant information is located, interpreted and applied
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BSXFMI405A - Manage operations to achieve planned outcomes

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret company policies, procedures and
business documentation. Writing is required to the level of completing workplace reports
and documents.

Numeracy is also required, eg, to analyse business data in the form of tables and charts and
analyse budgetary information relevant to the workplace.

Assessment method and context:
Competence in this unit may be assessed:

v on the job allowing for the demonstration of the competency under all normal and a
range of abnormal circumstances

v by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. Access should be provided to industry competency standards and
assessment systems and particular workplace development opportunities. No other special
resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 2
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BSXFMI406A - Manage workplace information

UNIT TITLE

BSXFMI406A - Manage workplace information

UNIT DESCRIPTOR

This unit of competency is for those employees participating in the planning processes in
organisations incorporating information gathering, planning and resourcing within the

organisation.

The competency would typically apply to front line managers who are involved in
organisations as coordinators, team leaders, supervisors, forepersons or project managers.
They are not usually responsible for managing other managers, but on a daily basis they
play a crucial role in coordinating and influencing employees.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Identify and source
information needs.

1.1. The information needs of individuals/teams is determined
and the potential sources of information are identified

1.2. Information held by the organisation is reviewed to
determine suitability and accessibility

1.3. Arrangements are made to obtain information which is
not available/accessible within the organisation.

2. Collect, analyse and report
information.

2.1. Collection of information is timely and relevant to the
needs of individuals/teams

2.2. Information is in a format suitable for analysis,
interpretation and dissemination

2.3. Information is analysed to identify and report relevant
trends and developments in terms of the needs for which
it was acquired.

3. Use management
information systems.

3.1. Management information systems are used effectively to
store and retrieve data for decisionmaking

3.2. Technology available in the work area/organisation is
used to manage information efficiently and effectively

3.3. Recommendations for improving the information system
are submitted to designated persons/groups.

4. Prepare business
plans/budgets.

4.1. Individuals/teams are involved in business plan/budget
preparation in a way which uses their contribution
effectively and gains their support for the outcomes

4.2. Business plans/budgets are prepared and presented in
accordance with the organisation’s guidelines and
requirements

4.3. Contingency plans are prepared in the event that
alternative action is required.
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BSXFMI406A - Manage workplace information

ELEMENT PERFORMANCE CRITERIA

5. Prepare resource proposals. | 5.1. Resource planning data is collected in consultation with

colleagues including those who have a specialist role in
resource management

5.2. Estimates of resource needs and utilisation reflects the
organisation’s business plans, customer and supplier
requirements

5.3. Proposals to secure resources are supported by clearly
presented submissions describing realistic options,
benefits, costs and outcomes.

RANGE OF VARIABLES:

< <K K K <K < < < <

At AQF 4, front line managers will normally be engaged in a workplace context in which
they:

are autonomous, working under general guidance on progress and outcomes

may supervise others

may guide or facilitate teams

have responsibility for, and limited organisation of, work of others

apply knowledge with depth in some areas

apply a broad range of skills to a range of workplace contexts

are involved in some complexity in the choice of actions

use competencies within routines, methods and procedures

use some discretion and judgement for self and others in planning and using resources,

services and processes to achieve outcomes within time constraints.

< K < < < <

< < < < < <

Front line managers at AQF 4 will normally operate in a relatively diverse workplace
environment in which they use the organisation’s:

goals, objectives, plans, systems and processes

quality and continuous improvement processes and standards
processes and standards

business and performance standards

defined resource parameters

ethical standards.

They use legislation, codes and national standards relevant to the workplace. A range of
learning opportunities maybe used, for example:

mentoring

action learning

coaching

shadowing
exchange/rotation

structured training programs.
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BSXFMI406A - Manage workplace information

Resources may include :
people
power/energy
information
finance
buildings/facilities
time
equipment
technology.

< < K <K < < < <

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

This guideline is to assist the development of assessment instruments/tools to assess the
competence of frontline management. At AQF 4, frontline managers must provide
evidence of consistent achievement of this unit’s workplace outcomes, by showing
evidence that they:

\Y manage work effectively to achieve goals/results

\Y acquire and use information appropriate to work responsibility

\Y% make decisions within responsibility and authority

\% monitor and improve ways to manage workplace information

\Y explain basic financial concepts in business plans/budgets

\Y prepare basic financial information in standard format

\Y prepare resource proposals within budget constraints

% prepare and negotiate recommendations to improve the organisation’s information
systems

\% ensure that legislative requirements are met in plans

% promote available learning methods to assist colleagues

\Y use effective consultative processes

\Y communicate with colleagues who have specialist responsibilities in financial and
resource management

\Y use information management systems

\Y% select and use available technology appropriate to the task

\Y% use the key competencies to achieve results (see table).

Critical aspects:
Consistent performance should be demonstrated. In particular look to see that :

% work is managed to achieve the organisation’s goals and business plans

% workplace products, materials used, production and work processes utilised are
appropriate to the workplace

\Y basic financial information is prepared in accordance with workplace requirements
\Y financial concepts are explained clearly, concisely and effectively in relation to
budgets and business plans

\Y resource proposals are prepared within budget

% requirements to safely handle workplace equipment, substances, products and

materials and safety precautions are identified and appropriate to workplace within budgets.
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BSXFMI406A - Manage workplace information

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret company policies, procedures and
business documentation. Writing is required to the level of completing workplace reports
and documents.

Numeracy is also required, eg, to analyse business data in the form of tables and charts and
analyse budgetary information relevant to the workplace.

Assessment method and context:
Competence in this unit may be assessed:

v on the job allowing for the demonstration of the competency under all normal and a
range of abnormal circumstances

% by use of a suitable simulation and/or a range of case studies/scenarios

\Y by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
guestioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. Access should be provided to industry competency standards and
assessment systems and particular workplace development opportunities. No other special
resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 2
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BSXFMI407A - Manage Quality customer service

UNIT TITLE

BSXFMI407A - Manage quality customer service

UNIT DESCRIPTOR

This unit applies to employees who are required to ensure that products and services are
delivered and maintained to standards agreed by the organisation and the customer. This
will be carried out in the context of the organisation’s policies and practices as well as
legislation, conventions and codes of practice.

The competency would typically apply to front line managers who are involved in
organisations as coordinators, team leaders, supervisors, forepersons or project managers.
They are not usually responsible for managing other managers, but on a daily basis they
play a crucial role in coordinating and influencing employees.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Plan to meet internal and
external customer
requirements.

1.1.

1.2.

1.3.

The needs of customers are researched, implications for
the organisation are assessed

Information on customer requirements is included in the
planning process

Provision is made in plans to achieve the quality, time and
cost specifications agreed with customers.

2. Ensure delivery of quality
products/services.

2.1.

2.2.

2.3.

Products/services are delivered to customer specifications
within the team’s/organisation’s business plan
Individual/team performance consistently meets quality,
safety, resource and delivery standards

Coaching and mentoring assists colleagues overcome
difficulty in meeting customer service standards.

3. Monitor, adjust and report
customer service.

3.1

3.2.

3.3.

3.4.

3.5.

3.6.

The organisation’s systems and technology are used to
monitor progress in achieving product/service targets and
standards

Customer feedback is sought and used to improve the
provision of products/services

Resources are used effectively and efficiently to provide
quality products/services to customers

Decisions to overcome problems with products/services
are taken in consultation with designated
individuals/groups

Adjustments are made to products/services, and those
who have a role in their planning and delivery are
informed of changes

Records, reports and recommendations are managed
within the organisation’s systems and processes.
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RANGE OF VARIABLES:

At AQF 4, front line managers will normally be engaged in a workplace context in which
they:

< <K K <K <K < < < <

are autonomous, working under general guidance on progress and outcomes

may supervise others

may guide or facilitate teams

have responsibility for, and limited organisation of, work of others

apply knowledge with depth in some areas

apply a broad range of skills to a range of workplace contexts

are involved in some complexity in the choice of actions

use competencies within routines, methods and procedures

use some discretion and judgement for self and others in planning and using resources,

services and processes to achieve outcomes within time constraints.

Front line managers at AQF 4 will normally operate in a relatively diverse workplace
environment in which they use the organisation’s:

v goals, objectives, plans, systems and processes

v quality and continuous improvement processes and standards

v processes and standards

% business and performance standards

% defined resource parameters

\Y ethical standards.
They use legislation, codes and national standards relevant to the workplace. A range of
learning opportunities maybe used, for example:

v mentoring v exchange/rotation

v action learning v structured training programs

v coaching v shadowing.
Resources may include :

% people % buildings/facilities

% power/energy % time

\% information \% equipment

\Y finance \Y technology.
All operations are performed in accordance with standard procedures and work
instructions.
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EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

< K K K < < K <K < < <

This guideline is to assist the development of assessment instruments/tools to assess the
competence of frontline management. At AQF 4, frontline managers must provide
evidence of consistent achievement of this unit’s workplace outcomes, by showing
evidence that they:

manage work effectively to achieve goals/results

manage products/services within budget constraints

make decisions within responsibility and authority

acquire and use information appropriate to work responsibility
monitor and introduce ways to improve products/services

use effective consultative processes

ensure that legislation and standards are met

develop and maintain effective communication with customers
seek customer feedback and act on constructive advice

treat people fairly and openly

promote available learning methods to assist colleagues to maintain current

competence

\%
A%
A%

use information management systems
select and use available technology appropriate to the task
use the key competencies to achieve results (see table).

Critical aspects:

< < <K < < <

Consistent performance should be demonstrated. In particular look to see that :

work is managed to achieve desired required outcomes
the area or team operates within budget(s)
means to improve service to customers are identified

area or team introduces (any) required improvements to customer service provision

information management systems are effectively utilised

there is effective provision of customer/client service and the assessee works

effectively with colleagues

A%
A%
\%

customer service implementation systems are adapted to particular purposes
group/team members are supported to implement improved customer service

information is conveyed clearly and concisely in written and oral form.

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret company policies, procedures and
business documentation. Writing is required to the level of completing workplace reports
and documents.

Numeracy is also required, eg, to analyse business data in the form of tables and charts and
analyse budgetary information relevant to the workplace.
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Assessment method and context:
Competence in this unit may be assessed:

v on the job allowing for the demonstration of the competency under all normal and a
range of abnormal circumstances

% by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. Access should be provided to industry competency standards and
assessment systems and particular workplace development opportunities. No other special
resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 2
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UNIT TITLE

BSXFMI408A - Develop and maintain a safe workplace and

environment

UNIT DESCRIPTOR

This unit applies to employees whose key role is in promoting and monitoring a safe work
environment, ensuring that the workplace meets safety standards set down in legislation,
standards and the organisation’s policies and practices.

The competency would typically apply to front line managers who are involved in
organisations as coordinators, team leaders, supervisors, forepersons or project managers.
They are not usually responsible for managing other managers, but on a daily basis they
play a crucial role in coordinating and influencing employees.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Access and share
legislation, codes and
standards.

1.1.

1.2.

1.3.

1.4.

Legislation, standards and the organisation’s policies and
practices relevant to the creation and maintenance of a
safe workplace and environment are made available to
individuals/teams

Arrangements are made to provide information in a
language, style and format which is understood by
colleagues

Individuals/teams know their legal responsibility for
maintaining a safe workplace and environment

The implications of an unsafe workplace and
environment is clear to all within the workplace.

2. Plan and implement safety
requirements.

2.1.

2.2.

2.3.

2.4.

2.5.

2.6.

2.7.

Health and safety risk assessments are made as part of all
production planning exercises

Policy and procedures are developed to implement
requirements for a safe workplace

Work practices are planned with colleagues to ensure
compliance with workplace and environmental legislation
and standards

Safe operating procedures are documented and
communicated

Work practices are implemented in accordance with
requirements specified in legislation and standards for
safe workplaces and environments

Coaching and mentoring supports colleagues in managing
their rights and responsibilities

Purchasing policy provides mechanisms to monitor
potential hazards from substances and equipment.
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ELEMENT PERFORMANCE CRITERIA
3. Monitor, adjust and report | 3.1. Actual and potential problems are identified, rectified and
safety performance. reported promptly and decisively to ensure workplace

and environmental safety

3.2. Hazards are managed so that risks are minimised

3.3. Waste recycling, reduction and disposal is carried out
within legislative and organisational requirements

3.4. Recommendations to make improvements to comply with
legislation and associated standards are submitted to
designated persons/groups

3.5. Individuals/teams are informed of improvements and
alterations to occupational health and safety procedures
in the workplace

3.6. Systems, records and reporting procedures are maintained
according to legislative requirements.

4. Investigate and report non- | 4.1. Non-conformance is investigated and dealt with
conformance. according to legislative requirements

4.2. Coaching and mentoring supports colleagues to acquire
and apply competencies to meet legislative requirements
and the associated standards

4.3. Workplace practices are implemented to ensure that non-
conformance is not repeated.

RANGE OF VARIABLES:

At AQF 4, front line managers will normally be engaged in a workplace context in which
they:

< K K K <K <K < < <

are autonomous, working under general guidance on progress and outcomes

may supervise others

may guide or facilitate teams

have responsibility for, and limited organisation of, work of others

apply knowledge with depth in some areas

apply a broad range of skills to a range of workplace contexts

are involved in some complexity in the choice of actions

use competencies within routines, methods and procedures

use some discretion and judgement for self and others in planning and using resources,

services and processes to achieve outcomes within time constraints.

Front line managers at AQF 4 will normally operate in a relatively diverse workplace
environment in which they use the organisation’s:

< K < < < <

goals, objectives, plans, systems and processes

quality and continuous improvement processes and standards
processes and standards

business and performance standards

defined resource parameters

ethical standards.
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They use legislation, codes and national standards relevant to the workplace. A range of
learning opportunities maybe used, for example:

\Y mentoring \Y exchange/rotation
\% action learning \% structured training programs
\Y% coaching \Y shadowing.
Resources may include :
% people % buildings/facilities
\Y power/energy \Y time
\Y% information \Y% equipment
\ finance \ technology.

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

This guideline is to assist the development of assessment instruments/tools to assess the
competence of frontline management. At AQF 4, frontline managers must provide
evidence of consistent achievement of this unit’s workplace outcomes, by showing
evidence that they:

develop and promote a safety conscious culture in the workplace

provide a model to others in working safely

acquire and use information appropriate to work responsibility

explain safety legislation, standards and procedures

maintain a safe workplace

take prompt action to rectify/report non-compliance

prepare and negotiate recommendations to improve safety

monitor and introduce practices to ensure safety compliance

promote available learning methods to assist colleagues

use information management systems

select and use available technology appropriate to the task

use the key competencies to achieve results (see table).

< < K K K < <K K <K < < <

Critical aspects:

Consistent performance should be demonstrated. In particular look to see that :
\Y% work is managed to achieve desired required outcomes
\Y the effectiveness of the occupational health and safety system and related policies,
procedures and programs is assessed

% improvements to the occupational health and safety system are identified and reported

to appropriate personnel

risk management processes are applied to improve workplace procedures
appropriate workplace records are maintained

workplace consultative processes are utilised to improve health and safety

safety performance standards are modelled

safety legislation, standards and procedures are clearly and concisely explained
appropriate personnel are negotiated with to improve workplace health, safety and

< < <K < < <
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welfare.

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret company policies, procedures and
business documentation. Writing is required to the level of completing workplace reports
and documents.

Numeracy is also required, eg, to analyse business data in the form of tables and charts and
analyse budgetary information relevant to the workplace.

Assessment method and context:
Competence in this unit may be assessed:

v on the job allowing for the demonstration of the competency under all normal and a
range of abnormal circumstances

% by use of a suitable simulation and/or a range of case studies/scenarios

\Y by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. Access should be provided to industry competency standards and
assessment systems and particular workplace development opportunities. No other special
resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 2
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UNIT TITLE

BSXFMI409A - Implement and monitor continuous improvement

systems and processes

UNIT DESCRIPTOR

This unit applies to those required to manage the continuous improvement process to
achieve the organisation’s quality objectives through influencing the ongoing development

of the organisation.

The competency would typically apply to front line managers who are involved in
organisations as coordinators, team leaders, supervisors, forepersons or project managers.
They are not usually responsible for managing other managers, but on a daily basis they
play a crucial role in coordinating and influencing employees.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Implement continuous
improvement systems and
processes.

1.1.

1.2.

1.3.

Team members are actively encouraged and supported to
participate in decision making processes and to assume
responsibility and authority

The organisation’s continuous improvement processes
are communicated to individuals/teams

Mentoring and coaching support ensures that
individuals/teams are able to implement the
organisation’s continuous improvement processes.

2. Monitor, adjust and report
performance.

2.1.

2.2.

2.3.

The organisation’s systems and technology are used to
monitor progress and to identify ways in which planning
and operations could be improved

Customer service is strengthened through the use of
continuous improvement techniques and processes
Plans are adjusted and communicated to those who have
a role in their development and implementation.

3. Consolidate opportunities
for further improvement.

3.1

3.2.

3.3.

Individuals/teams are informed of savings and
productivity improvements in achieving the business plan
Work performance is documented and the information is
used to identify opportunities for further improvement
Records, reports and recommendations for improvement
are managed within the organisation’s systems and
processes.
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RANGE OF VARIABLES:

At AQF 4, front line managers will normally be engaged in a workplace context in which
they:

are autonomous, working under general guidance on progress and outcomes

may supervise others

may guide or facilitate teams

have responsibility for, and limited organisation of, work of others

apply knowledge with depth in some areas

apply a broad range of skills to a range of workplace contexts

are involved in some complexity in the choice of actions

use competencies within routines, methods and procedures

use some discretion and judgement for self and others in planning and using resources,
services and processes to achieve outcomes within time constraints.

< K K K <K <K < < <

Front line managers at AQF 4 will normally operate in a relatively diverse workplace
environment in which they use the organisation’s:

% goals, objectives, plans, systems and processes
% quality and continuous improvement processes and standards
% processes and standards
v business and performance standards
v defined resource parameters
% ethical standards.
They use legislation, codes and national standards relevant to the workplace. A range of
learning opportunities maybe used, for example:
v mentoring v exchange/rotation
v action learning v structured training programs
v coaching v shadowing.
Resources may include :
% people % buildings/facilities
v power/energy v time
v information v equipment
v finance v technology.

All operations are performed in accordance with standard procedures and work
instructions.
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EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

This guideline is to assist the development of assessment instruments/tools to assess the
competence of frontline management. At AQF 4, frontline managers must provide
evidence of consistent achievement of this unit’s workplace outcomes, by showing
evidence that they:

manage work effectively to achieve goals and results

explain the organisation’s continuous improvement methods

acquire and use information appropriate to work responsibility

provide leadership to colleagues in continuous improvement processes

encourage ideas and feedback to improve processes

prepare and negotiate recommendations to improve the continuous improvement
processes
\Y gain the commitment of individuals/teams to continuous improvement practices and
principles
\Y use effective consultative processes
% promote available learning methods
% use information management systems
A%
A%

< < K < < <

select and use available technology appropriate to the task
use the key competencies to achieve results (see table).

Critical aspects:

Consistent performance should be demonstrated. In particular look to see that :
work is managed to achieve desired required outcomes
the organisation’s continuous improvement processes are explained to others
recommendations to improve products and work processes are prepared and promoted
appropriate consultative processes to effect change are utilised
workplace records and appropriate statistical data are maintained
provision of leadership to colleagues in implementation of continuous improvement
processes
\Y methods and approaches to monitor and introduce improved performance are
implemented.

< K< K < < <

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret company policies, procedures and
business documentation. Writing is required to the level of completing workplace reports
and documents.

Numeracy is also required, eg, to analyse business data in the form of tables and charts and
analyse budgetary information relevant to the workplace.
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Assessment method and context:
Competence in this unit may be assessed:

v on the job allowing for the demonstration of the competency under all normal and a
range of abnormal circumstances

% by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. Access should be provided to industry competency standards and
assessment systems and particular workplace development opportunities. No other special
resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 2
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UNIT TITLE

BSXFMI410A - Facilitate and capitalise on change and innovation

UNIT DESCRIPTOR

This unit applies to those required to foster change and act as a catalyst in the
implementation of change and innovation ensuring that individuals, the team and the
organisation gain from change; and that the customer benefits through improved products

and services.

The competency would typically apply to front line managers who are involved in
organisations as coordinators, team leaders, supervisors, forepersons or project managers.
They are not usually responsible for managing other managers, but on a daily basis they
play a crucial role in coordinating and influencing employees.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Participate in planning the
introduction of change.

1.1.

1.2.

1.3.

The manager contributes effectively in the organisation’s
planning processes to introduce change

Plans to introduce change are made in consultation with
designated individuals/groups

The organisation’s objectives and plans to introduce
change are explained clearly to individuals/teams.

2. Develop creative and
flexible approaches and
solutions.

2.1.

2.2.

2.3.

2.4.

Alternative approaches to managing workplace issues and
problems are identified and analysed

Risks are assessed and action is taken to achieve a
recognised benefit or advantage to the organisation

The workplace is managed in a way which promotes the
development of innovative approaches and outcomes
Creative and responsive approaches to resource
management improves productivity and/or reduces costs
in a competitive environment.

3. Manage emerging
challenges and
opportunities.

3.1.

3.2.

3.3.

3.4.

3.5.

Individuals/teams respond effectively and efficiently to
changes in the organisation’s goals, plans and priorities
Coaching and mentoring assists individuals/teams
develop competencies to handle change efficiently and
effectively

The manager uses opportunities within area of
responsibility and authority to make adjustments to
respond to the changing needs of customers and the
organisation

Individuals/teams are kept informed of progress in the
implementation of change

Recommendations for improving the methods/techniques
to manage change are negotiated with designated
persons/groups.
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RANGE OF VARIABLES:

At AQF 4, front line managers will normally be engaged in a workplace context in which
they:

are autonomous, working under general guidance on progress and outcomes

may supervise others

may guide or facilitate teams

have responsibility for, and limited organisation of, work of others

apply knowledge with depth in some areas

apply a broad range of skills to a range of workplace contexts

are involved in some complexity in the choice of actions

use competencies within routines, methods and procedures

use some discretion and judgement for self and others in planning and using resources,
services and processes to achieve outcomes within time constraints.

< K K K <K <K < < <

Front line managers at AQF 4 will normally operate in a relatively diverse workplace
environment in which they use the organisation’s:

% goals, objectives, plans, systems and processes
% quality and continuous improvement processes and standards
% processes and standards
v business and performance standards
v defined resource parameters
% ethical standards.
They use legislation, codes and national standards relevant to the workplace. A range of
learning opportunities maybe used, for example:
v mentoring v exchange/rotation
v action learning v structured training programs
v coaching v shadowing.
Resources may include :
% people % buildings/facilities
v power/energy v time
v information v equipment
v finance v technology.

All operations are performed in accordance with standard procedures and work
instructions.
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EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

This guideline is to assist the development of assessment instruments/tools to assess the
competence of frontline management. At AQF 4, frontline managers must provide
evidence of consistent achievement of this unit’s workplace outcomes, by showing
evidence that they:

manage work effectively to achieve goals and results

explain the organisation’s methods to introduce change

acquire and use information appropriate to work responsibility

identify opportunities to introduce change within area of responsibility and authority

draw on the diversity of workplace to assist the organisation to benefit from change

monitor trends in the external environment to develop and maintain a competitive

< < K < < <

D

o
«Q

D

monitor and introduce practices to improve performance

use effective consultative processes

seek feedback and act on constructive advice

promote available learning methods to support colleagues

provide leadership to colleagues in continuous improvement processes
encourage ideas and feedback to improve processes

use information management systems

select and use available technology appropriate to the task

use the key competencies to achieve results (see table).

< K K K < <K< <K < <

Critical aspects:
Consistent performance should be demonstrated. In particular look to see that :

% work is managed to achieve desired required outcomes

\Y the context and extent of organisational change is understood and promoted

\Y trends in the external environment are monitored to develop and maintain a
competitive edge

\Y appropriate consultative processes to effect change are utilised

% workplace records and appropriate statistical data are maintained

% provision of leadership to colleagues in implementation of change processes

% methods and approaches to monitor and introduce practices to improve performance

are implemented.
Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret company policies, procedures and
business documentation. Writing is required to the level of completing workplace reports
and documents.

Numeracy is also required, eg, to analyse business data in the form of tables and charts and
analyse budgetary information relevant to the workplace.
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Assessment method and context:
Competence in this unit may be assessed:

v on the job allowing for the demonstration of the competency under all normal and a
range of abnormal circumstances

% by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. Access should be provided to industry competency standards and
assessment systems and particular workplace development opportunities. No other special
resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 3
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UNIT TITLE

BSXFMI411A - Contribute to the development of a workplace learning

environment

UNIT DESCRIPTOR

This unit applies to those who play a prominent role in encouraging and supporting the
development of a learning organisation.

The competency would typically apply to front line managers who are involved in
organisations as coordinators, team leaders, supervisors, forepersons or project managers.
They are not usually responsible for managing other managers, but on a daily basis they
play a crucial role in coordinating and influencing employees.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Create learning
opportunities.

1.1.

1.2.

1.3.

1.4.

1.5.

Workplace environments which facilitate learning are
developed and supported

Learning plans are developed as an integral part of
individual/team performance plans

Learning plans reflect the diversity of needs and learning
opportunities

Individual/team access to, and participation in, learning
opportunities is facilitated

Negotiation with training and development specialists
results in the planning and provision of learning which
enhances individual, team, and organisational
performance.

2. Facilitate and promote
learning.

2.1.

2.2.

2.3.

2.4.

Workplace activities are used as opportunities for
learning

Coaching and mentoring contributes effectively to
development of workplace knowledge, skills and
attitudes

The benefits of learning are shared with others in the
team/organisation

Workplace achievement is recognised by timely and
appropriate recognition, feedback and rewards.

3. Monitor and improve

learning effectiveness.

3.1.

3.2.

3.3.

3.4.

Performance of individuals/teams is monitored to
determine the type and extent of additional work-based
support

Feedback from individuals/teams is used to identify and
introduce improvements in future learning arrangements
Adjustments negotiated with training and development
specialists results in improvements to the efficiency and
effectiveness of learning

Records and reports of competency are documented and
maintained within the organisation’s systems and
procedures.
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RANGE OF VARIABLES:

At AQF 4, front line managers will normally be engaged in a workplace context in which
they:

are autonomous, working under general guidance on progress and outcomes

may supervise others

may guide or facilitate teams

have responsibility for, and limited organisation of, work of others

apply knowledge with depth in some areas

apply a broad range of skills to a range of workplace contexts

are involved in some complexity in the choice of actions

use competencies within routines, methods and procedures

use some discretion and judgement for self and others in planning and using resources,
services and processes to achieve outcomes within time constraints.

< K K K <K <K < < <

Front line managers at AQF 4 will normally operate in a relatively diverse workplace
environment in which they use the organisation’s:

% goals, objectives, plans, systems and processes

% quality and continuous improvement processes and standards

% processes and standards

v business and performance standards

v defined resource parameters

% ethical standards.
They use legislation, codes and national standards relevant to the workplace. A range of
learning opportunities maybe used, for example:

v mentoring v exchange/rotation

v action learning v structured training programs.

v coaching

All operations are performed in accordance with standard procedures and work
instructions.
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EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

This guideline is to assist the development of assessment instruments/tools to assess the
competence of frontline management. At AQF 4, frontline managers must provide
evidence of consistent achievement of this unit’s workplace outcomes, by showing
evidence that they:

promote a learning culture

manage work effectively to achieve goals and results

explain principles of adult learning

develop links between work and learning

use coaching and mentoring to assist knowledge/skill formation

monitor and introduce ways for people to develop knowledge and skills

facilitate opportunities for learning

encourage colleagues to share their knowledge and skills

create opportunities for individuals/teams to learn form workplace performance

negotiate with training and development specialists individual/team learning needs

provide the opportunity for off the job learning to be applied in the workplace

promote available learning methods to support colleagues

use information management systems

select and use available technology appropriate to the task

use the key competencies to achieve results (see table).

< < K K K < <K K KL <KL KL <K< K <K <

Critical aspects:
Consistent performance should be demonstrated. In particular look to see that :

\Y work is managed to achieve desired required outcomes

\Y the context and extent of workplace learning is understood and promoted

\Y trends in workplace learning and development are monitored to develop and maintain
a competitive edge

\Y learning opportunities for individuals/team are identified and promoted

% workplace records and appropriate statistical data are maintained

\Y% provision of leadership to colleagues in implementation of workplace learning
processes

% methods and approaches to monitor and introduce practices to improve performance

are implemented.
Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret company policies, procedures and
business documentation. Writing is required to the level of completing workplace reports
and documents.

Numeracy is also required, eg, to analyse business data in the form of tables and charts and
analyse budgetary information relevant to the workplace.
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Assessment method and context:
Competence in this unit may be assessed:

v on the job allowing for the demonstration of the competency under all normal and a
range of abnormal circumstances

% by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. Access should be provided to industry competency standards and
assessment systems and particular workplace development opportunities. No other special
resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 3
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LMTEMGNO7A - Manage installation and commissioning of equipment and systems

UNIT TITLE

LMTEMGNO7A - Manage installation and commissioning of equipment
and systems

UNIT DESCRIPTOR

This unit covers the skills and knowledge required to manage the installation and
commissioning of equipment and systems used in an enterprise.

This competency is typically performed by senior technicians/technologists/team leaders or
engineers working either independently or as part of a work team.

PREREQUISITES
This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA
1. Prepare work plan and 1.1. Items to be included in work plan and specification
specification document. document are identified and confirmed

1.2. Work plan for installation and commissioning of
equipment/systems is drawn up, including management
and reporting procedures

1.3. Specification document is prepared according to
enterprise and/or manufacturer’s procedures.

2. Coordinate and monitor 2.1. Contract arrangements for the installation and
contract arrangements. commissioning of equipment/systems, including all legal,
insurance and safety requirements, are coordinated in
accordance with enterprise and/or legislative procedures
2.2. Contract arrangements are monitored to ensure
compliance with requirements and variations dealt with
according to agreed strategy.

3. Manage schedules and 3.1. Information is gathered to establish adherence to schedule
budgets. and budget forecasts

3.2. Deviation from performance targets is monitored and
corrective action taken, if and where necessary

3.3. Scheduling and budgeting processes are assessed to
determine whether variations or alternative plans are

indicated.

4. Administer legal, 4.1. Legal, environmental and OH&S requirements related to
environmental and OH&S installation and commissioning of equipment/systems are
requirements. defined

4.2. Monitoring of the process is assessed to ensure
compliance.

5. Assess and report on work | 5.1. Completed work is assessed to confirm that all
completion. specifications have been incorporated

5.2. Report on work completed is prepared in accordance with
enterprise procedures.

6. Maintain records. 6.1. Records are maintained of installation and commissioning
activities in accordance with enterprise procedures.

© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 CS 115




Plastics, Rubber and Cablemaking Training Package

LMTEMGNO7A - Manage installation and commissioning of equipment and systems

RANGE OF VARIABLES:
General context:

Competence must be demonstrated in the management of the installation and
commissioning of equipment and systems used in an enterprise.

Significant judgement is required in planning, design, technical or supervisory activities
related to operations or processes.

Work is assessed in accordance with statutory requirements, organisation insurance
requirements, OH&S legislation, manual handling procedures and relevant health
regulations.

Worksite environment may include:
Work may be conducted in a large scale production or small business situation.

The competencies apply to workplace activities associated with management of the
installation and commissioning of equipment and systems used in the enterprise.

The competency can relate to on-shore or off-shore applications; it would include all local
requirements and may include establishing a new production line.

Work may involve individual and team related activities, and can include liaison with
specialist technicians or contractors.

Equipment and systems may include:
\Y microprocessor or computer control
% production and facility equipment used within the enterprise.

The competency is applied under limited guidance in line with a broad plan, budget or
strategy.

Knowledge and skills are applied:
\Y as part of major functional area
v in highly specialised situations requiring a range of skills.

The competency is used within substantially non-routine situations.

Sources of information/documents may include
work instructions
manufacturer's specifications and instructions
organisation work procedures and specifications
organisational or external personnel
quality and Australian standards and procedures.

< < < < <
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Workplace context may include:

Work organisation procedures and practices relating to the design of equipment and system
modifications for applications within an enterprise.

Conditions of service, legislation and industrial agreements including:

% workplace agreements and awards
% federal or State/Territory legislation
\Y standard work practices.

Reporting actions include verbal and written communication in accordance with
organisational policies and procedures.

Communication may be oral, written or visual and can include simple data.

Being responsible for the maintenance of own work quality and being required to
contribute to the quality improvement of team or section output, where necessary.

Safety, environmental, housekeeping and quality are as specified by machine/equipment
manufacturers, regulatory authorities and the enterprise.

Applicable regulations and legislation may include:
occupational health and safety legislation relevant to the workplace activities
relevant Australian design standards
workers' compensation legislation
environmental legislation and regulations.

< < < <

EVIDENCE GUIDE:
Critical aspects of evidence to be considered:

Assessment must confirm appropriate knowledge and skills to:
develop and prepare work plan and specification documents
organise and monitor contract arrangements
assess scheduling and budgeting procedures
implement legal, environmental and OH&S obligations/requirements
ensure completed work meets specifications
maintain accurate records.

< < K < < <

Interdependent assessment of units:

This unit does not necessarily need to be assessed in conjunction with other units and can
be assessed independently.
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Required knowledge and skills:
Underpinning knowledge of:

% appropriate installation and commissioning procedures

v OH&S considerations and environmental factors

% contract requirements

v safety and environmental aspects of relevant enterprise activities

v workplace procedures and reporting/recording processes

v relevant regulatory requirements and codes of practice

v relevant OH&S legislation, regulatory requirements and codes of practice.
Underpinning skills to:

% monitor contract arrangements, scheduling and budgets

% manage the application of technical skills by other personnel

% communicate effectively within the workplace, including liaising with other

departments

% establish or interpret procedures, where required

v determine report requirements and present information in appropriate formats.

Resource implications:

Access to real or appropriately simulated situations involving the design of equipment and
system modifications for applications within a plastics, rubber or cablemaking context.

This includes real or simulated work areas, materials, equipment, and information on work
specifications, manufacturer's instructions, relevant safety procedures and regulations,
quality standards, organisation procedures and customer requirements.

Consistency in performance:

Applies underpinning knowledge and skills when:
organising work
managing activities and personnel
completing tasks
identifying improvements
applying safety precautions relevant to the task
assessing operational capability of specified equipment used and work processes.

< K < < < <
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Shows evidence of application of relevant workplace procedures including:

< < < <

hazard policies and procedures including codes of practice
job procedures and work instructions
quality procedures (where existing)

waste, pollution and recycling management processes.

Action taken promptly, accidents and incidents reported in accordance with statutory

requirements and enterprise procedures.

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

Work completed systematically with attention to detail without damage to goods,
equipment or personnel.

Context for assessment:

Assessment may occur on the job or in an appropriately simulated environment.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 3
© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 CS 119







Plastics, Rubber and Cablemaking Training Package

LMTPDHLOGA - Manage product development projects

UNIT TITLE
LMTPDHLOG6A - Manage product development projects

UNIT DESCRIPTOR

This unit covers the range of skills required to monitor and manage product development
projects within the enterprise. It includes assessing and evaluating the final product.

This competency is typically performed by senior technicians/technologists working either
independently or as part of a work team.

PREREQUISITES
This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA

1. Define project parameters. | 1.1. Product requirements, time-lines and budget are identified
and confirmed

1.2. Project parameters are clarified

1.3. Details are documented in accordance with enterprise

procedures.
2. Prepare timeline/critical 2.1. Project steps for achievement of outcome are determined
path. 2.2. Time constraints/key completion dates are identified and

correlated with project steps
2.3. Documentation is prepared in accordance with enterprise
procedures.

3. Select and brief team. 3.1. Appropriate personnel are selected for the product
development project team

3.2. Tasks are appropriately allocated according to the
available expertise and requirements of the project

3.3. Information relating to standards, constraints, preferred
processes, designs and techniques is conveyed to the team

3.4. Relevant technical, monitoring and reporting procedures
are established.

4. Monitor progress. 4.1. Communication occurs with all parties to ensure
obligations, quality, timelines, budget and technical
constraints are met

4.2. Any problems or revisions are identified and action taken
as required, in accordance with enterprise procedures

4.3. Records or reports are reviewed or prepared in accordance
with enterprise procedures.

5. Evaluate final product. 5.1. Information on the development process is assembled and
evaluated

5.2. Product outcome is assessed against
development/preliminary specifications, in consultation
with others

5.3. Significant results are identified, in consultation with
others where necessary, and used to draft plans for future
action.

6. Cost outcome. 6.1. Development costs are monitored in accordance with
enterprise requirements
6.2. Product costs are determined in consultation with others.
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ELEMENT PERFORMANCE CRITERIA
7. Liaise with production 7.1. Liaison is maintained with production team to facilitate
team. product development and confirm feasibility of outcome.

RANGE OF VARIABLES:
General context:
Work is performed under limited guidance in line with a broad plan or strategy.

Significant judgement is required in planning, design, technical or supervisory activities
related to operations or processes.

Work is assessed in accordance with statutory requirements, organisation insurance
requirements, OH&S legislation, manual handling procedures and relevant health
regulations.

Worksite environment may include:

Product development projects may be ideas or requests initiated by:
% client
enterprise.

<

Project parameters include:
product requirements
timelines
budget
constraints (technical and budgetary)
standards
preferred processes.

< < < < < <

Development may involve application associated with:

v original ideas
v adaption of concepts
v analysis of products.

Contexts may be related to:
small production runs
large production runs.

< <

Activities may include:
project team selection
work allocation
monitoring development
reviewing/evaluating process
costing procedures.

< < < < <
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< < <

< <

< K K K < < K < < <

Liaison could include:
relevant personnel
client
other functional areas.

Data recording may include:
keyboard
manual recording applications.

Sources of information/documents may include
market research data/information/sources
product/process specifications
machine/equipment manufacturers specifications and instructions
production schedules
financial and budgetary documentation
organisation work orders
regulatory and enterprise safety procedures
organisational or external personnel
quality and Australian standards and procedures
customer(s).

Workplace context may include:

<

\%

Work organisation procedures and practices relating to product development.

Conditions of service, legislation and industrial agreements including:
workplace agreements and awards
federal or State/Territory legislation
standard work practices.

Reporting actions include verbal and written communication in accordance with
organisational policies and procedures.

Communication may be oral, written or visual and can include simple data.

Being responsible for the maintenance of own work quality and being required to
contribute to the quality improvement of team or section output, where necessary.

Safety, environmental, housekeeping and quality are as specified by machine/equipment
manufacturers, regulatory authorities and the enterprise.

Applicable regulations and legislation may include
occupational health and safety legislation relevant to workplace activities
workers' compensation legislation
environmental legislation and regulations.
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EVIDENCE GUIDE:
Critical aspects of evidence to be considered:

Assessment must confirm appropriate knowledge and skills to:
clarify parameters of project and establish project steps
select appropriate personnel and allocate work
ensure progress meets requirements
assess final outcome against specifications
establish costs.

< < < < <

Interdependent assessment of units:

This unit does not necessarily need to be assessed in conjunction with other units and can
be assessed independently.

Required knowledge and skills:
Underpinning knowledge of:

v relevant OH&S legislation, codes of practice, copyright obligations, policies and
procedures
% production processes and industry products/processes
% links across the industry; the industry, global and local trends; research sources
% raw materials and their properties, characteristics and finishes
v machine/equipment, resource and skill capabilities within the enterprise
% costing, recording and reporting processes as they apply in the enterprise
v safety and environmental aspects of relevant enterprise activities
v workplace procedures and reporting processes.
Underpinning skills to:
\% perform the tasks and responsibility requirements of product development
management
v monitor progress and deal with problems/revisions
v assess raw material and product for their properties/characteristics in relation to

problems or design options

identify constraints

determine/recommend options

communicate effectively within the workplace

establish, analyse and/or interpret procedures, where required
determine report requirements and present information.

< < < < <

Resource implications:

Access to real or appropriately simulated work situation, product development
requirements, relevant information, quality standards, procedures or information associated
with organisation or customer requirements.
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Consistency in performance:

Applies underpinning knowledge and skills when:

\Y applying significant judgement in planning technical or supervisory activities related
to products, services and operations

\Y dealing with contingencies

\% monitoring and completing tasks

% establishing procedures for improvements

\Y% managing a safe workplace

\Y assessing capability of equipment used, where relevant, and work processes selected.

Shows evidence of application of relevant workplace procedures including:

< K <K < < < <

hazard policies and procedures, including codes of practice
issue resolution procedures
job procedures and work instructions
relevant guidelines relating to safe use of equipment, where applicable
quality procedures (where existing)

security procedures

waste, pollution and recycling management processes.

Action taken promptly, accidents and incidents reported in accordance with statutory

requirements and enterprise procedures.

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

Work completed systematically with attention to detail without damage to goods,
equipment or personnel.

Context for assessment:

Assessment may occur on the job or in an appropriately simulated environment.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 3
© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 CS 125







Plastics, Rubber and Cablemaking Training Package

LMTPRGN15A - Coordinate work of team/section

UNIT TITLE

LMTPRGN15A - Coordinate work of team/section

UNIT DESCRIPTOR

This unit encompasses the coordination and monitoring of work within a work team or

section.
PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Plan and coordinate work
schedules.

1.1.

1.2.

1.3.

1.4.

Tasks, jobs, and work priorities are confirmed with
supervisor/manager, as required

Tasks are assigned to team/section or individuals, in
accordance with workplace procedures

Priority of tasks is communicated to team/section or
individuals

Material requirements are organised to meet work
requirements.

2. Monitor performance and
quality.

2.1.

2.2.

2.3.

2.4.

Required work standard is communicated to team/section
or individuals to ensure understanding of task requirement
Standard of performance, including quality standards, of
team/section and/or individuals is monitored to ensure
achievement of outcomes and is reported in accordance
with enterprise procedures

Instruction and/or support are provided, as required, in
order to achieve standards and outcomes

Proposals for improvements to work processes, efficiency
and organisation are communicated/reported as required
to appropriate personnel, in accordance with enterprise
procedures.

3. Monitor application of
OH&S in the work area.

3.1

3.2.

Implementation of OH&S and environmental standards
and procedures is monitored to achieve safety standards
and requirements in the workplace

Proposals for prevention or correction of problems are
identified and communicated/reported to appropriate
personnel, in accordance with enterprise procedures.

4. Communicate with work
team/section and
individuals.

4.1.

4.2.

All information affecting work, including OH&S and
quality standards, is explained logically in an easily
understood manner to individuals and teams, as required
Feedback from team/section members and individuals is
sought to assist in the effective operation of the
team/section.
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ELEMENT PERFORMANCE CRITERIA
5. Report work of 5.1. Reports and documentation on section/team performance
team/section. and outcomes are provided to line

supervisor/management, as required, in accordance with
enterprise procedures

5.2. Section/team performance and outcomes which impact on
operations of other sections are communicated effectively
and promptly, as required, to appropriate personnel, in
accordance with enterprise procedures.

RANGE OF VARIABLES:
Context:

Work involves activities associated with the coordination and monitoring of the work of a
section or team. Discretion, initiative, judgement must be demonstrated on the job in own
work, either individually or in a team environment. Work is assessed in accordance with
statutory requirements, organisation insurance requirements, OH&S legislation, manual
handling procedures and relevant health regulations.

Worksite environment may include:
work conducted in a variety of environments, such as:
operational workplace activities
restricted space
hazardous, controlled or exposed conditions
appropriate personnel to report and/or liaise may include line supervisor/manager,
team/section leaders/supervisors/managers in other sections within the enterprise, and
technical specialists
e exposure to chemicals, dangerous or other hazardous substances
e data recording, using either keyboard or manual recording applications
e interaction/interface with other departments.

e o o o <

Sources of information/documents may include
organisation work orders
product change program and policies
organisational or external personnel
work scheduling documentation
job procedures
machine/equipment manufacturers' specifications and instructions
quality standards
OH&S and environmental standards.

< K K <K < < < <

Workplace context may include:
v work organisation procedures and practices relating to the coordination and
monitoring of the work of a section or team.
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A%
A%
A%
v

Conditions of service, legislation and industrial agreements including:
workplace agreements and award
federal or State/Territory legislation
standard work practice including the storage, safe handling and disposal of chemicals
reporting actions include verbal and written communication in accordance with

organisational policies and procedures

A%
A%

communication, which may be oral, written or visual and can include simple data
being responsible for the maintenance of own work quality and being required to

contribute to the quality improvement of team or section output, where necessary

\%

safety, environmental, housekeeping and quality as specified by machine/equipment

manufacturers, regulatory authorities and the enterprise.

< < <

< K K K < <K <K < <

Applicable regulations and legislation may include:
occupational health and safety legislation relevant to workplace activities
workers' compensation legislation
environment protection legislation.

This competency includes sources of documentation such as:
machine readouts
production reports
job specifications
production capability statements/specifications
relevant workplace procedures and policies
machine or equipment instructions and readouts
manufacturer’s specifications
materials safety data sheets
relevant agreements, codes of practice and other legislative requirements.

Standard procedures means all relevant workplace procedures, work instructions,
temporary instructions and relevant industry and government codes and standards.

All operations are performed in accordance with standard procedures and work
instructions.
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EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of enterprise’s standard procedures and work instructions and relevant
regulatory requirements along with the ability to implement them within appropriate time
constraints relevant to the job.

Underpinning knowledge of:

\Y production and workflow system in the section/team

\Y factors/constraints that impact on effective workflow

% effective work methods to achieve production objectives and timelines

v methods for monitoring and coordinating the use of resources

% quality assurance standards and procedures

v relevant OH&S legislation, codes of practice, policies and procedures.
Underpinning skills to:

% prioritise resources (machines, staff, materials and production processes)

\Y clarify and communicate tasks, roles and responsibilities

v allocate work to team/section members

% identify and report problems with workflow

% maintain and update monitoring procedures

v analyse and record results in accordance with enterprise procedures

v carry out work in accordance with OH&S policies and procedures

\% planning own work including predicting consequences and identifying improvements.
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Critical aspects:

Evidence of satisfactory performance in this unit can be obtained by observation of
performance and questioning to indicate understanding and knowledge of the elements and
performance criteria of the competency.

Assessment must confirm appropriate knowledge and skills to:

\Y organise work tasks, work processes and staff

\Y meet work processes efficiency standards
% advise appropriate ways of correcting non-compliance and inefficiencies
% apply techniques to monitor work
% apply workplace health and safety policies in work operations
\Y maintain accurate records
% apply underpinning knowledge and skills when:
e coordinating work processes and resources
e interpreting work specifications
e describing consequences

e completing tasks

¢ identifying improvements

o applying safety precautions relevant to the task

e assessing operational capacity of equipment/machines used in production processes

\Y% show evidence of application of relevant workplace procedures including:

¢ hazard policies and procedures including codes of practice

e job procedures and work instructions

e quality procedures

e security procedures

e waste, pollution and recycling management processes

% take action promptly, and report accidents and incidents in accordance with statutory
requirements and enterprise procedures

% recognise and adapt appropriately to cultural differences in the workplace, including
modes of behaviour and interactions among staff and others
% complete work systematically with attention to detail without damage to goods,

equipment or personnel.
Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
work instructions and material labels as provided to operators.

Writing is required to the level of completing workplace forms and reports.

Numeracy is also required to the extent required by production data, work instructions and
procedures.
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Assessment method and context:
Competence in this unit may be assessed:

v on an operating plant allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

Access is required to real or appropriately simulated situations involving the monitoring
and coordination of the work of a team or section, including work areas, materials,
machines/equipment, and information on manufacturers' specifications and instructions,
program scheduling documentation, relevant safety procedures and regulations, quality
standards, and organisation procedures.

KEY COMPETENCIES

1 2 3 4 5 6 4
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
2 2 2 3 1 2 2
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PMACOMS300A - Contribute to the development of plant documentation

UNIT TITLE

PMACOMS3O00A - Contribute to the development of plant

documentation

UNIT DESCRIPTOR

This unit of competency covers the development of relevant plant documentation and
systems in response to identified information requirements including the development
and/or amendment of workplace documents, procedures and record keeping systems.

This competency is typically performed by an experienced operator, leading hand or

supervisor.
PREREQUISITES

This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA
1. Identify information 1.1. Determine the information requirements of the
need/deficiency. organisation
1.2. Evaluate current documentation
1.3. Recognise information need/deficiency
1.4. Discuss information requirements with appropriate
personnel.
2. Develop/revise plant 2.1. Specify information need and set/prioritise objectives
documentation. 2.2. Analyse existing documentation/records in accordance
with specified requirements
2.3. Develop/amend documentation as a draft in accordance
with specifications to standard format
2.4. lIssue documentation to appropriate personnel for review
2.5. Edit documentation and amend in accordance with review
requirements
2.6. Complete documentation to satisfy the initial identified
need/deficiency.
3. Communicate changes to 3.1. Explain and communicate documentation to all relevant
plant documentation. personnel
3.2. Distribute documentation to all appropriate personnel
3.3. Evaluate implementation of documentation
3.4. Amend documents if required.
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RANGE OF VARIABLES:

This competency includes the following indicative plant documentation :
maintenance logs v standard operating procedures
non-compliance reports work instructions
incidence and accident reports operating manuals
permits quality procedures
schematics/process flows/ training program contents

engineering drawings. materials safety data sheets.

v job cards

< < < < <
< < < < <

This competency includes the ability to use items of equipment such as computer
equipment.

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Application of knowledge of the organisation’s information systems, procedures,
equipment and relevant documentation sufficient to be able to develop or amend company
documentation.

Knowledge of the relevant OH&S and environmental requirements is required along with
an ability to implement them in a manner which is relevant to the drafting of all relevant
documentation.

Thorough knowledge of enterprise standard operating procedures/work instructions.
Critical aspects:

Competence must be demonstrated in the ability to draft and amend company
documentation in accordance with specifications. Documentation is completed in a clear
and concise manner, that is easily understood by others and in accordance with workplace
requirements/specifications.

Consistent performance should be demonstrated. In particular look to see that:
B information required is researched and intended use is taken into account
B documentation is completed accurately, concisely and in accordance with
requirements
B completed documentation is easily understood by the recipient
B information is communicated in the appropriate manner
\Y communication distinguishes between relevant and peripheral issues.

Language, literacy and numeracy requirements:

This unit requires the ability to write workplace documentation such as procedures, work
instructions, processes and other workplace documentation.

Numeracy is also required, eg, to interpret data in the form of tables and graphs.
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Assessment method and context:
Competence in this unit may be assessed:

\Y on an operating plant allowing for operation under all normal and a range of abnormal
conditions

\Y by use of a suitable simulation and/or a range of case studies/scenarios

% by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 2 2 2 2 2 2
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PMBSUP383A - Facilitate a team

UNIT TITLE
PMBSUP383A - Facilitate a team

UNIT DESCRIPTOR

This competency covers the facilitation of a team to achieve team goals, working in a team
to achieve them and the monitoring of team performance. It is based on FDF OPTTWS3 -
Facilitate teams from FDF98 the Food Processing Industry Training Package.

PREREQUISITES
This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA
1. Ildentify tasks for team. 1.1. Identify and clarify team goals and standards with team
members
1.2. Identify tasks required to achieve goals and performance
standards

1.3. Allocate responsibilities of individuals within the team, in
discussion with the team
1.4. Ensure designated team goals are met.

2. Organise individual daily | 2.1. Allocate individual work tasks and roles to ensure team

work plan for team goals and performance standards are met
members. 2.2. Correctly estimate time and resources needed to complete
tasks

2.3. Negotiate work targets and timelines to achieve team
goals and performance standards

2.4. Re-negotiate responsibilities to meet changes in the
workplace

2.5. Seek assistance from other team members when needed to
meet team goals.

3. Identify resources to 3.1. ldentify and negotiate resources and support needed to
support team performance. complete tasks

3.2. ldentify and check competency requirements of tasks
against competencies held by team members

3.3. ldentify and report workplace learning requirements.

4. Monitor progress towards | 4.1. Monitor work progress against team goals, timelines and
achieving team goals. performance standards

4.2. Inform team members of progress towards achieving team
performance indicators

4.3. Provide support to colleagues to ensure designated team
goals are met

4.4. ldentify potential barriers to achieving team goals and
take corrective action.
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PMBSUP383A - Facilitate a team

RANGE OF VARIABLES:
Context:

Work involves activities associated with the facilitation and monitoring of the work of a
section or team. Discretion, initiative and judgement must be demonstrated on the job in
own work, within a team environment.

This competency unit may vary depending upon :
type of communication used within each enterprise
established work practices
size and structure of the teams
team goals — individual, section, enterprise.

< < < <

Sources of information and documentation may include:
procedures/work instructions
safety data sheets
job cards
maintenance logs
plant drawings
work scheduling documentation
machine/manufacturer’s specifications and instructions
quality standards
OH&S and environmental standards
personnel documents.

< K K K <K <K < < < <

Typical problems include:
required information/materials not available
required tool/equipment not available
required materials not available
conflicting priorities
obtaining assistance with required training
equipment and process problems
short timeframe.

< K K < < < <

All operations are performed in accordance with standard procedures and work
instructions.
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PMBSUP383A - Facilitate a team

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge and understanding of the organisation’s information systems, procedures and
equipment sufficient to participate in the allocation and completion of team tasks.

Knowledge of the enterprise’s standard procedures and work instructions and relevant
regulatory requirements. The ability to work within time constraints and support the safe
and efficient operation of the team is required.

Competence includes the ability for the practical completion of the job to:

apply and/or explain :

e characteristics for effective teamwork

o effective use of workplace documentation

o facilitation and motivational techniques

production workflow systems

o factors/constraints on effective workflow and ramifications to meeting goals and standards

e methods of monitoring and coordinating resources

\Y distinguish between:

e team and individual goals

e goals and performance standards

A%

A%

A%

identify necessary skills within team to complete team tasks

analyse and interpret results in accordance with enterprise standards

recognise and adapt appropriately to cultural differences in the workplace, including
modes of behaviour and interactions amongst staff and others
\Y modify activities to cater for variations in workplace contexts and environment.

Work is completed systematically with safe operating procedures to minimise the risk of
injury to self or others or damage to goods, equipment or products in production.

Critical aspects:

Evidence of satisfactory performance in this unit can be obtained by observation of
performance and questioning to indicate understanding and knowledge of the elements of
the competency and performance criteria. Competence must be demonstrated in the ability
to recognise potential situations requiring action and with team support in implementing
appropriate action.

Consistent performance should be demonstrated. In particular look to see that:
team goals and enterprise standards are met consistently
team tasks are allocated effectively
work processes meet efficiency and quality standards
appropriate ways of correcting non-compliance and inefficiencies are applied
techniques to monitor work are demonstrated
team complies with workplace health and safety policies in work operations
accurate records are maintained
resources are co-ordinated effectively.

< < K <K < < < <
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PMBSUP383A - Facilitate a team

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
and material labels as provided to operators and interpret and explain enterprise policies
and procedures.

Writing is required to the level of completing workplace forms.
Numeracy to organise daily work plan is required.

Assessment method and context:
Competence in this unit may be assessed:

% in the work situation allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

\Y by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 1 2 2
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PMBTRAIN201A - Assist in the provision of on the job training

UNIT TITLE

PMBTRAINZ201A - Assist in the provision of on the job training

UNIT DESCRIPTOR

This competency applies where the employee provides guidance and instruction to others
in on the job training. It does not apply where the employee is solely responsible for the
assessment or reporting of a trainee’s performance. It applies to all sectors of the industry.

This competency is typically performed by all operators working either independently or as

part of a work team.
PREREQUISITES

This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA
1. Determine role of on the 1.1. Explain the role of the operator in assisting with on job
job training. training
1.2. Identify all training related procedures
1.3. ldentify and discuss the objectives of the training program

with appropriate personnel

1.4. ldentify and obtain all relevant information.
2. Provide on job training. 2.1. ldentify locations where training is to be provided
2.2. ldentify and prepare all tools, equipment, procedures,

2.3.

2.4.

2.5.

2.6.

materials and This section should be read in conjunction
with the range of variables for this unit of competency.
Resources required to achieve training objectives
Explain and discuss objectives of training session with
employee

Conduct training using suitable methods such as
explanation, demonstration using standard operating
procedures, feedback

Provide employee with opportunities for practice
according to specific learning situation and training
objectives

Monitor employee progress providing appropriate
constructive feedback using standard operating
procedures.

3. Report on trainee
performance.

3.1

3.2.

Identify skills/lknowledge satisfactorily achieved by the
trainee
Report trainee performance according to procedures.
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PMBTRAIN201A - Assist in the provision of on the job training

RANGE OF VARIABLES:

This competency applies where the employee assists in on the job training of others whilst
undertaking their normal duties. This may involve the replacement of normal duties with
training duties for limited periods of time. The employee would not be expected to be
solely responsible for the assessment or reporting of a trainee’s progress.

Typical applications would include:
on the job guidance or instruction by an experienced operator to another operator
revising existing skills and knowledge on the job
imparting new skills and knowledge on the job
coaching/mentoring another worker.

< < < <

The coaching/mentoring/guidance/instruction should be within some structured
framework, but does not need to be ‘“formal’ training.

Equipment and materials may include as is relevant to the provision of on the job training:

v equipment, components and auxiliary equipment

v relevant tools

v training materials, competency standards, work instructions, procedures, manuals,
company records and reports

\% PPE.

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of the enterprise’s standard procedures and work instructions and relevant
regulatory requirements along with the ability to implement them within appropriate time
constraints and in a manner relevant to the job.

Competence includes the ability for the practical completion of the job to:
apply and/or explain:
objectives of training
coaching and mentoring techniques for on job training
giving and receiving constructive feedback
procedures for reporting trainee’s progress
use correct resources and equipment for training on job
train employees effectively and efficiently in accordance with workplace procedures
recognise when employee has achieved the standard required
complete documents/records where appropriate.

< < < < o 0 0 o <
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PMBTRAIN201A - Assist in the provision of on the job training

Critical aspects:

Competence must be demonstrated in the ability to provide on the job training in area of
expertise.

Consistent performance should be demonstrated. In particular look to see that employees
are trained to the standard required.

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
and material labels as provided to operators.

Writing is required to the level of completing workplace forms.
Basic numeracy is also required.

Assessment method and context:
Competence in this unit may be assessed:

\Y on an operating plant allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

\Y% by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
2 2 2 2 1 2 2
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PMBWKOPS106B - Work with others in a team

UNIT TITLE

PMBWKOPS106B - Work with others in a team

UNIT DESCRIPTOR

This competency covers the organisation of team activities to fit in with the scheduling of
production to meet operational guidelines.

This competency is typically performed by operators who work within a team structure
with limited discretionary powers.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Identify work activities.

1.1.
1.2.

1.3.

Identify task requirements and work roles of the team
Identify individual tasks that are part of the team
requirement

Prioritise team and individual activities as directed.

2. Contribute to the planning
of work activity as
appropriate to job role.

2.1.
2.2.

2.3.

2.4.

Break down work activities into achievable components
Undertake work in accordance with specified procedures
on an individual and shared basis as appropriate

Record activities as required by procedures/work
instructions

Seek assistance from other team members when
difficulties in achieving allocated tasks arise.

3. Communicate effectively
in the team.

3.1

3.2.
3.3.
3.4.

Use interpersonal skills that are appropriate to the
effective teamwork of the shift/crew/section within the
workplace

Demonstrate effective listening skills

Communicate information effectively to team members
Acknowledge information and feedback provided by
other team members in work group.

4. Participate in a team.

4.1.

4.2.
4.3.

4.4,

Acknowledge team roles and support team members in
achieving their role

Participate constructively in team processes

Discuss and resolve problems through agreed and
accepted processes where possible

Practise teamwork within and between groups so as to
contribute to the achievement of the company’s work
standards.
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PMBWKOPS106B - Work with others in a team

RANGE OF VARIABLES:

This competency unit depends upon the application of:
B communication procedures used within each enterprise
W established work practices
W structure of the teams.

This competency unit may vary according to the enterprise’s use of the following
information sources and documentation:

W procedures and work instructions

B safety data sheets

W job cards

B maintenance logs

B plant drawings.

Typical problems include:
B required information/materials not available
B required tool/equipment not available
W conflict of work priorities
W interpersonal conflict within the team.

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge and understanding of the organisation’s information systems, procedures and
equipment sufficient to plan daily work activities in order to meet timelines.

Knowledge of the enterprise’s standard procedures and work instructions and relevant
regulatory requirements, along with the ability to implement them within appropriate time
constraints and in a manner relevant to the operation of the system.

Competence includes the ability for the practical completion of the job to:
W apply and/or describe :

e importance of workplace documentation
o effective communication techniques including appropriate body language and
conversational language
where teams fit into the organisational structure
enterprise quality and safety procedures
individual’s role within the team

W distinguish between:
urgent and non urgent tasks

establish effective workplace relationships with colleagues.

<
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PMBWKOPS106B - Work with others in a team

Critical aspects:

Competence must be demonstrated in the ability to identify work activities and prioritise
work in order to meet timelines, whilst interacting as a member of a group.

Consistent performance should be demonstrated. In particular look to see that:
B activities are planned in accordance with instructions
B there is a willingness to participate as part of a team
B relevant procedures are accessed and utilised in completing activities
B timelines are adhered to
\Y assistance is sought from relevant personnel when difficulties arise.

Language, literacy and numeracy requirements:

This unit requires the ability to interpret typical product specifications, job sheets and
material labels as provided to operators and complete workplace forms. Basic numeracy is
required, eg, to estimate time required to complete tasks.

Assessment method and context:
Competence in this unit may be assessed:

% on an operating plant allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

% by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
that allows for appropriate and realistic simulation. A bank of case studies/scenarios and
questions will also be required to the extent that they form part of the assessment method.
Questioning may take place either in the workplace, or in an adjacent, quiet facility such as
an office or lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
2 2 2 2 1 2 1
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PMBWKOPS303B - Induct new team members

UNIT TITLE

PMBWKOPS303B - Induct new team members

UNIT DESCRIPTOR

This competency applies to employees engaged in inducting employees into the workplace.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Outline the relationship
between employee and the
company to the new
employee.

1.1.

1.2.

1.3.

1.4.

1.5.

Conduct employee greetings and introductions to key
personnel and areas in the workplace

Explain enterprise objectives, operating systems and
organisational structures

Identify the relationship between the employees position
and the organisational structure and objectives

Work within required occupational health and safety,
workplace procedures and employment conditions
Identify sources of information and assistance for the
employee.

2. Establish requirements of
position.

2.1.
2.2.
2.3.
2.4.
2.5.
2.6.

2.7.

Explain and describe job role, responsibilities and
reporting relationships

Introduce immediate work colleagues

Show employee workplace facilities and layout

Arrange and conduct initial training in relevant
occupational health and safety, equipment and work
systems

Encourage opportunities for the employee to clarify
concerns and ask questions

Identify training opportunities for the development of the
individual’s job role and clarify expectations

Explain requirements of federal/State/Territory legislation
on equal employment opportunity, sexual harassment and
anti-discrimination.

3. Complete relevant
workplace documentation.

3.1
3.2.

3.3.

3.4.

Complete enterprise personnel records (where required)
Check tax declaration and other relevant workplace
documentation complies with requirements (where
required)

Request employee for any additional information and take
notes of any required additional actions

Submit documentation to appropriate personnel.
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PMBWKOPS303B - Induct new team members

RANGE OF VARIABLES:
Context:

The role is critical to the effective integration of a new group or team member to the work
area and/or organisation.

The competency is normally used within approved workplace routines, methods and
procedures. Some discretion and judgement is required in the selection of equipment, work
organisation, services and the allocation of work tasks within agreed time frames.

This competency includes resources such as:
job specifications
production capability statements/specifications
relevant workplace procedures and policies
machine or equipment instructions and readouts
manufacturer’s specifications
materials safety data sheets
enterprise personnel records
tax declarations and other relevant workplace documentation
relevant agreements, codes of practice and other legislative requirements.

< K K K <K <K < < <

Standard procedures means all relevant workplace procedures, work instructions,
temporary instructions and relevant industry and government codes and standards.

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of enterprise’s standard procedures and work instructions and relevant
regulatory requirements along with the ability to implement them within appropriate time
constraints relevant to the job.

Competence includes the ability to:

apply and explain:
focus of operation of work systems, equipment, management and site operating systems
requirements for the employee’s new position and working relationships
production workflow and the role of the employee and team members in the process
identification and correct use of technology, information systems, equipment, processes
and procedures
e planning own work including predicting consequences and identifying improvements.

e o o o <

CS 150 © Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01




Plastics, Rubber and Cablemaking Training Package

PMBWKOPS303B - Induct new team members

Critical aspects:

Evidence of satisfactory performance in this unit can be obtained by observation of
performance and questioning to indicate understanding and knowledge of the elements of
the competency and performance criteria. In addition, look to see that:

\Y appropriate advice and information is identified and provided to deal with the

employee’s expectations

\Y product, materials and work processes as appropriate for the individual’s work role are

identified

\Y customer/client service is provided and employee works effectively with others

\% information is conveyed effectively in written and oral form

% relevant information is located, interpreted and applied

\Y workplace records are maintained

\Y relevant safety information within requirements of duty of care are interpreted

\Y relevant equipment, substances, other products and materials are identified and

handled safely appropriate to the task of team members.

\Y% effective working relationships are established with colleagues

% the new team member identifies and adapts to workplace objectives, cultures,

products, customers and services

% activities are modified to cater for variations in workplace contexts and environment
\Y the inductor recognises and adapts appropriately to cultural differences in the
workplace, including modes of behaviour and interactions among staff and others

\Y the inductor consistently assists new employees to identify job role, legislative and

workplace requirements and training opportunities.
Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
work instructions and materials labels as provided to operators.

Writing is required to the level of completing workplace forms and reports.
Basic numeracy is also required to the extent required by work instructions and procedures.
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PMBWKOPS303B - Induct new team members

Assessment method and context:
Competence in this unit may be assessed:

v on an operating plant allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

v by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
and employees for induction. A bank of case studies/scenarios and questions will also be
required to the extent that they form part of the assessment method. Questioning may take
place either in the workplace, or in an adjacent, quiet facility such as an office or
lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
2 3 2 3 1 2 2
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PMBWKOPS304B - Interpret job specifications

UNIT TITLE
PMBWKOPS304B - Interpret job specifications

UNIT DESCRIPTOR

This competency applies to employees required to read and interpret job specifications and
identify the impact of the specifications on production requirements.

This competency is typically performed by operators working either independently or part
of a work team.

PREREQUISITES
This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA

1. Collect information. 1.1. Read job specifications and note key requirements

1.2. Ildentify steps and stages in the process

1.3. Raise questions regarding requirements and expectations
with appropriate personnel and obtain appropriate
clarification of specifications.

2. Analyse job requirements. | 2.1. Assess own competencies in terms of meeting job
specifications

2.2. Discuss any required additional training with supervisor

2.3. Read and use standard operating procedures and any
quality specifications to plan own work activities

2.4. Note points where particular care is required and identify
and ensure strategies to adhere to work requirements.

RANGE OF VARIABLES:
Context:

Work involves the analysis of job specifications and the impact on plant, machinery, raw
materials and personnel. It is broader and/or deeper than the interpretation of job
specifications which is integral to all production processes and which form part of the
‘PROD’ competencies in this Training Package.

It applies to all work environments in the plastics, rubber and cablemaking industry.

The competency is normally used within approved workplace routines, methods and
procedures. Discretion and judgement is required in the selection of equipment, work
organisation, services and the allocation of work tasks within agreed time frames.

This competency includes resources such as:
job specifications
production capability statements/specifications
relevant workplace procedures and policies
machine or equipment instructions and readouts
manufacturer’s specifications
materials safety data sheets
relevant agreements, codes of practice and other legislative requirements.

< K < < < < <
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PMBWKOPS304B - Interpret job specifications

Standard procedures means all relevant workplace procedures, work instructions,
temporary instructions and relevant industry and government codes and standards.

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of enterprise’s standard procedures and work instructions and relevant
regulatory requirements along with the ability to implement them within appropriate time
constraints relevant to the job.

Competence includes the ability to:
apply and explain:
machine processes
raw material capabilities
quality procedures
production workflow in relationship to own role in process
focus of operation of work systems, equipment and site operating systems
application of relevant agreements, codes of practice or other legislative requirements
identification and correct use of equipment, processes and procedures
planning own work including predicting consequences and identifying improvements.

e 6 o o o o o o <

Critical aspects:

Evidence of satisfactory performance in this unit can be obtained by observation of
performance and questioning to indicate understanding and knowledge of the elements of
the competency and performance criteria. In addition, look to see that:

% product, materials and work processes appropriate for the work role are identified

% sources and impact of potential constraints on the work required are recognised and
relevant procedures are utilised to minimise constraints

\% relevant safety information within requirements of duty of care are interpreted

% relevant equipment, substances, other products and materials and safety precautions
appropriate to the tasks are identified and followed

% the requirements of standard operating procedures and job specifications are
interpreted correctly and followed

% standard quality and production procedures are read and used in planning work
activities

v workplace records are maintained

v effective working relationships are established with colleagues

% job specifications are interpreted and met consistently to the standard required

% workplace objectives, cultures, products, customers and services are identified and
adapted to achieve job specifications

v activities are modified to cater for variations in workplace contexts and environment
v completion of work is systematic and in accordance with safe operating procedures to

minimise the risk of injury to self or others or damage to goods, equipment or products in
production.
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PMBWKOPS304B - Interpret job specifications

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
work instructions and material labels as provided to operators.

Writing is required to the level of completing workplace forms and reports.

Basic numeracy is also required to the extent required by work instructions and procedures.
Assessment method and context:

Competence in this unit may be assessed:

\Y on an operating plant allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

\Y% by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
and standard operating procedures. A bank of case studies/scenarios and questions will
also be required to the extent that they form part of the assessment method. Questioning
may take place either in the workplace, or in an adjacent, quiet facility such as an office or
lunchroom. No other special resources are required.

KEY COMPETENCIES

1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 3
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PMBWKOPS305B - Perform shift handover

UNIT TITLE

PMBWKOPS305B - Perform shift handover

UNIT DESCRIPTOR

This competency applies to employees required to arrange shift handover.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Collect information.

1.1.

1.2.

1.3.

Note and document stages of production at shift handover
and any requirements for shift

Identify and communicate ongoing or pending
maintenance

Check raw material supplies and place stock orders in
accordance with workplace procedures.

2. ldentify implications for
continuing work.

2.1.

2.2.

Identify and report impact of impending or current
production activities on workflow to appropriate
personnel

Identify recommendations for next shift.

3. Communicate
requirements to incoming
shift.

3.1

3.2.

3.3.
3.4.

Provide written and oral advice to incoming shift
personnel

Appropriately tag machinery affected by
maintenance/repair/ special process

Complete required documentation for shift handover
Make reports to appropriate personnel in accordance with
workplace procedures.

RANGE OF VARIABLES:
Context:

Work involves the collection of information regarding work progress and any problem
areas and communicating with incoming/outgoing shift personnel.

It applies to all work environments in the plastics, rubber and cablemaking industry.

The competency is normally used within approved workplace routines, methods and
procedures. Discretion and judgement is required in the selection of equipment, work
organisation, services and the allocation of work tasks within agreed time frames.
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PMBWKOPS305B - Perform shift handover

This competency includes sources of documentation such as:
machine readouts
production reports
job specifications
production capability statements/specifications
relevant workplace procedures and policies
machine or equipment instructions and readouts
manufacturer’s specifications
materials safety data sheets
relevant agreements, codes of practice and other legislative requirements.

< <K K <K <K < < < <

Standard procedures means all relevant workplace procedures, work instructions,
temporary instructions and relevant industry and government codes and standards.

All operations are performed in accordance with standard procedures and work
instructions.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of enterprise’s standard procedures and work instructions and relevant
regulatory requirements along with the ability to implement them within appropriate time
constraints relevant to the job.

Competence includes the ability to:
apply and explain:
equipment status
work order requirements
production workflow requirements in relation to shift
focus of work systems and equipment
identification and correct use of technology, information systems, equipment, processes
and procedures
¢ planning own work including predicting consequences and identifying improvements.

e O o o o <
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Critical aspects:

Evidence of satisfactory performance in this unit can be obtained by observation of
performance and questioning to indicate understanding and knowledge of the elements of
the competency and performance criteria. In addition, look to see that:

\Y requirements for production process are identified

% product, materials and work processes appropriate for the work role are identified

\Y% sources and impact of potential constraints on the work required are recognised and
relevant procedures are utilised to minimise constraints

\Y relevant safety information within requirements of duty of care are interpreted

\Y relevant equipment, substances, other products and materials and safety precautions
appropriate to the tasks are identified and followed

% relevant information is located, interpreted and applied, data collated, and information
communicated effectively orally and in writing

% implications of data to projected production is applied

% appropriate shift records are maintained

\Y effective working relationships are established with colleagues

\Y workplace objectives, cultures, products, customers and services are identified and
adapted to achieve job specifications

\Y activities are modified to cater for variations in workplace contexts and environment
\Y% completion of work is systematic and in accordance with safe operating procedures to

minimise the risk of injury to self or others or damage to goods, equipment or products in
production.

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
work instructions and material labels as provided to operators.

Writing is required to the level of completing workplace forms and reports.

Numeracy is also required to the extent required by production data, work instructions and
procedures.

Assessment method and context:
Competence in this unit may be assessed:

% on an operating plant allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

% by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.

Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
and standard operating procedures. A bank of case studies/scenarios and questions will
also be required to the extent that they form part of the assessment method. Questioning
may take place either in the workplace, or in an adjacent, quiet facility such as an office or
lunchroom. No other special resources are required.

© Australian National Training Authority, PMBO0L1, to be reviewed by November 2004, Version 1.01 CS 159




Plastics, Rubber and Cablemaking Training Package

PMBWKOPS305B - Perform shift handover

KEY COMPETENCIES
1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 3
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UNIT TITLE

PMBWKOPS309A - Maintain and organise workplace records

UNIT DESCRIPTOR

This unit applies to employees required to maintain and organise workplace records.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Record information.

1.1.

1.2.

1.3.

Identify purpose(s) of records to be maintained in relation
to customer requirements, quality system or production
requirements

Identify requirements for completion of workplace
records in accordance with workplace procedures

Record and collate information ensuring appropriate
information and any samples are included in an
appropriate manner.

2. Maintain document filing
arrangements.

2.1.
2.2.
2.3.

Identify organisation system for records

File records following workplace conventions

Deal with obsolete or non-conforming records following
workplace procedures.

3. Respond to information
requests.

3.1
3.2.

Interpret requests for information and prioritise
Identify information requested and provide information
within required workplace policies and time frames.

4. Organise file movements.

4.1.
4.2.

Identify files to be relocated
Complete records of movement and file following
workplace procedures.

5. Maintain security of
workplace records.

5.1
5.2.
5.3.

Identify security requirements for workplace records
Maintain security arrangements for files
Notify (any) security breaches to appropriate personnel.

RANGE OF VARIABLES:
Context:

This unit covers work involving the maintenance of workplace records in paper or
electronic form and may include sample products or materials for testing or quality
purposes. Work is governed by established workplace procedures, and extent of authority
for adjustments and other work activities are defined.

It applies to all work environments in the plastics, rubber and cablemaking industry.

The competency is normally used within approved workplace routines, methods and
procedures. Discretion and judgement are required in the selection of equipment, work
organisation, services and the allocation of work tasks within agreed time frames.
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This competency includes sources of documentation such as:
production reports
job specifications
production capability statements/specifications
relevant workplace procedures and policies
quality standards
enterprise manuals
machine or equipment instructions and readouts
manufacturer’s specifications
materials safety data sheets
reliability, human resource, financial and production information
relevant agreements, codes of practice and other legislative requirements.

< K K K <K < <K <K < < <

Filing systems may be manual or computerised.

Standard procedures means all relevant workplace procedures, work instructions,
temporary instructions and relevant industry and government codes and standards.

All operations are performed in accordance with standard procedures.

EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of enterprise’s standard procedures and work instructions and relevant
regulatory requirements along with the ability to implement them within appropriate time
constraints relevant to the job.

Competence includes the ability to:
\% apply and explain:
e production workflow in relation to records generated and records access requirements
o focus of operation of record systems and equipment
e identification and correct use of record keeping processes and procedures
v plan own work including predicting consequences and identifying improvements.
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Critical aspects:

Evidence of satisfactory performance in this unit can be obtained by observation of
performance and questioning to indicate understanding and knowledge of the elements of
the competency and performance criteria. In addition, look to see that:

\Y work processes appropriate for the filing and retrieval of workplace information are
identified
\Y% importance of records held and relevant procedures to maintain records to minimise

time delays in accessing records and maintenance of information for suppliers, customers and
the enterprise are recognised

% relevant information is interpreted

% appropriate workplace language and communication technologies are used

% relevant information and records are located, interpreted and applied

\Y workplace records systems are maintained

\Y records are identified and handled within enterprise procedures

\Y security precautions appropriate to the records are applied

\Y% records are consistently filed and accessed in accordance with workplace procedures
\Y% relevant information is located, interpreted and applied, data collated, and information
communicated effectively orally and in writing

% effective working relationships are established with colleagues

\Y workplace objectives, cultures, products, customers and services are identified and
adapted to achieve job specifications

\Y completion of work is systematic and in accordance with safe operating procedures to

minimise the risk of injury to self or others or damage to goods, equipment or products in
production.

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
work instructions and material labels as provided to operators.

Writing is required to the level of completing workplace forms and reports.

Numeracy is also required to the extent required by production data, work instructions and
procedures.

Assessment method and context:
Competence in this unit may be assessed:

\Y on an operating plant allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

\Y% by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.
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Resource implications:

Established records system, information to be recorded, requests for information and actual
or simulated production process.

Suitable access to an operating plant or equipment and standard operating procedures. A
bank of case studies/scenarios and questions will also be required to the extent that they
form part of the assessment method. Questioning may take place either in the workplace,
or in an adjacent, quiet facility such as an office or lunchroom. No other special resources

are required.

KEY COMPETENCIES
1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
2 2 2 2 2 2 2
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UNIT TITLE

PMBWKOPS402B - Apply workplace procedures to improve
workplace performance

UNIT DESCRIPTOR

This competency covers the application of workplace policies and procedures to the
implementation and ongoing development of work areas within particular production
processes.

PREREQUISITES
This competency has no prerequisites.

ELEMENT PERFORMANCE CRITERIA

1. Identify workflow in the 1.1. Identify workflow including the effect that variation(s) in
workplace in relation to workflow have on operations
productivity. 1.2. Consider the impact of factors such as high and low

workload periods and the volume of output of production
processes on workflow when identifying workflow and
productivity factors

1.3. Analyse production processes in the work area to detect
any areas which may impact on workflow effectiveness

1.4. Document variance of workflows against agreed
benchmarks

1.5. Consider causes of workflow variances and generate
alternate solutions for rectification

1.6. Make recommendations to resolve the issues and report to
appropriate personnel.

2. Explain workplace 2.1. ldentify aspects of awards and enterprise agreements
relations processes which which may contribute to improving the effectiveness of
effect the workplace and work operations
the operations of its 2.2. ldentify opportunities for training and development within
production processes. the workplace context and workplace procedures

2.3. ldentify processes for negotiation of changes at enterprise
level to improve workplace effectiveness

2.4. Raise suggestions which may lead to improved work
effectiveness of teams and individuals within workplace
policies and procedures.
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ELEMENT

PERFORMANCE CRITERIA

3. Organise staff and
equipment to complete
specific tasks.

3.1.

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

Identify priorities for tasks and inform workplace
personnel

Explain operating procedures and methods to workplace
personnel and use follow-up communication methods to
ensure that work requirements are applied

Identify competency needs for the work and allocate
and/or train and assess staff to meet these needs
Organise workplace personnel and equipment to meet
requirements ensuring that work loads are balanced and
other required workplace activities are completed within
production schedules

Optimise work practices for the type of product within
production workflow and regulatory requirements in the
production area

Ensure appropriate workplace occupational health and
safety and other regulatory procedures are followed by
team members when completing production activities
Provide advice to line manager on the allocation of staff
and This section should be read in conjunction with the
range of variables for this unit of competency. Resources
required to produce products including those with special
requirements

Amend workplace procedures within agreed parameters
and trial to assess the degree of improved performance.

4. Assist work team members
to maintain workplace
security.

4.1.

4.2,

4.3.

4.4.

Inform personnel of workplace policies and procedures in
relation to security

Provide workplace personnel with feedback in relation to
the implementation/non-implementation of security
procedures

Provide employees with ongoing supervision and training
to facilitate awareness and detection of theft

Report matters likely to affect security in accordance
within workplace policy.

RANGE OF VARIABLES:
Context:

The competency unit applies to a range of processes and equipment.

The competency is normally used within approved workplace routines, methods and
procedures. Some discretion and judgement are required in the selection of equipment,
work organisation, services and the allocation of work tasks within agreed time frames.

Standard procedures means all relevant workplace procedures, work instructions,
temporary instructions and relevant industry and government codes and standards.

All operations are performed in accordance with standard procedures and work

instructions.
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EVIDENCE GUIDE:
Essential knowledge and enterprise requirements:

Knowledge of enterprise’s standard procedures and work instructions and relevant
regulatory requirements along with the ability to implement them within appropriate time
constraints relevant to the job.

Competence includes the ability to:
apply and explain:
scope of authority of the position
consultative processes to implement change
workplace management structure and lines of authority
content of award, enterprise agreement and workplace policies and procedures
production workflow
focus of operation of work systems and equipment
identification and correct use of equipment, processes and procedures
planning own work including predicting consequences and identifying improvements.

e 6 o o o o o o <

Critical aspects:

Evidence of satisfactory performance in this unit can be obtained by observation of
performance and questioning to indicate understanding and knowledge of the elements of
the competency and performance criteria. In addition, look to see that:

% effective working relationships are established with colleagues

\Y activities are modified to cater for variations in workplace contexts and environment
\Y appropriate recognition and adaptation is made to cultural differences in the
workplace, including modes of behaviour and interactions among staff and others

\Y% consistent recommendations are made which result in potential for improvement in

production outcomes (product quality, employee health and safety, environmental impact and
production costs)

% work is completed systematically in accordance with safe operating procedures to
minimise the risk of injury to self or others or damage to goods, equipment or products in
production.

Language, literacy and numeracy requirements:

This unit requires the ability to read and interpret typical product specifications, job sheets
work instructions and material labels as provided to operators.

Writing is required to the level of completing workplace forms and reports.
Basic numeracy is also required to the extent required by work instructions and procedures.

Assessment method and context:
Competence in this unit may be assessed:

% on an operating plant allowing for operation under all normal and a range of abnormal
conditions

% by use of a suitable simulation and/or a range of case studies/scenarios

\Y by a combination of these techniques.

In all cases it is expected that practical assessment will be combined with targeted
questioning to assess the underpinning knowledge and theoretical assessment will be
combined with appropriate practical/simulation or similar assessment.
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Resource implications:

This section should be read in conjunction with the range of variables for this unit of
competency. Resources required include suitable access to an operating plant or equipment
and a group or a team that allows for appropriate and realistic simulation. A bank of case
studies/scenarios and questions will also be required to the extent that they form part of the
assessment method. Questioning may take place either in the workplace, or in an adjacent,
quiet facility such as an office or lunchroom. No other special resources are required.

KEY COMPETENCIES
1 2 3 4 5 6 7
Collect, Communicate Plan and Work with Use Solve Use
analyse & ideas and organise others & in mathematical problems technology
organise information activities teams ideas and
information techniques
3 3 3 3 3 3 3
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UNIT TITLE

PSPPM502A - Manage projects

UNIT DESCRIPTOR

This unit covers management of projects which may be reasonably complex in terms of
scope, degree of risk, political, cultural and social factors that apply, consequences of
failure and degree of control of the project.

This competency is typically performed by senior technicians/technologists/team leaders or
engineers working either independently or as part of a work team.

PREREQUISITES

This competency has no prerequisites.

ELEMENT

PERFORMANCE CRITERIA

1. Apply knowledge of
project management tools.

1.1.

1.2.

1.3.

A planning and monitoring system is applied and progress
is reported to stakeholders

Financial management systems are implemented to
address accountability standards

Project management tools are selected and applied
effectively to achieve project outcomes.

2. Manage acquisition.

2.1.

2.2.

2.3.

2.4.

2.5.

A contract is developed which is auditable in terms of
scope of work, performance, deliverables, probity,
fairness and value for money

Project change proposals are negotiated, agreed and
documented in accordance with policy and procedures
Project plans and contracts are monitored, reviewed and
amended as appropriate, and outcomes reported to
stakeholders

Project progress is reported in relation to agreed
milestones to provide a measure of performance
throughout the life of the contract

Disagreements and disputes are resolved to the
satisfaction of stakeholders.

3. Co-ordinate project
integration activities.

3.1

3.2.

3.3.

All aspects of the project and related projects are
integrated and links are established to ensure objectives
are met

Consultation mechanisms are identified and staff and
contractors are regularly consulted to discuss progress and
ensure effective outcomes

Programmed review of objectives and achievement is
planned and implemented.
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ELEMENT

PERFORMANCE CRITERIA

4. Arrange building/trialing/
testing of project.

4.1. Significant judgment is applied in the analysis of project
outcomes against specifications, performance standards
and project objectives, and reported to stakeholders

4.2. Support package arrangements are identified and offered
to stakeholders who will be required to adopt the project
outcomes

4.3. Environmental and cultural analysis is undertaken and
outcome reported to stakeholders

4.4. Operational and support authorities are consulted to
investigate the requirement for testing and evaluation, and
funds are included in project plans.

RANGE OF VARIABLES:

The range of variables provides information about the context in which the unit of
competency is carried out. It allows for differences between States and Territories and the
Commonwealth, and between organisations and workplaces. It allows for different work
requirements, work practices, and knowledge. The range of variables also provides a focus
for assessment and relates to the unit as a whole.

Policy and procedures may include:
v legislation and regulations
% organisational guidelines and procedures including project management, recruitment,
security, risk management, procurement guidelines and strategic plans.

Project management tools may include:

bar and Gantt charts

spreadsheets

< K K K <K < < < < <

Contracts may include:
verbal orders
written orders

deeds of agreement

< < < < <

critical path method (CPM)

work breakdown structures
program evaluation and review technique (PERT)
database project management packages

cost schedule control systems
logistics support analysis

life cycle cost analysis
recording systems - electronic and manual.

partly verbal and partly written orders

agreements and understandings of a non-legal nature.
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Project plans may include:
financial management plans
acquisition strategies
fraud control plans
risk management plans
project implementation plans
transition plans
integrated logistics support
HRD/HRM plans
specifications
test and evaluation process
training
intellectual property
industry impact
quality assurance
life cycle costs.

Stakeholders may include:
customers
production personnel
other company personnel
regulatory agencies
senior management.

< < <K < <
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A%
A%
A%
A%

engineering
technical
administration
scope
specifications.

Integration of project activities may
include:

scope

time

cost

quality

human resources
communications
risk
procurement.

Documented information may include:

a contract

spreadsheet

progress report