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Process Manufacturing Assessment Guidelines 

1 Assessment system overview 

What is a Training Package? 

1.1 Training packages are a key feature of vocational education and training for 
industries in Australia.  They are part of the National Training Framework which 
aims to make training and regulatory arrangements simpler, and more flexible and 
relevant to the needs of people working in the industry. 

The process manufacturing industries comprise several major sectors (viz. chemical, 
oil refining, hydrocarbons extraction and high pressure transmission, plastics & 
rubber products and cablemaking, manufactured mineral products (cement, 
concrete, clay, glass & ceramics), and iron & steel manufacturing.)   

What does a Training Package look like? 

1.2 Training Packages comprise an endorsed component and a non-endorsed 
component.   

The endorsed component of the Training Package comprises: 

 competency standards,  

 assessment guidelines and  

 qualifications framework.   

The non-endorsed component of the Training Package can include: 

 learning strategies – including curriculum and learning resources 

 assessment materials, and 

 professional development materials. 

A simple guide to the National Training Framework is included in the ANTA 
brochure Training Packages: An integrated approach to flexible training delivery.1 

                                                 
1 Australian National Training Authority, Training Packages: An integrated approach to flexible training 
delivery. 
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Why develop assessment guidelines? 

1.3 Assessment guidelines are part of the endorsed components of the Training 
Packages.  It is intended that these assessment guidelines will be common to all 
process manufacturing Training Packages.   

The purpose of development of assessment guidelines is to set out the mechanisms 
and processes for ensuring reliable, flexible, fair and valid assessment of 
achievement against nationally endorsed industry competency standards. 

These assessment guidelines bring together all of the common processes, 
approaches and systems involved in assessment across all process manufacturing 
Training Packages.  Assessment details specific to an industry sector will be 
contained in the non-endorsed components of the relevant training package. 

What is the role of an assessor? 

1.4 The primary role of an assessor for national recognition purposes is to collect 
sufficient evidence, then objectively assess and judge the competence of a candidate 
against national competency standards. 

1.5 Assessments against the competencies in the Training Package will be carried out in 
accordance with these endorsed guidelines.  The guidelines include the necessary 
competencies for those conducting assessments, and provide for those situations 
where more than one person may contribute to the assessment and where the 
required technical and assessment competencies may not all be held by any one 
person. 

What is the role of Registered Training Organisations in assessment? 

1.6 All assessment for national recognition purposes is undertaken by, or auspiced2 

through, a Registered Training Organisation3 

Registered Training Organisations will provide a range of training products and 
services to support the delivery of process manufacturing Training Packages. 

Provision has been made for Registered Training Organisations which will conduct 
assessment and award qualifications and statements of attainment.  An assessment 
only Registered Training Organisation may be established to serve an industry 
sector, a whole industry or multiple industries. 

                                                 
2 Auspicing is a process whereby a Registered Training Organisation validates assessment carried out by 
industry or individual enterprises. 
3 A Registered Training Organisation (RTO) is a nationally recognised organisation which delivers 
training, or may be registered for assessment and the award of qualifications and statements of attainment 
(refer to Glossary) 
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1.7 The Registered Training Organisation keeps and maintains records of assessments 
against competency standards, and issues the statements of attainment and 
qualifications. 

1.8 Non-registered training organisations (that is, organisations which deliver training, 
but are not registered) or enterprises may form partnerships with RTOs in order to 
jointly provide training and assessment. 

What about qualifications in this new system? 

1.9 Outcomes of assessment are reported directly in terms of: 

 statements of attainment against the relevant competency units 

and/or 

 qualifications under the Australian Qualifications Framework.  

Who will monitor the new process? 

1.10 A key feature of the assessment system will be the external auditing process.  The 
State or Territory recognition authorities will monitor compliance to the assessment 
system as a requirement of registration. 

1.11 Registered Training Organisations have the responsibility of ensuring that assessors 
are competent and maintain their competence, as required by these assessment 
guidelines. 
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2 Assessment principles 

What are the principles upon which assessment is based? 

2.1 The process manufacturing assessment system meets the requirements of the 1996 
ANTA Ministerial Council (MINCO) In Principle Agreement. (MINCO comprises 
the Commonwealth and State/Territory Ministers with responsibility for vocational 
education and training.) 

2.2 Competency standards are the benchmarks for assessment.  Assessment will be 
against the relevant competency standards4.

 

2.3 Competency comprises the following aspects: 

 task skills (performance of individual tasks) 

 task management skills (managing a number of different tasks within the job) 

 contingency management skills (responding to problems, breakdowns and 
changes in routine) 

 job/role environment skills (dealing with the responsibilities and expectations of 
the workplace). 

2.4 Assessment is an integral component of training. 

2.5 Assessment must be reliable, flexible, fair and valid: 

To be reliable, the assessment methods and procedures must ensure that 
competency standards are applied consistently. 

To be flexible, assessment should be able to take place on the job, off the job or a 
combination of both.  It should allow for diversity regarding how, where and when 
competencies have been acquired. 

To be fair, the assessment must not advantage or disadvantage particular candidates 
or groups of candidates. 

To be valid, the assessment has to assess what it claims to assess.  Sufficient 
evidence must be collected that is relevant to the standard being assessed. 

                                                 
4 Competency Standards for the sectors for the process manufacturing industries are available from 
Manufacturing Learning Australia. 
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3 Assessment options 

What are the available options for assessment? 

3.1 Assessment may occur in a range of environments, appropriate to the context and 
nature of the competencies being assessed: 

 on the job 

 off the job or 

 a combination of both. 

3.2 Units of competence may be assessed separately or in combination. 

3.3 Assessment may occur as part of a structured training program or through an 
‘assessment only’ process, where candidates receive recognition of current 
competencies. 

3.4 Each assessment option must provide the opportunity for the candidate to 
demonstrate competency.  Whilst the preferred mode of assessment is through 
demonstration of skills in a workplace setting, this requirement can be met in a 
number of ways: 

 
 
 
 

AND/OR 
 
 
 
 

AND/OR 
 
 
 

3.5 The issuing of a qualification within the process manufacturing industries is based 
on achievement of competence in a number of prescribed competency units as 
detailed in the Qualifications Framework of the relevant training package.  A 
statement of attainment recognises the partial achievement of a qualification and 
will usually list the competency unit or units in which competence is achieved. 

Off-the-job training and 
assessment program 

On-the-job assessment and 
training program 

On-the-job & Off-the-job 
training and assessment 

program 

Recognised 
statement of 

attainment, or 
qualification 
issued by a 
Registered 
Training 

Organisation 
based on a set 
of competency 

standards 
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3.6 There are a number of ways by which appropriate experience towards the 
development of competency may be gained: 

 standard employment 

 placement in an enterprise for work experience 

 participation in a New Apprenticeships arrangement 

 use of a simulated work environment 

3.7 All credentials identified within process manufacturing Training Packages are 
potential New Apprenticeships. 

Key features of New Apprenticeships are: 

 negotiated training programs leading to a National Qualification 

 the training program involves paid work and structured training which may be on 
the job or a combination of on the job and off the job 

 a training agreement registered with the appropriate State Training Authority 

Any of the pathways identified in these assessment guidelines and detailed in 
process manufacturing Training Packages may be the basis of a New 
Apprenticeship training program. 
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4 Assessor competencies 

What are the requirements of a competent assessor? 

4.1 Assessment in the process manufacturing industries, should be carried out by a 
person or persons who meet the following requirements: 

 holds formal recognition of competency in at least the units for which they wish 
to conduct assessment 

 holds the following competencies for assessors contained in the Training 
Package for Assessment and Workplace Training: 
• BSZ 401 A Plan assessment 
• BSZ 402 A Conduct assessment, and 
• BSZ 403 A  Review assessment. 

Which are deemed equivalent to the units: 
• Conduct assessment in accordance with and established assessment 

procedure 
• Extension unit: Plan and review assessment. 

 have current knowledge of industry roles and practice 

 have knowledge of current enterprise practices for the job or the role against 
which the performance is being assessed. 

How may the requirements for competent assessors be used? 

4.2 The requirement to use competent assessors may be met through the use of any of 
the following options: 

 an assessor who is competent against the assessor competency standards and the 
relevant vocational competencies (see Section 4.1, above) 

 an assessor who is competent against the assessment competency standards and 
who has ready access to another person who is competent in, and can advise the 
assessor on, the relevant industry competencies at least to the level being 
assessed 

 a person from the workplace with the relevant vocational competencies at least 
to the level being assessed who utilises industry endorsed assessment procedures 
with the outcome being validated by an external assessor who is competent 
against the assessor standards. 



PMC 
Process Manufacturing (Mineral Products) Assessment Guidelines 

 

© Australian National Training Authority, July 1999 AG 8 

How may assessors remain competent? 

4.3 The requirement for current knowledge of industry roles and practice could be met 
through an appropriate combination of: 

 current work 

 relevant release to industry 

 exposure to industry visits and training sessions 

 attendance at professional development activities focused on emerging/current 
best practice in industry 

and may be evidenced by: 

 recent work history (paid or unpaid) 

 provision of a statement of professional or workplace activities supported by a 
responsible industry referee. 

How may assessment be carried out? 

4.4 Assessments against the competencies in the Training Package will be carried out in 
accordance with these endorsed guidelines.  The guidelines include the necessary 
competencies for those conducting assessments, and provide for those situations 
where more than one person may contribute to the assessment and where the 
required technical and assessment competencies may not all be held by any one 
person. 
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5 Designing assessment 

What criteria must be met when designing assessment? 

5.1 The relevant competency standards are the benchmark for assessment. 

5.2 The design of assessment needs to ensure that all aspects of competence are 
covered: 

 task skills (performance of individual tasks) 

 task management skills (managing a number of different tasks within the job) 

 contingency management skills (responding to problems, breakdowns and 
changes in routine) 

 job/role environment skills (dealing with the responsibilities and expectations of 
the workplace) 

 relevant underpinning knowledge. 

5.3 Assessment must address the performance criteria specified in the three relevant 
units of the Training Package for Assessment and Workplace Training: 

 BSZ 401 A Plan assessment 

 BSZ 402 A Conduct assessment, and 

 BSZ 403 A  Review assessment. 

5.4 Evidence gathering methods must be gender and culturally inclusive and take into 
account the language, literacy and numeracy skills of both candidate and assessor. 
Assessors may consider: 

 incorporating a range of assessment techniques (as per Section 6.7) 

 assessing in the workplace (wherever possible), using familiar skills and 
materials 

 eliminating any unnecessary reading or written assessment (if these skills are not 
required to do the job, they should not be part of the assessment) 

 ensuring understanding of questions by rephrasing to clarify and using the 
language and terms of the job and the workplace 
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 encouraging the candidate to ask questions to clarify instructions 

 providing clarification of purpose and process of assessment 

 considering cultural and gender issues when setting up the assessment. 

5.5 In all pathways, where candidates have difficulty achieving competence in a 
particular unit of competency, it may indicate the necessity to further develop the 
Key Competencies required to attain that unit of competency5. 

                                                 
5 The relationship between the Key Competencies and the units of competency is listed in the relevant 
attachment to the Training Package. 
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6 Conducting assessments 

What should be kept in mind when conducting assessments? 

6.1 Identify which of the relevant competency standards is being assessed, and be 
familiar with the content and context of the standard and how it is applied in the 
workplace. 

Assessments must meet the standards as set down in the in the Training Package for 
Assessment and Workplace Training: 

 BSZ 401 A Plan assessment 

 BSZ 402 A Conduct assessment, and 

 BSZ 403 A  Review assessment. 

6.2 Evidence-gathering methods must be appropriate to the context of the assessment, 
the assessor and the candidate. 

6.3 Means of evidence collection must meet the principles of validity, authenticity, 
sufficiency, currency and consistency: 

 Valid evidence collection ensures that the assessment assesses what it claims to 
assess - evidence collected is relevant to the activity and demonstrates that the 
performance criteria have been met. 

 Authentic assessment relates primarily to achieving ‘a close correspondence 
between the assessment situation and the situation in which the candidate will 
one day operate’6. A driving practical test is, in this sense, an authentic 
assessment process. In other contexts where complete authenticity will usually 
not be practical, every effort should be made to maximise authenticity. 

 A sufficient assessment requires that sufficient evidence is collected to 
demonstrate competence in the standard being assessed. 

 Currency of evidence collection ensures that the evidence demonstrates both that 
the person is currently competent, and that the person is competent in terms of 
the most recent standards. 

                                                 
6 Alison Wolf, Competency-based Assessment, Buckinghan (UK), Open University Press, 1995, p 135 
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 A consistent assessment ensures both that the evidence collected demonstrates 
consistent achievement of the specified standard by the person being assessed, 
and that the outcomes of the assessment process are substantially consistent 
irrespective of where, when and by whom the assessment is conducted. 

See also section 6.7, below. 

6.4 Following the assessment process, assessment outcomes need to be recorded and 
securely stored, and feedback provided in terms of performance against the relevant 
process manufacturing competency standards. 

6.5 Where assessment is occurring in the workplace: 

 Take into account that the person being assessed may have had little experience 
of structured training and assessment. Carefully explain the process of making 
judgements against the standards and make the candidate feel as relaxed as 
possible. 

 Consult on the assessment process with the parties involved. 

 The assessment should take place over a reasonable length of time so that the 
candidate has the opportunity to demonstrate work responsibility and 
contingency management.  Third party reports of workplace performance, if 
available, are helpful for this. 

 Consider the other staff in the workplace likely to be affected by the process.  
All staff directly or indirectly involved in the process should be briefed on the 
factors which will impact on them, such as duration or changes in work routine. 

 Ensure that assessment is as compatible as possible with the normal pattern of 
work and causes minimal disruption. If the process involves candidates being 
away from their work area for a period of time, then arrangements should be 
made with their immediate supervisor to cover their duties for that period of 
time. 

 Assessment resources included in the non-endorsed component of the process 
manufacturing Training Packages will provide ways in which to address these 
matters. 

6.6 Where assessment is occurring out of the workplace: 

 Where it is not possible for assessment to occur in the workplace, assessment 
should take place in a situation as close as possible to workplace reality. 

 Ensure that all aspects of competence are assessed. 
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 The assessment should take place over a reasonable length of time so that the 
candidate has the opportunity to demonstrate work responsibility and 
contingency management.  Third party reports of workplace performance, if 
available, are helpful for this. 

 Documents used in assessment should closely reflect workplace reality. 

 Assessment resources listed in the non-endorsed component of the relevant 
Training Package will provide ways in which to address these matters. 

6.7 The following are some of the commonly used methods of gathering evidence.  It is 
good practice to use more than one method of evidence collection in an 
assessment:7 

 demonstration 

 questioning 

 workplace performance 

 simulation 

 products/services 

 oral presentation 

 projects/assignments 

 work-based research assignments 

 written tests 

 skills portfolio 

 third party reports. 

                                                 
7 For further information regarding methods of gathering evidence, refer to Conducting Assessment 
Training Programs available from Australian Training Products. 
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7 Recording and reporting assessment outcomes 

How are assessment outcomes to be recorded? 

7.1 Assessment outcomes must be reported and recorded in terms of the relevant 
competency standards. 

7.2 Qualifications and statements of attainment issued by Registered Training 
Organisations will comply with the requirements of the Australian Recognition 
Framework and the specific qualification requirements of the relevant process 
manufacturing Training Package. 

7.3 Results will be recorded as achievement of a qualification 

 or  

a statement of attainment against the relevant competency standards. 

7.4 Responsibility for recording, storing and accessing assessment outcomes rests with 
the Registered Training Organisation that issues the qualification or statement of 
attainment under the Australian Qualifications Framework. 
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8 Appeal and reassessment process 

What process is available to dispute an assessment outcome? 

8.1 An appeals and reassessment process is an integral part of all training and 
assessment pathways leading to a statement of attainment or qualification under the 
Australian Qualifications Framework.   

8.2 The appeals and reassessment process is developed and managed by the RTO. 

As a first step, appeals should be made to and reassessments done by the RTO. 

Should this fail, responsibility rests with the State Training Authorities for the 
implementation of fair and impartial appeals processes. 

8.3 The appeals and reassessment process is described to the candidate prior to 
assessment taking place, as part of the explanation of the overall assessment 
procedure. 

8.4 Parties involved in the assessment have the right, under the appeals and 
reassessment process, to request reassessment at a later time if reasonable grounds 
are demonstrated for questioning the original outcome. 
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9 External audit of RTO 

Is there any external monitoring of the assessment process? 

9.1 External audit of RTO is a requirement of the National Training Framework.  
External audits are seen as important quality assurance activities to improve and 
further develop the assessment processes and outcomes. 

9.2 Audit processes will be initiated and managed by the State Training Authorities 
with the involvement of industry. 

9.3 Standards for audit of the RTO must include compliance with these assessment 
guidelines. 
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10 Assessment references 

These assessment guidelines apply specifically to the manufactured mineral 
products Training Package, available from Manufacturing Learning Australia. 

The following competency standards are available as part of a Training Package 
 

Process Manufacturing Competency Standards 

 Competency Standards for the Chemical, Hydrocarbons and Oil Refining 
Industries 

 Plastics, Rubber and Cablemaking Competency Standards 

 Guideline Competency Standards for Laboratory Assistants 

 Manufactured mineral products industry covering cement, ceramics, clay, 
concrete, glass and related products 

Available from Manufacturing Learning Australia, Suite 302, 368 Sussex St, 
Sydney NSW 2000, Phone (02) 9264 9822, fax 02 9264 9938, email 
mlaust@ozemail.com.au 
 

Training and Assessment Competency Standards 

Available from national Assessors and Workplace Trainers Body, 8 Soudan 
Lane, Paddington NSW 2021, Phone 02 9360 7322, fax 02 9360 5688, email 
assessors@nawtb.com.au 
 

Frontline Management Competency Standards 

Available from Business Services Training Australia, Ground Floor, Como 
Centre, 650 Chapel St, South Yarra VIC 3141, Phone 03 9824 0866, fax 03 
9824 0877, email nclement@bigpond.com. 

Transport and Distribution Competency Standards 

Available from Transport and Distribution Australia, Level 1, 351 William St, 
West Melbourne 3003, phone 03 9320 4242, fax 03 9320 4243. 
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ANTA publications 

 Training Packages: An integrated approach to flexible training delivery 
Available from the Australian National Training Authority, GPO Box 3120 
Brisbane Qld 4001, Phone 07 3246 2300, fax 07 3246 2490 

ATP publications 

 Conducting Assessment Training Program  
Available from Australian Training Products, GPO Box 5347BB, Melbourne, 
Vic, 3001, Phone 03 9630 9836, fax: 03 9639 4684 
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11 Glossary 
 
Appeals process The process where disputes involving the outcome of an 

assessment may be reassessed 
 

Assessment The process of collecting evidence and making judgements 
on whether competency has been achieved 
 

Assessment centre A nationally-registered training organisation which provides 
skills recognition services (assessment only) 
 

Auspicing A process whereby a Registered Training Organisation 
validates assessment carried out by industry or individual 
enterprises 
 

Assessment system A process designed to ensure that assessment decisions 
made in relation to many individuals, by many assessors, in 
many situations are consistent, fair and valid 
 

Candidate Person to be assessed 
 

Competency Competency comprises the knowledge and skills and the 
consistent application of that knowledge and skills to the 
standard of performance required in employment. 

Customisation The process of adding enterprise-specific information to the 
endorsed national standards so that the standards reflect the 
work of a particular workplace, whilst maintaining the 
integrity of the standard 
 

Evidence The set of information which, when matched against the 
relevant criteria, provides proof of the candidate’s 
competency. Evidence can take many forms and be gathered 
from a number of sources. 
 

Integrated assessment An approach to assessment that covers multiple elements 
and/or units from relevant competency standards.  The 
integrated approach attempts to combine knowledge, 
understanding, problem solving, technical skills, attitudes 
and ethics into assessment tasks. 
 

MLA Manufacturing Learning Australia (MLA) is the National 
Process Manufacturing Industry Training Body Ltd.   
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MINCO ANTA Ministerial Council of Federal and State Ministers 
responsible for vocational education and training 
 

NTFC National Training Framework Committee:  the body 
responsible for endorsing training packages 
 

Reassessment An assessment activity initiated as a result of an appeal 
against the outcome of a previous assessment 
 

Records of assessment The information that is retained by the organisation that is 
responsible for issuing the nationally recognised Statement 
of Attainment or qualification of the assessment outcome 
 

Reporting of assessment 
outcomes 

The way in which the outcomes of assessment processes are 
reported to candidates, employers and other relevant groups 
 

Review of assessment 
process 
 

Planned and systematic analysis of the assessment system 
 

Registered Training 
Organisation (RTO) 

A nationally registered training organisation - TAFE 
institution, private provider, RPL and assessment agency, 
Group Training Company, industry organisation, enterprise - 
that is also registered with a State/Territory training 
authority.  Registered Training Organisations may be 
registered for a range of training products and services, 
including some or all of the following: 
• provision of training and assessment 
• provision of skills recognition services (assessment only) 
• development and approval of training programs to deliver 

training packages 
• the issuing of qualifications/statements of attainment. 
 

Statement of attainment A statement of attainment will be issued to candidates where 
they have partially completed a qualification. 
 

 


