Case study |

Security operations

Joe Smith (fictitious character) is about to commence training as
a security guard in the CPP20207 Certificate Il in Security
Operations qualification. He is aware that he may have some
problems with reading and writing, but is not sure what this will
mean for his training. He is confident, however, of his abilities to
work as a security guard. He has good oral communication skills,
learns quickly, and is good with people.

Joe's trainer has initially asked Joe to complete an enrolment
form and a brief LLN indicator tool, and conducted an informal
interview with Joe to get an idea of his educational background
and work experience and a basic picture of his language,
literacy and numeracy skills.

Joe's trainer has also analysed key units of competency from the
quadlification to identify the core skills that they contain. This will help him to understand the
requirements of the fraining program, and what support Joe might need. The units are:

e CPPSEC2001A Communicate effectively in the security industry

e CPPSEC2002A Follow workplace safety procedures in the security industry
e CPPSEC2003A Work effectively in the security industry

e CPPSEC2004A Respond to security risk situation

e CPPSEC2005A Work as part of a security team

e CPPSEC2006A Provide security services to clients

In looking at the types of assistance Joe might need to participate in fraining and successfully
achieve competence, his trainer followed the three steps below:

ST R EITYA  yIdentified thecore skills from the cluster of security units of
core skills competency
required for wlLooked at what these really mean for work as a security guard
work wMapped the identified core skills to the ACSF

Step 2: Identify
f SI NYSN
SAREYELS
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wMapped these to the ACSF

_ wAnalysed the core skills gaps by comparing the skills needed fol

Step 3: Design UKS UONYAYAY3I LINRPINIY GgAU0K W2
delivery and wMade decisions about how his normal training and assessment
assessment strategies could integrate some support to help Joe to develop

the core skills he needed
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|dentifying core skills
required for work

Joe's frainer did three main things fo identify the core
skills required for work as a security guard:

1. He identified the core skills from the cluster of security units of competency
2. He looked at what these really meant for work as a security guard
3. He mapped the identified core skills to the ACSF.

Remember that core skills are: learning, reading, writing, oral communication and numeracy.

ldentifying core skills from the cluster of security
sector units of competency

Joe's trainer looked closely at the six security units of competency to identify key words or
phrases that would indicate the involvement of core skills. [Full copies of the units of
competency are available by visiting the National Training Information Service website
http://www.ntis.gov.au]

e He used Attachment 1: Core skill prompts to assist him fo identify relevant words or
phrases within units of competency, and added some of his own as he went along.

e He then developed a final listing using Template 1: Core skill listing.

Table 1 provides a summary of the words and phrases for each core skill area which Joe's
tfrainer extracted from the six units of competency. At this point, the analysis was still based
on a unit-by-unit approach.
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UNIT: CPPSEC2001A Communicate effectively in the security industry

LEARNING

e Areas of uncertainty or
misunderstanding are
identified

e Solve routine problems

READING

Assignment insfructions
Checked

Diagrams

Electronic text and data
Email

Exchange information
Identified

Information is received
Legislative requirements
Licensing requirements
Notes

Numbers and statistics

Organisational
requirements

Procedures
Signage

Work reports
Written messages
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WRITING
Basic workplace
documentation
Databases

Electronic or paper-based
reporting and information
management systems

Emails

Incident report forms
Information is recorded
Legal purposes

Notebooks

Present concise information
Report sheets

Risk or hazard notification
Shift logs

Suitable format, language
and sfructure

Written information meets
organisational standards
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ORAL COMMUNICATION

Call signs and codes

Check information with relevant

persons

Clear and concise language
appropriate to the audience

Communication channels
Confirmed

Courteous and reflects
understanding and respect

Equipment
Information is received

Language concepts familiar to

young people

Obtain verbal information
Phonetic alphabet
Questioning

Relate to people
Relevant persons

Risk or hazard notificatfion

Summarise understanding

Use active listening skills
Using appropriate
communication techniques

(control tone, phone technique)

Using questioning to check
understanding

Verbally receive, interpret and

tfransmit information

Table 1

NUMERACY
Estimate time to
complete work tasks

Within designated
fimeframes
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UNIT: CPPSEC2002A Follow workplace safety procedures in the security indusiry

LEARNING

e Basic risk assessment

e |dentify areas for
improvement

e Limits of own authority

e Personal limitations are
identified

e Personal reflection

e Solve routine problems

e Requesting back-up
support

e Reviewed

READING WRITING
Documentation for e Accurately reported
reporfing e Documentation
Identified and followed e Documented

Information is accessed and | , Notified

revi.ewe.d ) e Standard proformas
Legislative requirements

Licensing requirements

OHS requirements

OHS signs and symbols

Organisational
requirements

Policies are complied with
Procedures

ORAL COMMUNICATION

Accurately reported
Communication channels
Confirmed

Defuse conflict or
potentially dangerous
situations

Discussions
Equipment
Feedback
Information exchange
Meetings

Notified

Phonetic alphabet
Question

Relate to people
Relevant persons
Requesting back-up
support

Risk confrol measures

Sought and encouraged

Table 1

NUMERACY
e Estimate time to complete
work tasks
o Prompfly

e Within designated
fimeframes
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Table 1
UNIT: CPPSEC2003A Work effectively in the security industry
LEARNING READING WRITING ORAL COMMUNICATION NUMERACY

e Appropriate support is e Assignment instructions o Communicated e Callsigns and codes ¢ Designated timeframes

sought e Checked e Complete reports e Communicated ¢ Estimate time to complete
o Fo%‘(ors offecTTinlgg sk e Email e Email e Confirmed work tasks

achievement o WOrk 1askS 1 1dentified ¢ Information is maintained e Discussed ¢ Promptly

are promptly identified

. e Legislative requirements e Organise work tasks using e Equipment ¢ Resources and budget

e |dentify areas for .

improvement e Licensing requirements business technology e Feedback
« Identify potential security ¢ Organisational * Recorded * Questioning

risks requirements o Relevant persons
o Improve own performance | ® Procedures o Reported
« Personal reflection o Sif(—? layout including access e Request support
e Priorifise tasks points

e Symbols

e Reviewed

e Use of initiative to improve * Workplace information

own performance and
update knowledge-base

A
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LEARNING

Areas for improvement

Effects of stress are
recognised

Potential security risk
situation is identified and
assessed

Requirements for advice or
assistance are identified

Response initiative
Review

Scope of own responsibility,
competence and authority
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UNIT: CPPSEC2004A Respond to security risk situation

READING

Emails

Identified

Legislative requirements
Licensing requirements
Manufacturer’s instructions
OHS requirements

Organisational
requirements

Procedures

WRITING
Activity log
Completed
Details
Documentation
Documented
Emails
Incident report

Observations are accurate
and provided in a clear,
concise and constfructive
manner

Proformas

Requested

ORAL COMMUNICATION
Basic negotiation to defuse
and resolve conflict

Call signs and codes
Communication channels
Counselling

Debriefing

Equipment

Observations are accurate
and provided in a clear,

concise and constructive
manner

Phonetic alphabet
Relevant persons
Requested

Risk confrol measures
Security response

Using appropriate
communication techniques
(control tone, phone
technique)

NUMERACY

Time of day

Table 1

A
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UNIT: CPPSEC2005A Work as part of a security team

LEARNING

e Contributions to planning
process to improve work
practices

o Feedback is sought

e Individual responsibilities
within team are identified

e Personal reflection
e Solve routine problems

READING

Assignment instructions
Handover notes
Legislative requirements
Licensing requirements

Organisational goals and
objectives

Organisational
requirements

Procedures
Relevant information

Site layout including access
points

A
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WRITING

Communicated

Complete basic workplace
documentation

Note-taking

Organise

Record information for legal
purposes

Use business equipment to
present information
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ORAL COMMUNICATION

Call signs and codes
Check

Communicated
Communication channels
Conflict resolution

Courteous and reflects
understanding and respect

Discussed
Encouragement
Engage with minority
groups

Equipment
Feedback is sought

Input of team members is
encouraged

Organise

Phonetic alphabet
Questioning

Relate to people
Relevant persons
Summairise information

Table 1

NUMERACY

Designated timeframes

Estimate fime to complete
work tasks

Resources and budget
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UNIT: CPPSEC2006A Provide security services to clients

LEARNING READING
e Assistance is sought e Assignment instructions
o Feedback is sought e Handover notes
e |dentify professional o Legislative requirements
development opportunities | , oHs requirements
e Individual responsibilities « Organisational
within feam are identified requirements
e Personal reflection e Procedures
e Positive contributions are e Relevant information

made to the planning
process to improve work

practices points

e Solve routine problems

o Site layout including access

WRITING
Basic workplace
documentation
Communicated
Complete
Note-taking
Reporting information

Use business equipment to
present information

ORAL COMMUNICATION

Check

Codes and call signs
Communicated
Communication channels
Communication equipment
Communication techniques

Confirm needs and
expectations

Courteous and reflects
sensitivity
Encouragement and
support is given

Feedback

Non aggressive
communication

Phonetic alphabet
Questioning

Relate to people
Relevant persons
Reporting

Resolve conflict
Summairise information

Use of language to engage
minority groups

Table 1

NUMERACY

Designated timeframes

Estimate fime to complete
work tasks

Resources and budget

A
CPSISC»© Commonwealth of Australia 2009



Case study 1 e Security operations

Applying the core skills for work as a security
guard

The next step for Joe's trainer was to make decisions about what the core skills identified from
the units of competency really meant when applied on the job. The initial analysis of core
skills focused on individual units of competency.

Before analysing work requirements, the listing of identified core skills (summarised in Table 1)
needed to be synthesised as there were a number of commonalities within the cluster of
units. To avoid duplication of resources and delivery processes, his frainer needed to dig a bit
deeper.

To do this, Joe's trainer looked at the key words within each of the core skill areas for each
unit and made judgements about which words represented common skills, and which were
specific to a particular unit. For example, under the core skill ‘Learning’, the words ‘request
back-up support’ in one unit, represent the same skills as ‘appropriate support is sought’ in
another. However, the phrase ‘effects of stress are recognised’ relates to the security
response unit.

e He used Template 2: Work skills analysis to synthesise the listing of core skills identified
from the cluster of units.

The left hand side of Table 2 on the next page shows the synthesised listing of core skills
identified within the cluster of units of competency. Joe's frainer then analysed these further
in the context of security guard functions. The right hand side of the table shows how these
skills relate to work as a security guard.

The analysis shows the job focuses on the core skill of oral communication. Also important are

the core skills of learning, reading and writing. Numeracy skills are less critical o the job, eg
relating to skills required to calculate time.

A
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Learning

Unit requirements

Table 2

How these relate to the workplace

Solve routine problems All units Routine problems are solved using initiativend judgement

Identify areas for improvement Areas for improvement aralentified in discussion with others, and by

Limits of own authority reflecting on performance

Seeking assistance as required Recognising limits of own authority and role requires understanding of owr

Personal reflection competence and awareness of risks

Reviewed - .

) Lo Recognising the need for assistance and back based on awareness of
Identify security risks .
o environment

Basic risk assessment

Feedback is sought |l denti fying areas where the teambd

Areas of uncertainty or misunderstanding are requires awareness and self reflection

identified Conducting a basic risk assessment requires judgements about controls
Identifying potential risks requires awareness of work environment and
judgements to be made
Initiative is used to clarify areas of uncertainty with supervisor or team
members

Factors affecting achievement of work tasks are | CPPSEC2003A Recognising factors which will impact on achievemeaof work tasks requires

promptly identified initiative

Priorifising faisks Prioritising work on a daily basis requires judgement

Effects of stress are recognised CPPSEC2004A Recognising effects of stress on self and others requires awareness and s

Response initiative

reflection

Initiative is requiredto decide an appropriasecurity responséeg calling for
back-up assistance)

A
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Table 2

Unit requirements How these relate to the workplace

e Assignment instructions

e Checked

e Diagrams

e Email

e Exchange information

o |dentified

¢ Information is received and checked
e Legislative requirements

e Licensing requirements

¢ Notes and written messages
e OHS requirements

¢ Organisational requirements
e Procedures

¢ Signs and symbols

e Work reports

e Electronic text and data
o Numbers and statistics

¢ Manufacturer's instructions

e Organisational goals and objectives

A
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All units

CPPSEC200TA

CPPSEC2004A

CPPSEC2005A

vV V. V V V V V V V V V V V V V

V

Assignment instructions need to be read to gather infortion about the job
Checked means comparing one document with another for differences etc
Diagrams can be included in assignment instructions (eg maps)

Emails from team members need to be read

Exchange information includes written notes etc

Identified means reading to understand work requirements

Receiving and checking information means reading it for meaning
Legislative requirements need to be read to understand compliance
Licensing requirements need to be read to understand compliance

Notes and written nessages are written by others, eg handover notes
OHS requirements need to be read to understand compliance, duty of care
Organisational requirements need to be read to understand compliance
Procedures need to be read so that they can be followed

Signs and symbols convey safety information and need to be read

Work reports (eg shift notes, hazard reports etc) need to be read

A range of text and data, numbers and statistics may need to be redter
in hard copy or on a computer

Manuf acturerods instructions need
correctly and safely

Organisational goals and objectiveseed to be read to understand how the worker «
contribute to these in their security activities
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Table 2
Unit requirements How these relate to the workplace
« Basic workplace documentation All units > Workplace documentation varies including filling out time sheets, leave
« Documented forms, shift logs, hazard reports etc
e Electronic or paper-based reporting and > Documented relates to writingasicobservations, details of work activities ef
information management systems . . T . .
> Repmrting systems involve writing information by hand, or using a

e Emails t
« Incident report forms computer

e Information is recorded Emails can be used to communicate basmormation , egrequest time off

e Information is presented Incident report forms are completed by hand

* Legal purposes Basic information is presented using a computeeg task list
* Notebooks

vV V. V V

Using security notebooks to record details (time, date, location etc)

e Present concise information . . .
accuratelyto meet the basiequirements for evidence

e Report sheefs

« Risk or hazard nofificafion > Security notebooks arased to record informatiorwhile on the job
o Shift logs > Risk or hazard notification involves completing standard proformas
¢ Suitable format, language and structure > Report sheets include standard proformas such as incident reports etc
e Written information meets organisational
standards
« Databases CPPSEC2001A | > Using electronic databases to record client information, rosters etc

A
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Call signs and codes
Check information with relevant persons

Clear and concise language appropriate to the

audience
Communication channels
Confirmed

Discussed

Courteous and reflects understanding and
respect

Equipment

Feedback

Information is received

Language concepts familiar to young people
Notified

Obtain verbal information

Phonetic alphabet

Questioning

Relate to people

Relevant persons

Request

Reported

Risk or hazard notification and confrol
Summarise understanding

Use active listening skills

Using appropriate communication techniques
(conftrol tone, phone technique)

Using questioning to check understanding

A
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Table 2

Unit requirements How these relate to the workplace

Call signs/ codes involveise ofverbal communicationand equipment such
as a mobile phone, pager or tway radio as well as the phonetic alphetb
Checking requires questioning people to confirm details

Communication channels refer to speaking to the right people to get
agreement, authority for work eté mainly supervisors

Discussng relates to talking about work issues with a range of people, eg

status of work tasks or OHS issues with colleagues or supervisecurity
serviceswith a client, ordiscussing a problem with a member of the public

Relating to people and use obmmunication techniquesreferto tone of voice,
formality of language, béng non-aggressivegcourteous and showing
understanding and respect

Questioning refes to questioning skills to elicit information from others, eg
when assisting members of the public or people in distress

Summarising understanding is checkingwhat someonkas said toensure
understanding, egwhen receiving assignment instructions and job details
Clearand concise language must be useehen providing details to
emergency services or requesting baak support to a physical locatioatc
Organising work tasks by using a phoneo arrange handoveor a vehicle
Reporting is verbal and relates to reporting factual details over the-twmay
radio, mobile phone or fate-face to someone

Risk or hazard notification or reporting may require speaking to the client,
members of the public, authorities or a supervisogive specific information
about the location and characteristics of a risk/hazard

Risk control can include negotiating with someone to defuse conflict

Feedback can be verbally given or sought from team niems, supervisor,
clients etc, eg in team discussions when looking to improve performance
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Numeracy

Table 2

Unit requirements How these relate to the workplace

o Meetings
e Sought and encouraged

e Counselling
e Debriefing
e Security response

e Encouragement
¢ Input of team members is encouraged

e Confirm needs and expectations
e Encouragement and support is given

e Estimate time to complete work tasks
e Promptly

e Within designated timeframes

e Resources and budget

CPPSEC2002A

CPPSEC2004A

CPPSEC2005A

CPPSEC2006A

All units

>

>

Meetings involve discussion with t&m members and OHS representatives

Sought and encouraged involves giving team members feedback on safety
procedures

Counselling requires speaking about own health, stress or woglated issues
Debrieing involves oneto-one or group discussion

Security response could involve negotiation

Encouragement means using language to encourage and support team
members

Language is also used to encrage others to talk about work processes etc

Confirming means speaking with a supervisor or team member to clarify
what needs to be done, or job details

Encouragement means usig language to encourage and support team
members

Workers needhn ability to calculate time, eg for shifts, individual work
tasks, time of marticular events and to respond promptly or provide reports
which meet deadlines

Some basic calculabn relating to use ofwork resources is required

A
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Mapping the core skills for work to the ACSF

Once Joe's trainer had a picture of the core skills within the units and how these are applied
to the job, he simply needed to understand the ACSF levels involved.

o Template 3: Work skills mapping.

Joe's frainer reviewed the ACSF performance levels and example activities within
ACSF Appendix 2 as a guide to decide the ACSF levels for Joe's job, and

Under each skill area, he looked across three performance levels to decide an appropriate
level for particular work tasks. Table 3 below gives examples of how this is done using the
core skills of ‘Oral Communication’, ‘Writing’" and ‘Numeracy’.

ACSF Appendix 2 performance levels

Trainer’s analysis of how core skills

Table 3

Decision

and examples for Oral Communication

Level 2

Listens to short, explicit instruction to learn
new procedures needed to complete a
fask, eg to use a piece of machinery in the
workplace, use a computer program

Level 3

Participates in an oral exchange requiring
some negotiation, eg responds to specific
enquir ies, complaints, problems with
clients or customers

Level 4

Level 1

Presents issue/agenda item in a class or
workplace meeting, and furthers group
understanding of relevant ideas through
constructive engagement in subsequent
discussion

ACSF performance levels

and examples for Writing

Writes routine, familiar workplace-specific
vocabulary and abbreviations

Types own personal details info a
computer assisted learning program

Level 2

Writes a list of tasks to be completed by
other members of the group, eg roster,
action plan

Writes a brief message for a fellow worker
eg shift changeover note

Level 3

Writes clear sequenced instructions for
routine/everyday context, eg prepares
workplace timetable for start up and shut
down procedures

Uses email for day to day communication
eg to work colleague, to teacher, to a
friend

relate to workplace

> Reporting is verbal and relates

to reporting factual details
over the two-way radio,
mobile phone or face-to-face
to someone

> Summarising understanding is

checking what someone has
said to ensure understanding,
eg when receiving assignment
instructions and job details

> Negotiation means

cooperating to defuse any
conflict or control a potential
risk
Trainer's analysis of how core skills
relate to the workplace

> Incident report forms are

completed by hand

> Using security notebooks to

record details (time, date,
location etc) accurately to
meet the basic requirements
for evidence

> Basic information is presented

using a computer, eg task list

Level 3

Decision

Level2

A
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Table 3

ACSF performance levels Trainer’s analysis of how core skills .
Decision

and examples for Numeracy relate to the workplace

Identifies and compares familiar items,
their quantities, sizes and costs, eg
checks weight and/or length of product
against job ticket

Level 1 . )
Uses calendar to record information
related to community, workplace or > Workers need an ability to
public dates, eg class term dates, = RDOs, calculate time, eg for shifts,
culturally significant celebrations individual work tasks, fime of
particular events, and to
Accesses and compares information respond promptly or provide Levell
contained in two-column tables, eg reports which meet deadlines
Level 2 - . . .
calculates postage and fees for certified | > Some basic calculation relating
mail to use of work resources is
required

Works in a group to undertake a simple
survey and documents the results

Level 3 | including at least one everyday or

routine graph, eg a workplace survey of
wor kersé6 OHS knowl edg

Table 4 shows the levels allocated to the security units of competency by Joe's trainer.
Remember that these levels represent the cluster of units (not individual units of competency)
and are indicative only to illustrate the mapping process.

Template 4: Work skills summary was used for this exercise.

Table 4
E ecve 10 eqa 10r d o€ ard
Learning Reading Writing OoC Numeracy

> CPPSEC2001 A Communicate effectively in

the security industry
> CPPSEC2002A Follow workplace safety

procedures in the security industry
> CPPSEC2003A Work effectively in the

security industry 3 2 2 3 1

> CPPSEC2004A Respond to security risk

situation

> CPPSEC2005A Work as part of a security
feam

> CPPSEC2006A Provide security services to
clients

P N
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The diagram below shows how the mapping of Joe's job requirements to the ACSF looks
visually for the security cluster of units.
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ldentifying Joe's core skill
levels

Using an indicator tool

Following Joe's agreement to participate in a training program, his frainer asked to meet with
him for an informal interview and an opportunity to have Joe complete an application form.

During the interview, Joe's trainer learnt that Joe was 25 years old and had completed
secondary school to the Year 10 level. Joe had been in the workforce doing a range of jobs
since he left school, particularly in the hospitality industry. During the discussion, it became
evident that Joe had very good oral communication skills and was able to use initiative and
grasp new ideas quickly.

The trainer asked Joe to complete a standard proforma cover sheet plus an LLN indicator
tool. The tool had been designed by the frainer with a range of simple questions and
activities designed around each of the core skill areas. Joe's trainer had used the following
to develop an indicator tool:

e His own analysis of workplace requirements (see Table 3 above), and summary of
ACSF levels required for Joe's work (see Table 4 above)

e ACSF Appendix 2 as a guide to the sorts of tasks needed for the job at each ACSF
level

o Attachment 2: Sample LLN activities to guide the types of questions which could be
included in the indicator tool

e Template 5: LLN activities to design his own questions and activities for the indicator
tool which were relevant to security work at the appropriate ACSF level

e Template é: LLN cover to develop the covering page of the indicator tool.

Joe's frainer had already mapped the requirements of the core units of the Certificate Il in
Security Operations qualification to the ACSF. He suspected Joe would need some help with
his writing skills. A copy of Joe's completed cover sheet is shown on the next page.

P N
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Title of training program: CPP20207 Certificate Il in Security Operations

Personal details

Full name: : 5M \_T—H
) {
Sudi e

Méz|

Address:
Date of birth: = 2483
Telephone: 0 4175 L Cl4 | Email: ) L@ § s Lo AU

Education details

What the highest level leted at school?
at was the highest level completed at schoo “Léwv ( Q
In what year did you leave school? \(’\ o (Ll
Have you studied since you left school? Yes O No D/
If yes, please provide details below.
Course/qualification details: Period of study:

Training and assessment program

Do you think you will need any support to complete the training and assessment program? If so, please describe.

NY

Briefly explain what you hope to achieve from the training:

T LE D WIVE 4 o seunty gvavy Ad |Kon/ +0
- — : - . 74

Hho THIC 77 il reit m\}{im ;pa/vhguvtb}

KoLt [ WAL '

l\/\D!C‘& % C\(;'/\*(,\\,"(/ "H/\e ’—'\S'EV‘\ LL," ('-\/V\ Wa(f (‘
P\L’( ""‘ /f;b”.\/; (Z’//j ‘,a/%‘[{ ¢ ?u[’\//} /
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Mapping Joe's skills to the ACSF

The results of Joe's LLN screening were summarised against levels of core skills within the ACSF.
As with the work requirements, Joe's trainer did this by comparing performance levels and
example applications using ACSF Appendix 2. The summary in Table 5 below was prepared
using Template 7: Learner skills summary to summarise Joe's skills against the ACSF.

Table 5

LEARNERGSJIJNAMES mMi t h ( Btylfttd 6 n Secur e

Summary of ACSF alignment of

. learner’s skills
Core skills Comments

Level 2 |Level 3 |Level 4 |Level 5

Shows good initiative and judgement and
Learning \Y/ capacity for reflection and understanding new
ideas.

Locategelevant information, can read and

Reading v understand procedures and basic instructions
Writes basic messages and instructions and can
. complete basic proformaksowever has some
Writing \/

difficulty with presentation, grammar and
sentence structure.
Listens and respondswell to verbalrequests and

Oral L \V can explain technical procedures andformation
Communication t0 others

Good numeracy skills including calculation of
volume, depth, area etc

Numeracy \/

Joe's trainer used the information above to develop a spiky profile to visually present Joe's

core skill levels.
5

ACSF level of performance
/!
LY

LEARNING
READING
WRITING

MUMERACY

Core skill

ORAL COMMUNICATION
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Case study 1 e Security operations

Designing delivery and
assessment to support Joe

Analysing skills gaps

Now that Joe’s trainer had analysed the work requirements within the security cluster of units,
as well as Joe's own core skill levels, he was able to identify a key skills gap. By visually
comparing the profile of the job with Joe's own spiky profile, this gap was highlighted in the
area of writing.

While Joe had adequate learning, reading, and oral communication skills for the job, as well
as numeracy skills over and above job requirements, his writing would need some assistance
to help him to successfully complete the program of training and assessment. This is
highlighted in the graph below.

ACSF level of performance
(]

READING
WRITING

o e
NUMERACY H

LEARNING

ORAL COMMUNICATION

Core skill

A
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Case study 1 e Security operations

Decisions about fraining and assessment
strategies to support Joe

Joe's trainer reviewed the training and assessment strategy for the Certificate Il in Security
Operations qualification. This program was to be delivered using mostly face-to-face
instruction in the training room with some simulation and role play fo provide relevant
vocational activities and experiences.

He knew from analysis conducted that the writing requirements of the core units of
competency related to:

I Workplace documentation varies including filling out time
sheets, leave formes, shiff logs, hazard reports etc

I Documented relates to writing observations, details of work
activities etc

I Reporting systems involve writing information by hand, or
using a computer

I Emails are written to communication information to team
members or supervisors eg requesting information or resources

I Incident report forms are completed by hand
I Information is recorded by hand or using a computer
I Information is presented using a computer

I Legal purposes means recording information accurately,
using clear, concise and appropriate language which meets
the requirements for evidence which can be presented in
court

I Notebooks are used to record information on the job

I Risk or hazard notification involves completing standard
proformas

I Report sheets include standard proformas such as incident
reports etc

I Using electronic databases to record client information,
rosters etc

A
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Case study 1 e Security operations

Joe's trainer also knew that he would need to integrate support for Joe's writing skills info his
usual training and assessment strategies for delivery of the security units of competency. In
planning delivery and assessment, he decided on a number of specific strategies to
accommodate Joe's development needs. These are shown on the next page.

Strategies to support Joe through delivery of the training program

1. Using a combination of delivery techniques including visual (PowerPoint), practical
(role-play), discussion and group tasks to cover underpinning knowledge and skills

2. Designing assessment processes which include observation and verbal questioning to
reduce the reliance on written testing

3. Making reasonable adjustments to the assessment process for Joe including designing
writften questions fo include short answer and multiple choice questions, and allowing
additional fime for Joe's written responses (see Altachment 3: Reasonable adjustments)

4, Enlisting the support of an LLN specialist to help Joe to improve his writing skills for a total
of five hours to be arranged separately from the tfraining sessions and at fimes to suit
Joe’'s personal and work commitments (see Attachment 4: LLN support models)

5. Using group activities to focus on developing note-taking and computer skills as key
requirements of the units of competency.

Joe's frainer used Template 8: T&A strategies to plan strategies to support Joe's development

of writing skills. Table 6 summarises some of these strategies.

Table 6
Workplace app. o . .
of core skills Training strategies Assessme fegies
Basic emailsare | © Use a visual aid to explain the purpose of > Design a simple email
prepared using email communication and any assessment task
computers organisational protocols > Allow extra fime for
o Visually list the main steps for preparing and completion
sending emails using Microsoft Outlook
software

e Provide task information which needs to be
listed in the emaiil

e Ask learners to work in pairs to check
information that needs to be included in the
email and to practice writing and sending

A
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Case study 1 e Security operations

Workplace app.
of core skills

Training strategies

Table 6

Assessment strategies

Accurate notes
are taken using
clear, concise
and appropriate
language which
meets basic
requirements for
evidence

Use visual aids to explain requirements for
taking notes which can be used as evidence
in court

Provide a DVD case study of a security
incident

Hand out a list of requirements for observation
and note-taking (eg time, date, who was
involved, what was observed etc)

Ask learners to work in pairs or in groups of
three to record details from the case study (eg
fime, date, location, description of people)

Have one person from each group report
back to the larger group about their findings,
any information that needs clarification,
difficulties they experienced etc

Provide an example of best practice in note
taking as a handout for future reference.

Incident report
forms are
completed by
hand

Provide handouts of a sample incident report
form

Allow discussion of the purpose of the forms
and requirements for their completion

Design a role play of a security incident, or
provide a DVD case study

Ask learners fo complete the form based on
the incident portrayed

Allow group discussion to check the
information provided in each category of the
proforma.

>

Design an assessment
scenario of a security
incident

Assess learner’s
underpinning knowledge
of requirements for
evidence and note-
faking, and procedures
for reporting incidents
using a combination of
verbal and short-answer
questions

Allow additional fime for
the learner to take notes
of the security incident
and then fo complete an
incident report form.
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