Case study /

Waste management

Dean O’'Reilly (fictitious character) has been
working in the waste management industry for
two years. After finishing school, he started
working for a local waste management business
(Waste-not Want-not).

Dean has decided that he would like to gain a
formal qualification and stay abreast of industry
developments to enhance his career prospects.
Dean has enrolled in the CPP30709 Certificate il
in Waste Management quadlification. By
participating in this qualification, he will learn about the operational principles of relevant
equipment, how to monitor and rehabilitate a waste site, and how to monitor, review,
evaluate, document and audit waste assessment data. He will also learn how to implement
and manage occupational health and safety and environmental procedures and
requirements as well as how to supervise staff.

Dean’s employer has put him in fouch with a Registered Training Organisation (RTO) and a
frainer who will be responsible for fraining and assessment processes throughout the
quadlification. Dean’s trainer has asked him to complete an enrolment form and a brief LLN
indicator tool, and conducted an informal interview to get an idea of Dean’s educational
background and a basic picture of his core skills. Dean’s frainer has also analysed two key
units of competency from the qualification to identify the core skills that they contain. This will
help him to understand whether Dean will need any support to develop core skills. The units
are:

e CPPWMT3041A Identify waste management industry operational requirements
e CPPWMT3044A Identify wastes and hazards

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

Step 1: Identify « |dentified the core skills from the waste management units of

- competency
Cor? Slfjl I 1|:S » Looked at what these really mean for work as a waste
requireator management officer
work  Mapped the identified core skills to the ACSF

Step 2: Identify
learner’s core
skill levels

¢ Used an indicator tool to identify Dean’s core skill levels
* Mapped these to the ACSF

. » Analysed the core skills gaps by comparing the skills needed for
Step 3: Design the training program with Dean’s current skills
delivery and  Made decisions about how his normal training and assessment
assessment strategies could integrate some support to help Dean to
develop the core skills he needed
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|dentifying core skills
required for work

Dean'’s frainer did three main things to identify the core
skills required for work as a waste management officer:

1. He identified the core skills from the waste management units of competency
2. He looked at what these really meant for work as a waste management officer
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 waste
management units of competency

Dean’s trainer looked closely at the two 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 o 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 Dean’s
trainer extracted from the two units of competency. At this point, the analysis was still based
on a unit-by-unit approach.
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UNIT: CPPWMT3041A Identify waste management indusiry operational requirements

LEARNING

e Assessed
e |dentified
e Non-conformances

o Opportunities for
development

e Planning
e Priorifise
o Self management

READING WRITING
Access e Process documentation
Codes of practice e Record information

Company pricing schedules
Company requirements
Identified

Information

Interpret

Legislation

Material safety data sheets
National standards

OHS requirements
Procedures

Regulations

Terms and conditions of
employment

Work requirements

e Reporting
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Table 1

ORAL COMMUNICATION

Consultation

Discussed

Follow instructions
Questioning

Reporting

Requesting advice/further
information

NUMERACY
e Self management
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UNIT: CPPWMT3044A Identify wastes and hazards

LEARNING

e |dentify
e Plan

e Potential hazards and
risks

e Priorifise
o Self management

READING

Emergency requirements
Hazard advice

Information

Interpret

Job sheet

Material safety data sheets
Procedures

Work requirements

WRITING

Detailed
Documenting
Listed

Noted

Outlined
Record keeping
Reporting

ORAL COMMUNICATION

Detailed

Follow instructions
Impart information
Informed

Listed

Noted

Outlined
Questioning
Reporting
Signalling

Use two-way radio and
mobile phone

Table 1

NUMERACY
e Self management

A
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Applying the core skills for work as a waste
management officer

The next step for Dean’s frainer 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 across the units. To
avoid duplication of resources and delivery processes, his trainer needed to dig a bit deeper.

To do this, Dean’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, within the core skill of Learning, the words
‘opportunities for development' in one unit, require the same learning skills as the word
‘potential hazards and risks' in the other, ie they require the learner to use initiative and
judgement. Likewise, ‘national standards’ in one unit, require the same reading skills as
‘regulations’ in another.

Another example relating to the core skill of Reading, are words which are common across
both units, such as interpret, material safety data sheets, procedures, information, regulations,
company requirements etc.

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

The left hand side of Table 2 on the next page shows the synthesised listing of core skills
identified within the units of competency. Dean’s frainer then analysed these further in the
context of waste management functions. The right hand side of the table shows how these
skills are actually applied when working as a waste management officer.

The analysis shows that across both units, there is some focus on the core skill of learning to
use self management skills, and initiative and judgement for a range of tasks such as
identifying risks and hazards, accessing opportunities for development and learning, assessing
types of waste to identify non-conformances, etc.

Reading and oral communication skills are also strong with a range of information relevant to
work activities needing to be read and interpreted or understood (eg procedures, pricing
schedules, legal requirements etc). As the learner will work in a feam environment, oral
communication skills are needed to share information, question others and report information
about hazards and risks and waste types/categories.

Writing and numeracy skills for both units, however, are less prominent and relate to more

generic functions such completing records and documentation, taking notes, and managing
fime.
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Table 2

Unit requirements How these relate to the workplace

o Assessed

e |dentified/identify

e Non-conformances

e Opportunities for development
e Planning/plan

e Potential hazards and risks

e Prioritise

e Self management

e Access

e Codes of practice

e Company pricing schedules
e Company requirements

e Emergency requirements

e Hazard advice

e |dentified

e Information

e Interpret

e Job sheet

e Legislation

e Material safety data sheets
e National standards

e OHS requirements

e Procedures

e Regulations

e Terms and conditions of employment
e Work requirements

Both units

Both units

>

Identifying information about the industry, work processes, materials and
procedures, including aspects of legislation, codes of practice and standar.
that need to be complied with.

Organisational and planning skills to prioritise and conduct work without
direct supervisiomat times andin compliance with various company,
legislative and OHS requirements and within required timeframes

Risks associated with identified hazards (such asiological products, blood
products, broken metl etcneed to be controlled in line with procedures

Opportunities for development and career progression need to be initjayed
talking to industry representativessupervisor etc)

Jdb information including instructions and proceduresfor identifying
wastes and hazardsare accessed, obtained, identified and interpreted using
reading skills

Documentation relevant tavastemanagement, and containing safety and
industry information, needdo beread and understood including:

applicable legislation, national standards, industry procedures, cod
of practice, company and OHS requirements

emergency procedures

industry news bulletins

information about waste characteristics and categories inding
hazardous and dangerous waste and neconforming waste

job sheets

material safety data sheets

pricing schedules

procedures for controlling riskéhazards (using hierarchy of control)
terms and conditions of employment

waste minimisation strategies

A
CPSISC»© Commonwealth of Australia 2009



Case study 7 ¢ Waste management

Table 2
Unit requirements How these relate to the workplace
o Detailed Both units > Recording, reporting, noting, detailing and outlining information in
e Listed written format or using a computeeg
e Noted
. Outlined - segregated waste types
e Process documentation/documenting - Job sheets ] )
« Record information/record keeping - hazard _reportsusmg prpforma documentation
« Reporting . cpptammants present in waste
- listing of non -conforming wasteetc
o Consultation Both units > Speaking and consulting with others (egndustry representatives, managetr,

o Detailed supervior,team leader, team members, cliehts:

¢ Discussed - identify, understand and share information relevant to waste
* Follow instructions management to ensure correct identification and categorisatior
e Impart information
eg waste stream
e Informed . . . .
. Listed - access latest industry information, standards and operational
o Noted requirements
e Outlined - identify opportunities for learning and development and future
e Questioning career prospects
¢ Reporting . raise awareness of environmental issues.
e Requesting advice/further information > Information and advice can be sought verbally (fage-face or over thievo-

* Signalling way radio or mobilgphone)
o Use two-way radio and mobile phone
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« Self management Both units > Basic arithmeticskills to calculate time taken to perform work tasks and to
ensure effective time management

Numeracy

A
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Mapping the core skills for work to the ACSF

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

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

o Template 3: Work skills mapping.

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 Learning, Writing and Numeracy.
Table 3

ACSF Appendix 2 performance levels Trainer’s analysis of how core skills .
Decision

and examples for Learning relate to workplace

Discusses learning goals with
supervisor and identifies possible
strategies to achieve

Arranges child care so can attend

Level 2 o

fraining course

Uses key words and search engine to

find information eg the oldest/biggest | > ldentifying information about the

building in world industry, work processes, materials
and procedures, including aspects

= ) o of legislation, codes of practice

Participates in quality improvement and standards that need fo be

processes in the workplace, complied with.

considering the priorities and

commitments of self and others > Organisational and planning skills o
prioritise and conduct work without

Devel_ops_ and uses personal ' direct supervision atf times and in

Level 3 organisation systems such as files, compliance with various company

notebooks, folders and checklists . . ’
legislative and OHS requirements Level3

Negotiates professional developme  nt and within required timeframes

plan aligned with personal and . . . .

workplace needs, and takes > Risks associated with identfified

responsibility for organising the formal hazards (such as biological

training component products, blood products, broken

metal etc need to be controlled in
line with approved procedures

Actively seeks feedback from others

as a way of improving performance > Opportunities for development and
(eg approaches peers, manager, career progression need to be
customers) initiated (by talking to industry

Uses a range of formal techniques to representatives, supervisor efc).

Level 4 | collaborate effectively with others to
complete a multi-layered research
fask

Keeps record of new technical terms
or procedures encountered through
independent study
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ACSF Appendix 2 performance levels

Table 3

Trainer's analysis of how core .
Decision

and examples for Writing

Writes routine, familiar workplace-specific
vocabulary and abbreviations

Types own personal details into a computer

skills relate to workplace

Level 1

down procedures

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

ACSF Appendix 2 performance levels

and examples for Numeracy

Estimates lengths of familiar objects using
metric units, eg a pers
fabric/ lengths of wood used in everyday
work

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

Uses calendar to record information related
to community, workplace or public dates

Level 1 | assisted learning program _ .
Uses calendar to record information related - Re?ordlgg]: rgrporfln%,
to community or public dates, e.g. class term noT:'ng, € fO' ng an .
dates, culturally significant celebrations outlining information in
written format or using a
computer eg:
. ted te t
Writes a list of tasks to be completed by other .seé; rehgo Te waste fypes
Level 2 members of the group, eg roster, action plan © Jobsheets ) Level2
Writes a brief message for a fellow worker eg : h?;%rr(:lnroeports using
shift changeover note P .
documentation
« contaminants present in
waste
Writes clear sequenced instructions for . listing of non-conforming
routine/everyday context, eg prepares waste etc
Level 3 workplace timetable for start up and shut ’
%

Trainer’'s analysis of how core

. Decision
skills relate to workplace

Level 2

Calculates cost of two items and estimates
change due after making a payment

Records numbers or quantities of materials
distributed or sales figures and dat a onto
spreadsheet or familiar workplace computers
or hand held devices

Accesses and compares information

contained in two -column tables, eg
calculates postage/fees for certified mail

> Basic arithmetic skills to
calculate time taken to
perform work tasks and to
ensure effective time
management

Level 2

Level 3

Uses appropriate technological devices to
measure and record data and report and act
on results, eg blood pressure machine,
micrometer, temperature gauge

Identifies and explains uses and application of
shape in different contexts, eg use of 2D and
3D shapes in house or building construction

A
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Case study 7 ¢ Waste management

Table 4 shows the levels allocated to the waste management units of competency by Dean’s
frainer. Remember that these levels represent the units as a grouping (nof 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
A SAAS € ea
O asrte anage e
Learning Reading Writing OoC Numeracy

o CPPWMT3041A Identify waste

management industry operational

requirements 3 3 2 3 2
o CPPWMT3044A Identify wastes and

hazards

The diagram below shows how the mapping of Dean’s job requirements to the ACSF looks
visually for the waste management units.
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|ldentifying Dean'’s core skill
levels

Using an indicator tool

Following Dean’s agreement to participate in a fraining program, his trainer asked to meet
with him for an informal interview and an opportunity to have Dean complete an application
form.

During the interview, Dean'’s tfrainer learnt that Dean is 20 years old and has worked in waste
management since finishing Year 12 at school. Dean would like to achieve a formal
qualification and further his career opportunities in the industry. From the discussion, it was
clear that Dean has very good oral communication skills and is keen to learn and stay
abreast of new tfechnologies and changes in the industry relating fo environmental issues.
After achieving the CPP30709 Certificate lll in Waste Management qualification, Dean would
like to undertake further learning to gain specialist waste management skills through the
CPP40909 Certificate IV in Waste Management.

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

e His own analysis of workplace requirements (see Table 3 above), and summary of
ACSF levels required for Dean’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

o« Template 5: LLN activities to design his own questions and activities for the indicator
tool which were relevant to waste management work at the appropriate ACSF level

o Template 6: LLN cover to develop the covering page of the indicator tool.

Dean’s trainer had already mapped the requirements of the units of competency to the
ACSF. He suspected Dean would need some help with his reading skills. A copy of Dean’s
completed cover sheet is shown on the next page.

A
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Title of training program: CPP30709 Certificate lil in Waste Management

Personal details

Full name: de an Okft",f (|\I

Company: waste-not Wanwt (oF

Address: A iVevse de Avive , C.’,L wolbve

Date of birth: I Décewhev 1a¢ ¢

Telephone: (417 LOS 4K \ Email: déﬂ“@ WA WA - (D .

Education details

What was the highest level completed at school? )
“1 € ow 1&_
In what year did you leave school? 100k
Have you studied since you left school? Yes D/ No [:]
If yes, please provide details below.
Course/qualification details: Period of study:
Su(&*’t{ (evinfrin 2007 - 3 dayy )
Truck dviving Sdhoo| (ed fvigd) 2007) -1 Aoy

Training and assessment program

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

NO- | shovd be gt

Briefly explain what you hope to achieve from the training:

[ hant- 10 get afowed Avalifcatoin so that— | cac
Keep [ErV VNG and e  Ciigbie for jobg
v J [ s
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Mapping Dean’s skills to the ACSF

The results of Dean’s LLN screening were summarised against levels of core skills within the
ACSF. As with the work requirements, Dean’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 Dean’s skills against the
ACSF.

Table 5

LEARNERG®S S Deravie : O §VRRasténbtiWant-not Pty Ltd)

Summary of ACSF alignment
of learner’s skills

Core skills
Level 1 | Level 2 | Level 3 | Level 4 | Level 5
Showsgood initiative and judgement
Learning \Vj and capacity for reflection and
understanding new ideas.
Can read andunderstand basicwork
Reading \Y documents including job sheetgprice
lists, safety noticesetc
Sentence structure fowriting
Writing \ messagestaking notes, completing
proformas etcis adequate
Oral Strong listening, questioning , and
Communication v verbal skills.
Can performan appropriateange of
Numeracy v basicmathematical applications.

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

Dean'’s core skill levels.
5

ACSF level of performance

LEARNING

READING

WRITING

Core skill

A
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Designing delivery and
assessment to support Dean

Analysing skills gaps

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

While Dean had adequate learning, writing, oral communication and numeracy skills for work
as a waste management officer (as expressed in the units of competency), his reading skills
would need some support to help him to successfully complete the program of fraining and
assessment at the Certificate lll level. This is highlighted in the graph below.
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Decisions about fraining and assessment
strategies to support Dean

Dean'’s frainer reviewed the training and assessment strategy for the waste management
units of competency. This program was to be delivered using some face-to-face (classroom)
instruction and a maijority of work-based training. He knew from analysis conducted that the
reading requirements of the units of competency related to:

€ Job information including instructions and procedures for identifying wastes
and hazards are accessed, obtained, identified and interpreted using
reading skills

€ Arange of documentation relevant fo waste management, and containing
safety and industry information, needs to be read and understood including:

applicable legislation, national standards, industry procedures, codes of
practice, company and OHS requirements

emergency procedures

industry news bullefins

information about waste characteristics and categories including
hazardous and dangerous waste and non-conforming waste

job sheets
material safety data sheets
pricing schedules

procedures for controlling risks and hazards (using the hierarchy of
control)

terms and conditions of employment
waste minimisation strategies
work requirements.

Dean'’s frainer also knew that he would need to integrate support for Dean’s reading skills into
his usual training and assessment strategies for delivery of the units of competency. In
planning delivery and assessment, he decided on some specific strategies fo accommodate
Dean’s development needs. These are shown on the next page.

A
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Strategies to support Dean through delivery of the training program

1. Enlisting the support of an LLN specialist fo provide Dean with some strategies to
improve his reading skills (ie to improve reading speed, reading for accuracy, and skills
in ‘skimming’ to identify critical text).

2. Ensuring delivery strategies do not focus on a requirement for reading by using visuals
and diagrams, and practical strategies such as role-plays and working in pairs or groups
(see Attachment 4: LLN support models)

3. Enlisting the support of a workplace mentor to help Dean to read and understand
information relevant to his work.

4, Making reasonable adjustments to the assessment process to allow Dean more fime o
read information and respond to written questions (see Altachment 3: Reasonable

adjustments).

Dean’s frainer used Template 8: T&A strategies to plan strategies to support his development

of reading skills. Table 6 provides an example of strategies devised to help Dean.

Workplace application of
core skills

Training strategies

Table é

Assessment strategies

Reading, interpreting and
understanding a range of
information and
documentation relevant to
waste management, and
containing safety and
industry information (eg
legislation, standards,
procedures, codes of
practice, company and
OHS requirements, etc)

Use visual aids to highlight the range of
work-related documentation and
methods for identifying crifical
information

Provide handouts for later reference
which highlight tips to improve reading
for understanding/accuracy, speed of
reading, critical reading etc

Ask learners to work in pairs to
participate in a practical exercise
where reading is required to allow
discussion of requirements to assist
accurate understanding, eg:

1. Provide a waste management
scenario including requirements for
identifying segregating wastes and
hazards based on relevant
company/legislative and OHS
guidelines

2. Ask learners to make notes of
waste characteristics, streams and
categories

3. Ask learners to decide the most
effective control method for
identified hazards

Provide examples of important
documentation relevant to waste
management to aid familiarisation
with key concepts

Design assessment
questions using plain
English and diagrams

Allow extra time for
completion of reading
tasks
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