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[bookmark: _Toc129087380]Foundation skills
	[bookmark: _Hlk17994764]
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points

	[bookmark: _Hlk18481465]Foundation skills

	[bookmark: _Hlk19777304]I can draft and develop documents using appropriate format and language for context
	[bookmark: Text1]     
	     

	I can interpret and analyse written information from a range of sources
	     
	     

	I can read, interpret, communicate and abide by organisational policies and procedures
	     
	     

	I can actively reinforce own knowledge and skills by training, coaching or mentoring others
	     
	     

	I can interpret and comprehend mathematical information in my workplace.
	     
	     

	I have oral communication skills to speak with internal and external stakeholders
	     
	     

	I use active listening and questioning to seek information and confirm understanding
	     
	     




	I can interact and communicate with internal and external stakeholders to confirm requirements, seek guidance and share information
	     
	     

	I can build trust and positive working relationships and to show respect for the opinions and values of others
	     
	     

	I have the ability to engage, collaborate and motivate others 
	     
	     

	I can use digital applications to access, organise, integrate and share relevant information in effective ways
	     
	     

	I can plan, organise and implement complex tasks required to achieve required outcomes
	     
	     

	I can anticipate potential problems and implements contingency plans as soon as warning signs are recognised
	     
	     

	I can use analytical processes to evaluate options, and aid in problem-solving and decision-making
	     
	     

	I can use formal and informal processes to monitor the implementation of decisions and reflect on outcomes
	     
	     

	I understand the legal and ethical responsibilities of my role
	     
	     


The above foundation skills matrix is to be provided to all students every time.
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[bookmark: _Toc73517795][bookmark: _Toc99720755][bookmark: _Toc129087381]BSBLDR413 Lead effective workplace relationships 
This unit describes the skills, knowledge and outcomes required to use leadership to promote team cohesion. It includes motivating, mentoring, coaching and developing the team and forming the bridge between the management of the organisation and team members.
The unit applies to team leaders, supervisors and new or emerging managers where leadership plays a role in developing and maintaining effective workplace relationships. It applies in any industry or community context. At this level work will normally be carried out within routine and non-routine methods and procedures, which require planning, evaluation, leadership and guidance of others.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have identified work team objectives according to organisational strategy.

	     
	     
	     
	     
	     




	I have collected and analysed information for the achievement of work tasks.
	     
	     
	     
	     
	     

	I have shared ideas and information with relevant internal and external stakeholders according to work tasks.
	     
	     
	     
	     
	     

	I have developed strategy for completion of work tasks in. collaboration with my work team.
	     
	     
	     
	     
	     




	I have identified and implemented methods to facilitate collaboration to complete work tasks.
	     
	     
	     
	     
	     

	I have supported colleagues experiencing difficulties fulfilling work requirements.
	     
	     
	     
	     
	     

	I have managed conflict constructively within the organisation’s processes and parameters of own my role.
	     
	     
	     
	     
	     




	I have communicated work progress to relevant internal and external stakeholders
	     
	     
	     
	     
	     

	I have sought feedback on relationship management for work tasks from relevant stakeholders.
	     
	     
	     
	     
	     

	I have analysed feedback on relationship management.
	     
	     
	     
	     
	     

	I have evaluated personal performance in leading workplace relationships.
	     
	     
	     
	     
	     

	I have identified areas of improvement for leading workplace relationships future work tasks.
	     
	     
	     
	     
	     





[bookmark: _Toc129087382]BSBHRM415 Coordinate recruitment and onboarding
This unit describes the skills and knowledge required to develop and implement strategies to source candidates and to assess their suitability for available positions. The unit applies to individuals working in a human resources job role, as well as those for whom recruitment and onboarding are part of their broader duties.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have coordinated the recruitment and onboarding of at least two candidates.
	     
	     
	     
	     
	     

	I have prepared job descriptions that accurately reflect the role requirements, according to organisational policies and procedures, legislation, codes, national standards and work health and safety (WHS) considerations.
	     
	     
	     
	     
	     

	I have implemented strategies to source candidates.
	     
	     
	     
	     
	     

	I have conducted preliminary screening, interviewing and selection activities for candidates and prepared recommendations.
	     
	     
	     
	     
	     




	I have consulted with managers to gain approvals to undertake the recruitment, selection and induction of employees.
	     
	     
	     
	     
	     

	I have developed selection criteria and interview questions in consultation with relevant personnel.
	     
	     
	     
	     
	     

	I have scheduled interviews and advised relevant people of times, dates and venues.
	     
	     
	     
	     
	     

	I have participated in interviews and other selection techniques including assessing candidates against selection criteria to short list them.
	     
	     
	     
	     
	     

	I have obtained referees' reports for candidates.
	     
	     
	     
	     
	     

	I have provided feedback to candidates.
	     
	     
	     
	     
	     

	I have secured the preferred candidate’s agreement and provided them with an employment contract and other necessary documentation.
	     
	     
	     
	     
	     

	I have advised other staff of the successful candidate and organised the new staff members induction including administrative requirements for payroll.
	     
	     
	     
	     
	     

	I have coordinated the successful onboarding for at least two candidates.
	     
	     
	     
	     
	     



[bookmark: _Toc73517796]

[bookmark: _Toc73517797][bookmark: _Toc129087383]BSBHRM417 Support human resources functions and processes
This unit describes the skills and knowledge required to support work across a range of human resource functional areas. The unit applies to individuals who require a broad understanding of human resource functions, associated policy frameworks and the administrative requirements to support these functions and policies.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have reviewed business strategy and human resource strategy, clarified human resource issues for review, and documented the scope of the review.
	     
	     
	     
	     
	     

	I have undertaken research into human resources functions, reviewed research findings and used technology to collect and analyse workforce data.
	     
	     
	     
	     
	     

	I have prepared reports reviewing key human resource functions applying all ethical, organisational and legislative considerations and developed recommendations for change.
	     
	     
	     
	     
	     




	I have actively supported key human resources functions and/or processes on at least two occasions.
	     
	     
	     
	     
	     

	I have reviewed human resources policy and procedures frameworks,  analysed their strengths and weaknesses and ensured their compliance with legislation, regulations, standards and ethical practices.
	     
	     
	     
	     
	     




	I have assessed possible change barriers and identified options for change relevant to the organisations culture.
	     
	     
	     
	     
	     





[bookmark: _Toc73517840][bookmark: _Toc75168930][bookmark: _Toc129087384]BSBOPS504 Manage business risk
This unit describes skills and knowledge required to manage risks in a range of contexts across an organisation or for a specific business unit or area in any industry setting. It applies to individuals who are working in positions of authority and are approved to implement change across the organisation, business unit, program, or project area. They may or may not have responsibility for directly supervising others.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have led at least one risk management process for an organisation or work area.
	     
	     
	     
	     
	     

	I have analysed information from a range of sources to identify the scope and context of the risk management process including stakeholder analysis, political, economic, social, legal, technological and policy context, current arrangements, objectives and critical success factors for the area included in scope.
	     
	     
	     
	     
	     

	I have consulted and communicated with relevant stakeholders to identify and assess risks, determine appropriate risk treatment actions and priorities and explain the risk management processes.
	     
	     
	     
	     
	     

	I have developed and implemented action plans to treat risks.
	     
	     
	     
	     
	     

	I have monitored and evaluated action plans and risk management processes.
	     
	     
	     
	     
	     

	I have maintained a range of risk management documentation and ensured that it is appropriately stored.
	     
	     
	     
	     
	     




[bookmark: _Toc75168938][bookmark: _Hlk74933603][bookmark: _Hlk74932733][bookmark: _Toc129087385]BSBSUS511 Develop workplace policy and procedures for sustainability
This unit describes the skills and knowledge required to develop and implement a workplace sustainability policy and to modify the policy to suit changed circumstances. It applies to individuals with managerial responsibilities who undertake work developing approaches to create, monitor and improve strategies and policies within workplaces and engage with a range of relevant stakeholders and specialists. No licensing, legislative or certification requirements apply to this unit at the time of publication.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have scoped and developed organisational policies and procedures that comply with legislative requirements and support the organisation’s sustainability goals including
minimising resource use, resource efficiency, reducing toxic material and hazardous chemical use, employing life cycle management approaches and continuous improvement.
	     
	     
	     
	     
	     

	I have made recommendations for policy options based on likely effectiveness, timeframes and cost.
	     
	     
	     
	     
	     




	I have agreed to appropriate methods of implementation, outcomes and performance indicators.
	     
	     
	     
	     
	     

	I have planned and implemented sustainability policy and procedures including agreed outcomes,
performance indicators, activities to be undertaken, 
assigned responsibilities and
record keeping, review and improvement processes.
	     
	     
	     
	     
	     

	I have consulted and communicated with relevant stakeholders to generate engagement with sustainability policy development, implementation and continuous improvement.
	     
	     
	     
	     
	     

	I have monitored records to identify trends that may require remedial action and used these to promote continuous improvement of performance.
	     
	     
	     
	     
	     

	I have reviewed and improved sustainability policies.
	     
	     
	     
	     
	     



[bookmark: _Toc98830941]

[bookmark: _Toc129087386]CHCDIV001 Work with diverse people
This unit describes the skills and knowledge required to work respectfully with people from diverse social and cultural groups and situations, including Aboriginal and/or Torres Strait Islander people. This unit applies to all workers. The skills in this unit must be applied in accordance with Commonwealth and State/Territory legislation, Australian/New Zealand standards and industry codes of practice.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have undertaken a structured process to reflect on own perspectives on diversity identifying my own social and cultural perspectives and biases.
	     
	     
	     
	     
	     

	I have recognised and respected the needs of people from diverse social and cultural backgrounds in a range of different situations
	     
	     
	     
	     
	     

	I have contributed to the development of work place and professional relationships based on appreciation of diversity and inclusiveness and used work practices that make environments safe for all.
	     
	     
	     
	     
	     




	I have selected and used appropriate verbal and non-verbal communication when working with persons from diverse backgrounds and situations to establish, develop and maintain effective relationships, mutual trust and confidence.
	     
	     
	     
	     
	     

	I have recognised situations where misunderstandings may arise from diversity and language barriers and have used effective barriers and formed appropriate responses.
	     
	     
	     
	     
	     

	I have sought assistance from interpreters or other persons according to the communication needs of stakeholders.
	     
	     
	     
	     
	     

	I have sensitively resolved differences, taking account of diversity considerations and addressed any difficulties with appropriate people seeking assistance when required.
	     
	     
	     
	     
	     


[bookmark: _Toc98831026]


[bookmark: _Toc129087387]BSBOPS404 Implement customer service strategies
This unit describes the skills and knowledge required to advise, carry out and evaluate customer service strategies.
The unit applies to individuals who have well developed skills and a broad knowledge of customer service strategies for addressing customer needs and problems. Individuals may provide guidance or delegate work related tasks to others.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have developed, communicated and implemented at least two strategies to improve customer service delivery including budgeting, documentation and follow up.
	     
	     
	     
	     
	     

	I have promoted the strategies to relevant staff.
	     
	     
	     
	     
	     

	I have consulted with a range of stakeholders to develop customer service strategies and reviewed their satisfaction with implemented strategies.
	     
	     
	     
	     
	     

	I have actioned procedures to resolve customer difficulties and complaints according to organisational requirements.
	     
	     
	     
	     
	     

	I have reported on customer feedback and complaints.
	     
	     
	     
	     
	     

	I have prepared conclusions and recommendations on future directions of client service strategies.
	     
	     
	     
	     
	     

	I have monitored systems, records and reporting procedures for changes to customer satisfaction.
	     
	     
	     
	     
	     



[bookmark: _Toc98830863]

[bookmark: _Toc129087388]HLTCCD003 Use medical terminology in health care
This unit describes the performance outcomes, skills and knowledge required to apply an understanding of medical terminology to interpret clinical documentation and communicate with health care professionals. This unit applies to health care professionals who are responsible for interpreting patient clinical information for the purposes of providing health care services. Work may be performed as an individual or as part of a team under limited supervision.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have analysed and interpreted medical terms by identifying and dividing into constituent parts.
	     
	     
	     
	     
	     

	I have built medical terms using constituent parts.
	     
	     
	     
	     
	     

	I have interpreted clinical abbreviations and acronyms in clinical documentation.
	     
	     
	     
	     
	     

	I have documented medical terms accurately, including singular and plurals of medical terms.
	     
	     
	     
	     
	     

	I have articulated medical terms correctly.
	     
	     
	     
	     
	     

	I have used appropriate medical terminology in written and oral communication.
	     
	     
	     
	     
	     




	I have interpreted medical terminology to identify sources and types of information in patient health care records.
	     
	     
	     
	     
	     

	I have analysed patient health care records applying an understanding of medical terminology to determine reason for episode of care.
	     
	     
	     
	     
	     

	I have analysed patient health care record applying an understanding of medical terminology to determine surgery and intervention performed.
	     
	     
	     
	     
	     




HLTWHS003 Maintain work health and safety 
This unit describes the skills and knowledge required to implement and monitor work health and safety (WHS) policies, procedures and work practices as part of a small work team. This unit applies to workers who have a key role in maintaining WHS in an organisation, including duty of care for other workers.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have identified existing and potential hazards and recorded them according to workplace procedures
	     
	     
	     
	     
	     

	I have contributed to the development of strategies for implementing risk controls in line with workplace procedures and policies
	     
	     
	     
	     
	     

	I have implemented risk controls in line with the hierarchy of risk control and workplace and legislative requirements
	     
	     
	     
	     
	     

	I have identified and reported issues with risk controls, including residual risk, in line with workplace and legislative requirements
	     
	     
	     
	     
	     

	I have regularly provided information about WHS policies and procedures to the work team
	     
	     
	     
	     
	     

	I have provided information about identified hazards and the outcomes of risk assessment and risk controls to the work team
	     
	     
	     
	     
	     

	I have monitored housekeeping practices to ensure that WHS policies and procedures are followed
	     
	     
	     
	     
	     

	I have maintained WHS incident records in the work area according to workplace procedures and legislative requirements
	     
	     
	     
	     
	     

	I have supported workplace consultative procedures by encouraging work team participation in consultative activities
	     
	     
	     
	     
	     




	I have reported health and safety issues in line with workplace procedures and legislative requirements
	     
	     
	     
	     
	     

	I have encouraged and assisted work team members to contribute to WHS
	     
	     
	     
	     
	     





[bookmark: _Toc129087389]CHCLEG001 Work legally and ethically
This unit describes the skills and knowledge required to develop and implement a workplace sustainability policy and to modify the policy to suit changed circumstances. It applies to individuals with managerial responsibilities who undertake work developing approaches to create, monitor and improve strategies and policies within workplaces and engage with a range of relevant stakeholders and specialists. No licensing, legislative or certification requirements apply to this unit at the time of publication.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have identified, accessed and interpreted sources of information about the legal requirements that apply to the work role
	     
	     
	     
	     
	     

	I have identified the scope and nature of own legal rights and responsibilities
	     
	     
	     
	     
	     

	I have adhered to legal requirements in work practice according to workplace policies and procedures and scope of role
	     
	     
	     
	     
	     

	I have recognised potential or actual breaches and report according to organisation procedures
	     
	     
	     
	     
	     

	I have identified, accessed and interpreted sources of information about the ethical responsibilities that apply to the work role
	     
	     
	     
	     
	     

	I have identified the scope and nature of own ethical responsibilities
	     
	     
	     
	     
	     

	I have met ethical responsibilities according to workplace policies and protocols, and scope of role
	     
	     
	     
	     
	     

	I have recognised potential ethical issues and dilemmas, and discuss with an appropriate person
	     
	     
	     
	     
	     

	I have recognised own personal values and attitudes and taken into account to ensure non-judgemental practice
	     
	     
	     
	     
	     

	I have used effective problem solving techniques when exposed to competing value systems
	     
	     
	     
	     
	     

	I have recognised unethical conduct and reported to an appropriate person
	     
	     
	     
	     
	     

	I have recognised potential and actual conflicts of interest and taken appropriate action
	     
	     
	     
	     
	     

	I have identified situations where work practices could be improved to meet legal and ethical responsibilities
	     
	     
	     
	     
	     

	I have pro-actively shared feedback with colleagues and supervisors
	     
	     
	     
	     
	     

	I have identified and taken opportunities to contribute to the review and development of policies and protocols
	     
	     
	     
	     
	     





[bookmark: _Toc129087390]BSBMED305 Apply the principles of confidentiality, privacy and security within the medical environment
This unit describes the skills and knowledge required to apply principles and procedures relating to confidentiality, privacy and security to own work within the medical environment. It applies to individuals required to maintain confidentiality, privacy and security under legislation, and workplace policies and procedures in a medical environment. It covers working within accepted codes of conduct and following confidentiality, privacy and security provisions.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have ensured work is reviewed and approved by a health practitioner or senior administrator who has delegated tasks
	     
	     
	     
	     
	     




	I have kept records up-to-date and completed tasks as required, neatly, accurately and in a timely manner
	     
	     
	     
	     
	     

	I have sought clarification with relevant personnel of unclear or ambiguous procedures
	     
	     
	     
	     
	     

	I have treated patients, colleagues and health practitioners with respect
	     
	     
	     
	     
	     

	I have refered health related matters raised by patients back to medical practitioners
	     
	     
	     
	     
	     

	I have acted with honesty and integrity at all times
	     
	     
	     
	     
	     

	I have communicated conflict of interest or potential conflict of interest promptly to manager or supervisor
	     
	     
	     
	     
	     

	I have assessed information and requests for information with regard to what is and what is not disclosable
	     
	     
	     
	     
	     

	I have used discretion and judgement in all communications
	     
	     
	     
	     
	     

	I have discussed patient-related matters within the confines of the facility and with appropriate personnel only
	     
	     
	     
	     
	     

	I have sought advice and clarification with relevant personnel where potential confidentiality issues arise in dealings with patients, their families and others
	     
	     
	     
	     
	     

	I have stored and appropriately secured patient records and other confidential documentation
	     
	     
	     
	     
	     




	I have clearly labelled and stored securely according to organisational policies and procedures, all documents required by legislation to be stored for certain periods
	     
	     
	     
	     
	     

	I have ensured drugs, equipment and other materials potentially posing a work health and safety (WHS) threat to others are stored securely at all times
	     
	     
	     
	     
	     





[bookmark: _Toc129087391]CHCCCS020 Respond effectively to behaviours of concern
This unit describes the skills and knowledge required to respond effectively to behaviours of concern of people. Skills are associated with handling difficult incidents rather than managing ongoing behaviour difficulties. The unit applies to workers in any context exposed to difficult and challenging behaviour.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have identified behaviours of concern in line with work role and organisation policies and procedures
	     
	     
	     
	     
	     




	I have identified appropriate response to potential instances of behaviours of concern
	     
	     
	     
	     
	     

	I have ensured planned responses to behaviours of concern maximise the availability of other appropriate staff and resources
	     
	     
	     
	     
	     

	I have given priority to safety of self and others in responding to behaviours of concern
	     
	     
	     
	     
	     

	I have ensured response to instances of behaviours of concern reflect organisation policies and procedures
	     
	     
	     
	     
	     

	I have sought assistance as required
	     
	     
	     
	     
	     

	I have dealt with behaviours of concern promptly, firmly and diplomatically in accordance with organisation policy and procedure
	     
	     
	     
	     
	     

	I have used communication effectively to achieve the desired outcomes in responding to behaviours of concern
	     
	     
	     
	     
	     

	I have selected appropriate strategies to suit particular instances of behaviours of concern
	     
	     
	     
	     
	     

	I have reported incidents according to organisation policies and procedures
	     
	     
	     
	     
	     

	I have reviewed  incidents with appropriate staff and offered suggestions appropriate to area of responsibility
	     
	     
	     
	     
	     

	I have accessed and participated in available debriefing mechanisms and associated support and/or development activities
	     
	     
	     
	     
	     

	I have sought advice and assistance from legitimate sources as and when appropriate
	     
	     
	     
	     
	     





[bookmark: _Toc129087392]CHCCOM005 Communicate and work in health or community services
This unit describes the skills and knowledge required to communicate effectively with clients, colleagues, management and other industry providers. This unit applies to a range of health and community service contexts where workers may communicate face-to-face, in writing or using digital media and work with limited responsibility under direct or indirect supervision.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I have used verbal and non-verbal communication to enhance understanding and demonstrate respect
	     
	     
	     
	     
	     




	I have communicated service information in a manner that is clear and easily understood
	     
	     
	     
	     
	     

	I have confirmed the person’s understanding
	     
	     
	     
	     
	     

	I have listened to requests, clarified meaning and responded appropriately
	     
	     
	     
	     
	     

	I have exchanged information clearly in a timely manner and within confidentiality procedures
	     
	     
	     
	     
	     




	I have listened to, clarified and agreed timeframes for carrying out workplace instructions
	     
	     
	     
	     
	     

	I have identified lines of communication between organisation and other services
	     
	     
	     
	     
	     

	I have used industry terminology correctly in verbal, written and digital communications
	     
	     
	     
	     
	     

	I have followed communication protocols that apply to interactions with different people and lines of authority
	     
	     
	     
	     
	     

	I have identified early signs of potentially complicated or difficult situations and reported according to organisation procedures
	     
	     
	     
	     
	     

	I have identified actual constraints to effective communication and resolve using appropriate communication strategies and techniques
	     
	     
	     
	     
	     

	I have used communication skills to avoid, defuse and resolve conflict situations
	     
	     
	     
	     
	     

	I have complied with legal and ethical responsibilities and discussed difficulties with supervisor
	     
	     
	     
	     
	     

	I have referred any breach or non-adherence to standard procedures or adverse event to appropriate people
	     
	     
	     
	     
	     

	I have referred issues impacting on achievement of employee, employer and/or client rights and responsibilities
	     
	     
	     
	     
	     

	I have referred unresolved conflict situations to supervisor
	     
	     
	     
	     
	     

	I have completed documentation according to legal requirement and organisation procedures
	     
	     
	     
	     
	     

	I have read workplace documents relating to role and clarified understanding with supervisor
	     
	     
	     
	     
	     

	I have completed written and electronic workplace documents to organisation standards
	     
	     
	     
	     
	     




	I have followed  organisation communication policies and procedures for using digital media
	     
	     
	     
	     
	     

	I have used clear, accurate and objective language when documenting events
	     
	     
	     
	     
	     

	I have contributed to identifying and voicing improvements in work practices
	     
	     
	     
	     
	     

	I have promoted and modelled changes to improved work practices and procedures in accordance with organisation requirements
	     
	     
	     
	     
	     

	I have sought feedback and advice from appropriate people on areas for skill and knowledge development
	     
	     
	     
	     
	     

	I have consulted with manager regarding options for accessing skill development opportunities and initiate action
	     
	     
	     
	     
	     






[bookmark: _Toc129087393]HLTADM010 Facilitate a coordinated approach to client care
This unit describes the skills and knowledge required to provide instructions and information to clients, pro-actively follow up clients and liaise with other service providers to support a coordinated care approach. This unit applies to individuals who assist and work under the delegation of health.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I adhere to scope of own role in providing medical information according to regulatory requirements.
	     
	     
	     
	     
	     




	I read information and check its currency and accuracy prior to provision of information to clients.
	     
	     
	     
	     
	     

	I instruct and inform clients as per health professional request, ensuring consistency of message.
	     
	     
	     
	     
	     

	I have recalled clients as per practice protocols and health professional instructions.
	     
	     
	     
	     
	     

	I can interpret and manage the medical practice reminder system according to procedures.
	     
	     
	     
	     
	     

	I can monitor ‘did not attend’ clients and follow up according to organisational policies and procedures.
	     
	     
	     
	     
	     

	I can identify critical client appointments and follow up according to protocols if clients fail to attend.
	     
	     
	     
	     
	     

	I can accurately record communication with, and in regard to, clients.
	     
	     
	     
	     
	     

	I can ensure information exchange, including communication method, adheres to legislative requirements and industry standards.
	     
	     
	     
	     
	     

	I have facilitated information exchange programs designed to encourage and support client participation.
	     
	     
	     
	     
	     

	I can pro-actively identify and follow up missing information.
	     
	     
	     
	     
	     

	I can gather information about local service providers and health care programs and maintain its currency.
	     
	     
	     
	     
	     




	I have made service provider and health care program information readily available to colleagues.
	     
	     
	     
	     
	     

	I have liaised with other service providers and organised required care as per health professional request.
	     
	     
	     
	     
	     

	I have coordinated case discussions amongst providers, when required to support client care.
	     
	     
	     
	     
	     




	I can complete required documentation for referral as per health professional request.
	     
	     
	     
	     
	     

	I can provide complete and correct information to clients.
	     
	     
	     
	     
	     





[bookmark: _Toc129087394]HLTINF007 Implement and monitor infection prevention and control standards, policies and procedures
This unit describes the performance outcomes, skills and knowledge required to provide information about infection prevention and control procedures, integrate those procedures into work practices and monitor workplace performance. This unit applies to individuals working in a range of industry and work settings, who have a coordination, work group leadership or supervisory responsibility in relation to infection prevention and control.
	
	I have skills and knowledge in this area
(1 point)
	My supervisor, and/or other third party, will say that I can do these tasks (1 point)
	I have performed these tasks:
Rarely = 1 point
Sometimes = 2 points
Frequently = 3 points
	I can collect documents and evidence that show I have undertaken these tasks
(2 points)
	Total number of points

	I can identify and access basic principles and practices of infection prevention and control in the work setting.
	     
	     
	     
	     
	     

	I can use knowledge of current infection prevention and control information to explain requirements including roles and responsibilities to the work group.
	     
	     
	     
	     
	     

	I can demonstrate current infection prevention and control techniques in the work setting.
	     
	     
	     
	     
	     

	I can provide timely information and feedback to the work group and relevant stakeholders about potential and identified risks and the outcomes of infection risk assessments and audits.
	     
	     
	     
	     
	     

	I can provide opportunities for the work group to seek further information on workplace infection prevention and control principles, standards, priorities and techniques.
	     
	     
	     
	     
	     

	I can adapt communication to address the requirements of individual workers and work settings.
	     
	     
	     
	     
	     

	I can communicate with nominated infection prevention and control person, network or authority in relation to applicable infection prevention and control standards, policies and procedures.
	     
	     
	     
	     
	     

	I can implement agreed applicable infection prevention and control standards, policies and procedures with members of the work group in accordance with organisational policies and procedures.
	     
	     
	     
	     
	     

	I can provide information and support as required to ensure that individuals or the work group are able to implement applicable infection prevention and control practices.
	     
	     
	     
	     
	     

	I can adapt work procedures to reflect and incorporate required infection prevention and control practices.
	     
	     
	     
	     
	     

	I can address issues raised through work group and stakeholder feedback or refer to the appropriate personnel.
	     
	     
	     
	     
	     





	I can implement workplace procedures to address emerging and active infection prevention and control risks.
	     
	     
	     
	     
	     

	I can encourage colleagues to report infection risks and to improve infection prevention and control practices.
	     
	     
	     
	     
	     

	I can identify and report potential and actual infectious risks and events, including notifiable diseases, to relevant entities.
	     
	     
	     
	     
	     

	I can monitor infection prevention and control work practices to ensure compliance with standards, policies and procedures.
	     
	     
	     
	     
	     

	I regularly review and adjust work procedures and practices to improve infection prevention and control measures, considering the hierarchy of control.
	     
	     
	     
	     
	     

	I provide feedback and information to the work group and stakeholders on positive indicators of infection control activity and performance, compliance, changes in work procedures and practices, and infection prevention and control activity outcomes.
	     
	     
	     
	     
	     

	I respond to identified gaps in infection prevention and control measures to improve work procedures and practices and implement quality improvement strategies, or report to nominated personnel.
	     
	     
	     
	     
	     





	I complete documentation and report on infection prevention and control risks, incidents or potential breaches in accordance with standards, organisational policies and procedures.
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