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	Candidate Name:
	

	Organisation:
	

	Telephone:
	
	
	

	Email:
	


	PSPETHC401A

Uphold and support the values and principles of public service


Introduction

This is a core unit of competency in the PSP40904 Certificate IV in Government (Injury Rehabilitation Management) and covers the ethical conduct required of those in public service and the responsibility to encourage ethical conduct in others 

Being competent in this unit means being able to:

(
Contribute to an ethical public sector workplace

· Participate in ethical decision making. 

(
Self assessment
Answering the following questions will help you assess the level of your current skills and help you identify appropriate evidence for your portfolio.  
	(
Contribute to an ethical public sector workplace  

	Ask yourself the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Do I access Information on the ethical values and principles of the workplace, confirm my interpretation with others and apply the values and principles accordingly?
	(
	(
	(
	

	Do I discuss the application of ethical values and principles with senior management and colleagues to ensure common understanding and application?
	(
	(
	(
	

	Do I assist others to access and use public sector ethics, legislation and guidelines to ensure their work practices comply with requirements? 
	(
	(
	(
	

	Can I explain the differences between public sector ethics/values and personal beliefs/values to others to encourage understanding and compliance?
	(
	(
	(
	

	Can I identify hypothetical work practices that would constitute unethical conduct and discuss them with your work colleagues?
	(
	(
	(
	


	(
Participate in ethical decision making

	Ask yourself the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Do I identify real and potential ethical problems and use decision making processes to resolve or refer them in accordance with organisational policy and procedures?
	(
	(
	(
	

	Do I regularly access information to ensure my ethical knowledge is current?
	(
	(
	(
	

	Do I develop my ethical judgment through involvement in workplace discussions or ongoing professional development related to ethical standards and practices?
	(
	(
	(
	

	Do I support other staff to contribute to ethical discussions and problem solving to develop their ethical judgment?
	(
	(
	(
	


(
Examples of evidence 

The following list may provide guidance in identifying suitable evidence of your knowledge and skills.

· Records of one or more discussions with your line manager on ethical issues. Your notes should identify:

· the issue(s) discussed

· the workplace policies and procedures relevant to the discussion

· the reason for the discussion

· the common understanding reached

· any changes that resulted from this discussion.

· A copy of your workplace values statement (also known as ‘guiding principles’ ‘our beliefs’, ‘core values’, ‘vision and behaviour statement’ etc).  

Explain how you have:

·  
promoted these values to others

·  
assisted others comply with these behaviours.

· Minutes of one or more meetings where you raised an ethical issue and referred to appropriate policies/ legislation in resolving the matter.  (The minutes must clearly show that you either instigated the discussion or contributed significantly to the discussion.)

· A testimonial from your line manager describing how you have contributed to the creation of an ethical workplace.

· Testimonials from colleagues describing how you have supported them in resolving ethical problems.

· Evidence of ongoing professional development related to ethical standards and practices e.g. Statements of Attendance, program outlines, minutes of in-house meetings/committees focused on relevant issues.

· Copies of written communications you’ve sent to colleagues when supporting them on ethical matters.  This can take the form of:

· emails e.g. referring work mates to appropriate websites or policies and procedures

· suggestions/advice.

· A copy of workplace protocols for reporting unethical conduct with an explanation of when/ where you would lodge a formal complaint.

(
Portfolio of Evidence

If you have answered Yes to a question you should be able to identify examples of evidence to support this.  List details of the evidence that you have enclosed in a portfolio to submit with this booklet.

	Reference number
	Details of documents or other evidence that demonstrates your knowledge, skills and abilities.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


(
Work-based activity:


If you been unable to identify sufficient suitable evidence, you could consider undertaking a work based activity to assist you to demonstrate your skills.  Contact your course coordinator to discuss a suitable work based activity.  

	PSPGOV408A

Value diversity


Introduction

This is a core unit of competency in the PSP40904 Certificate IV in Government (Injury Rehabilitation Management) and covers promotion of the values of workplace diversity and the contribution it makes to effective work practices.

Being competent in this unit means being able to:

(
Promote the benefits of diversity

(
Contribute to diversity outcomes. 
(
Self assessment
Answering the following questions will help you assess the level of your current skills and help you identify appropriate evidence for your portfolio.  

	(
Promote the benefits of diversity 

	Ask yourself the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Do I analyse the diversity of the workgroup to identify the strengths and differences that benefit both staff and the organisation? 
	(
	(
	(
	

	Do I explain workplace diversity issues, benefits and risks to others using language and supporting material suitable to their needs and the situations they are likely to experience? 
	(
	(
	(
	

	Do I identify and promote diversity training and awareness programs to encourage and support others to appreciate the benefits of diversity? 
	(
	(
	(
	

	Do I ensure opportunities for leadership in, and advocacy of, workplace diversity initiatives are identified and utilised within own area of responsibility?
	(
	(
	(
	


	(
Contribute to diversity outcomes

	Ask yourself the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Do I check that currency is maintained in knowledge of diversity principles and practices that are applied in the workplace?
	(
	(
	(
	

	Do I assist others to access and use legislation, policy and guidelines to ensure work practices contribute to diversity benefits?
	(
	(
	(
	

	Do I ensure the development and use of a range of communication methods to respond to the diversity of the workplace and its clients? 
	(
	(
	(
	

	Do I develop targeted responses to the needs of the organisation's diverse client group/s? 
	(
	(
	(
	

	Do I provide feedback on diversity policies, strategies and practices to management? 
	(
	(
	(
	


(
Examples of evidence 

The following list may provide guidance in identifying suitable evidence of your knowledge and skills.

· Minutes of meetings where you have supported and promoted diversity or suggested ways of doing so.  Explain the circumstances surrounding your suggestion(s) and the outcome.

· Emails/memos you’ve sent to colleagues alerting them to training and professional development opportunities focusing on diversity issues.

· Copies of work plans you’ve created or helped to create (be it for your work team or clients) where individual strengths have been utilised to benefit the organisation.

· Copies of flyers/brochures, leaflets you’ve written supporting diversity.

· Letters or memos you’ve written to clients or colleagues promoting the organisation’s approach to diversity.

· A testimonial from your line manager, workplace access and equity officer or equivalent, describing the actions you’ve taken to promote the benefits of diversity.

· Documentary evidence that you have given feedback to your line manager/supervisor or workgroup about workplace diversity policies, practices or services (e.g. identifying where there were gaps or where practices needed to be upgraded).  This can be:

· a copy of a memo

· minutes from a meeting

· a diary entry (providing date, nature of discussion and the person’s response)

· a note from your manager responding to your comment etc.

· A performance appraisal or testimonial from your line manager identifying your contributions to diversity outcomes.

(
Portfolio of Evidence

If you have answered Yes to a question you should be able to identify examples of evidence to support this.  List details of the evidence that you have enclosed in a portfolio to submit with this booklet.

	Reference number
	Details of documents or other evidence that demonstrates your knowledge, skills and abilities.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


(
Work-based activity:


If you been unable to identify sufficient suitable evidence, you could consider undertaking a work based activity to assist you to demonstrate your skills.  Contact your course coordinator to discuss a suitable work based activity.  

	PSPLEGN401A

Encourage compliance with legislation in the public sector


Introduction

This is a core unit of competency in the PSP40904 Certificate IV in Government (Injury Rehabilitation Management) and covers the competency to encourage others (colleagues or those supervised) in the workplace to comply with legislation.  

Being competent in this unit means being able to:

(
Assist others to comply with legislation, and 

(
Act on non-compliance. 

(
Self assessment
Answering the following questions will help you assess the level of your current skills and help you identify appropriate evidence for your portfolio.  

	(
Assist others to comply with legislative requirements

	As yourself the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Do I regularly update my knowledge of the range of legislation and guidelines relating to the public sector workplace to ensure currency? 
	(
	(
	(
	

	Do I integrate various pieces of legislation to provide a framework and convey key requirements to others?
	(
	(
	(
	

	Do I use my work practices and procedures to provide a consistent model of compliance with legislative requirements relating to the public sector work environment?
	(
	(
	(
	

	Do I identify and convey to others the consequences of non-compliance with legislation? 
	(
	(
	(
	

	Do I assist others to locate and access current information on legislation and guidelines?
	(
	(
	(
	

	Do I encourage others to identify and obtain advice on apparently conflicting legislative requirements? 
	(
	(
	(
	


	(
Act on non-compliance

	Answer the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Do I Identify and discuss with others actions that might constitute breaches of legislation?
	(
	(
	(
	

	Do I act upon or promptly refer possible breaches of legislation to an authorised person/body in accordance with organisational procedures? 
	(
	(
	(
	

	Do I report and address inadequacies in workplace procedures which may contribute to non-compliance?
	(
	(
	(
	


(
Examples of evidence 

The following list may provide guidance in identifying suitable evidence of your knowledge and skills.

· A summary of two pieces of legislation relevant to your organisation along with an overview of the policies your organisation has developed to support them.  Provide practical examples (from each Act) of how your behaviour complies with these requirements.

· Records from meetings where government legislation and its application to your workforce were discussed (e.g. OH&S).  The records should demonstrate that you:

· played a key role in these discussions

· helped clarify misunderstandings

· directed your colleagues to appropriate guidelines or materials (e.g. websites, onsite documents etc)

· provided practical examples or case studies to aid understanding.

· Documents you’ve written  for clients, colleagues or new employees explaining key legislation affecting the operation of your workplace (e.g. a note to staff working in road maintenance informing them about new OH&S requirements and the organisation’s sun protection policy).

· A performance appraisal indicating your knowledge of current legislation, your integration of those principles into your work practice and your ability to explain the importance of the legislation (and compliance) to others.

· Minutes of meetings where government legislation has been discussed and you have:

· explained the consequences of non-compliance for the individual and the workgroup

· directed staff to current information relating to the legislation under discussion. 

(
Portfolio of Evidence

If you have answered Yes to a question you should be able to identify examples of evidence to support this.  List details of the evidence that you have enclosed in a portfolio to submit with this booklet.

	Reference number
	Details of documents or other evidence that demonstrates your knowledge, skills and abilities.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


(
Work-based activity:


If you been unable to identify sufficient suitable evidence, you could consider undertaking a work based activity to assist you to demonstrate your skills.  Contact your course coordinator to discuss a suitable work based activity.  

	PSPGOV422A

Apply government processes


Introduction

This is a core unit of competency in the PSP40904 Certificate IV in Government (Injury Rehabilitation Management) and covers the application of knowledge of government processes. This unit focuses on the need to monitor and respond to changes in structures and/or procedures; follow government protocols; and recognise lines of authority and responsibility within each individual workplace.

Being competent in this unit means being able to:

· Apply information relating to the Machinery of Government 
· Apply knowledge of organisational functions 

· Apply knowledge of protocols 

(
Self assessment
Answering the following questions will help you assess the level of your current skills and help you identify appropriate evidence for your portfolio.  
	(
Apply information relating to the Machinery of Government

	Ask yourself the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Do I identify access and apply up-to-date information relating to Machinery of Government relevant to work responsibilities? 
	(
	(
	(
	

	Do I identify ambiguity in the structure and function of the organisation or work area as a result of past, present or future Machinery of Government changes? Do I obtain advice and implement required work priorities for the transition period?
	(
	(
	(
	

	Do I manage role ambiguity as a result of past, present or future Machinery of Government changes in accordance with organisational directions?
	(
	(
	(
	


	(
Apply knowledge of organisational functions 

	Ask yourself the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Do I access and apply up-to-date information relating to the structure and functions of the organisation? 
	(
	(
	(
	

	Do I identify appropriate persons to ensure correct levels of authority are utilised to deal with responsibilities within the organisation?
	(
	(
	(
	

	Can I identify areas of work where delegations apply and confirm delegation levels within the organisation? 
	(
	(
	(
	

	Do I ensure approvals obtained in the workplace are in accordance with organisational delegations? 
	(
	(
	(
	


	(
Apply knowledge of protocols

	Ask yourself the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Can I identify access and apply up-to-date information relating to government protocols?
	(
	(
	(
	

	Do I observe protocols in dealings with other organisations and with persons from within and outside the organisation? 
	(
	(
	(
	

	Do I adhere to written protocols, formats and standards in writing government documents? 
	(
	(
	(
	


(
Examples of evidence 

The following list may provide guidance in identifying suitable evidence of your knowledge and skills.

· A list of websites and documents available within your workplace where you can obtain up‑to‑date information about different levels of government, processes and cycles.  Briefly explain how these processes directly impact on your work.

· Diary entries documenting changes in your work responsibilities resulting from government reviews and changes in departments/structures.  Explain the steps taken to clarify your role within the changed environment (This is only applicable to staff working in government agencies or departments that have been through significant organisational change).  

· A flow chart of your organisational structure beginning with your current Minister, Executive directors through to your workplace manager and supervisor.  Summarise the roles and responsibilities at each level.

· Copies of notes/materials you have written for new staff/other agencies to explain your organisation’s function and structure.

· A chart depicting the various levels of authority/delegations within your workplace (e.g. who is responsible for performance management, instituting disciplinary procedures, approving expenditure, media releases, casual employment etc).
· Documents you’ve written explaining organisational protocols (rules) e.g. summaries for new employees.

· A summary of two organisational protocols particularly relevant to your work.  Explain why they exist and how they affect your behaviour.

(
Portfolio of Evidence

If you have answered Yes to a question you should be able to identify examples of evidence to support this.  List details of the evidence that you have enclosed in a portfolio to submit with this booklet.

	Reference number
	Details of documents or other evidence that demonstrates your knowledge, skills and abilities.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


(
Work-based activity:


If you been unable to identify sufficient suitable evidence, you could consider undertaking a work based activity to assist you to demonstrate your skills.  Contact your course coordinator to discuss a suitable work based activity.  

	PSPPOL404A

Support policy implementation


Introduction

This is a core unit of competency in the PSP40904 Certificate IV in Government (Injury Rehabilitation Management) and covers the identification and application of policy in a public sector work environment.  This unit focuses on your ability to identify and access workplace policies, apply them to your work and monitor their effectiveness.  
Being competent in this unit means being able to:

· Identify relevant policy
· Implement policy
· Monitor and report on policy implementation 
(
Self assessment
Answering the following questions will help you assess the level of your current skills and help you identify appropriate evidence for your portfolio.  

	(
Identify relevant policy  

	Ask yourself the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Can I identify work situations that are shaped by government or organisation policy? 
	(
	(
	(
	

	Can I identify and locate policy relating to particular work situations? 
	(
	(
	(
	


	(
Implement Policy 

	Ask yourself the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Do I check that policy to be implemented is interpreted to identify and plan for changes in work practices? 
	(
	(
	(
	

	Do I make sure the implications of policy for individual work practices are identified, and practices are confirmed/ adjusted to reflect policy requirements? 
	(
	(
	(
	

	Do I support others affected by policy requirements to accommodate those requirements? 
	(
	(
	(
	

	Do I implement policy to support the achievement of outcomes intended in specific work areas?
	(
	(
	(
	


	(
Monitor and report on policy implementation

	Ask yourself the following questions and indicate your response accordingly.  
	Yes
	No
	?
	If you answer Yes, list examples of evidence you can provide

	Do I check information that will assist with the evaluation of the effectiveness of policy implementation is gathered, recorded and reported in accordance with organisational procedure?
	(
	(
	(
	

	Do I check information that will assist with the evaluation of the impact of policy implementation on organisational outcomes is gathered, recorded and reported in accordance with organisational procedures? 
	(
	(
	(
	


(
Examples of evidence 

The following list may provide guidance in identifying suitable evidence of your knowledge and skills.

· A copy of your job description/specification with the key policies relevant to each task listed and a note as to where they can be located.

· A performance appraisal citing your ability to identify policies relevant to all aspects of your work.

· Minutes of meetings where policies relating to specific work tasks have been discussed (e.g. OH&S; use of government resources; Freedom of Information).  The minutes should demonstrate your active participation to the discussion.

· A description of a major task recently undertaken with a list of all policies and procedures that influenced your planning and execution of this activity.  Specify where you located these materials.

· Copies of notes/emails you’ve prepared for colleagues or clients explaining the impact of a particular policy on work practices and noting where and how they can access support.

· Diary entries or a written report noting how you have implemented a specific policy in your workplace and the impact it had on your work practice.  Explain how this change affected your work outcomes.

· Documentary evidence that you have supported other staff in implementing policies in the workplace (e.g. via coaching, changes in work schedules, provision of additional written information or guidelines). 

· A copy of a workforce schedule outlining the implementation of a new or revised policy accompanied by a description of your role in this process.

· A copy of minutes from meetings reviewing the effectiveness of a particular policy.  The document should demonstrate that you played a major role in the discussion.

· A report you’ve written for your workgroup/management outlining the impact a policy has had on work performance.

· Diary entries describing the tasks you’ve undertaken to monitor the impact of a policy accompanied by a brief explanation of how you provided this feedback to management.

· Memos, emails or reports you’ve submitted to management suggesting positive refinements to a particular policy.  The material should contain a clear justification for your suggestions.

· Outlines of workshops attended that relate to changes in government policies (e.g. new reporting requirements)

(
Portfolio of Evidence

If you have answered Yes to a question you should be able to identify examples of evidence to support this.  List details of the evidence that you have enclosed in a portfolio to submit with this booklet.

	Reference number
	Details of documents or other evidence that demonstrates your knowledge, skills and abilities.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


(
Work-based activity:


If you been unable to identify sufficient suitable evidence, you could consider undertaking a work based activity to assist you to demonstrate your skills.  Contact your course coordinator to discuss a suitable work based activity.  

Third Party Report for PSP40904 Certificate IV in Government (Injury Rehabilitation Management)

This third party report is designed to be completed by someone who has worked with or observed the candidate in the workplace and is able to provide accurate and relevant information on their skills and knowledge.  If you are unsure of the candidate’s level of knowledge or experience in a particular area please indicate that you are unable to comment

	Candidate Name:
	

	Work Unit/Department:
	

	Agency:
	

	Location:
	

	Third Party Name:
	

	Relationship to Candidate:
	

	Duration of Relationship:
	


	Unit Code
	Competencies 
	

	PSPETHC401A
	Uphold and support the values and principles of public service 


	(

	PSPGOV408A
	Value diversity 


	(

	PSPLEGN401A
	Encourage compliance with legislation in the public sector 


	(

	PSPGOV422A
	Apply government processes 


	(

	PSPPOL404A
	Support policy implementation 


	(


Please answer the following questions to assist in determining the candidate’s current competence:

	PSPETHC401A Uphold and support the values and principles of public service
	yes
	no

	Does the candidate contribute to an ethical public sector workplace?

Does the candidate participate in ethical decision making?
	(
	(

	Please provide comments:


	PSPGOV408A Value diversity 
	yes
	no

	Does the candidate promote the benefits of diversity?

Does the candidate contribute to diversity outcomes?
	(
	(

	Please provide comments:


	PSPLEGN401A Encourage compliance with legislation in the public sector
	yes
	no

	Does the candidate assist others to comply with legislation?

Does the candidate act on non-compliance?
	(
	(

	Please provide comments:


	PSPGOV422A Apply government processes
	yes
	no

	Does the candidate apply information relating to the Machinery of Government?

Does the candidate apply knowledge of organisational functions?

Does the candidate apply knowledge of protocols?
	(
	(

	Please provide comments:


	PSPPOL404A Support policy implementation
	yes
	no

	Does the candidate identify relevant policy?

Does the candidate implement policy?

Does the candidate monitor and report on policy implementation?
	(
	(

	Please provide comments:


	Third Party Name:
	


	Position:
	


	Signature:
	


	Date:
	
/
/



	Candidate Name:
	


	Signature:
	


	Date:
	
/
/



1
1
25

