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RTC5011A Collect and classify plants 
This competency standard covers the process of collecting and identifying plants using 
taxonomic keys.  It requires the ability to prepare for plant collecting, collect plant specimens, 
preserve specimens and identify plant specimens.  Collecting and identifying plants requires 
knowledge of herbarium collection techniques and ethics, botany, physical and biological 
habitat types, and plant nomenclature and taxonomy. 
 

Element Performance Criteria 
  

1 Prepare for plant collecting 1.1 Purpose and objectives for collecting range of 
plants is confirmed. 

 1.2 Area, location and/or habitat for collecting is 
defined. 

 1.3  Resources to assist in plant location and 
identification are determined and prepared. 

 1.4 Equipment required for collecting and 
preserving specimens is determined and 
prepared. 

 1.5 Licences and/or permission to collect specimens 
are sought from landowner or managing agency. 

 1.6 Range of likely operating conditions, hazards and 
difficult/sensitive environments are assessed for 
impact on collecting and preserving specimens. 

 1.7 OHS hazards associated with plant collecting 
are identified. 

2 Collect plant specimens 2.1 Collecting ethics are observed when selecting 
specimens for picking. 

 2.2 Relevant information about the specimen, its 
characteristics and occurrence is entered into a 
field note book and location coordinates are 
noted. 

 2.3 Specimen collected provides adequate material 
for identification and preserving. 

 2.4 Specimens are correctly tagged and stored for 
later identification. 

 2.5 Appropriate OHS legislative requirements 
and work practices are followed. 
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3 Preserve specimens 3.1 Preservation of specimen is undertaken while 
still fresh. 

 3.2 Specimen is cleaned and prepared for preserving 
according to enterprise guidelines. 

 3.3 Preserving of specimen carried out using either 
pressing or drying techniques. 

 3.4 Dried specimen is mounted and labelled with 
accurate information from notebook. 

4 Identify plant specimens 4.1 Resources are identified and accessed to assist in 
identification. 

 4.2 The basic characteristics of a plant are 
identified and documented. 

 4.3 Relevant plant key is used to identify plant. 

 4.4  Plant identity is confirmed against botanical 
description of species. 

 4.5 Plant identity is documented on label according 
to enterprise guidelines. 

Range of Variables 

The Range of Variables explains the contexts within which the performance and knowledge 
requirements of this standard may be assessed.  The scope of variables chosen in particular 
training and assessment requirements may depend on the work situations available. 
What range of plants may be 
relevant to this standard? 

Plants may be native or introduced species including 
weeds. 

What resources may be used 
to identify plants? 

Resources may include enterprise or public library, 
business and research organisation websites, enterprise 
supervisor and experienced team colleagues, published 
books and journals (e.g., floras), and experts in the local 
area or industry sector.  It may also include personal or 
enterprise reference collection. 

What equipment may be 
used to recognise plants? 

Equipment may include computer assisted or manual 
word processors, telecommunication appliances, plant 
fixing materials, secateurs, folders and exercise books, 
hand lens, dissecting microscope, dissecting equipment, 
pens and pencils. 

What OHS hazards can be 
included in this standard? 

Hazards may include manual handling, using tools and 
equipment, noise, dust, solar radiation, falls and tripping, 
spider and insect bites. 
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What collecting ethics 
should be observed in the 
field? 

Collecting ethics requires that, where necessary, no plant 
is collected from where it is prohibited, approval is 
gained from the landholder and/or permits are obtained 
to remove plants where required, that disruption to the 
site and surrounding vegetation and habitats is 
minimised, and that there is appropriate justification to 
collect less common or rare plant specimens from a site. 

What may be included when 
documenting a plants occurrence 
in natural areas?  

Height, canopy cover, dominant species and distribution 
of associated vegetation association and/or plant 
community, and habitats and preferred habitat/s in 
which plant grows. 

What relevant information will 
need to be entered into field note 
books? 

Information that  

• identifies the particular specimen by number, when it 
was collected and the collectors name. 

• describes the plant itself such as size, life form, 
flower colour, bark colour and any other 
characteristics about the plant. 

• outline the location of the plant specimen - this may 
require use of maps and recording of nearby 
landmarks. 

• describes the ecological characteristics of the area 
including the physical habitat such as type of soil, 
rocks, slope, elevation, aspect, moisture, and 
biological habitat such as vegetation structure, plant 
community/vegetation association and other nearby 
plants. 

What is regarded as adequate 
material when collecting? 

Adequate material includes all the parts needed for 
accurate identification and can include leaves, flowers, 
twigs, fruit, and seeds.  For small herbaceous plants, the 
roots and either whole stems or tops and bottoms as leaf 
shape, size, and arrangement may vary from top to 
bottom. 

Plant materials should be tagged with a number as they 
are collected. 
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What OHS requirements may 
be relevant to this standard? 

OHS requirements may include identifying hazards, 
assessing risks and implementing controls, cleaning, 
maintaining and storing tools, equipment and machinery, 
appropriate use, maintenance and storage of PPE 
including sun protection, safe operation of tools, 
equipment and machinery, safe handling, use and storage 
of chemicals, correct manual handling, basic first aid, 
and safety procedures for protection of others. 

What basic characteristics 
may be useful when 
identifying plants? 

Plant characteristics may include the flower type, leaf 
arrangement and leaf shape. Other characteristics include 
flower colour, colours and/or markings, flower shape, 
size of the plant and its flowers and leaves, veining 
pattern of the leaves, texture of the leaves and stem, 
physical and biological habitat from where collected, 
number, size and shape of the reproductive parts, and 
any unusual features about the plant or its parts. 

What nomenclature will be 
used to indicate a plants 
identity? 

Scientific names including authorship will be used in 
identification of plants. 

What documentation is 
involved in identifying plants? 

Documentation may include a written description of the 
plant species including common and botanical names, 
visible characteristics, details of occurrence or origin, 
optimum growth requirements and/or a herbarium of 
plant samples preserved according to the requirements 
of the enterprise or industry sector. 

For more information on contexts, environment and variables for training and assessment, 
refer to the Sector Booklet. 
 

Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Competence in identifying plants requires evidence that a person can collect and identify 
plants correctly using taxonomic keys.  The skills and knowledge required to identify plants 
must be transferable to a different work environment.  For example, this could include 
different types of plants, workplace settings and environments. 
 

What specific 
knowledge is needed 
to achieve the 
performance criteria? 

 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The knowledge 
requirements for this competency standard are listed below: 

• Herbarium collection techniques and ethics. 
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 • Botany. 

• Physical and biological habitat types (including vegetation 
associations and communities where appropriate). 

• Plant nomenclature and taxonomy. 

• OHS legislative requirements and Codes of Practice. 

• Hazard identification assessment and control. 
  

What specific skills 
are needed to achieve 
the performance 
criteria? 

To achieve the performance criteria, appropriate literacy and 
numeracy levels as well as some complementary skills are 
required.  These include the ability to: 

• Prepare for plant collecting  

• Collect plant specimens  

• Preserve specimens  

• Identify plant specimens. 

• Follow safe work practices. 
  
  

What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life, which are required 
in all jobs.  They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) 
be applied? 

Ideas and information relating to plant identification 
can be recorded in field note books and discussed 
with colleagues. 

2. How can information be 
collected, analysed and 
organised (3)? 

According to current recommended botanical 
practices and with regard to collecting ethics. 

3. How are activities planned 
and organised (3)? 

Equipment, materials and work procedures for 
identification will need to be sourced and arranged 
before collection activities. 

4. How can team work (2) be 
applied? 

Plant identification may involve working with other 
members of a team to complete the program, or 
working alone. 
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5. How can the use of 
mathematical ideas and 
techniques (2) be applied? 

Measuring the length, regularity and period of plant 
identifying features will require mathematical application. 

6. How can problem-solving 
skills (1) be applied? 

Problems relating to the difficulty of identifying 
certain features of a plant or using a taxonomic key 
may arise. 

7. How can the use of 
technology (1) be applied? 

Technology may be applied in the identification and 
electronic recording of plants, research procedures 
and telecommunication used for the provision of 
information about plants to clients and customers. 

  
  

Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies relevant to the job function. 
 

There is essential information about assessing this competency standard for consistent 
performance and where and how it may be assessed, in the Assessment Guidelines for 
this Training Package.  All users of these competency standards must have access to both 
the Assessment Guidelines and the relevant Sector Booklet. 
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RTC5201A Conduct comprehensive 
inspection of park facilities 

This competency standard covers the process of inspecting comprehensively and auditing the 
safety of park/recreational facilities to identify non-conformities with Australian Standards, 
legislative and OHS requirements, and manufacturers standards.  Conducting comprehensive 
inspections of park/recreational facilities is likely to be undertaken without supervision with 
only general guidance on progress sought by managers.  Responsibility for and limited 
organisation of the work of others involved in the inspection may be required.  Conducting 
comprehensive inspections of park/recreational facilities requires a broad range of skills and 
involves the application of extensive knowledge such as asset auditing and management, 
Playground Safety Management Systems, and structural principles and practices. 
 

Element Performance Criteria 
  

1 Prepare for comprehensive 
inspection of park facilities 

1.1 Specific facilities and equipment to be 
inspected and purpose of the inspection are 
determined according to operational request. 

 1.2 Tools and equipment for testing and 
inspection are identified, and availability 
confirmed with appropriate personnel. 

 1.3 Pre-operational and safety checks are carried 
out on tools and equipment according to 
manufacturers specifications and enterprise 
work procedures. 

 1.4 Appropriate checklists and reporting formats 
are prepared to suit the application. 

 1.5 Different types of facilities are identified from 
checklist descriptions. 

 1.6 Specific terminology used in checklists is 
consistent with enterprise policy and guidelines.

2 Undertake comprehensive 
inspection of park facilities 

2.1 Instances of non-conformity with Australian 
Standards, OHS guidelines and manufacturers 
standards are identified and recorded. 

 2.2 Inspections for structural integrity are 
undertaken in an efficient and safe manner 
according to enterprise policy. 
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 2.3 Safety risks and hazards and situations are 
identified and detailed. 

 2.4 Checklist entries are concise and accurate. 

 2.5 Inspections are undertaken according to OHS 
requirements. 

3 Assess age and predict 
effective lifespan of existing 
park facilities 

3.1 The manufacturer of playground equipment 
and structures is identified through reference to 
original plans and specifications. 

 3.2 Age and future lifespan of park facilities are 
determined and recorded. 

 3.3 Costs of repair or replacement of park facilities 
are estimated and recorded. 

4 Submit report and 
recommendations 

4.1 Situations requiring urgent action are addressed 
according to OHS and enterprise policy. 

 4.2 Concise and accurate reports are prepared and 
submitted to management. 

 4.3 Existing management systems are reviewed, 
particularly regarding frequency of inspection, 
and improved in consultation with 
management. 

 4.4 Recommendations for future action are 
consistent with industry standards and best 
practice. 

 4.5 Collected data and information is submitted for 
inclusion on the asset management system. 

Range of Variables 

The Range of Variables explains the contexts within which the performance and knowledge 
requirements of this standard may be assessed.  The scope of variables chosen in particular 
training and assessment requirements may depend on the work situations available. 
What facilities and 
equipment may be included in 
a comprehensive inspection? 

Facilities and equipment may include playgrounds, 
playground soft fall and pathways, play equipment, 
parks and street furniture and structures, bridges, 
boardwalks, decks and viewing decks, fences, 
barbeques, steps and stairs, bollards, tree and grass 
protection devices, and paved, turf and/or grassed 
recreational areas. 



RTC5201A Conduct comprehensive inspection of park facilities 

© ANTA RTC Common Units of Competency Print Version 1.00  335
 

What tools and equipment 
may be required? 

Tools and equipment may include a ladder, torch and 
electronically and manually operated testing and 
recording equipment appropriate to the park facilities 
and equipment to be inspected. 

What modes of non-
conformity may be identified? 

Modes of non-conformity may include obvious or 
hidden hazards, worn or damaged components such as 
bearings and moving joints, structural instability and 
defective operation of equipment. 

What Australian standards 
may be relevant to this 
competency standard? 

Australian Standards may include those covering 
playgrounds, boardwalks, shelters, pathways, ramps for 
people with disabilities, lookouts and fences (e.g., 
AS4486.1, AS4422, AS1924.1 and AS1924.2). 

What aspects of structural 
integrity may be included in a 
comprehensive inspection? 

Structural integrity may include above or below ground 
assessment of damage, wear, rot, corrosion of posts, 
decks, load-bearing beams, fasteners, canopies and 
edging. 

What hazards may be 
identified? 

Visible hazards may include damaged parts, broken 
glass, loss of soft surfacing, protruding nails, bolts and 
splinters, sudden changes in surface levels such as holes 
and trip points, and worn, rusted and weathered 
components. 

What OHS requirements may be 
relevant to this standard? 

OHS requirements may include identifying hazards, 
assessing risks and implementing controls, cleaning, 
maintaining and storing tools and equipment, 
appropriate use of personal protective equipment 
including sun protection, safe operation of tools and 
equipment, basic first aid, personal hygiene, and 
reporting problems to supervisors. 

What management systems 
may be reviewed? 

Management systems may include Playground Safety 
Management Systems, asset registers, and physical 
resource, human resource and budget-related 
information systems. 

For more information on contexts, environmental implications and variables for training and 
assessment, refer to the Sector Booklet. 
 

 

 



RTC5201A Conduct comprehensive inspection of park facilities  

336 Print Version 1.00 RTC Common Units of Competency © ANTA
 

Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Competence in conducting a comprehensive inspection of park facilities requires evidence 
that a person is able to prepare for inspection activities and undertake testing and checking of 
park facilities to effectively identify non-conformities with Australian Standards, OHS 
requirements and manufacturers specifications, and to determine the effective lifespan of 
existing park facilities.  The skills and knowledge required to conduct a comprehensive 
inspection of park facilities must be transferable to a different work environment.  For 
example, this could include different facilities, environments, work sites and types of hazards. 
 

What specific 
knowledge is needed to 
achieve the 
performance criteria? 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The 
knowledge requirements for this competency standard are 
listed below: 

• Working knowledge of a range of park facilities and 
equipment including installation methods, intended use, 
intended users and safety parameters. 

• Practical understanding of the terminology used to 
describe different components of park facilities and 
equipment. 

• The different modes of non-conformity that may be 
identified in relation to specific park facilities and 
equipment. 

• Relevant national industry standards (e.g., AS4486.1, 
AS4422, AS1924.1 and AS1924.2). 

• Information management systems (e.g., AS4456). 

• Practical understanding of inspection and auditing 
procedures and techniques, and legal and enterprise 
reporting requirements for recommendations on 
maintenance, repair and replacement of park facilities. 

• OHS hazards associated with conducting a 
comprehensive inspection of park facilities and 
equipment, and the controls necessary to remove or 
minimise associated risks. 

• OHS legislative requirements and Codes of Practice. 

• Hazard identification, assessment and control. 
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What specific skills are 
needed to achieve the 
performance criteria? 

To achieve the performance criteria, appropriate literacy 
and numeracy levels as well as some complementary skills 
are required.  These include the ability to: 

• Communicate orally and in writing with work team 
members and managers. 

• Interpret standards, specifications and legal 
requirements. 

• Utilise proforma reporting and work procedure 
documents. 

• Interpret design symbols and terminology. 

• Compare actual measurements of inspected 
components with legal, manufacturers and/or 
enterprise standards and specifications. 

• Coordinate own work activities with other work groups 
to sequentially and effectively complete comprehensive 
inspection in a timely and cost effective manner. 

  
  

What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life, which are required 
in all jobs.  They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) be 
applied? 

Reports and recommendations resulting from the 
comprehensive inspection of park facilities should 
be communicated orally and in writing with the 
manager and other interested parties.  There is likely 
to be discussion between the developer of the 
reports and recommendations and management to 
achieve objectives. 
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2. How can information be 
collected, analysed and 
organised (3)? 

Some information will need to be researched and 
other obtained from inspection or audit results.  
Information addressing the specific requirements of 
the inspection should be analysed and outcomes 
discussed with the manager and other members of 
the work team.  Inspection or audit results and 
recommendations for remedial action should be 
organised and presented as a documented report to 
management. 

3. How are activities planned 
and organised (2)? 

Inspecting, auditing, reporting and making 
recommendations should proceed in an orderly and 
efficient manner.  Timely and appropriate 
information needs to be available for decision-
making. 

4. How can team work (2) be 
applied? 

The comprehensive inspection of park facilities and 
equipment may require working with other 
members of the team to achieve the desired 
outcomes. 

5. How can the use of 
mathematical ideas and 
techniques (3) be applied? 

Mathematical application will be required to assess 
the scope, extent and costs of replacement or repair 
of components of park facilities and equipment. 

6. How can problem-solving 
skills (3) be applied? 

Problems relating to non-conformities, existing 
management systems, maintenance techniques, 
workplace safety, tools and equipment, and 
hazardous situations may be identified when 
inspecting or auditing park facilities.  
Recommendations which identify possible solutions 
and remedial action should then be drafted and 
submitted to the manager. 

7. How can the use of 
technology (3) be applied? 

Technology will be required to record, store and 
communicate ideas and information.  It will also be 
used to obtain and analyse data from facility and 
equipment tests, and to produce reports and 
recommendations. 
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Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies relevant to the job function. 
 

There is essential information about assessing this competency standard for consistent 
performance and where and how it may be assessed, in the Assessment Guidelines for 
this Training Package.  All users of these competency standards must have access to both 
the Assessment Guidelines and the relevant Sector Booklet. 
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RTC5303A Manage machinery and 
equipment 

This competency standard covers the functions involved in managing the maintenance and 
operation of machinery and equipment.  It requires the application of skills and knowledge 
necessary to review and evaluate machinery and equipment operations as well as scheduling 
and monitoring maintenance requirements.  In addition, it requires the ability to cost the 
productivity of machines and ensure the safe operation of equipment within enterprise 
environmental guidelines.  The work will be carried out independently within own area of 
responsibility. 
 

Element Performance Criteria 
  

1 Evaluate machinery and 
equipment 

1.1 Operations of available machinery and 
equipment are reviewed and matched to 
production processes and OHS requirements. 

 1.2 Operation and servicing costs of machinery 
and equipment are calculated to justify total 
purchasing price. 

 1.3 Productivity returns from machinery and 
equipment are estimated to identify benefit to 
production processes. 

 1.4 Machinery and equipment replacement cycles 
are monitored to identify improvement options 
and maximise life cycles of components. 

 1.5 Machinery and equipment is accessed through 
appropriate procurement options. 

2 Coordinate maintenance 2.1 Maintenance and service cycles are identified 
and scheduled to ensure servicing is according 
to manufacturers specifications and production 
processes. 

 2.2 Storing and housing of machinery and 
equipment is costed and organised. 

 2.3 Maintenance is documented and recorded to 
ensure operational and service history. 

 2.4 OHS hazards in the workplace are identified, 
risk assessed and recorded according to 
enterprise requirements. 
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 2.5 Suitable personal protective equipment is 
selected, used, maintained and stored according 
to OHS requirements. 

 2.6 Repair and maintenance routines are developed 
and monitored according to manufacturers 
specifications and OHS requirements. 

3 Monitor operations 3.1 Consumables and operational support 
materials are available, maintained and 
disposed of according to enterprise 
requirements. 

 3.2 Environmental implications and workplace 
safety practices are monitored according to 
OHS and enterprise requirements. 

 3.3 Operational procedures are clear, documented 
and followed according to manufacturers 
specifications. 

 3.4 Operators are provided with competent 
instruction and appropriate supervision 
according to OHS requirements. 

Range of Variables 

The Range of Variables explains the range of contexts within which the performance and 
knowledge requirements of this standard may be assessed.  The scope of variables chosen in 
training and assessment may depend on the work situations available. 
What machinery and equipment 
may be applicable to this standard? 

Hydraulic equipment, agricultural and horticultural 
machinery and equipment, engines, irrigation 
equipment, earth moving equipment, spraying 
equipment, solar and wind powered equipment, 
lifting/elevated equipment, all vehicles/motorcycles, all 
types of park and turf maintenance machinery and 
equipment. 

What hazards may be 
associated with these activities? 

Workplace hazards may include exposure to loud noise 
and fumes, solar radiation, dust, and hazardous 
substances.  It may also include oil and grease spills, 
electricity, mechanical malfunctions and entanglement 
with machinery and equipment from exposed moving 
parts including hydraulics. 

What personal protective 
equipment may be relevant to 
this standard? 

This may include boots, hat/hard hat, overalls, gloves, 
protective eyewear, safety harness, hearing protection, 
respirator or face mask, and sun protection (sun hat, 
sunscreen). 
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What OHS requirements may 
be relevant to this standard? 

 

 

Safe systems and procedures for: 

• operating and maintaining machinery and 
equipment including hydraulics and guarding of 
exposed moving parts. 

• hazard and risk control. 

• manual handling including lifting and carrying. 

• the provision of safety decals and signage. 

• handling, application and storage of hazardous 
substances. 

• outdoor work including protection from solar 
radiation, dust and noise. 

• lock out or danger tag procedures. 

• protection of people in the workplace. 

• the appropriate use, maintenance and storage of 
personal protective clothing and equipment. 

What procurement options 
may be considered? 

Leasing, hiring, hire purchase, purchasing, share/part-
purchasing, renting, and barter. 

What storing and housing 
options may be considered? 

On site, off site, seasonal, covered, open air, security 
and protected. 

What consumables and 
operational support materials 
may be used and maintained? 

Fuel, oils, lubricants, and battery levels.  Wheels, tyres, 
fan belts, leads, lines, connections, and air filters. 

What enterprise requirements 
may be applicable to this standard? 

 

Standard Operating Procedures (SOP), industry 
standards, production schedules, Material Safety Data 
Sheets (MSDSs), work notes, minimising downtime, 
product labels, manufacturers specifications, operator’s 
manuals, enterprise policies and procedures (including 
waste disposal, recycling and re-use guidelines), and 
OHS procedures. 

What environmental 
implications may be associated 
with machinery and equipment 
operation? 

Negative environmental impacts may result from 
excessive noise and exhaust emissions, the incorrect 
use and disposal of maintenance debris (oil containers, 
chemical residues), and hazardous substances (fuel, 
fertiliser).  Impacts may also include run-off flows of 
water and cleaning agents from servicing, maintenance 
and cleaning activities, soil disturbance and dust 
problems from machinery and equipment operation. 

For more information on contexts, environment and variables for training and assessment 
refer to the Sector Booklet. 
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Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Competence to manage machinery and equipment requires evidence of the ability to examine 
the specific needs of the production process and assess the applicability of specific kinds of 
machinery and equipment to these processes.  It also requires the ability to conduct detailed 
testing and evaluation of the machinery and equipment.  Evidence must be demonstrated in 
the employment of safe workplace practices including the elimination of occupational health 
and safety hazards, and an awareness of enterprise environmental practices to minimise 
negative impact.  The skills and knowledge required to manage machinery and equipment 
must be transferable to a different work environment.  For example, this could include 
different machinery and equipment, workplaces and industry sectors. 
 

What specific 
knowledge is needed to 
achieve the 
performance criteria? 

 
 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The 
knowledge requirements for this competency standard are 
listed below: 
• Servicing and maintaining machinery and equipment 

within area of responsibility. 
• Methods of calculating the cost of machines and their 

contribution. 
• Training and instruction techniques for directing the 

learning of staff. 
• Relevant OHS issues, legislative requirements and 

Codes of Practice. 
• Hazard identification, assessment and control. 
• Environmental Codes of Practice with regard to 

maintenance of machinery and equipment and 
hazardous substances. 

  

What specific skills are 
needed to achieve the 
performance criteria? 

To achieve the performance criteria, appropriate literacy 
and numeracy levels as well as some complementary skills 
are required.  These include the ability to: 
• Monitor machinery and equipment operations. 
• Identify and remove potential workplace hazards. 
• Evaluate machinery and equipment. 
• Identify skill needs of staff. 
• Keep records, including machine maintenance histories. 
• Use written and oral information about workplace 

requirements. 
• Plan and organise work arrangements. 
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• Communicate orally, document plans and write reports 
for staff and management. 

• Calculate resources, machinery and equipment and 
servicing costings. 

• Identifying, assessing and controlling hazards. 
  

What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life, which are required 
in all jobs.  They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) be 
applied? 

Ideas and information with regard to maintenance 
requirements and costings may be discussed with 
staff and suppliers. 

2. How can information be 
collected, analysed and 
organised (3)? 

Information with regard to the performance of 
machinery and equipment, faults and maintenance 
requirements, may be reported and organised by 
records. 

3. How are activities planned 
and organised (3)? 

Activities involving managing maintenance 
requirements may be planned and coordinated with 
staff and work schedules. 

4. How can team work (3) be 
applied? 

Team work may be applied in methods and 
procedures to monitor and carry out machinery and 
equipment maintenance. 

5. How can the use of 
mathematical ideas and 
techniques (3) be applied? 

Mathematical techniques may be applied in the 
calculation and measurement of volumes, weights 
and consumption particularly in relation to servicing 
requirements. 

6. How can problem-solving 
skills (3) be applied? 

Equipment breakdown, faults or malfunctions will 
need to be arranged for repair or replacement to 
complete maintenance plan requirements. 

7. How can the use of 
technology (3) be applied? 

To access, communicate, monitor, measure and 
record information with regard to machinery and 
equipment maintenance, usage and performance. 
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Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies relevant to the job function. 
 

There is essential information about assessing this competency standard for consistent 
performance and where and how it may be assessed, in the Assessment Guidelines for 
this Training Package.  All users of these competency standards must have access to both 
the Assessment Guidelines and the relevant Sector Booklet. 
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RTC5504A Develop a management 
plan for a designated area 

This competency standard covers the process of developing a management plan for a 
designated natural resource area.  It requires the ability to define the need for a management 
plan, undertake preliminary planning activities, prepare a site description, analyse site 
information, identify management strategies and prepare the management plan.  Developing 
a management plan for a natural resource area requires knowledge of management planning 
principles and issues, basic civil design, environmental assessment, survey and analysis 
techniques, native fauna and flora, pest plant and animals, revegetation techniques, wildlife 
habitats, and soil, plant and water testing processes and procedures. 
 

Element Performance Criteria 
  

1  Define the need for a 
management plan 

1.1 Management plan objectives are identified 
for the designated area. 

 1.2 Brief is agreed in consultation with client. 

 1.3 Planning team including specialists and 
consultants is identified. 

2 Undertake preliminary 
planning activities 

 

2.1 Major stakeholders are identified. 

2.2 Availability of specialists to assist in 
management planning work is ascertained and 
contracts are prepared where required. 

 2.3 Timelines for development of the management 
plan and reporting arrangements to client are 
established. 

 2.4 Resources required for the development of 
management strategies are identified. 

3 Prepare a site description 3.1 Landscape values of the area are identified 
and mapped. 

 3.2 Physical features and characteristics of the 
area are identified and mapped. 

 3.3 Land uses, including current, cultural, and 
historical modifications, are researched and 
their effects on the natural resource area are 
determined and recorded. 
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 3.4 Physical condition of site is assessed and 
documented 

 3.5 Biological characteristics of the site are 
documented. 

4 Analyse site information and 
description 

4.1 Information is evaluated in terms of core 
principles and objectives. 

 4.2 Documents produced including plans, technical 
reports and maps. 

 4.3 Priorities and key conservation issues are 
determined. 

 4.4 Longitudinal projections of continuing impacts 
are prepared. 

 4.5  Land capability is assessed. 

 4.6 Opportunities and constraints to meeting 
planning objectives and goals are identified and 
documented. 

 4.7 Presentation to stakeholders/clients is 
undertaken and feedback incorporated into 
planning documentation. 

5 Identify management 
strategies  

5.1 Management strategies are identified that 
address defined objectives. 

 5.2 Management strategies are designed to alleviate 
existing impacts or to target management 
actions. 

 5.3 Management strategies are costed and 
compared to existing budgets and available 
resources. 

 5.4 Staging of work is planned to prioritise 
outcomes and management resource allocation.

 5.5 Consultation with stakeholders/clients is 
undertaken and feedback incorporated into 
planning documentation. 

6 Prepare the management 
plan 

6.1 Site information and management strategies are 
documented into a draft management plan for 
consultation. 

 6.2 Consultation with stakeholders and clients is 
undertaken according to enterprise guidelines. 

 6.3 Changes are made to the draft plan, and a final 
plan is prepared and presented to client 
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Range of Variables 

The Range of Variables explains the contexts within which the performance and knowledge 
requirements of this standard may be assessed.  The scope of variables chosen in training and 
assessment requirements may depend on the work situations available. 
What comprises a management 
plan? 

Management plans define the core principles, 
objectives and responsibilities of the managing agent, 
cover the allocation of enterprise resources, and set 
parameters for resource access and use. 

What management plan 
objectives may be identified for 
the natural resource area? 

These may include objectives to provide habitat for 
wildlife and native predators (such as insect eating 
birds, parasitic wasps), maintain biodiversity, moderate 
local weather conditions (e.g., wind speed, rainfall run-
off, watertable recharge, provide shade), selective 
removal of tree limbs for firewood and timber, 
selective harvest of seed for revegetation or human 
consumption, genetic resource for plant propagation 
and medicinal components, contribution to sustainable 
land use, aesthetic contribution to enterprise(such as a 
home-stay farm, for tourism). 

Who may be the client? The client may be a government agency or associated 
body, private landholder, or community group. 

What resources may be accessed 
to develop the natural resource 
management plan? 

This may include topographical, vegetation, and aerial 
maps, government, university and library based 
consultation, literature and internet resources, local 
written and oral histories of migrant and Aboriginal or 
Torres Strait Islander communities in the area, 
catchment area information and catchment 
management associations, local experts such as flora 
and fauna preservation, cultivation and identification 
community groups. 

What landscape values are 
relevant to this competency 
standard? 

Visual amenity, biodiversity, recreation and tourism, 
conservation, water and air quality, and cultural values. 

What features and characteristics 
may be included in the site 
description? 

These may include boundaries, fences, gates, slope 
gradient, contours, water courses, current land use, 
buildings and structures, eroded areas, saline areas, soil 
toxicity, waterlogged areas, water table recharge and 
discharge sites, water-repellent soils, predominant wind 
directions, annual rainfall, surface stones and rocks, soil 
types and specific historic or cultural features. 
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What historical modifications 
may be identified for the natural 
resource area? 

These may include clearance, grazing, dry land and 
irrigated cropping, fire management for grass 
stimulation, and natural events, such as wildfire, 
flooding and drought. 

What land uses may be relevant to 
this competency standard? 

Agricultural, horticultural, silvicultural, recreational, 
industrial, commercial, and cultural. 

What may be included under the 
physical condition of a site? 

Impacts from weeds, pests, erosion, soil disturbance, 
run-off, water quality, people, vehicle intrusions, soil 
compaction, and adjacent land use. 

What biological characteristics 
are relevant? 

Native and introduced plants and animals, habitats, 
vegetation structure, and rare and endangered species. 

What conservation issues may be 
identified for action? 

Some examples of conservation issues may include 
priorities for protection, conservation and restoration 
works for key native flora and fauna species, disease 
and pest flora and fauna control, nutritional issues, and 
erosion, salinity and toxicity repair works and habitat 
rehabilitation and restoration of balance. 

What may be included under land 
capability? 

Suitability of recreational use, engineering works, 
conservation values, wildlife potential, soil profiles, 
visual amenity, agricultural and horticultural 
production. 

What presentation techniques may 
be utilised to effectively present a 
description of the wetland site? 

These may include video and photographic footage, 
documented historical, biological, physical and cultural 
descriptions, graphed and charted statistics, references 
and illustrations. 

What management strategies 
may be identified for the natural 
resource management plan? 

These should address the conservation priorities 
identified in the site description and may include 
objectives to protect the natural resource area from 
grazing and pest animals, control pest plants and 
diseases, control human impact, manage fire events 
(e.g., controlled use of hot and cold fires, wildfire 
prevention), establish vegetation links to nearby habitat 
islands, remove and redirect infrastructure such as 
roads, troughs and fences, conserve and enhance 
biodiversity and habitat balance, and monitor native 
habitats over time. 
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What available resources may 
influence the selection and priority 
of management objectives? 

Resource availability issues may include private finance, 
government funding assistance, natural resource 
regulations and legislation, consideration for 
neighbouring enterprises, community in-kind support, 
existing indigenous flora and fauna, labour and existing 
administration facilities and infrastructure. 

For more information on contexts, environment and variables for training and assessment, 
refer to the Sector Booklet. 
 

Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Competence in developing a management plan for a natural resource area requires evidence 
that the person is able to work with a team to develop a management plan for an area that 
will address management objectives in accordance with the client’s requirements for the area.  
The skills and knowledge required to develop a management plan for an area must be 
transferable to different work environments.  For example, this could include different areas, 
environments and management objectives. 
 

What specific 
knowledge is needed to 
achieve the 
performance criteria? 

 

 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The 
knowledge requirements for this competency standard are 
listed below: 

• Management planning principles and issues. 

• Basic civil design. 

• Environmental assessment, survey and analysis 
techniques and practical application to a range of 
habitats and landscapes. 

• Native fauna and flora identification physiology, habitat 
requirements, and seasonal and nutritional influences on 
life cycle. 

• Pest plant and animal and disease identification, 
physiology, control techniques, and equipment, 
pesticides and habitat requirements. 

• Techniques and strategies for use in the management, 
rehabilitation and enterprise use of a range of native 
Australian habitats, species and landscapes. 

• Indigenous flora regeneration and revegetation 
techniques, equipment and methods of application in 
relation to a range of landscape characteristics. 
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• Management and rehabilitation techniques for the 
wildlife and habitat relevant to the natural resource area. 

• Wildlife habitats associated with the natural resource 
area and local geographic region. 

• Soil, plant and water testing processes and procedures, 
interpretation and application of results. 

  

What specific skills are 
needed to achieve the 
performance criteria? 

To achieve the performance criteria, appropriate literacy 
and numeracy levels as well as some complementary skills 
are required.  These include the ability to: 

• Define the need for a management plan. 

• Undertake preliminary planning activities. 

• Prepare a site description. 

• Analyse site information and description. 

• Identify management strategies. 

• Prepare the management plan. 
  
  

What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life, which are required 
in all jobs.  They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) be 
applied? 

Oral and written communication with 
implementation team, clients, suppliers, consultants, 
government agencies, community organisations, 
industry contacts and senior management is 
required. 

2. How can information be 
collected, analysed and 
organised (3)? 

Information on the native habitat and management 
systems can be collected through site assessment, 
research, consultation with experts and own 
experience.  This information will be analysed and 
organised in relation to the development of natural 
resource management plan objectives and resource 
availability.  Reports including statistical and 
financial data will need to be generated. 
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3. How are activities planned 
and organised (3)? 

Activities of self and other team leaders and 
members are planned and delegation is used to 
achieve outcomes. 

4. How can team work (3) be 
applied? 

Teamwork with colleagues, staff, experts and senior 
management based on effective, timely 
communication and consultation will help to 
achieve wetland management objectives. 

5. How can the use of 
mathematical ideas and 
techniques (3) be applied? 

Advanced mathematical understanding will be 
required to analyse data from external agents 
regarding project costs, and physical aspects such as 
dimensions, analysis results, application rates, and 
quantitative environmental impacts.  Statistical data 
will need to be provided to support monitoring and 
evaluation of implementation of natural resource 
management strategies. 

6. How can problem-solving 
skills (3) be applied? 

Problems presented by collected data, known 
threats to the natural ecosystem, availability of 
information and resources, reconciling environment, 
financial and enterprise requirements in the 
development of strategies, will require problem-
solving skills. 

7. How can the use of 
technology (3) be applied? 

Technology used to gather information, prepare 
strategies, communicate, make presentations and 
keep records, may include computerised word 
processing, financial planning, email, internet and 
drafting, photography, video and slide equipment. 

  
  

Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies relevant to the job function. 
 

There is essential information about assessing this competency standard for consistent 
performance and where and how it may be assessed, in the Assessment Guidelines for 
this Training Package.  All users of these competency standards must have access to both 
the Assessment Guidelines and the relevant Sector Booklet. 
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RTC5519A Conduct biological surveys 

This competency standard covers the process of surveying and assessing vegetation and/or 
animals.  Responsibility for the planning and management of the work of others may be 
required.  Biological surveys are usually conducted within policy guidelines and procedures 
where discretion and judgement are required in the selection of survey techniques, work 
organisation, and the achievement of outcomes within time and budgetary constraints. 
 

Element Performance Criteria 
  

1 Carry out preliminary design 
activities for the biological 
survey 

1.1 Survey scope, objectives and constraints are 
identified according to client requirements, 
biological components to be surveyed and 
enterprise policy. 

 1.2 All current data relevant to survey 
requirements is sourced, collated and evaluated 
according to enterprise policy. 

 1.3 Processes for data collection are developed, 
consistent with the survey scope, objectives 
and constraints. 

 1.4 Processes for data processing are developed, 
consistent with the survey scope, objectives 
and constraints. 

 1.5 A survey design that reflects client 
requirements and survey scope, objectives and 
constraints is developed and presented to the 
client for discussion and approval. 

2 Determine requirements of 
the biological survey 

2.1 Survey indicators are identified and 
constraints and opportunities for data 
collection identified and evaluated. 

 2.2 Data collection points are identified that are 
repeatable and statistically representative 
for the biological survey. 

 2.3 OHS hazards associated with conducting a 
biological survey are identified, risks assessed 
and controls developed according to enterprise 
guidelines, costed and documented in the 
survey design. 
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 2.4 Tools, equipment and machinery required 
for the biological survey are identified, costed 
and availability confirmed with suppliers, 
contractors and appropriate personnel. 

 2.5 Scheduling of survey activities and surveyor 
access are determined according to the survey 
design. 

 2.6 Survey procedures and schedules are 
documented according to scientific 
conventions and the survey scope and 
objectives, and are presented to appropriate 
personnel and the client for briefing and 
acceptance. 

3 Conduct the biological 
survey 

3.1  Field visits are conducted to verify and 
consolidate previously collected data and to 
gather further information on species 
frequency, distribution, health and/or habitat 
values. 

 3.2 The biological survey is conducted according 
to the survey design and enterprise policy. 

 3.3 Survey activities are monitored for accuracy, 
compliance to the survey design and out-of-
specification procedures or events. 

 3.4 Staged data collection is undertaken according 
to survey design, survey scheduling and 
surveyor access requirements. 

 3.5 All monitoring and survey data is recorded 
promptly and accurately, according to the 
specifications of the survey design. 

4 Compile a biological survey 
report 

4.1 Analysis of collected data is undertaken 
according to industry policies and guidelines. 

 4.2 Conclusions about the biological survey are 
drawn from relevant information and are based 
on appropriate evidence and reasoned 
arguments. 

 4.3 A biological survey report is produced which 
conforms to industry standards for 
presentation, structure and content, and is 
presented to the client for acceptance. 
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 4.4 The report describes biological survey 
findings according to the survey scope and 
objectives, identifies areas requiring remedial 
action for improvement and details 
recommendations for action. 

Range of Variables 

The Range of Variables explains the contexts within which the performance and knowledge 
requirements of this standard may be assessed.  The scope of variables chosen in training and 
assessment requirements may depend on the work situations available. 
What scope may be specified 
for the biological survey? 

Survey scope may include the size of the area to be 
surveyed, the type of plant/animal community and the 
quantity and species within the community that are to 
be directly surveyed, regularity and replication of 
survey periods, and the extent of analysis and 
recommendations required. 

What objectives may be 
specified for the biological 
survey? 

Objectives may include monitoring of health, rate of 
growth/fecundity, successful establishment, decline of 
individual species and/or the specified biological 
community. 

What constraints may affect 
the biological survey? 

Constraints may be financial, time, scheduling, labour 
availability, seasonal, and government legislation and 
regulations. 

Who may be referred to as a 
client? 

Clients may include the enterprises management, or a 
private individual, company, community group, 
government agency or a combination of these entities. 

What biological components 
may be surveyed? 

Biological components cover vegetation and/or 
animals. 

Vegetation may include plant communities in parks, 
along roadsides and on rural properties.  The plant 
communities may include remnant native vegetation, 
weeds and introduced species, regenerated or 
revegetated native areas.  The vegetation to be surveyed 
may include a particular species, specified group of 
species or a specified area of vegetation. 

Animals may include native or introduced species in 
parks, urban bushland, along roadsides and on rural 
properties.  Animals to be surveyed may include a 
particular species, specified group of species, or a 
specified area of occurrence or habitat. 
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What current data may be 
available for assessment? 

Current data may include written or oral records, 
existing studies, and local and State government policy 
and practices affecting the species or area to be 
surveyed.  Current data may relate to human 
intervention (such as clearance, cultivation, grazing, 
settlements, revegetation), landscape degradation (such 
as salinity, accelerated wind and water erosion, edge 
die-back, species depletion), natural fire and flooding 
events, surface water levels, watertable levels, toxicity, 
soil type and status, pest plant populations and pest 
animal activity. 

What processes for data 
collection may be developed 
for the biological survey? 

Processes may include the employment of staged visual 
assessments and checklists, photo points, aerial 
photography, plant/animal sampling, transect plant or 
associated animal counts, and examination of aerial or 
other existing photographs. 

What processes for data 
processing should be 
developed for the biological 
survey? 

Processes should include data recording, organising, 
analysis and presentation techniques. 

What survey indicators may be 
identified? 

Survey indicators should include a suite of linked, 
measurable units associated with the objectives of the 
survey. 

What constraints and 
opportunities for data 
collection should be 
considered? 

These may include aspects of surveyed 
species/communities and associated indicators (e.g., 
seasonal behaviour) that may influence the quality of 
data obtained or ability to obtain the data. 

How may the data collection 
points be repeatable? 

The data collection points must enable the surveyor to 
return at regular intervals (e.g., weekly, monthly, 
annually) to repeat the data collection activity so that 
the data may be comparatively analysed.  The time of 
day or night for data collection may also require 
repeated consistency, to reduce variable factors. 

How may the data collection 
point be statistically 
representative of the biological 
surveyed? 

The data collection points should be suitably distanced 
logistically, spatially or sequentially from other data 
collection points to prevent overlap of information or 
collection of variable data that may detrimentally affect 
the survey analysis. 
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What OHS hazards may be 
associated with conducting a 
biological survey? 

Hazards may include solar radiation, extreme weather 
conditions, air, soil and water borne microorganisms, 
chemicals and hazardous substances, sharp hand tools 
and equipment, manual handling, insect, spider and 
snakebite, slippery and uneven surfaces, and moving 
vehicles. 

What controls may be 
introduced to minimise the risk 
of OHS hazards? 

Controls should be introduced according to enterprise 
OHS policies and procedures and may include 
identifying hazards, assessing and reporting risks, 
cleaning, maintaining and storing tools, equipment and 
machinery, appropriate use, maintenance and storage 
of personal protective equipment including sun 
protection and high visibility clothing, safe operation of 
tools, equipment and machinery, safe handling, use and 
storage of chemicals and hazardous substances, correct 
manual handling, basic first aid available on site, 
personal hygiene, and reporting problems to managers. 

What tools, equipment and 
machinery may be required to 
conduct a biological survey? 

Tools, equipment and machinery may include 
computers and appropriate software, photographic 
equipment, potentiometer, tape measure, flagging tape, 
site or district maps, compass, recording implements, 
survey point markers and drivers, Global Positioning 
System (GPS), specimen bags, secateurs, leaf tissue 
collection equipment, field testing reagents and tools, 
and binoculars. 

What requirements for 
surveyor access may be 
considered? 

Regular access to survey points may require the issue of 
permits or land manager assistance.  Access may be 
pedestrian or vehicular.  Detrimental environmental 
impacts may be associated with the establishment of 
regular access routes, particularly in heritage, 
endangered or rare flora or fauna habitats. 

For more information on contexts, environmental implications and variables for training and 
assessment, refer to the Sector Booklet. 
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Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Competence in conducting a biological survey requires evidence that a person is able to 
identify a biological species or community and conduct a survey according to client 
requirements that enables detailed description and assessment of the specified biological 
components.  The skills and knowledge required to conduct a biological survey must be 
transferable to a different work environment.  For example, this could include different 
species, communities, survey methods or areas being surveyed. 
 

What specific 
knowledge is needed to 
achieve the 
performance criteria? 

 

 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The 
knowledge requirements for this competency standard are 
listed below: 

• Biological classification systems. 

• Plant/animal recognition. 

• Environmental factors that impact on 
vegetation/animal populations. 

• Ecological principles and terminology. 

• Energy flows and trophic structures of communities. 

• Legal requirements relating to the protection and 
clearance of vegetation and/or animal species. 

• Assessment, reporting and client liaison procedures and 
best practice techniques. 

• Enterprise work team management guidelines. 

• OHS legislative requirements and Codes of Practice. 

• Hazard identification, assessment and control. 
  

What specific skills are 
needed to achieve the 
performance criteria? 

To achieve the performance criteria, appropriate literacy 
and numeracy levels as well as some complementary skills 
are required.  These include the ability to: 

• Communicate and negotiate orally and in writing with 
the client, enterprise staff, managers and consultants. 

• Research and evaluate information. 

• Calculate the cost requirements of components of the 
biological survey. 
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• Assess survey findings and produce written reports and 
conclusions based on appropriate evidence and 
reasoned arguments. 

• Comply with legislative requirements. 
  
  

What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life, which are required 
in all jobs.  They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) be 
applied? 

Oral and written communication with the client, 
enterprise staff, senior management, consultants or 
industry contacts will be required.  There is likely to 
be negotiation between the developer of the 
biological survey and the client to achieve the survey 
objectives. 

2. How can information be 
collected, analysed and 
organised (3)? 

Information about survey design and previous 
studies will be obtained through literature research 
and consultation.  Survey design should be 
organised and presented as survey site plans, 
statements of projected outcomes, written work 
procedures, a timeline chart, and schedules for 
surveying activities.  All individual records, collected 
field data, statistical analysis and findings should be 
organised, formatted and presented for the client 
according to enterprise standards and industry best 
practice. 

3. How are activities planned 
and organised (3)? 

The planning and design process, conduct of the 
biological survey and organisation and presentation 
of findings should proceed in a logical, orderly and 
efficient manner.  Timely and appropriate 
information needs to be available for decision-
making.  The survey design should reflect the 
activities required to effectively and accurately 
obtain objective results. 
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4. How can team work (3) be 
applied? 

Survey design, conduct, analysis and production of 
assessment reports will involve working with other 
members of a team to achieve the survey objectives.

5. How can the use of 
mathematical ideas and 
techniques (3) be applied? 

Mathematical concepts will be required to measure 
quantities, distances and times, calculate areas, 
resources, costs, conduct analysis of data, and 
present results of the biological survey. 

6. How can problem-solving 
skills (3) be applied? 

Problems relating to survey design, the variable 
nature of survey points, availability of resources and 
equipment, costs, monitoring of the surveying 
procedures and time line failures may arise as the 
survey proceeds and require remedial action. 

7. How can the use of 
technology (3) be applied? 

Technology will be required to record, store and 
communicate ideas and information consistently, 
reliably and accurately.  It will also be used to 
research relevant information, collect and process 
data from survey points, and to produce the survey 
design, analysis and assessment report. 

  

Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies relevant to the job function. 
 

There is essential information about assessing this competency standard for consistent 
performance and where and how it may be assessed, in the Assessment Guidelines for 
this Training Package.  All users of these competency standards must have access to both 
the Assessment Guidelines and the relevant Sector Booklet. 
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RTC5520A Manage parks and reserves 
This competency standard covers the process of managing parks, reserves, gardens and open 
spaces.  Management involves implementing enterprise business and associated plans 
including the purchasing plan, managing the enterprise office, scheduling park operations, 
monitoring operations in relation to goals and objectives, and recommending improvements 
to operations.  Work is likely to be under limited supervision with checking on overall 
progress by senior managers.  Responsibility for the planning and management of the work 
of others will be required.  Managing parks and reserves is usually performed within policy 
guidelines and procedures where discretion and judgement are required in the selection of 
technology, work organisation, and the achievement of outcomes within time and budgetary 
constraints. 
 

Element Performance Criteria 
  

1 Implement business, 
financial, marketing and 
human resource management 
plans 

1.1 Goals and objectives for park or reserve 
management, and the goals and objectives or 
charter of linked external agencies are 
identified. 

 1.2 Actions required to achieve plans are identified 
and operational objectives determined. 

 1.3 Roles, responsibilities and performance targets 
of staff and work groups are communicated to 
appropriate personnel. 

2 Implement and monitor a 
purchasing plan 

2.1 Purchasing plan is communicated to 
responsible personnel, systems initiated and 
monitored, and inventories maintained 
according to enterprise policy and procedures. 

 2.2 Quantity, quality and timing of supply of each 
input and service are determined according to 
the business plan and cash flow budgets. 

 2.3 The purchasing system and records facilitate 
the selection of suppliers and arrangement of 
orders. 

 2.4 Inefficiencies, stock outs and system problems 
are isolated, solutions identified and systems 
modified according to enterprise policy and 
procedures. 
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 2.5 Asset databases are established and asset 
management reports are prepared and 
presented according to enterprise policy and 
procedures. 

 2.6 OHS criteria are considered in all purchase 
decisions. 

3 Schedule park or reserve 
operations 

3.1 Schedules and timelines of operations are 
documented in a form that is accessible and 
understandable to all relevant personnel. 

 3.2 Quantity, quality and timing of supply of each 
input and service are identified and coordinated 
according to the financial, physical and human 
resource requirements of the operation. 

 3.3 Operations are coordinated to ensure that 
available labour matches the quantity and type 
of work to be completed. 

 3.4 Key performance outcomes and indicators are 
established to measure performance of all park 
or reserve operations and personnel. 

 3.5 Benchmarking is undertaken according to 
enterprise policy. 

 3.6 Coordination inefficiencies and problems are 
isolated, solutions identified, and systems 
modified according to OHS requirements and 
enterprise policy and procedures. 

4 Manage enterprise office 4.1  Office and administrative systems and 
communications necessary for the well-ordered 
running of a business enterprise are developed 
and implemented. 

 4.2 Equipment relevant to the well-ordered 
running of the enterprises office is acquired 
where appropriate and is cost effective. 

 4.3  OHS hazards are identified, risks assessed and 
suitable controls implemented. 

 4.4 Innovations in office procedures are assessed 
and implemented where appropriate. 

5 Monitor, review and report 
on changing conditions 

5.1 Systems are established to monitor operational 
objectives, identify variance from plans and 
adjust actions where necessary. 
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 5.2 Systems are established to monitor the 
immediate and related environments. 

 5.3 Variances likely to affect the achievement of 
business, financial, marketing and human 
resource management goals and objectives are 
identified and reported to senior management 
in a timely fashion. 

 5.4 Records are maintained, reports provided and 
reviews documented according to enterprise 
policy. 

6 Recommend improvements 
to operations 

6.1 Operations are reviewed and possible 
improvements affecting business planning, 
personnel morale, productivity and systems 
efficiency are identified. 

 6.2 Recommendations for improvements to 
operations are documented, supported by 
appropriate evidence and reasoned arguments, 
and presented to senior management. 

Range of Variables 

The Range of Variables explains the contexts within which the performance and knowledge 
requirements of this standard may be assessed.  The scope of variables chosen in training and 
assessment requirements may depend on the work situations available. 
What external agencies may a 
manager of a park or reserve 
have to deal with? 

External agencies may include the taxation 
commissioner, government agencies, financing 
agencies, business organisations, industry bodies, 
community advisory committees, sporting or volunteer 
associations, and other community organisations. 

What assets may be managed 
in parks and reserves? 

Assets may include buildings, facilities, vehicles, tools, 
equipment and machinery, sporting grounds, 
playgrounds, picnic areas, camping grounds and natural 
areas (e.g., native Australian flora, fauna species or 
ecological areas), historic or culturally significant areas, 
objects, structures and buildings, and heritage listed 
attributes within the park or reserve. 
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What operations may be 
undertaken when managing 
parks and reserves? 

Operations may include maintenance, monitoring and 
development activities for turf, gardens, aquatic and 
wetland areas, playgrounds, natural ecosystems, access 
roads and visitor facilities, organising special events, 
organising restoration of a site, revegetation, 
landscaping an area, and changing the use of a site. 

What OHS requirements may 
be relevant to this standard? 

 

 

Safe systems and procedures for: 

• operating and maintaining machinery including 
hydraulics and guarding of exposed moving parts. 

• hazard and risk control. 

• manual handling including lifting and carrying. 

• the provision of safety decals and signage. 

• handling, application and storage of hazardous 
substances. 

• outdoor work including protection from solar 
radiation, dust and noise. 

• lock out or danger tag procedures. 

• protection of people in the workplace. 

• the appropriate use, maintenance and storage of 
personal protective clothing and equipment. 

What administrative and 
office systems may be 
developed for the management 
of parks and reserves? 

Systems may include incoming and outgoing mail, 
financial transactions, accounting, employee wage 
records (tax, workers compensation, superannuation, 
leave entitlements), and filing or archiving of statutory 
statistics. 

What hazards may be 
associated with park and garden 
management? 

Hazards may include solar radiation, dust, hazardous 
substances, noise, through traffic, uneven surfaces, 
holes, and moving machinery and machinery parts. 

What elements of the 
immediate and related 
environments may require 
monitoring? 

Immediate environments may include the naturally 
occurring or native ecosystem and cultivated 
environments within the park or reserve. 

Related environments may include neighbouring and 
geographically linked land (e.g., a recharge or discharge 
area for a watertable), or water bodies outside the 
boundaries of the park or reserve. 

For more information on contexts, environmental implications and variables for training and 
assessment, refer to the Sector Booklet. 
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Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Competence in managing parks and reserves requires evidence that a person is able to apply 
technical and other skills such as communication, negotiation organisation and coordination 
to the management of personnel and systems necessary for the effective maintenance, 
monitoring, and development of parks and reserves.  The skills and knowledge required to 
manage parks and reserves must be transferable to a different work environment.  For 
example, monitoring, reviewing and developing work systems to improve operations will be 
required whether managing a publicly owned or privately owned park, reserve or garden. 
 

What specific knowledge is 
needed to achieve the 
performance criteria? 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The 
knowledge requirements for this competency standard are 
listed below: 

• Enterprise management policies and procedures. 

• Budgeting, monitoring systems and allocation of 
monetary resources. 

• Asset and resource management. 

• Sports and recreational land use applications and 
associated environmental implications. 

• Management information systems. 

• Performance management and benchmarking. 

• Staff training and development principles, practices and 
techniques. 

• Technologically assisted management tools such as 
computing systems, software and hardware, and 
telecommunications equipment. 

• Legislative and regulatory requirements relevant to 
parks and reserve land use applications and 
management activities (e.g., OHS, HAZCHEM, 
dangerous goods, duty of care and Australian Standards 
as they apply to Parks and Gardens – AS/NZS 
4486.1:1997). 

• Policies applying across all levels of government and 
within the specific region, including those under 
catchment plans. 

• International treaties, agreements and charters including 
Australian Natural Heritage Charter and the Burra Charter. 



RTC5520A Manage parks and reserves  

366 Print Version 1.00 RTC Common Units of Competency © ANTA
 

  

What specific skills are 
needed to achieve the 
performance criteria? 

To achieve the performance criteria, appropriate literacy 
and numeracy levels as well as some complementary skills 
are required.  These include the ability to: 

• Interpret business, financial, marketing and human 
resource management plans. 

• Communicate clearly and effectively, orally and in 
writing for the understanding of staff, supervisors, 
managers, suppliers, contractors, external agencies, 
industry contacts, community organisations and the 
public, using a variety of media and techniques. 

• Prepare and present effective operational reports to 
senior management. 

• Assign work, receive and interpret staff feedback and 
consultants reports, and respond effectively to achieve 
management objectives. 

• Implement performance and OHS management 
systems. 

• Assess financial systems, prepare and monitor budgets 
and liaise effectively with consultants and other industry 
contacts on the spatial and logistical aspects of 
management systems and on-ground operations. 

• Assess environmental impacts on the immediate and 
related environments and impact reduction techniques. 

• Research and consult to obtain the information required 
for effective maintenance and development of the park 
or reserve. 

  
  

What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life, which are required 
in all jobs.  They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) be 
applied? 

Oral and written communication with staff, 
supervisors, managers, suppliers, contractors, 
external agencies, industry contacts, community 
organisations and the public will be required. 



RTC5520A Manage parks and reserves 

© ANTA RTC Common Units of Competency Print Version 1.00  367
 

2. How can information be 
collected, analysed and 
organised (3)? 

Information for the development of operational 
plans will be collected through interpretation of 
enterprise plans, consultation with appropriate 
personnel and from own experience.  This 
information will be analysed and organised in 
relation to the achievement of enterprise goals and 
objectives and available financial, physical and 
human resources.  Reports including statistical and 
financial data will need to be produced for senior 
management. 

3. How are activities planned 
and organised (3)? 

The planning and organisation of own work and 
that of others should proceed in a logical, orderly 
and efficient manner.  Timely and appropriate 
information needs to be available for decision-
making.  Park and office operations, purchasing, 
scheduling, monitoring, performance management 
and reporting should reflect the activities required to 
achieve the enterprise business plan. 

4. How can team work (3) be 
applied? 

Park management will involve participating in, 
facilitating and leading a team or teams to achieve 
the enterprise business plan. 

5. How can the use of 
mathematical ideas and 
techniques (3) be applied? 

Mathematical understanding will be required to 
analyse data regarding maintenance and 
development budgets, income and expenditure, and 
physical aspects such as dimensions, application 
rates, energy conversion rates and quantitative 
environmental impacts.  Statistical data will need to 
be provided to support monitoring and evaluation 
of park operations. 

6. How can problem-solving 
skills (3) be applied? 

Problems of a complex nature relating to all aspects 
of management will require problem-solving skills. 

7. How can the use of 
technology (3) be applied? 

Technology will be required to record, store and 
communicate ideas and information related to 
management of the park or reserve.  It will also be 
used to research relevant information, collect, 
process and analyse data from park operations and 
performance management, and to produce reports 
on performance and recommended improvements. 

  
 



RTC5520A Manage parks and reserves  

368 Print Version 1.00 RTC Common Units of Competency © ANTA
 

Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies relevant to the job function. 
 

There is essential information about assessing this competency standard for consistent 
performance and where and how it may be assessed, in the Assessment Guidelines for 
this Training Package.  All users of these competency standards must have access to both 
the Assessment Guidelines and the relevant Sector Booklet. 
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RTC5701A Establish and maintain the 
enterprise OHS program 

This competency standard covers the process of establishing and maintaining the enterprise 
Occupational Health and Safety (OHS) program.  It requires the ability to develop OHS 
policies and procedures that demonstrate enterprise commitment to OHS, establish and 
maintain participative arrangements, develop OHS safety induction and training programs, 
and evaluate the enterprise OHS system.  Establishing and maintaining the enterprise OHS 
program requires knowledge of significant hazards in the workplace, relevant OHS legislation 
and Codes of Practice, risk control measures, and relevant management systems and 
procedures. 
 

Element Performance Criteria 
  

1 Develop OHS policies and 
procedures 

1.1 An OHS business plan and program is 
developed for the enterprise in consultation 
with designated personnel and/or 
management. 

 1.2 OHS responsibilities and duties are clearly 
defined, allocated and included in job 
descriptions and duty statements for all 
relevant positions. 

 1.3 Financial and human resources for 
implementation of OHS policies and 
procedures are identified, sought and/or 
provided as required. 

 1.4  Information on the OHS system and 
procedures for the area of responsibility is 
provided and explained in a form which is 
readily understood by employees. 

2 Establish and maintain 
processes to ensure the 
participation of all employees 
in the application of OHS 

2.1 Consultation processes are established and 
maintained with employees and their 
representatives in accordance with relevant 
legislation and according to enterprise 
guidelines. 



RTC5701A Establish and maintain the enterprise OHS program  

370 Print Version 1.00 RTC Common Units of Competency © ANTA
 

 2.2  Issues raised though participation and 
consultation are dealt with and resolved 
promptly and effectively in accordance with 
enterprise procedures for issue resolution. 

 2.3  Information about the outcomes of 
participation and consultation is provided in a 
manner readily accessible to employees. 

3 Establish and maintain 
procedures for identifying 
hazards 

3.1 Existing and potential hazards within the area 
of responsibility are identified and confirmed in 
accordance with legislation, Codes of Practice, 
and trends identified from the OHS records 
system. 

 3.2 A procedure for ongoing identification of 
hazards is developed and integrated within 
systems of work and procedures. 

 3.3 Activities are appropriately monitored to 
ensure that this procedure is adopted 
effectively throughout areas of managerial 
responsibility. 

 3.4  Hazard identification is addressed 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 risks 

4.1 Risks associated with identified hazards are 
assessed in accordance with safe work 
practices, with information derived from 
workplace OHS records and industry wide 
information, and with relevant OHS legislation 
and Codes of Practice. 

 4.2 A procedure for ongoing assessment of risks is 
developed and integrated within systems of 
work and procedures. 

 4.3 Activities are monitored to ensure that risk 
assessment procedures are adopted effectively 
throughout the area of managerial 
responsibility. 

 

 

4.4 Risk assessment is addressed at the planning, 
design and evaluation stages of any change in 
the workplace to ensure that the risk from 
hazards is not increased. 
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 4.5 Accident and dangerous occurrences are 
investigated and recorded according to 
enterprise and OHS procedures. 

5  Interim risk control measures 
are implemented until a 
better or permanent control 
measure is developed 

5.1 Measures to control assessed risks are 
developed and implemented in accordance with 
the hierarchy of control, relevant OHS 
legislation, Codes of Practice, and trends 
identified from the OHS records system. 

 5.2 When measures which control a risk at its 
source are not immediately practicable, interim 
solutions are implemented until a permanent 
control measure is developed. 

 5.3 A process of ongoing hazard identification and 
risk assessment, and review of effectiveness of 
control programs is developed and integrated 
into enterprise management arrangements. 

 5.4  Activities are monitored to ensure that the risk 
control procedure is adopted effectively 
throughout the area of managerial 
responsibility. 

 5.5  Risk control is addressed at the planning, 
design and evaluation stages of any change in 
the workplace to ensure that adequate risk 
control measures are included. 

 5.6 Systems are designed to reduce risk and 
administrative arrangements to ensure safe 
OHS work practices are put in place where 
elimination of a hazard is not possible. 

 5.7 Effective OHS risk management measures are 
set in place during any modification of the 
buildings and structures, machinery and work 
activities. 

 5.7 Inadequacies in existing risk control measures 
are identified and resources enabling 
implementation of new measures are sought 
and/or provided according to appropriate 
workplace procedures. 
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6 Plan and manage enterprise 
procedures for dealing 
with hazardous events 

6.1 Potential emergencies posing risk to health and 
safety of workers and the public are correctly 
identified. 

 6.2 Plans and procedures which control the risks 
associated with hazardous events and meet any 
legislative requirements as a minimum, are 
developed in consultation with appropriate 
emergency services. 

 6.3 Appropriate information and training is 
provided to employees to enable 
implementation of correct emergency 
procedures. 

 6.4 Adequate numbers of workers are trained in 
First Aid to ensure that first aid is applied to 
preserve life and minimise injury. 

7 Establish and maintain an 
OHS safety induction and 
training program  

7.1 An OHS induction program is developed to 
meet the occupational health and safety needs 
of new employees. 

 7.2 An OHS training program is developed as part 
of supervisors and employee’s general training. 

8  Establish and maintain a 
system for OHS records 

8.1  A system for keeping OHS records is 
established and monitored to allow 
identification of patterns of occupational injury 
and disease in the enterprise. 

 8.2 Records are regularly updated and used to 
evaluate the effectiveness of the enterprise 
OHS program. 

9 Evaluate the enterprise OHS 
system and related policies, 
procedures and programs 

9.1 The effectiveness of the OHS system and 
related policies, procedures and programs is 
assessed according to enterprise aims with 
respect to OHS. 

 9.2  Improvements to the OHS system are 
developed and implemented to ensure more 
effective achievement of enterprise aims. 

 9.3  Compliance with OHS legislation and Codes of 
Practice is assessed to ensure that legal OHS 
standards are maintained as a minimum. 
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Range of Variables 

The Range of Variables explains the contexts within which the performance and knowledge 
requirements of this standard may be assessed.  The scope of variables chosen in training and 
assessment requirements may depend on the work situations available. 
What processes for 
consultation are relevant to this 
standard? 

OHS committees, consultation with health and safety 
representatives, issue resolution procedures and 
participative/consultative procedures conducted by 
supervisory staff within the area of managerial 
responsibility. 

Which hazards may be relevant 
to this unit? 

 

Hazards in the workplace, risks associated with plants 
and animals, risks associated with bystanders/public, 
levels of heath and fitness, OHS emergencies in land-
based workplaces. 

What methods to control a risk 
may be included? 

General duty of care, following regulations and Codes 
of Practice, use of protective clothing or equipment, 
handling hazardous substances carefully. 

What procedures for dealing 
with hazardous events may be 
associated with this unit? 

Provision of clear directions to the location of an 
emergency using relevant National, State and local 
references. 

How can training of adequate 
number of workers be 
determined? 

By completion of recognised first aid training and 
maintaining skill levels to ensure that injured workers 
receive effective treatment while awaiting medical 
attention. 

What records may be included 
in this standard? 

OHS audits and inspections, action taken to control 
OHS risk, OHS induction and training of workers, 
registers of hazardous substances (including pesticides), 
use of hazardous substances and health surveillance 
results, workers occupational injury and illness, and 
Material Safety Data Sheets (MSDS) of hazardous 
substances. 

For more information on contexts, environment and variables for training and assessment 
refer to the Sector Booklet. 
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Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Competence in establishing and maintaining the enterprise occupational health and safety 
program requires evidence that knowledge and skills has been applied in the establishment, 
maintenance and evaluation of an enterprise OHS system as set out in this competency 
standard, and according to enterprise guidelines and relevant acts.  The skills and knowledge 
required to establish and maintain the enterprise occupational health and safety program must 
be transferable to a range of work environments and contexts.  For example, this could 
include different workplaces, legislative frameworks and industry sectors. 
 
 

What specific 
knowledge is needed to 
achieve the 
performance criteria? 

 

 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The 
knowledge requirements for this unit are listed below: 

• Significant hazards in the workplace. 

• All relevant OHS legislation and Codes of Practice 
consistent with the elements of competence, the 
hierarchy of OHS risk control and its implementation 
for hazards in land-based industries. 

• Risk control measures. 

• Hierarchy of control. 

• Relevant management systems and procedures. 

• Public safety issues. 
  

What specific skills are 
needed to achieve the 
performance criteria? 

To achieve the performance criteria, appropriate literacy 
and numeracy levels as well as some complementary skills 
are required.  These include the ability to: 

• Develop OHS policies and procedures which 
demonstrate enterprise commitment to OHS. 

• Establish and maintain arrangements to ensure the 
involvement of all employees in the management of 
OHS. 

• Establish and maintain procedures for identifying 
hazards. 

• Establish and maintain procedures for assessing risks. 

• Establish and maintain procedures for controlling risks 

• Establish and maintain enterprise procedures for 
dealing with hazardous events. 
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• Establish and maintain an OHS safety induction and 
training program. 

• Establish and maintain a system for OHS records. 

• Evaluate the enterprise OHS system and related 
policies, procedures and programs. 

• Analyse recorded data to determine where the OHS 
program can better meet enterprise and employee 
needs. 

  
  

What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life, which are required 
in all jobs.  They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) be 
applied? 

By establishing and maintaining participative 
processes for the management of OHS. 

2. How can information be 
collected, analysed and 
organised (3)? 

By evaluating the enterprise OHS system. 

3. How are activities planned 
and organised (3)? 

By ensuring compliance with OHS legislation and 
codes. 

4. How can team work (3) be 
applied? 

By providing information and training to staff. 

5. How can the use of 
mathematical ideas and 
techniques (3) be applied? 

By calculating costs, setting priorities and 
developing OHS business plan. 

6. How can problem-solving 
skills (3) be applied? 

By determining best possible options, setting 
priorities and overcoming difficulties to reduce 
injury risk. 

7. How can the use of 
technology (3) be applied? 

By using a computer to communicate and record 
OHS activities. 
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Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies relevant to the job function. 
 

There is essential information about assessing this competency standard for consistent 
performance and where and how it may be assessed, in the Assessment Guidelines for 
this Training Package.  All users of these competency standards must have access to both 
the Assessment Guidelines and the relevant Sector Booklet. 
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RTC5702A Develop and manage a 
chemical use strategy 

This competency standard covers the process of developing, implementing and managing a 
chemical use strategy.  High level skills include risk analysis, risk control, risk management, 
use of Integrated Pest Management, Integrated Resistance Management, Animal Health 
Management and communication are required.  Extensive knowledge of equipment and its 
use, legislation, regulations and safety procedures associated with chemical use is also needed. 

NB:  This competency standard may be deemed to have a time limit when used as 
part of an accreditation or licence to purchase or use chemicals. 
 

Element Performance Criteria 
  

1.1 Integrated Pest Management (IPM) and 
Integrated Resistance Management (IRM) 
strategies are interpreted and the organisational 
chemical requirements are identified. 

1 Identify and evaluate need 
for chemical use 

1.2 External requirements for chemical use are 
identified and relevant information obtained 
and interpreted. 

 1.3 Requirements for chemical use are 
documented. 

 1.4 Chemicals available to meet requirements are 
identified and information concerning their 
application is reviewed. 

2 Develop a chemical use risk 
management strategy 

2.1 Hazards in the transportation, storage and 
handling of chemicals are identified and 
assessed. 

 2.2 Risk factors associated with the use of 
chemicals are identified and documented. 

 2.3 Risk control measures are identified and 
developed in accordance with regulatory 
requirements. 
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 2.4 A risk management strategy for chemical use is 
developed in accordance with legislation and 
Integrated Pest Management, Integrated 
Resistance Management, and Integrated 
Animal Health Management principles. 

 2.5 Appropriate insurance policies covering 
intended chemical use are researched and 
documented according to enterprise guidelines.

3 Develop and implement 
procedures for chemical 
management and use 

3.1 Procedures for management and use of 
chemicals are developed in accordance with 
directions and standards. 

 3.2 Required precautions and risk control measures 
are documented. 

 3.3 Procedures for communicating and negotiating 
with the community are developed. 

 3.4 Information on procedures and precautions in 
the management and use of chemicals is 
distributed to relevant staff. 

4 Identify training and 
supervision needs and 
solutions for chemical use in 
the workplace 

4.1 An appropriate strategy is developed for the 
training, assessment and supervision of staff 
involved in chemical use including correct 
use/fit of personal protective equipment. 

 4.2 Suitable internal on-the-job training and 
monitoring of performance in the 
implementation of the chemical use strategy is 
organised and provided. 

 4.3 Appropriate external training and assessment in 
the management and use of chemicals is 
organised. 

5 Monitor and evaluate the 
implementation of a chemical 
use strategy 

5.1 The implementation of the established 
chemical use strategy is monitored in terms of 
regulatory requirements and established 
criteria. 

 5.2 The effectiveness of the established chemical 
use strategy is evaluated. 
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 5.3 Appropriate action is initiated where there are 
identified problems or where required 
procedures/precautions are not being correctly 
followed. 

Range of Variables 

The Range of Variables explains the contexts within which the performance and knowledge 
requirements of this standard may be assessed.  The scope of variables chosen in training and 
assessment requirements may depend on the work situations available. 
What are external 
requirements for chemical 
use? 

Chemical use regulations and legislation, best practice 
systems, mandatory Codes of Practice, chemical 
manufacturers instructions, labels and Material Safety 
Data Sheets (MSDS). 

How might chemical use be 
documented? 

Using computer records, log books, calendars or 
journals. 

What chemicals may be 
considered for use? 

Chemicals may include insecticides, fungicides, 
herbicides, bactericides, algaecides, biologicals, 
nematacides, rodenticides, fumigants, antimicrobial 
agents, anthelmintics, hormone growth promotants, or 
a range of veterinary chemicals used to treat animals 
for disease. 

What information may be 
relevant to chemical 
application? 

Information may include labels, MSDS, operator’s 
manuals, industry standards, OHS manual or 
hazardous substances regulation. 

What hazards may occur in the 
transportation, storage, 
handling and use of chemicals? 

Hazards will be listed on labels and the MSDS for the 
chemical concerned and may include flammability, 
toxicity, health hazards, damage to non-target 
organisms, environmental damage, or residues in 
foods. 

What risk factors may be 
relevant to this standard? 

Risks to environment may include pollution of ground 
or surface waters, damage to habitats, damage to 
sensitive land, or damage to community amenity due to 
spray drift. 

Risks associated with the produce include chemical 
residue in plant produces, livestock or water. 

Risks associated with OHS include exposure to 
chemicals during handling and application, and public 
health risks. 
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What risk control measures 
may need to be applied in the 
transportation, storage, 
handling and use of chemicals? 

 

Measures may include providing instructions for 
handling, transport, storage, obtaining appropriate 
insurance policies, application and disposal of 
chemicals in the workplace, ensuring workers read and 
follow instructions on product label and MSDS, 
ensuring use, maintenance and storage of correct 
personal protective equipment, training and 
accreditation of all staff using chemicals, and ensuring 
all staff using a chemical understand the specific risks 
involved and the associated precautions required. 

What legislation and 
regulations may be relevant to 
this standard? 

Legislation may include Pesticide Acts, OHS Acts 
regarding hazardous substances and application 
equipment, Dangerous Goods Act, Poisons Act, or 
Protection of the Environment Acts. 

What procedures may need to 
be addressed in a chemical use 
management strategy? 

Procedures may include identifying needs for specific 
chemical use as part of IPM/IRM, reading and 
interpreting product labels and MSDS, mixing 
chemicals, calibration of application equipment, 
application of specified products, disposal of unused 
product, checking, maintenance, repair and disposal of 
equipment and containers, procedures and precautions 
for transport and storage, emergency procedures in 
event of spillage, contamination, accidental contact or 
ingestion, procedures for keeping records (e.g., 
chemical inventory, details of chemical use), training 
and assessment strategy for staff. 

What directions and 
standards may be relevant to 
this standard? 

Directions and standards may include a risk 
management strategy, registration requirements and 
IPM/IRM strategies. 

What training and 
assessment strategies may 
need to be established as part of 
chemical use management? 

Internal training may include on-job coaching and 
instruction by qualified trainers, performance appraisal 
by supervisors, training programs conducted in the 
workplace by contracted registered training 
organisations. 

External training and assessment options may include 
training programs conducted by registered training 
organisations, or workshops organised by registered 
training organisations. 

What criteria may be 
established to evaluate chemical 
use strategy? 

Criteria may include monitoring pest levels over time 
from an established benchmark. 



RTC5702A Develop and manage a chemical use strategy 

© ANTA RTC Common Units of Competency Print Version 1.00  381
 

For more information on contexts, environment and variables for training and assessment, 
refer to the Sector Booklet. 
 

Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Overall competence in this standard requires evidence that a person can identify and consider 
the requirements for chemical use at a workplace and develop a chemical use management 
strategy based on a consideration of the available suitable chemicals, and the hazards and 
risks in their use.  The evidence will demonstrate that the person has an understanding of a 
range of chemicals and the factors that need to be taken into account when carrying out a risk 
management analysis.  Evidence will include a chemical use management strategy that details 
chemical use requirements, details of selected chemicals (including specific identification and 
justification for chemicals selected), any special accreditation requirements for the use of any 
chemicals identified in the strategy, procedures and precautions for the transport, storage, 
handling and application of the identified chemicals including disposal of unused product, 
emergency procedures including first aid and reporting requirements, training or assessment 
arrangements and record keeping arrangements. 
 

What specific 
knowledge is needed to 
achieve the 
performance criteria? 

 

 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The 
knowledge requirements for this competency standard are 
listed below: 

• Hazards to human health, agricultural produce, and all 
aspects of the environment and non-target species of 
flora and fauna associated with the transport, storage, 
handling, application and disposal of chemicals. 

• Factors that contribute to spray drift, measures to assess 
the potential for spray drift and prevent or control its 
occurrence, and the elements of a spray drift 
management strategy. 

• Routes of entry of chemicals into the body and the 
implications of this on chemical use management 
strategies. 

• Safety procedures including the maintenance, use, fit 
and decontamination of personal protective clothing 
and equipment. 

• Influence of meteorological factors (temperature, 
humidity, rain) on quality of chemical application, drift 
potential, effectiveness and efficacy of use. 
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• Precautions and risk control measures that may be used 
to minimise risks and hazards associated with the use of 
chemicals. 

• Principles of IPM/IRM/IAM and their benefits in 
terms of chemical use risk management. 

• Emergency procedures for safety incidents involving 
chemicals. 

• Requirements and options for the keeping of records on 
chemical use and equipment maintenance and repair. 

• Principles of residue effects and their management 
including persistence in soil and water, accumulation in 
agricultural produce, rate of breakdown of residues in 
produce and in the environment, withholding periods, 
and ways in which residues can occur. 

• Movement of and persistence and degradation of 
different types of chemicals in various areas of the 
environment such as soil, air and water. 

• Industry waste agreements, for example drum 
MUSTER, and Chem Collect 

• OHS legislative requirements and Codes of Practice. 

• Appropriate insurances covering chemical use, 
transportation and storage. 

• Correct wearing/fit of personal protective equipment. 

• Use of chemicals as part of a comprehensive Quality 
Assurance (QA) system, Industry QA programs and 
performance standards. 

  

What specific skills are 
needed to achieve the 
performance criteria? 

To achieve the performance criteria, appropriate literacy 
and numeracy levels as well as some complementary skills 
are required.  These include the ability to: 

• Accurately read and interpret labels on chemicals and 
MSDS. 

• Determine the level of hazard and risk associated with 
chemical use in terms of human health, environment, 
fauna, flora and produce. 

 • Apply risk management techniques. 

• Develop and evaluate management plans and 
organisational procedures. 

• Communicate management plans, strategies and 
procedures to staff. 
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What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life, which are required 
in all jobs. They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) be 
applied? 

Informing staff about the details of a chemical use 
management strategy will involve high level 
communication processes. 

2. How can information be 
collected, analysed and 
organised (3)? 

Identifying and analysing need for chemical use in a 
workplace.  Accessing and interpreting information 
on chemicals, regulations and MSDS. 

3. How are activities planned 
and organised (3)? 

Carrying out a risk management analysis on 
chemical use in a workplace requires multiple 
activities to be organised. 

4. How can team work (3) be 
applied? 

Working with staff to ensure that a chemical use 
strategy fulfils the organisations needs, e.g., through 
health and safety meetings. 

5. How can the use of 
mathematical ideas and 
techniques (3) be applied? 

Carrying out calculations required in chemical use 
management strategies, e.g., chemical mixture 
calculations. 

6. How can problem-solving 
skills (3) be applied? 

Identifying risks and potential problems associated 
with chemical use and developing solutions. 

7. How can the use of 
technology (3) be applied? 

Developing effective strategies for the maintenance, 
calibration and use of chemical application 
equipment. 

  
  

What are the special assessment conditions for this competency standard? 

Where this competency standard is being used as part of an accreditation or licence for 
purchase or use of chemicals, the assessor must meet the requirements of the issuing body. 

This may include:  

1. Accreditation with that issuing body. 

2. Maintenance of current competency in this competency standard. 

3. Involvement in professional development programs comprising technical and legislative 
updates on an annual basis. 
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Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies relevant to the job function. 
 

There is essential information about assessing this competency standard for consistent 
performance and where and how it may be assessed, in the Assessment Guidelines for 
this Training Package.  All users of these competency standards must have access to both 
the Assessment Guidelines and the relevant Sector Booklet. 
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RTC5801A Provide specialist advice to 
clients 

This competency standard covers the process of providing specialist advice to clients relevant 
to agriculture, horticulture, or conservation and land management.  It requires the ability to 
develop and maintain technical knowledge, communicate with clients, and formulate a 
response to client enquiries and needs.  Providing specialist information to clients requires 
knowledge of environmental sustainability and land use issues, enterprise policy, legislation 
and consultation methods, techniques and protocols. 
 

Element Performance Criteria 
  
  

1 Develop and maintain 
specialist knowledge 

1.1 A comprehensive knowledge and 
understanding of specialist information is 
actively and regularly researched from industry 
and other sources. 

 1.2 Characteristics of industry practices, products 
and services are identified and understood 
using available documentation. 

 1.3 Information is accurately documented and 
maintained in a format consistent with 
enterprise requirements. 

 1.4 Acquired knowledge is applied to improve 
quality within personal work areas. 

2  Communicate with clients 2.1 Communication with clients is conducted in 
a professional and courteous manner according 
to enterprise requirements. 

 2.2 Appropriate interpersonal skills are used to 
facilitate accurate and relevant exchange of 
information. 

 2.3 Work reflects sensitivity to client’s 
requirements, specific needs and cultural, 
family and individual differences. 

3 Provide a response to client 
enquiries and needs 

3.1 Information relevant to client’s needs is 
provided in line with enterprise requirements. 

 3.2 Information emphasises issues relevant to 
client needs. 
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 3.3 Information is based on sound environmental 
practices and procedures and is achievable 
within enterprise resources. 

 3.4 Evidence in support of information is 
researched, shown to be verifiable and 
presented in a suitable format. 

 3.5 Information is structured to identify clear 
benefits to clients and the organisation. 

 3.6 Information is presented in a professional 
format and style to the client for consideration 
and discussion. 

 3.7 Client feedback is evaluated to improve 
future provision of technical information. 

Range of Variables 

The Range of Variables explains the contexts within which the performance and knowledge 
requirements of this standard may be assessed.  The scope of variables chosen in particular 
training and assessment requirements may depend on the work situations available. 
What specialist information 
may be relevant to this 
standard? 

Specialist information may cover plants and animals 
and their characteristics and habitats, weeds, pests and 
diseases and their control, agricultural, horticultural 
and/or land management practices, products and 
treatments, ecological restoration of natural areas and 
issues related to environmental sustainability and 
impacts. 

Common and botanical names will be used when 
providing information and recommendations on plants.  
Common and scientific names may be used where 
required in describing animal species. 

What industry sources of 
information may be relevant to 
this competency standard? 

Enterprise or public library, websites, suppliers and 
contractors, enterprise supervisor and team colleagues, 
and experts in the local area or industry sector.  It may 
also include personal or enterprise reference collection. 

What enterprise requirements 
may be relevant for this 
standard? 

These may include guidelines for compliance with 
industry best practice standards, client liaison policy, 
legal requirements, and enterprise OHS policy. 

What communication skills 
are required for this 
competency standard? 

Listening, questioning, illustrating examples for 
confirmation and providing the client with an accurate 
and clear description of the service that the enterprise 
can provide. 
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What type of client may be 
relevant to this standard? 

Customers, members of the public, other businesses, 
fellow staff, supervisors, managers, team leaders and 
government agencies. 

What is included under 
interpersonal skills? 

Appropriate body language, summarising and 
paraphrasing to check understanding of clients 
message, providing an opportunity for the client to 
confirm their request, questioning to clarify and 
confirm the clients needs, and listening actively to what 
the client is saying. 

What client requirements and 
objectives may influence the 
development of strategies? 

Requirements may include financial, logistical, cultural, 
aesthetic, legal or environmental considerations, 
process or product specifications, company policy, 
OHS, maintenance services for project aftercare, and 
timelines for the program. 

What resources can be used to 
develop strategies to meet client 
objectives? 

Resources may include appropriate bodies for 
consultation such as private consultants, industry 
experts, statutory authorities, government agencies, 
industry organisations, community action groups, 
published research and reports, written and oral social 
and natural histories, enterprise policies, financial 
resources and budget, and available technologies. 

What research may be 
undertaken into the identified 
issue? 

Research processes may include a site inspection, a 
linked or off-site inspection, soil, vegetation and water 
surveys, leaf tissue analysis, individual plant or animal 
assessment, research into legal implications associated 
with the issue and collection of data for analysis and 
assessment. 

What organisational 
requirements may need to be 
considered when providing 
information? 

Occupational Health and Safety policies, procedures 
and programs, enterprise policies and guidelines, access 
and equity principles and practice, quality and 
continuous improvement processes and standards, job 
description and available resources. 

What types of client feedback 
may be relevant to this competency 
standard? 

Customer satisfaction questionnaires, audit 
documentation and reports, testimonials, informal and 
anecdotal feedback, quality assurance data, lapsed 
clients and complaints. 

For more information on contexts, environment and variables for training and assessment, 
refer to the Sector Booklet. 
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Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Competence in providing specialist advice to clients relevant to agriculture, horticulture 
and/or conservation and land management requires evidence that a person can source and 
collate relevant information and respond professionally in writing to client enquiries and 
requirements.  The skills and knowledge provide specialist information to clients relevant to 
agriculture, horticulture or conservation and land management must be transferable to 
different work environments.  For example, this could include different industry settings, 
workplaces, and types of advice and client groups. 
 

What specific knowledge is 
needed to achieve the 
performance criteria? 

 

 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The 
knowledge requirements for this competency standard are 
listed below: 

• Products, treatments and/or services relevant to either 
agriculture, horticulture or conservation and land 
management workplaces. 

• Environmental sustainability and land use issues 
relevant to the industry. 

• Enterprise policy and procedures for customer service 
including handling customer complaints. 

• Service standards and best practice models. 

• Strategies for planning and monitoring activities. 

• Consultation methods, techniques and protocols. 

• Mechanisms to obtain and analyse customer feedback. 
  

What specific skills are 
needed to achieve the 
performance criteria? 

To achieve the performance criteria, appropriate literacy 
and numeracy levels as well as some complementary skills 
are required.  These include the ability to: 

• Develop and maintain specialist knowledge. 

• Communicate with clients. 

• Provide a response to client enquiries and needs. 
  
  



RTC5801A Provide specialist advice to clients 

© ANTA RTC Common Units of Competency Print Version 1.00  389
 

What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life, which are required 
in all jobs.  They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) be 
applied? 

Through verbal and written responses to client 
enquiries on relevant technical matters. 

2. How can information be 
collected, analysed and 
organised (3)? 

Through documentation of research on technical 
information in a format that complies with 
enterprise guidelines. 

3. How are activities planned and 
organised (3)? 

As a formal response to client enquiries, 
requirements and problems. 

4. How can team work (2) be 
applied? 

In compiling responses and follow up to client 
enquiries. 

5. How can the use of mathematical 
ideas and techniques (3) be 
applied? 

Where a client enquiry relates to quantities or costs of 
product or services. 

6. How can problem-solving skills 
(3) be applied? 

As a response to client enquiries or complaints of a 
technical nature. 

7. How can the use of technology 
(2) be applied? 

Through the use of communication equipment 
when providing information to clients. 

  
  

Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies relevant to the job function. 
 

There is essential information about assessing this competency standard for consistent 
performance and where and how it may be assessed, in the Assessment Guidelines for 
this Training Package.  All users of these competency standards must have access to both 
the Assessment Guidelines and the relevant Sector Booklet. 
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RTC5908A Prepare estimates, quotes 
and tenders 

This competency standard covers the process of preparing estimates, quotes and tenders in a 
horticultural, agricultural or land management enterprise.  Estimates or quotes may be 
developed as stand alone estimates or quotes for a specific purpose, or they may be 
incorporated in tenders.  Work is likely to be under limited supervision with checking related 
to overall progress by senior managers.  Responsibility for the work of others and team 
coordination may be required.  Estimating, quoting and tendering are usually performed 
within policy guidelines and procedures where discretion and judgement are required in the 
selection of technology, work organisation, and the achievement of outcomes within time and 
budgetary constraints. 
 

Element Performance Criteria 
  

1.1 Nature and scope of the project are identified 
in consultation with the client according to 
enterprise policy. 

1 Carry out preliminary 
planning activities for 
estimating, quoting and/or 
tendering 

1.2 Format, specifications and deadline for 
submission of the estimate, quote or tender are 
identified and confirmed with the client. 

 1.3 Available relevant documentation is obtained 
and interpreted. 

 1.4 Project site is inspected and reconciled with 
scaled drawings, project and other site plans in 
consultation with the client, agent or other 
authority. 

2 Determine resource 
requirements 

2.1 Detailed project information and monetary 
sums are interpreted and recorded from client 
specifications. 

 2.2 Size, type and quantity of required project 
resources are identified and estimated 
according to client specifications. 

 2.3 Sources are identified and evaluated for the 
procurement of suitable project resources 
consistent with client requirements. 



RTC5908A Prepare estimates, quotes and tenders 

© ANTA RTC Common Units of Competency Print Version 1.00  391
 

 2.4 Appropriate tools and equipment are selected 
and used to calculate the correct size, type and 
quantity of each resource item. 

 2.5 Unit and total cost for each resource item are 
calculated and documented. 

 2.6 Necessary and appropriate contingency sums 
to complete the estimate, quote or tender are 
interpreted and documented. 

 2.7 Calculations are accurately recorded on a price 
summary sheet. 

3 Prepare schedules for the 
estimate, quote or tender 

3.1 Works schedule is documented according to 
client specifications. 

 3.2 Scheduling of resources is accurately 
documented consistent with the requirements 
of the works schedule. 

 3.3 Scheduling of financial requirements is 
accurately documented according to enterprise 
guidelines. 

4.1 Estimate, quote or tender price is calculated 
and checked according to enterprise guidelines.

4 Prepare and document the 
estimate, quote or tender for 
submission to the client 

4.2 Costed summaries and works, resource and 
financial schedules are compiled according to 
client specifications. 

 4.3 Quality assurance requirements, enterprise 
customer service procedures, conventional 
formatting and industry standards are strictly 
adhered to in the development of 
documentation. 

 4.4 Total estimate, quotation and/or tender is 
completed accurately and submitted to the 
client within the specified deadline. 

 4.5 Further information is provided and 
adjustments made according to client 
requirements. 

Range of Variables 

The Range of Variables explains the contexts within which the performance and knowledge 
requirements of this standard may be assessed.  The scope of variables chosen in training and 
assessment requirements may depend on the work situations available. 
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What type of project may apply to 
this standard? 

The subject of the estimate, quote or tender may 
include works relating to agricultural production, 
horticultural production, amenity horticulture projects, 
or conservation and land management-related projects. 

Who may be referred to as a 
client? 

Clients may include the enterprise’s management, or a 
private individual, company, community group, 
government agency or a combination of these entities. 

What relevant documentation 
may be available for interpretation? 

Documentation may include schematic and detailed 
drawings, tender specifications, specified items 
recorded on a tender title sheet, technical data, 
manufacturers’ specifications, enterprise policies and 
procedures, catalogues, price lists, project plans, 
designs and management plans, client financial 
limitations and allocations, OHS standards, statutory 
requirements, Australian standards, Codes of Practice, 
quality assurance requirements, timeline specifications, 
and legislation, industrial awards and enterprise 
agreements relating to labour and works. 

What issues may be assessed 
during a project site 
inspection? 

Issues may include access, work conditions and work 
requirements. 

What resources may be required 
for project works? 

Resources may include materials, tools, equipment and 
machinery, labour hours, staffing levels, technical skills 
and management requirements, consultant time and 
contracted services. 

What sources may be identified for 
project resources? 

Sources may include suppliers, manufacturers, 
equipment and labour hire agencies, contractors, 
consultants, or the client enterprise which may already 
have some or all of the required resources on site or 
available for project implementation. 

What tools and equipment may 
be used for estimating, quoting and 
tendering? 

 

Tools and equipment may include computing 
hardware, accounting, drafting and project 
management software, calculators and manual drafting 
and accounting tools and equipment. 

What factors may be included in 
works schedules? 

Factors may include details of labour requirements, 
staged implementation and objectives, prioritising of 
work activities, and scheduling of works, resource 
orders and deliveries. 
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What enterprise guidelines 
may be relevant to this 
standard? 

Enterprise guidelines may include compliance with 
industry best practice standards, enterprise customer 
service policy, legal requirements, insurance limitations 
and guidelines, and enterprise OHS policy. 

What items may be included in 
summaries? 

Items may include preliminary costs, summation of 
resource materials, equipment and labour required, and 
abstract sums. 

What format may be utilised for 
documentation of the 
estimate, quote or tender? 

Format may include hand written, typed and printed 
hard copy or electronic formats, and may also support 
audiovisual, slide and photographic presentation. 

For more information on contexts, environmental implications and variables for training and 
assessment, refer to the Sector Booklet. 
 

Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Competence in preparing estimates, quotes and tenders requires evidence that a person is 
able to negotiate effectively with a client and follow a logical plan to develop and document 
all aspects of an estimate, quote or tender to meet the requirements of the client.  The skills 
and knowledge required to prepare estimates quotes and tenders must be transferable to a 
different work environment.  For example, this could include different tenders and quotes for 
different clients. 
 

What specific 
knowledge is needed to 
achieve the 
performance criteria? 

 

 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The 
knowledge requirements for this competency standard are 
listed below: 

• Relevant State and Federal legislation, awards, 
enterprise agreements and management policies relating 
to labour hire and employment terms. 

• Current pricing structures and options for supplies, 
services, contractors and consultants. 

• Enterprise and industry standards and practices for 
formatting, organising and presenting financial and 
quantitative information. 

• Business ethics in relation to confidentiality and the 
tendering process. 
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What specific skills are 
needed to achieve the 
performance criteria? 

To achieve the performance criteria, appropriate literacy 
and numeracy levels as well as some complementary skills 
are required.  These include the ability to: 

• Communicate and negotiate orally and in writing with 
staff, management, clients, contractors, suppliers, 
manufacturers and consultants. 

• Liaise effectively with difficult clients and resolve issues. 

• Research and evaluate information. 

• Carry out financial, logistical and spatial estimations and 
calculations. 

• Comply with legislative requirements. 
  
  

What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life, which are required 
in all jobs.  They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) be 
applied? 

Oral and written communication with clients, 
suppliers, consultants, government agencies, 
community organisations, industry contacts and 
others in the enterprise work team is required. 

2. How can information be 
collected, analysed and 
organised (3)? 

Information may be collected through research, 
consultation and own experience.  This information 
will be analysed and organised in relation to the 
achievement of client objectives and available 
resources.  Estimates, quotes and/or tenders, 
including statistical, logistical and financial data, will 
be generated. 

3. How are activities planned 
and organised (3)? 

Activities of self and other staff are planned, and 
delegation may be used to develop estimates, quotes 
and tenders. 

4. How can team work (3) be 
applied? 

Teamwork with staff and experts based on effective, 
timely communication and consultation will help to 
achieve deadlines for the submission of estimates, 
quotes and tenders. 
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5. How can the use of 
mathematical ideas and 
techniques (3) be applied? 

Mathematical understanding will be required to 
evaluate, collate, calculate and present data regarding 
costs and resource requirements for the project. 

6. How can problem-solving 
skills (3) be applied? 

Problems relating to the requirements of the client, 
availability of information, resources and 
equipment, and price variations may arise when 
estimating, quoting and tendering, and will require 
problem-solving skills. 

7. How can the use of 
technology (3) be applied? 

Technology will be required to record, store and 
communicate ideas and information.  It will also be 
used to research relevant information, obtain and 
calculate data and produce an estimate, quote or 
tender. 

  
  

Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies relevant to the job function. 
 

There is essential information about assessing this competency standard for consistent 
performance and where and how it may be assessed, in the Assessment Guidelines for 
this Training Package.  All users of these competency standards must have access to both 
the Assessment Guidelines and the relevant Sector Booklet. 

 



RTC5913A Collect and manage data  

396 Print Version 1.00 RTC Common Units of Competency © ANTA
 

RTC5913A Collect and manage data 

This competency standard covers the process of collecting, analysing and managing data. It 
requires the ability to determine the type and extent of data to be collected, access and collate 
data, evaluate data, manage, analyse and retrieve data. Collecting and managing data requires 
knowledge of data collection techniques and procedures, data recording and evaluation 
techniques, data analysis and data storage and retrieval methods. 
 

Element Performance Criteria 
  

1 Determine the type and 
extent of data to be 
collected. 

1.1 Data requirements are clearly defined and 
communicated to all staff involved in data 
collection. 

 1.2 Relevant data sources are identified. 

 1.3 Type and extent of data required is clearly 
defined. 

 1.4 OHS hazards associated with data collecting 
are identified 

 1.5  Data collection methods and techniques are 
clearly defined relative to data requirements 

2 Access and collate data 2.1 Data collection sheets are formatted to assist 
collection. 

 2.2 Data is researched and/or collected from field 
sources according to enterprise guidelines and 
with standard research approaches. 

 2.3 Data is collated by appropriate electronic 
means. 

 2.4 Appropriateness of data is monitored and 
recorded during collection. 

 2.5 Information is researched using appropriate 
methods and technologies. 

 2.6 Sources of information are regularly reviewed 
for usefulness, validity, reliability and cost. 

 2.7 Channels and sources of information are used 
effectively. 
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 2.8 Opportunities are taken to establish and 
maintain contacts with those who may provide 
useful information.  

 2.9 Appropriate OHS requirements and work 
practices are followed 

3 Evaluate data 3.1 Data collected is relevant, valid and sufficient. 

 3.2 Where data is unclear or difficult to interpret, 
clarification and assistance is sought. 

 3.3 Where data is inadequate, additional data is 
obtained. 

 3.4 Information is anlysed for its validity and 
reliability. 

4 Manage and retrieve data 4.1 Data is stored by appropriate electronic means.

 4.2  Data is presented using appropriate graphical 
aids and techniques 

 4.3 Data is assembled and provided to the 
manager/client as required and in accordance 
with standard research approaches. 

 4.4 Data is retrieved as required. 

 4. 5 New methods of recording and storing data 
are suggested/introduced as needed. 

5  Analyse and interpret data 5.1  Data is analysed using appropriate statistical 
and analytical techniques 

 5.2  Data is interpreted to determine its 
significance, validity and reliability. 

 5.3  Findings based on the analysis and 
interpretation of the data is reported 

 5.4  Data is organised into a suitable report format 
to aid decision-making.  

 5.5  Conclusions drawn are based on reasoned 
argument and appropriate evidence. 

Range of Variables 

The Range of Variables defines the different contexts, work environments and parameters 
governing the performance of this unit of competency. The variables chosen in training and 
assessment will need to reflect local industry and regional contexts. 
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What may be included in 
sources of information? 

Data may be based on primary and secondary sources 
including field work and trials, research materials, 
published books, academic reports, industry reports, 
colleagues, computer software, internet, newspapers, 
photographic data, journals, industry publications, 
industry specialists and experts. 

What OHS hazards can be 
included in this standard? 

Hazards may include manual handling, using tools and 
equipment, noise, dust, solar radiation, falls and 
tripping, spider and insect bites. 

What OHS requirements may be 
relevant to this standard? 

OHS requirements may include identifying hazards; 
assessing risks and implementing controls; cleaning, 
maintaining and storing tools, equipment and 
machinery; appropriate use, maintenance and storage 
of PPE including sun protection; safe operation of 
tools, equipment and machinery; correct manual 
handling; basic first aid; and safety procedures for 
protection of others. 

What methods of information 
storage may need to be 
accessed? 

Methods of information storage may include hard copy 
files, electronic databases, spreadsheets, file systems, 
and library collections. 

What types of recording 
techniques may be relevant to 
this standard? 

Recording techniques may include written, audio, 
video, photographic and computers. 

For more information on contexts, environment and variables for training and assessment 
refer to the Sector Booklet. 
 

Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Competence in collecting, analysing and managing data requires evidence that an individual 
has sourced, collected, analysed and evaluated data according to industry and enterprise 
standards and expectations. The skills and knowledge required to collect, manage and analyse 
data must be transferable to a range of work environments and contexts. For example, this 
could include different workplaces, types and sources of data, and reporting mechanisms. 
 

What specific 
knowledge is needed to 
achieve the 
performance criteria? 

 

 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The 
knowledge requirements for this unit are listed below: 

• Data collection techniques and procedures. 

• Data recording and evaluation techniques. 
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• Data analysis and interpretive techniques 

• Data storage and retrieval methods. 

• Data reporting methods. 
  

What specific skills are 
needed to achieve the 
performance criteria? 

To achieve the performance criteria, some complementary 
skills are required.  These skills include the ability to: 

• Determine the type and extent of data to be collected. 

• Access and collate data. 

• Evaluate data. 

• Manage and retrieve data. 

• Analyse the data 

• Interpret the data 

• Follow safe work practices. 
  
  

What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life which are required 
in all jobs.  They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) be 
applied? 

Through recording and presenting data to clients 
and enterprise personnel. 

2. How can information be 
collected, analysed and 
organised (3)? 

Through identification of sources of information, 
and retrieval, analysis and collation of data.. 

3. How are activities planned 
and organised (3)? 

In accordance with standard research approaches in 
line with enterprise procedures and policies. 

 

4. How can team work (2) be 
applied? 

Through participating in reviews, collaboration with 
colleagues and the evaluation of data. 

5. How can the use of 
mathematical ideas and 
techniques (3) be applied? 

In compiling, analysing and evaluating data. 
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6. How can problem solving 
skills (3) be applied? 

Through dealing with inconsistencies in data, and 
difficulties in obtaining and collecting valid data. 

7. How can the use of 
technology (3) be applied? 

Through the use of computers in sourcing, 
analysing, collating, reporting and storing data 

  
  

Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies  
 

For information about assessing this competency standard for consistent performance 
and where and how it may be assessed, refer to the Assessment Guidelines for this 
Training Package. 
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RTC5914A Prepare reports 

This competency standard covers the process of preparing comprehensive reports for a rural, 
horticultural or land management setting.  It requires the ability to research material., evaluate 
information, produce a document, and deliver an oral presentation.  Preparing reports 
requires knowledge of information and research sources, report structure and presentation, 
and public presentation techniques and approaches. 
 

Element Performance Criteria 
  

1 Research material 1.1 Topic of the report is identified and described. 

 1.2 Sources of information are determined. 

 1.3 Information appropriate to the task is collected 
and organised according to enterprise 
standards. 

2 Evaluate information 2.1 Information collected is relevant and sufficient 
to provide a full report. 

 2.2 Where information is unclear or difficult to 
understand, clarification and assistance is 
sought. 

 2.3 Where available information is inadequate, 
additional information is obtained. 

 2.4 Information is assessed for its validity and 
reliability, and is organised into a suitable form 
to aid decision-making. 

 2.5 Conclusions drawn from relevant information 
are based on reasoned argument and 
appropriate evidence. 

3 Produce a document 3.1 Language is applicable to the task and 
audience. 

 3.2 The document is organised logically, is 
structured and balanced according to purpose, 
audience and context. 

 3.3 The document is formatted and presented 
according to business and enterprise standards. 

 3.4 Conclusions reached reflect the stated 
objectives of the report. 
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 3.5 Preparation is completed within the specified 
timeframe. 

 3.6 Enterprise and OHS requirements and 
procedures are followed. 

4 Deliver an oral 
presentation 

 

4.1 Language is applicable to the task and audience 

4.2 Presentation is organised logically, is structured 
and balanced according to purpose, audience 
and context. 

 4.3 Concise and well presented support materials 
are used in oral presentations to reflect industry 
standards. 

 4.3 Efficient time use allows clear presentation of 
the desired topic. 

 4.4 Oral presentation is delivered within a specified 
time 

Range of Variables 

The Range of Variables defines the different contexts, work environments and parameters 
governing the performance of this unit of competency.  The variables chosen in training and 
assessment will need to reflect local industry and regional contexts. 
  

What may be included in 
sources of information? 

Sources of data may include field work, research 
materials, published books, academic reports, industry 
reports, colleagues, computer software, internet, 
newspapers, journals, industry publications, industry 
specialists and experts. 

What OHS requirements may be 
relevant to this standard? 

OHS requirements may include identifying hazards, 
assessing risks and implementing controls, cleaning, 
maintaining and storing equipment, appropriate use, 
maintenance and storage of PPE including sun 
protection, safe operation of equipment, correct 
manual handling, basic first aid, and safety procedures 
for protection of others. 

For more information on contexts, environment and variables for training and assessment 
refer to the Sector Booklet. 
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Evidence Guide 

What evidence is required to demonstrate competence for this standard as a whole? 

Competence in preparing reports requires evidence that an individual has prepared and 
presented a report according to industry and enterprise standards and expectations.  The 
skills and knowledge required to prepare reports must be transferable to a range of work 
environments and contexts.  For example, this could include different workplaces, subject 
matter, and reporting formats. 
 

What specific 
knowledge is needed to 
achieve the 
performance criteria? 

 

 

Knowledge and understanding are essential to apply this 
standard in the workplace, to transfer the skills to other 
contexts and to deal with unplanned events.  The 
knowledge requirements for this unit are listed below: 

• Information and research sources. 

• Report structure and presentation. 

• Public presentation techniques and approaches. 
  

What specific skills are 
needed to achieve the 
performance criteria? 

To achieve the performance criteria, some complementary 
skills are required.  These skills include the ability to: 

• Research material. 

• Evaluate information. 

• Produce a document. 

• Deliver an oral presentation. 
  
  

What processes should be applied to this competency standard? 

There are a number of processes that are learnt throughout work and life, which are required 
in all jobs.  They are fundamental processes and generally transferable to other work 
functions.  Some of these are covered by the key competencies, although others may be 
added.  The questions below highlight how these processes are applied in this competency 
standard.  Following each question a number in brackets indicates the level to which the key 
competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = 
perform and administer the process and 3 = perform, administer and design the process. 

1. How can communication of 
ideas and information (3) be 
applied? 

Through provision of written reports and oral 
presentations to clients and enterprise personnel. 

2. How can information be 
collected, analysed and 
organised (3)? 

Through identification of sources of information, 
and retrieval and collation of data. 
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3. How are activities planned 
and organised (3)? 

In accordance with standard research approaches in 
line with enterprise procedures and policies. 

4. How can team work (2) be 
applied? 

Through participating in research and the 
preparation of reports and presentations. 

5. How can the use of 
mathematical ideas and 
techniques (3) be applied? 

In compiling and evaluating data for the report. 

6. How can problem-solving 
skills (3) be applied? 

Through making recommendations based on 
reasoned argument. 

7. How can the use of 
technology (3) be applied? 

Through the use of computers in preparing reports 
and use in presentations. 

  
  

Are there other competency standards that could be assessed with this one? 

This competency standard could be assessed on its own or in combination with other 
competencies relevant to the job function. 
 

For information about assessing this competency standard for consistent performance 
and where and how it may be assessed, refer to the Assessment Guidelines for this 
Training Package. 

 
 


