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INTRODUCTION
What Is Competency Based Assessment?
Competency based training is the recognised training method for vocational training. It is a style of
vocational education and training that places emphasis on what a person can do in the workplace as a
result of completing a program of training or based on workplace experience and learning.
Assessment is the process of collecting and recording evidence to support judgments on whether
competency has been achieved. The purpose of assessment is to confirm that an individual can perform the
standard expected in the workplace, as stated in the relevant endorsed competency standards.
The features of a competency based assessment are:
•
•
•
•
•
•

It is focused on what leaners can do and whether it meets the criteria specified by industry as
competency standards.
Assessment should mirror the environment the leaner will encounter in the workplace.
Assessment criteria should be clearly stated to the learner at the beginning of the learning process.
Assessment should be holistic. That is it aims to assess as many elements and/or units of competency
as is feasible at one time.
In competency assessment a learner receives one of only two outcomes. Competent (C) or Not Yet
Competent (NYC).
The emphasis in assessment is on assessable outcomes that are clearly stated for the trainer and
learner. Assessable outcomes are tied to the relevant industry competency standards where these
exist. Where such competencies do not exist, the outcomes are based upon those identified in a
training needs analysis.

The Principles of Assessment
Assessment must be valid
•
•
•

Assessment must include the full range of skills and knowledge needed to demonstrate competency
Assessment must include a combination of skills and knowledge with practical application
Assessment must include judgements based on evidence taken from a number of contexts and across
a number of occasions

Assessment must be reliable
•
•

Assessment must be reliable and must be reviewed regularly to ensure that assessors are making
consistent decisions
Assessors must be trained in national competency standards to ensure reliability

Assessment must be fair and equitable
•
•
•

Assessment must be equitable to all learners
Assessment procedures and criteria must be made clear to all learners before assessment
Assessment must be able to be challenged. Procedures must be put in place for reassessment as a
result of challenge.
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Assessment must be flexible
•
•
•

Where possible assessment must cover both on and off the job components of training within a course
Assessment must be made accessible to learners through a variety of delivery modes
Assessment must allow for the recognition of knowledge and skills irrespective of how they have been
attained

The Rules of Evidence
When obtaining evidence there are certain rules that apply to that evidence. All evidence must be
sufficient, authentic, valid, and current.
•
•
•
•

Sufficient - It is essential that enough evidence is obtained to satisfy the requirements that the learner
is competent across all aspects of the unit of competency
Authentic - The trainer/assessor must be satisfied that the evidence obtained is the learners own
work.
Valid - The evidence obtained should meet the requirements of the unit of competency. The evidence
should match the type of performance that is to be assessed
Current - This relates to how current the evidence is and whether the evidence relates to current
abilities

The Dimensions of Competency
The four dimensions of competency are:
•
•
•
•

Job role and environment skills
Task management skills
Task skills
Contingency management skills

The Unit of Competency
Each unit of competency has two key assessment components.
•
•

The Performance Criteria - Specifying the required level of performance
The Evidence Guide - Describes the knowledge and skills that must be demonstrated to determine
competence.

Assessments in this study guide
This unit will be assessed in three parts;
1. Study guide tasks (projects and roleplays)
2. Written questions
3. 3rd Party Report

You must successfully complete each assessment in order to be deemed competent in this unit.
Disclaimer; Trainers / RTO’s should consider, that these assessments are written in a generic manner and,
in line with RTO standards and requirements, it is recommended that you amend and/or contextualise them
to suit your individual student cohorts. While every effort is made to produce assessment tools to the UoC
requirements, no guarantee is made that the assessments contained in this study guide will pass a regulator
audit.
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COMPETENCY MAPPING
NOTE: Assessment tasks 1a, b and c relate to Tasks 1, 2, 3 and 4 in the student learning guide.

ELEMENT

1.1

Prepare to
address
workplace
problems

1.2

1.3

1.4

2.1

2.2
Evaluate
solutions for
workplace
problems

2.3

2.4

2.5

3.1

Finalise and
review
solution
development
process

ASSESSMENT

PERFORMANCE CRITERIA

3.2

3.3

3.4

RD

TASKS 1a,
1b, 1c

QUESTION

3
PARTY

1a

1

1

Identify
organisational
and
legislative
frameworks applicable to selected problem

1a

2

2

Develop questions to identify key issues and
challenges of selected problem

1a

3

3

Consult key stakeholders using questions to
gather information on selected problem

1a

4, 5

3

Identify a range of critical thinking techniques
to generate solutions to selected problem

1b

6, 7

3

Develop solutions using knowledge
experience of team members

1b

8, 9, 11

3

Explain development process for individual
solutions generated to team members

1a

10

3

Apply agreed criteria for selecting most suitable
option in consultation with team members

1b

9, 11

3

Critically evaluate solutions generated and
select solution to be implemented

1b

12

3

1c

13

4

Respond to challenges and questions from
stakeholders

1c

14

4

Evaluate critical thinking processes with team
members and using feedback received

1a,c

15

5

Identify critical thinking learnings to apply to
individual and team situations

1c

16

6

Identify and select workplace problem to
address within scope of job role of team
members

and

Present solution to relevant stakeholders with
explanation of critical thinking processes
involved

Foundation Skills
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Learning

•

•

Oral
communication

•

Reading

•

Writing

•

Teamwork

•

Uses questioning as a strategy to expand
knowledge
Reflects on existing thinking and current
practices to generate new ideas

1b,c

3, 6, 19

3, 6

Participates in a verbal exchange of ideas
and elicits the view and opinions of others
by listening and questioning

1a,b,c

8

3

Comprehends textual information and
integrates ideas and concepts from various
sources

1c

2

3

Documents observations and experiences
related to problem solving

1a,c

10, 17

7

Collaborates with others to test, strengthen
and explore new ideas and different ways
of thinking

1b,c

4, 5

3

all

all

all

Performance and Knowledge Evidence

The candidate must demonstrate the ability to complete the tasks
outlined in the elements, performance criteria and foundation skills of
this unit, including evidence of the ability to: generate and present
solutions to a workplace problem on at least two occasions.
In the course of the above, the candidate must:
•

identify and analyse workplace problems as part of a team

1a

1

1

•

develop questions on key challenges of a chosen problem

1a,b

3

3

•

consult relevant stakeholders to gather information on workplace
problem

1a,b

4, 5, 8

3

•

use a range of creative thinking techniques as part of a team to
generate ideas or responses to questions or issues

1b

6, 7, 8, 16

3

•

use critical thinking processes to develop relevant questions and
criteria for identified workplace issue

1b

6, 7, 16

3

•

present to relevant stakeholders and respond to answers

1c

13, 14

4

•

assess feedback to identify key personal and team learnings.

1c

15

5, 6

•

organisational and legislative frameworks

1a

2

2

•

advantages of different perspectives when asking questions

1a

19

3

•

critical thinking techniques

1b

6, 7

3

•

applicable criteria to assess potential solutions to workplace issue

1b

9, 11

3, 5

•

boundaries to be considered when generating ideas and
responses

18

3

•

methods to develop individual critical and creative thinking skills.

6, 7

all

© Lee Perlitz Training Consultancy

all

6

BSBCRT311 Apply Critical Thinking Skills in a Team Environment

TRAINER INSTRUCTIONS FOR CONDUCTING ROLE PLAYS

All roleplays in this unit (workbook tasks 2 and 4) have been developed to cover
critical thinking situations. Trainers are encouraged to contextualize each role play to
specific student situations and workplace environments.
In setting up the roleplays;
•

•
Assessment
instructions

•
•

•
•

•
•

Evidence
required

determine how the role play is to be conducted – for example;
o in class with class mates
o on the job – one on one with the trainer
o through direct workplace observations with actual customers
explain the role play requirements and competencies to be achieved to the
student and those playing the role of customers or other support roles
provide opportunities for students to ask questions and get clarifications
set a time limit for the role plays in line with typical time frames in a given
industry to deal with each given situation and ensure these time limits are kept
to
closely observe each role play and complete the relevant checklist for each one
where applicable or necessary ask follow up questions to clarify student
understanding of the subject of each role play. Make a list of the question you
ask
provide student with feedback on their performance.
In classroom situations, students watching the role play may be encouraged to
also complete a role play evaluation form … and hold a debrief on what they
learned from watching the role play

Completed role play evaluation check lists
Skills in this unit must be demonstrated in a workplace or simulated environment
where the conditions are typical of those in a working environment in this industry.

Range and
conditions

This includes access to specific challenges and situations to which critical and
creative thinking may be applied to workplace problems as part of a team.
Assessors of this unit must satisfy the requirements for assessors in applicable
vocational education and training legislation, frameworks and/or standards.

Materials and
resources
required

Reasonable
adjustments

Assessment must ensure access to all normal equipment and resources normally
found in an office or other workplace environment.
(adjust according to your specific cohort)
In the event that the student has difficulty understanding the assessment tasks due
to language or other difficulties, you should attempt to make reasonable
adjustments to the assessment paper in order to afford the student every
opportunity to achieve competency.
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Decision
making rules

Students will be assessed against the criteria outlined in the trainer’s competency
checklist.
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ASSESSMENT 1a (Workbook Tasks 1 and 3) - Project
STUDENT INSTRUCTIONS
Assessment
context

The ability to think clearly and logically in any situation is essential to the effective
running of a business operation. The projects and roleplays in the assessments for this
unit will allow you to develop and practice your critical thinking skills

Workbook Task 1:
1. Take a close look at, and outline, a specific issue that is causing problems for you,
or that is of concern to you.
2. Describe the nature and ramifications of the problem and determine if there are
any legal, ethical, organisational issues that you need to keep in mind when
looking for solutions
Assessment
instructions

3. Provide a list of stakeholders that you would invite to a consultation meeting and
explain why it is important to gain different perspectives.
4. Develop a list of problem specific questions, relating to your area of concern, that
you would ask during the stakeholder meeting
Workbook Task 3
5. Using the “single purpose process map” in your workbook as a basis, continue
writing questions for each section of the map that could be used in a process
review

Evidence
required

•
•

Completed project competency checklist
Written lists and reports as outlined in the assessment instructions

Skills in this unit must be demonstrated in a workplace or simulated environment
where the conditions are typical of those in a working environment in this industry.
Range and
conditions

This includes access to specific challenges and situations to which critical and creative
thinking may be applied to workplace problems as part of a team.
Assessors of this unit must satisfy the requirements for assessors in applicable
vocational education and training legislation, frameworks and/or standards.

Materials and
resources
required

Assessment must ensure access to all normal equipment and resources normally
found in an office or other workplace environment.
(adjust according to your specific cohort)

Reasonable
adjustments

In the event that you have difficulty understanding the assessment tasks due to
language or other difficulties, your trainer will attempt to make reasonable
adjustments to the assessment paper in order to afford you every opportunity to
achieve competency.

Decision
making rules

You will be assessed against the criteria outlined in the trainer’s competency checklist.
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PROJECT COMPETENCY CHECKLIST
TRAINER INSTRUCTIONS
Student Name:
Student Signature:
Trainer/Assessor Name:
Trainer/Assessor Signature:
These instructions must be followed when assessing the student in this unit. In setting up this assessment,
please:
•
•
•
•
•
•

As projects and role plays can all be a little different, a competency / evaluation checklist has been
developed to ensure a fair and reliable judgement can be made.
Set a date for this assessment and advise students of the topic.
Hand out and explain the Student Assessment Paper, and allow opportunities for questions
Assess the candidates’ submissions / observations as per instructions in this document.
Competency may be assessed by way of direct task observation, oral questioning on skills and
knowledge or a combination of both. List any oral questions you ask during the observation below.
This checklist is to be used when assessing the students in this task. This checklist is to be completed
for each student

LIST OF ORAL QUESTIONS ASKED
Question; (answered correctly?)
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Yes

No

(add additional lines if required)
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In addressing this project the student;

Yes

No

1. Identified an actual workplace problem that they could address within the scope of
their work role
2. Anticipated and addressed any legal and organisational issues that might need to be
dealt with in solving the identified problem
3. Developed a list of questions that will provide information about the identified key
issues and challenges
4. Provided a list of colleagues and/or other stakeholders who may need to be involved
in the resolution of the problem
5. Completed a “process map” in order to anticipate questions and ideas for each step
of the resolution process.
6. Documented their current point within the resolution process accurately in
addressing the requirements of this project.

The candidates performance was:

q

Satisfactory

q

Not yet satisfactory

Documents attached (if relevant)

q

Yes

q

No

Feedback to the candidate:

Candidate Signature:
Assessor Signature:
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ASSESSMENT 1b – (Workbook Task 2) - ROLE PLAY
STUDENT INSTRUCTIONS

Assessment
context

The ability to think clearly and logically in any situation is essential to the effective
running of a business operation. The projects and roleplays in the assessments for this
unit will allow you to develop and practice your critical thinking skills

Hold a meeting with your consultation group, as listed in Task 1, and;
1. Re-define the problem together with the team
2. discuss the key questions you developed in task 1
Assessment
instructions

3. brainstorm for solution ideas
4. using critical thinking techniques, develop a criterion for evaluating the solutions
the group came up with
5. evaluate each idea against the criteria you developed.
6.

Evidence
required

choose the most effective option and explain why you chose it.

Completed role play competency checklist

Skills in this unit must be demonstrated in a workplace or simulated environment
where the conditions are typical of those in a working environment in this industry.
Range and
conditions

This includes access to specific challenges and situations to which critical and creative
thinking may be applied to workplace problems as part of a team.
Assessors of this unit must satisfy the requirements for assessors in applicable
vocational education and training legislation, frameworks and/or standards.

Materials and
resources
required

Assessment must ensure access to all normal equipment and resources normally
found in an office or other workplace environment.
(adjust according to your specific cohort)

Reasonable
adjustments

In the event that you have difficulty understanding the assessment tasks due to
language or other difficulties, your trainer will attempt to make reasonable
adjustments to the assessment paper in order to afford you every opportunity to
achieve competency.

Decision
making rules

You will be assessed against the criteria outlined in the trainer’s competency checklist.
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ROLE PLAY COMPETENCY CHECKLIST
TRAINER INSTRUCTIONS
Student Name:
Student Signature:
Trainer/Assessor Name:
Trainer/Assessor Signature:
These instructions must be followed when assessing the student in this unit. In setting up this assessment,
please:
•
•
•
•
•
•

As projects and role plays can all be a little different, a competency / evaluation checklist has been
developed to ensure a fair and reliable judgement can be made.
Set a date for this assessment and advise students of the topic.
Hand out and explain the Student Assessment Paper, and allow opportunities for questions
Assess the candidates’ submissions / observations as per instructions in this document.
Competency may be assessed by way of direct task observation, oral questioning on skills and
knowledge or a combination of both. List any oral questions you ask during the observation below.
This checklist is to be used when assessing the students in this task. This checklist is to be completed
for each student

LIST OF ORAL QUESTIONS ASKED
Question; (answered correctly?)
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Yes

No

(add additional lines if required)
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In addressing this role play the student;
1. Interacted effectively with team members to re-define the workplace issue identified
2. Discussed issues relevant to problem resolution by asking and answering key
questions with the team.
3. Used questioning and listening skills patiently, effectively and with team spirit in
mind.
4. Used critical thinking techniques such as brain storming to generate and evaluate
ideas for problem resolution
5. Used agreed upon criteria to evaluate each idea generated
6. Chose the most effective idea for resolution and explained why this idea would be
the best option.

The candidates performance was:

q

Satisfactory

q

Not yet satisfactory

Documents attached (if relevant)

q

Yes

q

No

Yes

No

Feedback to the candidate:

Candidate Signature:
Assessor Signature:
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ASSESSMENT 1c – (Workbook Task 4) - ROLE PLAY
STUDENT INSTRUCTIONS

Assessment
context

The ability to think clearly and logically in any situation is essential to the effective
running of a business operation. The projects and roleplays in the assessments for this
unit will allow you to develop and practice your critical thinking skills

In your teams, and using all of the information you have worked on so far;
1. present your solution to a new group of stakeholders (you can put together a
group from your class for this)

Assessment
instructions

2. each team member is to present an element of the proposal, answering any
challenges and questions from the group you are presenting to.
3. After the presentation, in your team, hold a review meeting to discuss and
evaluate the process you undertook to resolve the problem, the proposal you
put forward and any issues arising from the presentation you just gave.
4. Produce a report on the evaluation results, outlining any changes you would
make and explaining why you would make those changes.
5. Describe how the use of “critical thinking” helped you in tasks 1 through 4.

Evidence
required

Completed roleplay checklist

Skills in this unit must be demonstrated in a workplace or simulated environment
where the conditions are typical of those in a working environment in this industry.
Range and
conditions

This includes access to specific challenges and situations to which critical and creative
thinking may be applied to workplace problems as part of a team.
Assessors of this unit must satisfy the requirements for assessors in applicable
vocational education and training legislation, frameworks and/or standards.

Materials and
resources
required

Assessment must ensure access to all normal equipment and resources normally
found in an office or other workplace environment.
(adjust according to your specific cohort)

Reasonable
adjustments

In the event that you have difficulty understanding the assessment tasks due to
language or other difficulties, your trainer will attempt to make reasonable
adjustments to the assessment paper in order to afford you every opportunity to
achieve competency.

Decision
making rules

You will be assessed against the criteria outlined in the trainer’s competency checklist.
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ROLE PLAY COMPETENCY CHECKLIST
TRAINER INSTRUCTIONS
Student Name:
Student Signature:
Trainer/Assessor Name:
Trainer/Assessor Signature:
These instructions must be followed when assessing the student in this unit. In setting up this assessment,
please:
•
•
•
•
•
•

As projects and role plays can all be a little different, a competency / evaluation checklist has been
developed to ensure a fair and reliable judgement can be made.
Set a date for this assessment and advise students of the topic.
Hand out and explain the Student Assessment Paper, and allow opportunities for questions
Assess the candidates’ submissions / observations as per instructions in this document.
Competency may be assessed by way of direct task observation, oral questioning on skills and
knowledge or a combination of both. List any oral questions you ask during the observation below.
This checklist is to be used when assessing the students in this task. This checklist is to be completed
for each student

LIST OF ORAL QUESTIONS ASKED
Question; (answered correctly?)
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Yes

No

(add additional lines if required)
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In addressing this roleplay the student;
1. Presented the solution to the identified problem to a group of stakeholders
2. Held a post presentation meeting with their team to review the meeting to review;
a. The proposal the team put forward and how it was received by the
stakeholder group
b. Any problems that cropped up during the presentation or issues brought up
by stakeholders
c. The effectiveness of the presentation
3. Produced a report on the evaluation results outlining changes for improvements
a. Explained why the proposed changes should be made
b. Described how “critical thinking” helped them with the entire identification
and resolution process.

The candidates performance was:

q

Satisfactory

q

Not yet satisfactory

Documents attached (if relevant)

q

Yes

q

No

Yes

No

Feedback to the candidate:

Candidate Signature:
Assessor Signature:
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ASSESSMENT 2 – WRITTEN QUESTIONS
STUDENT INSTRUCTIONS
Assessment
instructions

This is a theory assessment – a test of your knowledge. You are in this instance
required to provide written responses to the questions below.

Evidence
required

Completed written question sheets.

Range and
conditions

Materials and
resources
required

•

All questions must be answered fully and in detail where required.

•

You may either; type your answers in the appropriate space and submit them
electronically, or you can hand write your answers.

•

Where answers are hand written answers should be clearly legible and written in
blue or black pen (submissions in pencil will NOT be accepted)

•

This is an open book assessment; you may use your learner guide or other
research to answer the questions. However;
o

Answers must be in your own words and be a reflection of your
understanding of the subject.

o

Answers that are copied from the learning material or other research
sources will NOT be accepted.

•

Access to a computer (if submitting electronically)

•

Pen/paper (if submitting in hand written format)

Reasonable
adjustments

In the event that you have difficulty understanding the assessment tasks due to
language or other difficulties, your trainer will attempt to make reasonable
adjustments to the assessment paper in order to afford you every opportunity to
achieve competency.

Decision
making rules

Indicative answers to these questions are provided in the Facilitator’s Guide. Should
you not agree with your trainer’s marking of your answers you may discuss your
issues with them directly.
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ASSESSMENT 2 – STUDENT QUESTIONS
1

When identifying and selecting a workplace problem to resolve, there are a number of issues to
consider. Explain what they are.

2

Identifying workplace problems may involve both organisational and legislative issues that need to
be addressed. Give at least one example of how procedural or legal issues might impact on problem
resolution.

3

It is useful to develop a set of questions to identify any key issues or challenges you might face in
resolving workplace problems. List at least 6 questions that might be relevant to ask.

4

Explain why it is important to consult with other stakeholders.

5

List at least 4 stakeholders who might need to be consulted in problem resolution.

6

List at least 8 steps used in critical thinking skills to generate solutions

7

Describe the skills of a critical thinker.

8

Explain the advantages of a team approach in developing ideas for problem resolution

9

List at least 6 questions a team might develop and agree upon to assess potential solutions to
problems.

10

One method of reviewing an organisational process is to map that process. Describe what steps this
might include.

11

One method of using critical thinking skills in problem resolution is brainstorming. List 3 tips for
helping during a brainstorming session.

12

List at least 6 questions you could ask when critically evaluating solutions that have been generated
© Lee Perlitz Training Consultancy
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by the team.

13

When presenting a solution to relevant stakeholders there are a number of things they should be
told. What are they?

14

Describe what challenges you might face when presenting a solution to stakeholder and how you
might prepare for them.

15

Describe the steps involved in evaluating critical thinking process with your team members

16

learning from critical thinking processes helps both individual staff members, as well as the
organisation as a whole. Explain why.

17

Explain why it is important to document the resolution process

18

When working in teams it is essential that professional boundaries are observed. Explain what this
means.

19

Describe the advantage of having different perspectives when consulting with others.

The candidates performance was:

q

Satisfactory

q

Not yet satisfactory

Documents attached (if relevant)

q

Yes

q

No

Feedback to the candidate:

Candidate Signature:
Assessor Signature:
© Lee Perlitz Training Consultancy
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TRAINER; INDICATIVE ANSWERS TO QUESTIONS
1

When identifying and selecting a workplace problem to resolve, there are a number of issues to
consider. Explain what they are.

Most organisations will have procedures in place when dealing with workplace related issues. Depending
on the nature of the problem, it might be an issue for senior management to address as it might impact on
the entire company. It could, however, also be an issue contained within your own department or team.
Regardless of this, there are things to be considered when dealing with problems that you feel need to be
resolved. You may, for example, need to consider if the issue affects others in the organisation, or just
yourself. If it affects only you, you should be able to find a solution quickly and without impacting on the
organisation too much, if at all.
It may also be a question of whether the problem is a systemic one or localized within a small area of the
company. If it is a systemic problem, then it is a larger issue that needs to be investigated and resolved at
management levels. If it is a localized problem, then it may, again, be within the scope of your role and your
team to find a solution within your department.
When identifying problems that need to be addressed you should view them in terms of priority; which is
the most important and will have the biggest negative impact on your team or organisation.
You might also look at them in terms of urgency. A big problem may not always be urgent, just as an urgent
problem may not always be big

2

Identifying workplace problems may involve both organisational and legislative issues that need
to be addressed. Give at least one example of how procedural or legal issues might impact on
problem resolution.

Before looking at how to address problems, however, you may have to consider if there are any
organisational policies, procedures or any legal aspects that need to be taken into account when
developing solutions.
For example; working in hospitality you will need to ensure that all hygiene regulations are observed if any
changes are to be made in solving the problem. Equally you will need to keep liquor laws in mind when
making alterations to workplace procedures in a bar.
If changes are made to staffing levels or conditions, you will need to bear EEO legislation in mind to ensure
you are not discriminating against anyone (this also applies to diversity regulations), while workplace health
and safety regulations must also be kept in mind at all times.
So in order to avoid further problems, or generate whole new ones, these, and other, industry related
legislation and codes of practice as well as organisational standards should be considered when addressing
issues and developing solutions.
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3

It is useful to develop a set of questions to identify any key issues or challenges you might face in
resolving workplace problems. List at least 6 questions that might be relevant to ask.

Questions that might need to be asked might include (but are not limited to):
what is the exact nature of the problem?
Why has it become a problem?
What impact does this problem have on;
o Staff
o Customers
o Products and services
o Efficiency
o General organisational wellbeing
Can we fix the problem?
How can we fix it?
Where do we get help if we can’t fix it internally?
Do we need to get approval?
Where to we get that approval?
Are there any legal or ethical ramifications?
What resources will we need?
What are the cost factors;
o Financial
o Resources
o Time frames to implement any changes
o Customer impact
o Staff impact
o Organisation reputation and so on.

•
•
•

•
•
•
•
•
•
•
•

4

Explain why it is important to consult with other stakeholders.

Finding answers to these and other questions may mean discussing the issue with other people; getting
their perspective of the issue. The advantages of different perspectives when asking questions are that in
gaining a variety of view points you can get a deeper understanding of the problem from different angles;
seeing something that you, alone, did not.
People in other areas of the organisation will have differing ideas on why something is, or isn’t, a problem
as the issue may impact on them in specific ways unique to their job roles.
So in looking for a solution to a given problem, you should consult with others on your team. Depending on
the nature of the issue you may even need to consult with external experts.
5

List at least 4 stakeholders who might need to be consulted in problem resolution.

Key stakeholders might include (but are not limited to);
•
•

colleagues from your own department or company, to get those differing perspectives
supervisors or managers, who might need to be made aware of issues and who may need to give
approvals for any solutions put forward. These stakeholders are also valuable resources in terms of
their own unique perspective of issues; having a wider view point than staff working only in their own
specific areas of expertise. They have a “big picture” overview and can provide insight into why
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something will or won’t work.
specialists in fields such as financial or legal issues
government authorities who can provide information about legislation and compliance issues
industry associations or governing bodies who can provide an in depth insight into your specific industry
and offer advice on industry related issues, technology and many other things.

•
•
•

6

List at least 8 steps used in critical thinking skills to generate solutions

Common steps in critical thinking can include;
identifying a problem or issue
creating inferences on why the problem exists and how it can be solved
collecting information or data on the issue through research or discussion with key stakeholders
organising and sorting data and findings
developing and executing solutions
analysing what solutions worked or didn’t work
identifying ways to improve the solution

•
•
•
•
•
•
•

A deeper application of critical thinking might then involve;
understanding the links between ideas.
determining the importance and relevance of arguments and ideas.
recognising, building and appraising arguments.
identifying inconsistencies and errors in reasoning.
approaching problems in a consistent and systematic way.
reflecting on the justification of you own assumptions, beliefs and values.

•
•
•
•
•
•

7

Describe the skills of a critical thinker.

Critical thinking skills are essential in every industry at every career level, from entry-level staff to top
executives and good critical thinkers will work both independently and with groups to solve problems.
The skills needed are varied and include observation, analysis, interpretation, reflection, evaluation,
inference, explanation, problem solving, and decision making.
•

•

•

•

Observation skills are the starting point for critical thinking. people who are observant can quickly
sense and identify a new problem. Those skilled in observation are also capable of understanding why
something might be a problem, and may even be able to predict when a problem might occur before it
happens based on their experience.
Analysis. Once a problem has been identified, analytical skills become essential. The ability to analyse
the situation includes knowing what facts, data or information about the problem are important. You
will also find analysis is an essential skill to eventually solve the problem.
Inference is a skill that involves drawing conclusions about the information you collect and may require
you to possess technical or industry-specific knowledge or experience. When you infer information
about a situation, that means you are developing answers based on limited information. For example, a
car mechanic may use inference skills to determine what is causing a car’s engine to stall at seemingly
random times.
Communication skills are important when it comes time to explain and discuss issues and their possible
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solutions with colleagues and other stakeholders. Communication is an important skill to have and
improve on for many purposes at work including critical thinking.
Problem solving. After you’ve identified a problem, analysed it and discussed possible solutions, the
final step is to execute the solution. Problem solving often requires critical thinking to implement the
best solution and understand whether or not the solution is working as it relates to the goal

•

8

Explain the advantages of a team approach in developing ideas for problem resolution

people will have different ideas on how to solve a problem. To ensure the best possible outcome, in what
could potentially become heated subjects, it is important to team morale and spirit to ensure that everyone
involved in the consultation process, has the opportunity to have their ideas heard.
Not everyone in the consultation group will be working in the same department or area of the organisation
as you. They may not even work for your organisation at all. They will, therefore, bring a wealth of
knowledge and expertise to the team that will provide an in depth and well rounded understanding of the
matter under discussion.
9

List at least 6 questions a team might develop and agree upon to assess potential solutions to
problems.
will this idea solve the problem?
is the proposed solution realistic?
is it fair and ethical?
is it economical?
will it provide more benefits than disadvantages?
are the benefits significant?
will it be harmful in any way?
Is it in line with the organisation’s mission statement and/or standards.

•
•
•
•
•
•
•
•

10

One method of reviewing an organisational process is to map that process. Describe what steps
this might include.

a. assemble a team to work on the project
b. define the objectives of the project; stating exactly what it is you want to achieve
c. define the scope of the project; what it should and shouldn’t include, what constraints you will have to
work within (budget, resources, time etc)
d. construct an initial plan or develop a range of ideas to be evaluated
e. add resources, cost, risks
f. obtain stakeholder buy-in
g. publish the plan
h. collect progress information – analyse current status – adjust the plan if needed
i. close the project

11
•
•

One method of using critical thinking skills in problem resolution is brainstorming. List 3 tips for
helping during a brainstorming session.
Ideas are to be expressed freely, without evaluation from others.
All ideas, whether wild or otherwise, are accepted by the team.
© Lee Perlitz Training Consultancy

24

BSBCRT311 Apply Critical Thinking Skills in a Team Environment

It is important to never reject or criticise ideas that are generated at this stage, for it will create negativity
and slow the production of ideas.
12

List at least 6 questions you could ask when critically evaluating solutions that have been
generated by the team.

Questions you could ask, in determining the criteria, at this stage, might include;
Does the solution achieve the stated goal?
Does it have acceptable tradeoffs? Negative side affects of finding a solution must also be considered;
o What are the downsides to this solution?
o Can we live with them?
Does the solution work within stated constraints?
o Can it be achieved within a given time frame?
o Does it meet specifications?
o Is in within the cost budget?
o Do we have the necessary resources on hand?
Will the solution be acceptable by all users? Acceptance is a perceptual, emotional and psychological
issue as well as an intellectual one. If a change being made is significant then those people who will be
affected by it must be “on board” to ensure a successful transition between old and new ways of doing
things.
Is the solution economical?
o Can we afford it?
o Is it worth the effort and/or money?
Is the solution practical?
o Is it logical, useful, systematic, understandable and not overly difficult or complex.
o It is a simple and direct way of achieving the desired outcome?
Is the solution reliable. Will it continue to work over time with a high degree of reliability, consistency
and effectiveness? Dependability is at the core of satisfaction.

•
•

•

•

•

•

•

13

When presenting a solution to relevant stakeholders there are a number of things they should be
told. What are they?

At some point you might be asked to present the solution to a range of stakeholders different to those
involved in developing the proposed solution. If this is the case, you should explain not only the solution
you are putting forward but also the process you followed in arriving at it so that those, who will be making
final decisions and giving approvals, have a proper understanding of the proposal and its background. Tell
them;
how you identified the issue in the first place and how it impacted on the organisation
who was involved in the resolution process
the criteria used to find and evaluate the solution
critical thinking process that led to the final proposal.

•
•
•
•

14

Describe what challenges you might face when presenting a solution to stakeholder and how you
might prepare for them.

Depending on the complexity and cost of the solution being proposed, you may need to defend your ideas.
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You may come up against objections and questions that are not as accepting as you would wish. You can
prepare for this by having an in depth understanding of the solution you are presenting and anticipating the
challenges and questions you may be asked so that you can respond appropriately. Challenges you are likely
to face, and should therefore be ready to answer might involve;
exactly how the solution fixes the problem
what compromises (if any) you had to make
any negotiations you entered into and what (if any) concessions you had to make
what costs are involved in terms of;
o money to be spent
o resources needed
o time frames and so on.
In being fully prepared you can explain the features and benefits of your proposed idea and how it will fit
into the organisations culture and standards.
•
•
•
•

15

Describe the steps involved in evaluating critical thinking process with your team members
Mapping the process
Analysing the process
Redesigning the process
Implementing and communicating the change
Identifying critical thinking learnings to apply to individual and team situations

•
•
•
•
•

16

learning from critical thinking processes helps both individual staff members, as well as the
organisation as a whole. Explain why.
understand the links between ideas.
determine the importance and relevance of arguments and ideas.
recognise, build and appraise arguments.
identify inconsistencies and errors in reasoning.
approach problems in a consistent and systematic way.
reflect on the justification of you own assumptions, beliefs and values.

•
•
•
•
•
•
17

Explain why it is important to document the resolution process

It should be noted that there are a great many industries that are subject to both internal and external
audits. These might be conducted by the company’s accountants or compliance officers, or they might be
conducted by government officials (depending on the exact nature of the business). Such audits are carried
out to ensure the organisation’s legal and ethical obligations are being met.
With this in mind it is important to document the entire review process so that you can show;
•
•
•
•

that your organisation is continually improving
the reasons why a procedure or policy was changed
how you went about reviewing the change
and outlining those changes, and how you implemented and communicated them.
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18

When working in teams it is essential that professional boundaries are observed. Explain what
this means.

In working together in a team, certain boundaries also need to be considered. When sharing ideas in the
group, for example;
ensure that diversity issues are observed and that no one is discriminated against

•
•
•
•

no one is harassed or bullied
any joking does not cross professional boundaries
formalities are observed between staff at different levels.

A professional manner should be observed at all times to ensure no one is left out or made to fee
uncomfortable.
19

Describe the advantage of having different perspectives when consulting with others.

The advantages of different perspectives when asking questions are that in gaining a variety of view points
you can get a deeper understanding of the problem from different angles; seeing something that you,
alone, did not.
People in other areas of the organisation will have differing ideas on why something is, or isn’t, a problem
as the issue may impact on them in specific ways unique to their job roles.
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ASSESSMENT 3– THIRD PARTY REPORT
STUDENT INSTRUCTIONS
•
Assessment
instructions

You will be required to perform your duties as directed by your workplace
supervisor.

•

The supervisor will observe you during the performance of your normal tasks on
an ongoing basis and will then complete the attached checklist to indicate your
competence in each area indicated.

Evidence
required

Completed Third Party Report – Supervisor’s checklist
•

The workplace observation may take place over several days or weeks. This is to
ensure that you are consistently able to complete your work to the required
standards.

•

If you are unsure of what is expected of you or the standards to which work
must be completed you may discuss this with your supervisor and/or trainer

Range and
conditions

Materials and
resources
required

To be deemed competent in this unit, you will require access to a range of workplace
documents and situations as listed in the checklist on the following page.

Reasonable
adjustments

In the event that you have difficulty understanding the assessment tasks due to
language or other difficulties, your trainer will attempt to make reasonable
adjustments to the assessment paper in order to afford you every opportunity to
achieve competency.

Decision
making rules

You will be assessed in accordance with the checklist on the following page.

© Lee Perlitz Training Consultancy

28

BSBCRT311 Apply Critical Thinking Skills in a Team Environment

THIRD PARTY REPORT
SUPERVISOR INSTRUCTIONS
Student Name:
RTO:
Company Name:
Contact Name and
Position:
Workplace
supervisor:

Agreement:

The Training Package recommends that the unit listed above be assessed in a
workplace. We seek your support in gathering evidence about the performance of
this student. This student’s trainer/assessor will also be collecting evidence about
this unit by observing the student directly.
q Unit of Competency (UoC) summary has been explained to me
q I understand the learning outcomes expected of this UoC and how they apply
in a workplace environment
q I understand my role in providing this third party report and am willing to
participate in the assessment process.

Signature:

Date:

/

/

•

The student will be required to perform their duties as directed by you.

Assessment
instructions

•

You should observe the student during the performance of their normal tasks
on an ongoing basis and then complete the attached checklist to indicate the
student’s competence in each area indicated.

Evidence required

Completed Third Party Report – Supervisor’s checklist

Range and
conditions

The workplace observation may take place over several days or weeks. This is to
ensure that the student is consistently able to complete their work to the required
standards.
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THIRD PARTY CHECKLIST

The student has an understanding of, and performs the following tasks to enterprise
standard;
1. Has shown the ability to identify procedural issues and problems within their own
work area and work role and bring them to team and/or supervisor attention
2. Works within and understands the relationship between their work role and
organisational procedures and legislative requirements
3. Works well, and professionally, in a team / collaborative environment, particularly
when (tick appropriate);
q Developing questions designed to identify key issues and problems
q Using a range of sources (including textual) to gather necessary information
q Using a range of critical thinking skills in order to help generate ideas and
solutions
q Working through and helping explain the process used to develop and
generate solutions
q Applying criteria that was deemed the most suitable solution
q Evaluating the solution ideas generated in cooperation with the team
4. Uses communication skills effectively in presenting ideas and solutions to other
stakeholders, including responding to challenges and questions about the solutions
offered
5. Is able to evaluate the process used to generate and evaluate solutions together
with their team.
6. Uses feedback from evaluation sessions to learn from experiences and apply them to
both their own, and team, future work.
7. Assists with documenting observations and experiences in developing workplace
solutions for the organisations continuous improvement program

Yes

No

Additional comments about the student’s overall performance in the business workplace:

EMPLOYER

The information provided is, to the best of my knowledge, an accurate reflection of the
student’s ability in this work role.

/
Signature
ASSESSOR

/

Date
I have confirmed the responses given in this report.
/

Signature
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