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PASSING Unit Resources and User Guide

LANE
INTRODUCTION

Passing Lane Pty Ltd is pleased to introduce your school/institution to our vocational education and training unit
resource packages.

This document outlines the licensing terms and conditions of the unit resource packages.

It also provides basic information on how to use the materials.

BSB30115—Certificate Ill in Business

Should you have any further questions or require any additional information do not hesitate to contact Passing
Lane.

Passing Lane Pty Ltd
PO Box 975
COWES VICTORIA 3922

Telephone 1 300 64 98 63
Facsimile 1 300 64 98 64

Email info@passinglane.com.ali

Web www.passinglane.com.au
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Unit Resources and User Guide

INTRODUCTION-CONT’'D

The Student/Trainee and the Teacher/Trainer manuals are developed to provide training content that addresses the
specific ‘Unit of Competency’ as outlined on the following pages.

This unit manuals can be packaged with various manuals addressing other ‘Units of Competency’ in order to meet the
'Packaging Rules’ of a particular Australian Training Package Qualification.

This resource has been designed to be delivered in a form that is conducive to the learning environment including:

#* Online delivery

% Classroom delivery

% On the job training
The documents are designed in a ‘landscape’ format in order to make reading on a computer screen easier as well as
reduces the need to scroll down pages. Documents can be easily printed if the learning environment requires the student
or trainee to have hard copies of the learning materials.

The Student/Trainee and the Teacher/Trainer manuals are Portable Document Files (PDF) and are opened using Adobe

Reader.

Adobe:PDF

[]

ADOBE" READER’

The latest Acrobat Reader software is available at no charge from the website http://get.adobe.com/reader/
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INTRODUCTION—CONT'D

The Student/Trainee and the Teacher/Trainer manuals can be used on both PC and MAC platforms.

Generally, the materials are easily exported to most learning platforms.

The materials can also be printed and bound and handed out as hardcopies to each student or trainee.

[SIEGRE

BSB - Business Services Training Package

BSB30115—Certificate Il in Business

Unit

BSBWOR301
Organise Personal Work Priorities and Development

If your institution purchased the materials on DVD, it is recommended that the master DVD be copied on to a network and/or a
teacher’s notebook computer and the master DVD then stored in a secure location.
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PASSING L ANE Unit Resources and User Guide
MATERIALS CONTENT

The title page of both the Student/Trainee and the Teacher/Trainer manuals specify 1) the training package it
has been developed for, 2) the qualifications which the content in each manual has been written for and

3) the specific unit the content is addressing.

— 1
BSB - Business Services Training Package
BSB30115—Certificate 11l in Business 2
Unit
BSEWOR301

Organise Personal Work Priorities and Devel
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MATERIALS CONTENT—CONT’D

The beginning of both manuals is the 1) ‘Unit of Competency Overview’ page, which aligns directly with the endorsed ‘Unit
of Competency’ in the training package.

This page is to let the readers know what the materials in the manuals are addressing.

UNIT OF COMPETENCY OVERVIEW

Elements and Performance Criteria

The Tollewing pages are extracts from 'I'ramlng.gm.uu website and outlines this specific ‘Unit of Competency’

including the ‘Elements’ and the Performance Criteria™. The content within this manual has bean developed to ELEMENT PERFORMANCE CRITERIA
address this unit. lements deseribe o o eededto
BSBWOR301 - ORGANISE PERSONAL WORK PRIORITIES AND DEVELOPMENT scential ; . o slemenc
[EEERT [ PERFORMARCE CRITERIA 1. Organise and complate | 1.1 En sure that work goals, objectives orKey Performance

ovwn work schaduls Indicators (KPIs) are under stood, negotistedand asreed in
il ot H

1.1 Envsure that work goals, objecives of Key Perlormance \m-(amud’ls)mmm
negotiated and agreed in accordance with onganisabonal requr 1.2 Asses: kload lated
1.2 Anaats anel s WOk 0 e Eic, a cmpene witnidentled ekames ithin identified timeframas ®
1 smmmxm ffecting Bhes achvement of work cDjEctvwes and NCOTPOrale CONINGENCIes it
1.3 Idantify factors affacting the schisvament of work objectivas

1. Grganise and camplete own work
schedule

1.4 Use h-sms technology efSciently and effectvely 10 manage and monitor scheduling and
completion of tasks.

1.4 Usebusiness technology sfficiently and sffectivelyto manags
and moniter schaduling and completion of tasks

2.1 Accursiety monor and ad.stpecsonal vk perrmance. vough self assessmen o ersuee

achievement of tasks. and compliance with legriation and work processes o KPis 2. Monitorovmwork |21 I 3 S—
ey Tﬂmﬁ:q..mﬂfﬂ" Iwwﬂ'ﬂ WWJ”MW"W'EM . performance through salfassssmartto ensun achisvamantof sk mnd
2 Monitor own work performance 23Ry iy el v o o e e o e prduits and! sevices accoecing complisnce with legislation and work procassss or KPls

24 ol vww.ﬂm - o9 2.2 Ensure that feedback on performancs is actively sousht and
2.5 enbty soufces of €ress aNd Sctess IDPOPMAle SUPPOTES and resohlicn stritegess :;lu;;::f::;;::;::uud cliants in the contaxt of individual
3.1 identiy personal leaming and professional development needs and skl gaps using seif 23 Routinsly identify andceport on varistions n the quality of md

wwrwmeﬁwwww ients 1 refation 1 roke and rganisalional product e to or;

Fequiremen 2.4 Identify signs of stress and effects on parsonal wellbeing

3. Co-ordinate parsonl skill 371ﬂmm.pnnrm=e.1ndphll for peersoncal skl activites in
e a0d Foarning 2.5 Identify sources of stress and access appropriste suppoctsand

TP A £ resolution strategies

3.4 Incorporate informal feedback Mo reviews of further hea need:
E—— - ' o ulamaind 3. Co-ordinai, 81 Heutily pecsenal boaniing and peobissional dvel s
- T . skill m ninpmqmm:l and skill gaps using s8lf d advice leagmes
[ . e e o = o Al a1 ot s e e e e s oy y—ey and clients in relation to role and organisations] equirements

3.2 1dentify, prioritiseand plan opporturities for undarteking
personal skill davaopment sctivities in lisisonwith work groups
and relsvant persornel

3.3 Access, complats and racord professional development
il mvous] 4

development
3.4 Incorports formal and informal fasdback into raview of

et learning needs
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MATERIALS CONTENT—CONT’D

The manuals contain detailed information aligned specifically to the ‘Unit of Competency’ and the unit’s ‘Elements’ and
‘Performance Criteria’.

The 1) Table of Contents for both manuals show that each section title is the 2) ‘Unit of Competency’ ‘Element’.

TABLE OF CONTENTS  <— 1

Introduction Page 3
Uinit of Competency Cverview Page B
Saction One
Organize and compleie own work schedude Page ¥
Saction Two
Monfior pwr work porbrmance Fage 34 2

Saction Three
Co-orinate persanal sl development and leaming  Page 69

Seif Aszessment Page 50

Section One

2
Organise and Complete Own 4-/
Work Schedule Elements and Performance Criteria

ELEMENT PERFORMANCE CRITERIA

| Elemen: describe the Performance crizeria dexcrive ihe performance needsd o
ial i of e element

1. Drganisaand complets| 1 1 Ersure tratwork goals, objectives or Ky Performance
ovn work schedule [ndicators (KPls) are understoed, negotiatadand spreadin
with isaticnal i

L2A & pri

within idantifisd timafeamar

m 1.3 1dmufy factors affecting the achisvemaent o f work objectives
and incosporate contin gencies wte work plans

1.4 Use business technology efficiently and affactively to manags
and monitor scheduling snd completionof tasks

2. Munitor gwn work 2.1 Accwately monito andadjustpersoual wurk performmuce
performance through alf) te ansure scki les and
with ionand

2.2Exsurs taatfeedbick onpacf;
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MATERIALS CONTENT—CONT’D

In each section 1) the content is broken down into sub-sections and the titles for each sub-section is the same as the
2) ‘Element’s’ ‘Performance Criteria’.

Section One BV s et et et e Dt

1 Elements and Performance Criteria

. ELEMENT PERFORMANCE CRITERIA

Organise and Complete Own G Elemene deseribathe | Performance criteria dueribe the performance nesded zo
Work SCh ed ule eszennial demonsrate achisvement of the element

1. Organise and complata| 1.1 Ensura that work goals, objectives orKay Parfor
own work scheduls Indicators (KPIs) are understood, negotisted amd agraed in
dancawith organisstional i

1.2 Assessand prioritiseworkload to ensurstasksare complatad

within identified timeframas
= 1.3 Identify factors affectingthe achievement of work objectives
— / snd incorporats contin smcissinto workplans
Personal Work Prioriies aad Development 1.4 Usebusiness techoelopr efficiently and effectivelyto manage
1 and monitor schedulingand completion of tasks

ENSURE THAT WORK GOALS, DBJECTIVES OR KPIS ARE UNDERSTOOD, NEGOTIATED AND ! 2 2. Mlombic cwii vk 2.1 Accurstaly monitorand adjustpersonsl wosk performance

AGREED IN ACCORDANCE WITH ORGANISATIONAL REQUIREMENTS parformunes theough galf i anorioe aakiapa il of tailie and

A person Joins a company of OIher Organisation 1o satisty eir personal needs and achieve personal compliance with legislation and workprocesss

goals. In most cases, the organisation is establishad and has created its own specific goals. The i

relaticnship between the arganisation and the individual in relation fo the fulfiling of the needs and goals 2.2 Ensura that fesdback onperf:

of each is impartant to understand. avalugted from collaggua;

Peopls seek employment because they believe an organisation can assist i achieving their goals and \ S es'ap chn

satisfjing their basic needs. e S )

Orgarisations ‘ake on employees because they believe those individuals car to achieving

organsational joals.

The relationship between the incividual and an organisation is based on the ability of each to satisfy the
other's needs and help them achieve therr goals.

Orgarisations use other terms to describe goals such as ams, objectives and key performance Indicators
or KPls. Goals can be very broad in their nature and reflec! a long-tarm view - for example a company
might state cne of its corporate goals is to become the most recogrizable neme in its industry. Such a
goal might take years or decades to achieve, Other goals are very specific in their nature — for example an
employee's stated KPIs over the course of a year.

They will make reference to partcular slemonts of their job and often involve the quantitative
measurement of achievement — for example a KP for a sales representative could be to increase the
previcus year's sales figures by a set perzentage in the year ahead

The manual’s information is supported with graphics, charts, tables, photos and drawings.
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MATERIALS CONTENT-CONT'D

As earlier mentioned, the materials are vocational education and training unit resources in the form of Student/Trainee and
the Teacher/Trainer manuals.

We will go through each in more detail.
STUDENT/TRAINEE MANUAL
The ‘Student/Trainee Manual’ could be likened to a textbook.

The manuals contain detailed information aligned specifically the ‘Unit of Competency’ and the unit’'s ‘Elements’ and
‘Performance Criteria’ and are supported with graphics, charts, tables, photos and drawings.

The manuals contain a series of ‘Learning Activities’.

Each learning activity is identified with the following icon.

Learning
e
- / Question
Learning

LEARNING ACTIVITY ONE

Why is it impertant to report variations in quality of products or services to appropriate people in the workplace - in particular

S
Act 1vVi ty those variations for which you as an employee are respansile?

Identify one or more people in a workplace to whom it would be appropriate to report such variations.
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MATERIALS CONTENT-CONT'D

Learning activities come in the following forms.
# Questions
% Research
% Tasks
% Interviews
Questions
Questions would relate to the information presented on previous pages.

Research

This type of learning activity would require the student or trainee to locate information by using research methods. The
information they would be required to locate would be in line and/or support the information that the manual had outlined in

previous pages.
Learning
Activity

Research
Tasks

This learning activity type would require the student/trainee to actually do or undertake something and would be reinforcing
the knowledge they have gained from reading the manual’s previous pages.

Interviews

This learning activity type would require the student/trainee to interview person(s) in an actual workplace environment or a
person(s) who are experienced in the industry sector which the student/trainee is currently undergoing training.

The student/trainee is made aware of the type of learning activity by noting the learning activity type displayed under the
learning activity icon.
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MATERIALS CONTENT—CONTID

The learning activities in the Student/Trainee manuals are ‘Form Enabled’ so that if the resources delivered are online, the
activities can be filled in using the computer keyboard.

The student or trainee would simply place the cursor in the field and click once with the mouse.

Seconds later the blue colour disappears and the student enters his/her answers into the field .

TASK

LEARNING ACTIVITY ONE

Balow are thews pichares.

1 ‘ Type in the answers in the field...

2

e, '
=a 3 |

When the student or trainee leaves the filled in field to move on to the next field, the previous field returns to a blue colour.

IT 1S VERY IMPORTANT THAT THE MANUAL IS SAVED REGULARLY.

It is recommended that the student or trainee set up a ‘Student/Trainee’ folder on their computer and saves their manuals
to that folder.

The ‘first’ SAVE will have the software will ask if you wish to replace the file and the student/trainee would click YES.
Saving does not prevent the student or trainee from going back to previous fields to make changes.

After the ‘first’ SAVE, the student or trainee would need to use the ‘SAVE AS’ function.
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MATERIALS CONTENT—CONT'D
Self Assessment
At the end of each manual is a series of questions that the student or trainee should review and answer.

This self assessment is to ensure in the student’s or trainee’s mind that they have reviewed and understood
the information that was presented in the manual.

If they are unsure of their understanding in any of the topics reviewed, they are encouraged to go back and
review the information again and/or seek the assistance of their teacher or trainer.

TEACHER/TRAINER MANUAL
The Teacher/Trainer manuals have exactly the same content as the Student/Trainee manuals.
The only differences are the explanatory introduction pages and after each learning activity there are ‘Teacher/

Trainer Guidance Notes'. These provide the answers to the ‘Learning Activities’ as well as some notes on how
to assess the student/trainee’s submission to each learning activity.

Learning
Activity
Question
LEARNING ACTIVITY THREE

In this section 'we lsamed about ‘routines’ that basically meant the cleaning and handing issues within a sore environment

What six areas of a store were affectsd by ‘routines'?

\ I N . —

Storercom

Retail office

Selling area and displays
Staffrooms.

Todets

) Change racms

e g b by
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LANE
LICENCE OVERVIEW

The Passing Lane licence agreement frees the school, TAFE, and other training organisations of the burden of copyright
restrictions.

Under the Passing Lane licence agreement the materials may be ‘loaded’ on to secure school/institution
networks, secure web servers, learning platforms and/or teacher notebook computers and have ‘no restrictions
as to the number of students’ accessing and using the materials.

Also, there is ‘no restriction’ to the licenced school/institution as to how many ‘printed copies’ can be made of the
materials.

DVD or CD copies of the materials may not be done under any circumstances.

If your institution purchased the materials on DVDs, copies for lost or damaged DVDs may be obtained by
contacting Passing Lane.

Generally, there is no charge for replacement DVDs that are within a current license period.

All materials purchased are registered in the name of the institution purchasing the materials.

The materials are not transferable without written consent by Passing Lane.

All materials have a three year expiry date from date of purchase after which this licence will expire.

All licences are renewable for a fee or automatically renewed for a full licence period when an available upgrade
is purchased.

Copyright
2016



Unit Resources and User Guide

LICENCE OVERVIEW—CONT’D

Passing Lane will send out a notice to the school/institution informing them of the pending expiry of the licence
and the cost of renewing the licence.

Should the school/institution not renew the licence, the materials must not be used and all materials removed
from websites, networks and learning platforms.

All Passing Lane materials are protected under the Australian “Copyright Act of 1968” (including any amendments and
subsequent amendments).

The use of Passing Lane materials without a valid licence breaches the copyright laws and Passing Lane retains
the right to seek any compensation available under the copyright law.

Should your school or institution have any further questions or require any additional information about the
licensing arrangements do not hesitate to contact Passing Lane.

Passing Lane Pty Ltd
PO Box 975
COWES VICTORIA 3922

Telephone 1 300 64 98 63
Facsimile 1 300 64 98 64

Email info@passinglane.com.ai
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LANE
MATERIAL MODIFICATIONS

The Passing Lane licence agreement allows the Passing Lane materials to be modified or contextualised to suit the
teaching/training environment.

This includes adding or deleting written content, adding school or institution’s logos and adding your own pictures or
graphics.

Graphics, pictures or illustrations in the original materials can be removed ,but not used elsewhere or modified.

The PDFs can be converted to WORD files using PDF conversion tools that are readily available on the market.
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LANE
UPDATES AND UPGRADES

On occasions the training packages will be updated and if the updates are minor, Passing Lane updates the materials and
the updated materials are provided free to those holding a current user licence.

If the training package changes are substantial, Passing Lane will update the materials.

However, there would be a small upgrading fee charged to those schools or institutions wanting to upgrade their
materials.
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