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February 2017
Universal changes
· Ensured course code and title was transcribed correctly throughout
· Applied the Oxford comma writing style throughout
· Carried out spelling and grammar checks, making necessary changes
· Individual documents reset to V1.0
· Details of V5 specific changes on following pages.
Learner Guide
· Unit Mapping Information added to unit of competency
· [bookmark: _GoBack]Added chapter summaries at the beginning of each chapter (tied to Observation and Demonstration Checklists)
· Checked and updated references.
Assessor/Learner Workbooks
· Applied consecutive numbering style in the Assessor and Learner Workbooks
· Included new knowledge activities (Q&A) in Assessor and Learner Workbooks (and updated Assessment Matrix accordingly).
Learner Evidence
· Box reformatting.
PowerPoint
· Headings increased to size 44 (where this does not negatively affect appearance)
· Minor formatting adjustments
· Slide 61 – text within table reformatted.

V4 to V5 changes
RTO Materials has now introduced the V5 template to replace the old V4 format used in our units – all newly written units will now be done in this way.
The V5 format is designed to be simpler to use, more audit friendly and easier to understand.
Some of the changes are minor, some more substantial – we’ve put together this simple document to explain the changes and how they relate to the old format you are used to.
If you need any more assistance in understanding the V5 documents, please email tom@rtomaterials.com.au and he will be glad to help you further.
Documents are:
	Document
	For assessor
	For learner

	Assessment Matrix
	
	

	*Assessor Workbook
	
	

	*Cover Sheet
	
	

	*Learner Evidence
	
	

	Learner Guide
	
	

	Learner Workbook
	
	

	*Observation and Demonstration Checklists
	
	

	PowerPoint Slides
	
	

	Session Plan
	
	


 New document

The Assessment Criteria Document no longer exists; information required from this is absorbed into the Assessor Workbook and the Cover Sheet.
The Evidence Document is now the Learner Evidence.
The Instructor Workbook is now the Assessor Workbook.
Cover Sheet
This document is designed to be a ‘front page’ for the course. It lists the specifications and outlines the purpose of each document.


Assessment Matrix
This now has been simplified, in terms of mapping. 
‘Workbook Activities’ is the mapping for the main Learner Workbook activities.
‘Observations’ maps the third party and assessor observations in the ‘Observation and Demonstration Checklists’ document.
‘Summative Assessments’ covers the Summative Assessments in the Learner Workbook:
· Skills Activity
· Knowledge Activity
· Performance Activity.
Additional Evidence column is to be used by the assessor, to tick if additional evidence is provided by the learner
Session Plan
This has been simplified, with unnecessary boxes being removed. The format of sessions is unchanged, but it is now written as one session per page, rather than in a table.
It allows extra details to be filled in, such as reasonable adjustments and required equipment.
Learner Evidence
This is for the learner to provide details of evidence they will provide to the assessor. It can be evidence to support recognition of prior learning (RPL) or details of competency from a work situation. The assessor must then verify this information.
Assessor Workbook
This contains the answers to all of the Learner Workbook activities, as well as detailed instructions to the assessor.
It now contains additional instructions to the assessor about providing signed observations as evidence of completion for relevant activities.
Learner Workbook
This contains detailed instructions to the learner. It now contains additional instructions to the assessor and learner about providing signed observations as evidence of completion for relevant activities.
It also now has a checklist after each activity for assessor use – this should make it easier for the assessor to keep track of competency.
‘Summative Assessments’ have been introduced to replace the old Skills and Knowledge and ‘Major Activities. These are designed to be simpler and cover the specifications more efficiently.
Skills Activity – this covers all of the foundation skills. In units without explicit foundation skills, this activity is not required, as they will have been covered in the regular workbook activities.
Knowledge Activity – this covers all of the knowledge evidence
Performance Activity – this covers all of the performance evidence.
Workplace documents and supplementary questions sections are for use by the learner and the assessor.
Observation and Demonstration Checklists
Observation/demonstration sections for both third party and assessor are included.
Observations for third party and assessor will be the same (it depends which observation method is used).
The observations are now more detailed – for each observation, bullet points are given as guidance to show the third party/assessor what must be observe. They then have to fill in specific details about what was observed, when it was observed, outcomes etc.
The observations are now tied to the learner objectives (chapter summaries) in the Learner Guide.
PowerPoint Slides
This document is virtually unchanged, with a few unnecessary slides removed at the beginning and end.
Learner Guide
This document has had a few minor formatting changes and a few unnecessary pages removed also.
Chapter summaries have been added at the beginning of each chapter to clarify learner objectives.

