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INTRODUCTION 

The Grenada National Training Agency (GNTA) as empowered by the GCTVET Act of 2009 is 

the agency mandated to co-ordinate, facilitate and enable the development and growth of Technical 

and Vocational Education and Training in Grenada Carriacou and Petite Martinique. 

The Agency through modes of training intervention intends to help in ensuring that there exists a 

supply of trained and skilled workers to service labour market needs and thereby contribute to 

higher levels of productivity in the Grenadian economy.  The organisation by way of policy seeks 

to have developed and approved occupational standards derived from industry specifications and 

to guide the training, assessment and certification within the Grenada TVET System. 

The Grenada Council for Technical Vocational Education and Training (GCTVET) created by an 

ACT of parliament in 2009 is empowered to approve standards for the award certification leading 

to Caribbean Vocational Qualification (CVQ’s) and National Vocational Qualification (NVQ’s). 

The GNTA has established industry lead groups responsible for vetting standards as well as 

specifying and recommending standards to be approved. 

ABOUT THIS STANDARD 

This is a National Vocational Qualification that is approved for training and certification in 

Grenada. 

This standard was adapted and approved by the Grenada Council for Technical Vocational 

Education and Training (GCTVET) on 30th October, 2014. 

There are some minor modifications made to accommodate the local context; however the overall 

content of the document is unchanged. 
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QUALIFICATION OVERVIEW 

The NVQ Level 2 in Teacher Assistant is for individuals whose role in the community services 

sector requires well developed behavioural competencies but whose scope for independent 

decision making and for bringing about change is unlimited.   

 

They are likely to be in the roles where they are required to: 

• work effectively supporting others within institutional setting 

• relate to parents 

• help with classroom resources and records 

• support literacy and numeracy activities in the classroom 

• contribute to the guidance of pupil behavior 

• promote children’s sensory and motor development 

Normally persons working at Level 2 should be able to competently carry out simple, complex 

and routine work activities and to collaborate with others through groups and teams.  

Relevant occupations include: 

• Teacher Assistant 

The holders of this qualification will demonstrate a range of personal presentations and 

demonstrations of team work skills and literacy skills. To achieve this qualifications all core units 

must be achieved plus a minimum of one Level 1 elective, three electives from Level 2 and two 

electives from Level 3. The nominal training hours are a guide for planning the delivery of training 

programmes.  

Please note that certification can be gained through formal training or on the job experience by 

scheduling assessments with the Grenada National Training Agency (GNTA) certified assessors. 
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Packaging of Competency Standards for National Qualifications 
 
 

CSE20110 NVQ Level II in Teacher Assistant 
 
 
 

Unit Number Unit Title Core/Elective Hours 
CSETAS0001A Maintain a healthy, safe and secure environment Core 30 
CSEECD0021B Perform interactive workplace communication Core 30 
THTCOR0411A Maintain personal hygiene Core 15 

CSETAS0011A Work effectively supporting others within institutional 
setting 

Core 45 

CSETAS0041A Relate to parents Core 40 
CSETAS0021A Help with classroom resources and records Core 15 
CSEECD0061B Support children’s language and cognitive development Core 50 
CSETAS0012A Support literacy and numeracy activities in the 

classroom 
Core 60 

CSETAS0032A Contribute to the guidance of pupil behaviour Core 40 
CSETAS0022A Contribute to health, care and well being of pupil Core 30 
CSETAS0002A Support the use of ICT in the classroom Core 20 
CSEECD0022B Promote children’s sensory and motor development Core 50 
CSEECD0082B Facilitate children’s creative expression through art, 

drama, music and movement 
Core 60 

CSETAS0042A Provide support for learning activities Core 20 
CSEECD0182B Facilitating the development of the exceptional child Elective 45 
HERDAW0972A Work with persons with physical disabilities Elective 45 
BSBSBM0012A Craft personal entrepreneurial strategy Elective 50 
CSETAS0023A Support parents in their parenting roles Elective 50 
HERDAW0413A Utilize specialist communication skills Elective 45 
CSETAS0003A Provide support in a specialist area Elective 45 
CSETAS0013A Support the activities of existing/new clubs or societies 

in an institutional setting 
Elective 45 

 
To obtain this qualification, all core competencies plus a minimum of one (1) level 2 elective and 
two (2) level three electives must be achieved. 

 
Nominal Training Hours (Institutional Delivery) include total hours of core competencies and 
electives selected. 
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Legend to Code 

 

Example: CSETAS0012A 
 

CS E TAS 001 2 A 
 
 

Industry or Sector    Version Control 

Sub-Sector    Competency Level 

Occupational Area  Competency                      Number 
 
 
 

Key: COR – Core; CSE – Community Service Education; ECD – Early Childhood 
Development; TAS – Teacher Assistant Assessor; SBM – Small Business Management; 
BSB – Business Services (Business); CSB – Community Service; HER - Health Education 
and Rehabilitation (Sector); DAW – Disability Works; TH – Tourism & Hospitality; T – 
Tourism; 
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CSETAS0001A: Maintain a healthy, safe and secure environment 
 

Competency Descriptor: This unit incorporates the Occupational Health and Safety regulations 
required for educational organisations. It deals with the maintenance of 
a healthy and safe school environment.  It involves minimizing health 
and safety risks and reporting situations which pose a danger to people 
in the learning environment. 

 
Competency Field: Education 

 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1 Maintain a clean and hygienic 
environment 

1.1 Cleaning occurs as an ongoing process as per regulations. 
 
 

1.2 Appropriate cleaning agents are used. 
 

1.3 Infection control procedures are followed. 
 

1.4 Ventilation, lighting and heating/cooling are adequately 
maintained. 

 
1.5 Health procedures are adhered to at all times. 

 

2 Provide a safe environment 2.1 Organisational policies and procedures for safety on 
excursions are followed. 

 
2.2 Sun protection policy is implemented. 

 
2.3 Tools, equipment, toys and games are appropriate to the 

age of the child. 
 

2.4 Equipment is selected, checked and maintained to ensure 
safety. 

 
2.5 Use all equipment according to operating instructions. 

 
2.6 Employ correct work procedures when moving objects. 

 
2.7 Recognize and report promptly any potential hazards in the 

workplace. 
 

2.8 Report accidents promptly and record appropriately. 
 

2.9 Area is checked for hazards and risk reduction strategies 
are implemented. 
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2.10 Fire exits are kept unobstructed. 
 

2.11 Demonstrate an understanding of the organisation’s 
regulations, fire and emergency procedures and the health 
and safety precautions. 

 
2.12 Demonstrate appropriate use of protective clothing/gear. 

 
2.13 Disposal of waste materials occurs in a safe and hygienic 

way. 
 

2.14 Cleaning materials are stored safely. 
 

3 Supervise the safety of children 3.1 Children are supervised in accordance with legal 
requirements and regulations. 

 
3.2 Rules for safe play are explained and implemented. 

 
3.3 Direct contact with individuals/group is maintained. 

 
3.4 Worker is alert to potential risks arising and acts to 

minimise/reduce risk. 
 

3.5 Hazards and potential hazards in the environment are 
identified to children. 

 
3.6 Emergencies and evacuation procedures are discussed 

and practiced with children. 
 

3.7 Supervision is used as an opportunity to interact with 
children. 

 

4 Contribute to the maintenance 
of a safe and secure learning 
environment 

4.1 Comply with legal and organisational requirements relating 
to safety and security in the learning environment. 

 
 

4.2 Respond appropriately to risks relating to health, safety and 
security in the learning environment. 

 
4.3 Use equipment and material according to safety rules and 

regulations. 
 

4.4 Store equipment and material safely. 
 

4.5 Dispose of waste and clear spillage appropriately. 
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4.6 Take appropriate actions to minimise risks relating to 
health, safety and security. 

 
4.7 Inform school personnel about whereabouts so that contact 

can be maintained. 
 

4.8 Implement appropriate safety procedures in an emergency. 
 

5 Minimise risks arising from 
health emergencies 

5.1 Summon assistance for health emergency and take 
appropriate actions. 

 
5.2 Support pupil/ individual with health emergency. 

 
5.3 Comply with legal and school requirements for recording 

accidents and emergencies. 
 
 
 

RANGE STATEMENT   
 

Legal requirements and regulations regarding 
supervision may include: 

 
• staff/children ratios 
• babies are never left unattended in the bath or 

on change table 

Cleaning may include: 
 
• disinfecting nappy change areas 
• washing floor 
• vacuuming 
• disinfecting toilet areas 

 
 

Disposal of waste materials may include: 
 
• nappies 
• soiled tissues/wipes 

In remote and isolated areas: 
 
• alternative methods for rest eg. hammocks 

 
 

Organisational procedures implemented for safety 
on excursions can include: 

 
• legal/legislative requirements 
• organisational policies regarding excursions 

Checking area for hazards may include checking 
for: 

 
• needles/sharp implements in outdoor areas 
• animal droppings in outdoor/indoor areas 

 
 

Maintaining direct contact with child will vary 
according to: 

 
• child's age 
• child's level of independence/dependence 
• child's safety/risk taking behaviours 
• activity child is involved in 
• ability of child 

Contact can include: 
 
• sight 
• sound 
• glass viewing windows 
• line of sight 
• within physical reach 
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Working conditions may include: 
 
• working with full or part time staff 
• varying levels of staffing eg. Staff shortages 
• varying level of staff training 

Communication may occur with: 
 

• Internal and external contacts including 
Principal, class teacher and parents 

 

Potential risks may be: 
 
• babies learning to eat solid foods 
• children learning new skills such as walking, 

balancing 
• particular "combinations" of children playing 

together 
• babies going to sleep with a bottle 
• risk of dehydration on very hot days 
• when children are attempting an activity that 

may be beyond their previous ability 

Rules for safe play may include: 
 
• use of equipment 
• how children play together 

 
This unit of competency should be demonstrated 
in accordance with: 

 
• institution’s policy for maintenance of 

pupil’s safety and security 
• national policies and guidelines for 

maintenance of pupil’s safety and security 
• agreed guidelines given by supervisor 

 

Providing a safe environment: risk reduction 
strategies will vary according to whether the 
location is: 

 
• a purpose designed and built centre 
• non purpose built centre 
• a home 
• appropriate for the age range of children 

Hazards may be identified to children in a range of 
ways: 

 
• verbally 
• by signs 
• by symbols 

 
 

Risk reduction strategies may include: 
 
• gates on stairs 
• covers on electrical sockets 
• removal/locking away of dangerous 

substances. 
• close supervision of children in kitchens 
• fences and gates, locking mechanisms 
• out of bounds areas 
• vacuuming/sweeping floors to remove small or 

dangerous objects 
• placing babies/infants to sleep in positions 

recommended for prevention of SIDS 

Written information may include: 
 
• pupil’s record 
• teacher’s aide report 
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EVIDENCE GUIDE   

Competency is to be demonstrated by the ability to effectively support the maintenance of pupil safety 
and security in accordance with the performance criteria and the range statement. 

 
(1) Critical Aspects and Evidence 

 
Teacher assistant should demonstrated ability to provide a clean and safe environment for children. It 
is recommended that assessors particularly look for: 

 
• Observe personal hygiene to prevent the transmission of infection e.g. hand washing 
• Models safe behaviours and hygiene practices 

 
Evidence should include a demonstrated ability to effectively and consistently: 

 
• Apply institution’s policies and procedures in regard to the maintenance of pupil safety and 

security 
• Apply national policies and guidelines for the maintenance of pupil safety and security 
• Take appropriate action to minimize risks for health, safety, security and emergency issues 

 
(2) Pre-requisite Relationship of Units 

 
• Nil 

 
(3) Underpinning Knowledge and Skills 

 
Knowledge 
Knowledge of: 

 
• regulations on safety, health and hygiene 
• up to date knowledge of regulations are understood 
• potential hazards to children 
• risk minimisation strategies and risk reduction strategies 
• the spread of infectious diseases and cross infection 
• strategies to minimise the spread of infectious diseases 
• developmental stage appropriate toys and equipment - safety and risks 
• legal requirements for supervision including worker - child ratios 
• organisational standards, policies and procedures 
• hazards in the environment 
• school’s policies and procedures with regard to health and safety, waste disposal and security 
• legal responsibilities for health and safety in the workplace as required by relevant Health and 

Safety at Work legislation 
• responsibilities for health, safety and security as defined in job description 
• legal and school requirements for child protection and teacher’s aide role and responsibilities in 

relation to this 
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Underpinning Knowledge and Skills (Cont’d) 
 

Knowledge  
Knowledge of: (Cont’d) 

 
• the health, safety and security risks 

which may occur in the learning 
environment and the appropriate action 
to take 

• responsible person(s) for health and 
safety in the workplace 

• designated first aider and how to make 
contact in an emergency 

• range of equipment and material used 
within the learning environment and any 
risk to safety associated with their use 

• methods of storing different equipment 
and materials safely and securely 

• the importance and purpose of calling 
assistance immediately 

• the action that should be taken or 
avoided for each of the emergencies 
listed in the scope for the standard 

• any religious or cultural restrictions on 
the action to be taken in response to a 
health emergency 

• reasons why actions beyond capabilities 
may further endanger life 

• potential health risks to others from an 
emergency such as contamination from 
blood and other body products 

Skills 
The ability to: 

 
• use strategies to minimise risk 
• use strategies to minimise the spread of 

infectious diseases 
• interpersonal safe use of equipment 

and materials 
• use equipment and material safely and 

correctly to minimise risks 
• recognize signs and symptoms of 

different emergency conditions 
• deal with a health emergency 

 

(4) Resource Implications 
 

Assessment requires access to a range of opportunities defined in the Range of Variables. This 
includes: 

 
• A childcare workplace 
• Access to children's services, resources and equipment 
• Access to the local environment 
• Access to cleaning equipment and materials 
• Occupational health and safety policies and procedures 

 
(5) Method of Assessment 

 
In order to ensure consistency in performance and identified situational variables, it will be 
necessary to collect evidence across a range of clients. 
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Evidence may be collected in a variety of ways including: 
 

• Direct observation 
• Oral questioning 
• Written test 
• Authenticated assessments and/or assignments from relevant training courses 
• Supporting statement from supervisor or previous employer 

 
If the appropriate situation occurs in the workplace or an appropriate simulated situation is 
designed, it may be possible to assess more than one element or unit of competency at the same 
time. 

 
(6) Context of Assessment 

 
Competency should be assessed in the workplace or simulated workplace environment in 
accordance with work practices and safety procedures. This unit may be assessed through practical 
demonstration in a range of workplace situations. Third party evidence eg. supervisor’s report will 
form a major part of the evidence. 

 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1 Level 2 Level 3 
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSEECD0021B: Perform interactive workplace communication 
 
 

Competency Descriptor: This unit deals with the skills and knowledge required to for 
effective communication in the early childhood care, education and 
development service sector 

 

 
 

Competency Field: Community Service – Early Childhood Development 
 

ELEMENT OF COMPETENCY PERFORMANCE  CRITERIA 
 

1. Follow routine instructions and 
information 

1.1 Instructions/information received is acted upon appropriately. 
 

 
 

1.2 Effective questioning is used to elicit information. 
 

1.3 Critical information is recorded for reference based on 
institution/s policy as well as National Laws. 

 

2. Communicate positively with 
children 

2.1 Appropriate method for greeting and bidding farewell is used. 
 

 
 

2.2 Children are listened to attentively and responsively to. 
 

2.3 Conversations with the children explore their interests and 
concerns. 

 
2.4 Models positive and respectful communication style. 

 
2.5 Children’s non verbal cues are responded to appropriately. 

 
2.6 Children’s feelings are acknowledged and accepted. 

 
2.7 Interactions are modified in response to the child's mood. 

 
3. Participate in workgroups and 

teams 3.1 
Allocated tasks are identified. 

 
3.2 Allocated tasks are completed efficiently and effectively. 

 

 
3.3 Assistance is actively sought from or provided to other team 

members when difficulties arise. 
 

3.4 Feedback provided by others in the workgroup is 
encouraged, acknowledged, and acted upon. 

 
3.5 Questioning is used to minimise misunderstandings. 
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3.6 Signs of potential workplace conflict are identified and 
conflict avoided wherever possible. 

 
3.7 Participation in team problem solving is demonstrated. 

 
3.8 Support is offered and provided to colleagues. 

 
4. Receive and refer clients 

(parents/guardians)complaints 
4.1 Positive helpful attitude is conveyed to clients when 

handling complaints. 
 

4.2 Complaints are handled sensitively, courteously and with 
discretion. 

 
4.3 Nature of complaint established by active listening and 

questioning and confirming with the client. 
 

4.4 Action is taken to resolve the complaint by referring it to the 
appropriate person. 

 
4.5 Opportunities are taken to turn incidents of client 

dissatisfaction into a demonstration of high quality service 
to clients in line with institution’s policy. 

 

5. Apply profession ethics 5.1 Standards of decorum, good manners and social behaviour 
are maintained according to the institution’s policy and 
professional code of ethics. 

 
5.2 A competent, professional manner/attitude is projected 

through non-verbal presentation. 
 

5.3 Confidentiality and tact is demonstrated. 
 

5.4 Responsibilities of employer/employee is mutually 
recognised and carried out. 

 
RANGE STATEMENT   

The Range Statement explains the scope and context of the unit of competency allowing for differences 
between workplaces. The scope of variables chosen for training and assessment requirements will depend 
on the particular work situation. 

 
The following variables may be present: 

 
For toddlers (1 -2 years): 

 
• respond to verbal and non verbal 

communication of the toddler 
• spend sufficient time to respond to child's 

comments 

Accessibility to children may include: 
 

• proximity to child 
• making eye contact 
• working at child's level 
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Legislation, codes and national standards relevant 
to the workplace may include: 

 
• Standards for the Operation, Management and 

Administration of ECIs 
• National EC Curriculum 
• The Early Childhood Commission Act, 2003 
• The Child Care and Protection Act 2004 
• The Early Childhood Regulations, 2005 
• The UN Conventions on the Rights of the Child 

This unit of competency should be demonstrated in 
accordance with the: 

 
• EC institution’s policies and procedures for 

performing interactive workplace communication 
• documentation of incidents 
• reporting incidents 
• referral of clients complaints 

 
Communication with children will vary according to 
the age of the child – 

 
For babies and infants (under 1 year). Some 
examples are: 

 
• worker responds to non verbal cues and take 

appropriate action 
• initiation or reflection of babbling and cooing 
• responds to crying in ways that meets the 

babies/infants need 

Clients may include: 
 

• children birth to 8 years from a range of cultural 
backgrounds 

• children with a range of physical and mental 
abilities 

• parents, guardians or their representative 

 

Age band should be: 
 

• Under 1 year (infant) 
• 1 -2 years (toddler) 
• 3 -5 years (pre-schooler) 

For 3 to 5 year olds: 
 

• conversations during routines and experiences 
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EVIDENCE GUIDE   

Competency is to be demonstrated by the ability to effectively and consistently perform interactive 
workplace communications according to the sector codes of practice in relation verbal and non-verbal 
presentation according to the performance criteria and the range statement 

 
(1) Critical Aspects of Evidence 

 
Evidence should include a demonstrated ability to efficiently and consistently: 

 
• apply institution’s policies and procedures and sector codes of practice in regard to verbal and 

non-verbal presentation to external and internal client contact in the appropriate context and to 
the level acceptable by the institution. 

• participate in a team situation in a courteous helpful manner, to complete allocated tasks 
willingly, to avoid misunderstandings and conflict where possible. 

• communicate with supervisors and peers and to seek assistance when necessary. 
• solve problems with the team. 
• follow routine instructions, perform tasks according to institution’s procedures 
• maintain standards of decorum, good manners and social behaviour and to maintain a 

competent professional manner. 
• provide a consistently welcoming client environment by treating children, guardian, parents and 

their representative in a courteous, professional manner. 
• interpret the nature of client complaints, refer complaints and provide service to clients 

according to the range of variables. 
 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• institution’s policies and procedures, as well as sector code, with regard to verbal and non-verbal 

presentation, communication within the team, allocated duties and personal presentation 
• how the following aids communication within the team: 
• roles and responsibilities of self, peers and management 
• questioning/listening  techniques 
• conflict resolution skills 
• negotiation skills 
• goal setting 
• importance of modelling 
• importance of listening 
• the range of children's feelings and reactions to key events in their lives 
• the importance of consistent communication of guidelines for children's behaviour 
• organisational standards, policies and procedures 
• the following which aid self development: 
• importance of self esteem 
• stress management 
• time management 
• required literacy skills to function 
• numeracy skills in regard to workplace functions 

 
Skills 
The ability to: 

 
• consistently  apply institution’s policies and procedures and sector codes with regard to  verbal 

and non verbal presentation 
• participate in a team situation in a courteous helpful manner, to complete allocated tasks 

willingly, to avoid misunderstandings and conflict where possible 
• communicate with supervisors and peers and to seek assistance when necessary 
• solve problem with the team 
• follow routine instructions, perform tasks according to organization procedures, plan and 

prioritise tasks 
• maintain standards of decorum, good manners and social behaviour and to maintain a 

competent professional manner 
• accurately interpret the nature of client complaints and make referral to the appropriate person 
• apply safe work practices and emergency procedures in regard to the provision of services 
• apply the following which aid communication within the team: 
• questioning/listening  techniques 
• conflict resolution skills 
• negotiation skills 
• goal setting 
• collect and organise information 
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(4) Resource  Implications 
 

Assessment requires access to a range of opportunities defined in the Range of Variables. This 
includes access to: 

 
• A childcare facility 
• Children's services resources and equipment 
• The local environment 

 

 
 

(5) Method of Assessment 
 

In order to ensure consistency in performance and identified situational variables it will be necessary 
to collect evidence across a range of clients. 

 
Evidence may be collected in a variety of ways including: 
• direct observation 
• questioning – oral \ written 
• interview – supervisors, peers, children 
• authenticated assessments and/or assignments from relevant training courses 
• supporting statement from supervisor or previous employer 
• reflective journal 

 
It may be possible to assess more than one element or unit of competency at the same time if the 
appropriate situation occurs in workplace or an appropriate simulated situation is designed. 

 
 

(6) Context of Assessment 
 

Competency should be assessed in the workplace or simulated workplace environment in 
accordance with work practices and safety procedures. 
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CRITICAL EMPLOYABILTIY SKILLS 
 

Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualification Framework.  They relate to the seven areas of generic competency that 
underpin effective workplace practices. 

 
 

Levels of Competency 
Level 1. Level 2. Level 3. 

• Carries out established 
processes 

• Makes judgement of 
quality using given criteria 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collecting, analysing and organising ideas and information Level 1  
Communicating ideas and information Level 1  
Planning and organising activities Level 1  
Working with others and in teams Level 1  
Use mathematical ideas & techniques Level 1  
Solve problems Level 1  
Using technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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THTCOR0411A: Maintain personal hygiene 
 

Competency Descriptor: This unit deals with the skills and knowledge required to follow 
personal hygiene procedures, and is applicable to many sectors of the 
Hospitality and Tourism industry. 

 
 

Competency Field: Tourism 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Observe dress code 1.1 Workplace dress code is strictly followed. 
 

1.2 Clothing is laundered and where required properly ironed. 
 

1.3 Garment is free of unpleasant odour. 
 

1.4 Appearance and condition of garment is consistent with 
nature of work. 

 
2. Maintain proper oral hygiene 2.1 Teeth are free of food residue. 

 
2.2 Breath is free of unpleasant odour. 

 
2.3 Teeth are free of discolouration caused by smoking. 

 
2.4 Intervals of dental consultations/visits are appropriate to the 

maintenance of good dental health. 
 

3. Maintain physical care of the 
body 

3.1 Correct hand washing procedures are followed. 
 
 

3.2 Cleanliness of hair, skin and nails is maintained at all times. 
 

3.3 Use of colognes and perfumes is unobtrusive. 
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RANGE STATEMENTS   
 

Dress code relates to: 
 

• company policy 
• association/organization 
• job specific requirements 

Oral hygiene include: 
• brushing 
• use of floss/mouthwash 
• dental visits 

 
Body cleanliness relates to: 
• care of the skin, nails and hair 
• hand washing 

 
EVIDENCE GUIDE   

 
Competency is to be demonstrated by the ability to maintain personal hygiene in accordance with the 
performance criteria and the range listed within the range of variables statement. 

 
(1) Critical Aspects and Evidence 

 
Look for: 

 
• Indications of proper oral hygiene 
• Ability to dress appropriately 
• Hair, skin and nail care 

 
(2) Pre-requisite Relationship of Units 

 
• Nil 

 
(3) Underpinning Knowledge and Skills 

 
Knowledge 
Knowledge of: 

 
• factors which contribute to personal hygiene problems 
• implications of poor oral hygiene of workers in the tourism industry 
• proper grooming (males and females) 
• issues relating to hair care in relation to the Rastafarian community 
• nail care techniques for diabetic persons 
• typical hygiene concerns in the hospitality industry 
• hygienic practices that food service employers should require of their employees 
• standard of dress and personal hygiene required of a staff to maintain the highest standard in a 

food service organisation 
• factors to be considered when selecting footwear for work 
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Skill 
The ability to: 

 
• observe dress code 
• maintain proper oral hygiene 
• maintain physical care of the body 

 
(4) Resource Implications 

 
The following resources should be made available: 

 
• Relevant instructional guides, charts, posters, video cassettes on maintaining personal hygiene 

 
(5) Method of Assessment 

 
The nature of this unit lends itself to simulated exercises. Assessment activities may include any one 
or a combination of the following: 

 
• Written or verbal short answer testing 
• Multiple choice testing 
• Role play 

 
Assessment must be in accordance with the performance criteria. 

 
Competence may be determined by observing candidates appearance overtime 

 
(6) Context of Assessment 

 
This unit may be assessed on or off-the-job. Assessment should include a range of methods to 
assess underpinning knowledge. 
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CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1. Level 2. Level 3. 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for 

evaluation 
 

Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level -  
Solve problems Level 1  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSETAS0011A: Work effectively supporting others within 
Institutional setting 

 

Competency Descriptor: This unit deals with the skills and knowledge required to work in a 
group environment requiring group commitment and co-operation 
and support of other group members. It involves working 
effectively with colleagues and taking an active role in self 
development in regards to skills and expertise. 

 

Competency Field: Community Service 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Develop effective workplace 
relationships 

1.1 Responsibilities and duties are undertaken in a positive 
manner to promote cooperation and good relationships. 

 
1.2 Assistance is sought from workgroup members when 

difficulties arise and these are addressed through 
discussions. 

 
1.3 Constructive feedback provided by others in the workgroup 

is encouraged, acknowledged and acted upon. 
 

1.4 Differences in personal values and beliefs are respected 
and their value acknowledged in the development of 
relationships. 

 

2. Contribute to workgroup 
activities 

2.1 Follow instructions accurately and consistently. 
 
 

2.2 Support is provided to team members to ensure workgroup 
goals are met. 

 
2.3 Constructive contributions to workgroup goals and tasks 

are made according to organisational requirements. 
 

2.4 Information relevant to work is shared with workgroup to 
ensure stated goals are met. 

 
2.5 Strategies/opportunities for improvement of the workgroup 

are identified and planned in collaboration with workgroup. 
 

2.6 Responds positively to constructive criticism. 
 

3. Conform to organisation’s 
objectives 

3.1 Exhibit interest in acquiring knowledge of the job 
 
 

3.2 Communication with colleagues is conducted in an open, 
professional and friendly manner. 
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3.2  Understand institution’s mission statement and the means 
by which organizational goals will be realised 

 

4. Maintain working relationship 
with colleagues 

4.1 Provide support for colleagues. 
 
 

4.2 Communicate with colleagues about aspects of your work 
and schedule that also affect them. 

 
4.3 Comply with requirements for confidentiality of information. 

 

5. Develop effectiveness in a 
support role 

5.1 Maintain an up-to-date understanding of the requirements 
of your role and responsibilities. 

 
5.2 Seek out and utilise constructive feedback on performance 

from competent persons. 
 

5.3 Utilise available development support. 
 
 

RANGE STATEMENT   
 

The Range Statement provides advice to interpret the scope and context of this unit of competency, 
allowing for differences between enterprises and workplaces. It relates to the unit as a whole and 
facilitates holistic assessment. 

 
Effective work practices will be required in a teaching and learning environment. 

The following variables may be present for this particular unit: 

Responsibilities and duties may include: 
 
• job description and employment arrangements 
• organisation's policy relevant to work role 
• team structures 
• supervision and accountability requirements including OH&S 
• skills, training and competencies 
• code of conduct 
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Organisational requirements may be included in: 
 
• goals, objectives, plans, systems and processes 
• legal and organisational policy/guidelines and requirements 
• OH&S policies, procedures and programs 
• business and performance plans 
• anti-discrimination and related policy 
• access and equity principles and practice 
• ethical standards 
• quality and continuous improvement processes and standards 
• defined resource parameters 
• it involves working effectively with colleagues and taking an active role in self development in regards 

to skills and expertise 
 

Workgroup members may include but are not 
limited to: 

 
• coach/mentor 
• supervisor or manager 
• peers/work colleagues/team/enterprise 
• other members of the organisation 
• working with full or part time staff 
• varying levels of staffing e.g. Staff shortages 
• members having varying level of training 

Written information may include: 
 
• pupil’s record 

 
Providing support to team members may include: 

 
• explaining/clarifying 
• helping colleagues 
• problem solving 
• providing encouragement 
• providing feedback to another team member 
• undertaking extra tasks if necessary 

 

Feedback on performance may include: 
 
• formal/informal performance appraisals 
• obtaining feedback from supervisors and 

colleagues 
• obtaining feedback from clients 
• personal, reflective behaviour strategies 
• routine organisational methods for 

monitoring service delivery 

Information to be shared may include: 
 
• assisting a colleague 
• clarifying the organisation's preferred task 

completion methods 
• open communication channels 
• encouraging colleagues 
• acknowledging satisfactory performance 
• workplace hazards, risks and controls 
• acknowledging unsatisfactory performance 
• internal and external contacts including 

Principal, class teacher and parents 
 

Strategies/opportunities for improvement may include: 
 
• coaching, mentoring and/or supervision 
• formal/informal learning programs 
• internal/external training provision 
• work experience/exchange/opportunities 
• personal study 
• career planning/development 
• performance appraisals 
• workplace skills assessment 
• recognition of Prior Learning/initial assessment 
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EVIDENCE GUIDE   

The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm 
competency for this unit. This is an integral part of the assessment of competency and should be read in 
conjunction with the Range Statement 

 
In order to achieve consistency of performance, evidence should be collected over a set period of time, 
which is sufficient to include dealings with an appropriate range and variety of situations. 

 
(1) Critical Aspects of Evidence 

 
Evidence should include a demonstrated ability to effectively and consistently: 

 
• apply institution’s policies and procedures in regard to dealing with difficulties in working 

relationships and practices 
• communicate effectively with colleagues in regards to work and work schedules 
• Applies key aspects of the industry and sector context, practices and language to their role. 
• Is proactive and positive within the group. 
• Provides support to team members to ensure goals are met. 
• Seeks and acts on feedback from clients and colleagues. 
• Accesses learning opportunities to extend own personal work competencies to enhance team 

goals and outcomes. 
 

(2) Pre-requisite Relationship of Units 
 

Pre-requisite for this unit is: 
 

• nil 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• the industry and sector context including history, evolution, language, current structure, 

economic importance and probable future trends 
• the relevant legislation from all levels of government that affect business operation, especially 

in regard to OH&S and environmental issues, equal opportunity, industrial relations and anti- 
discrimination 

• why co-operation and good relationships are important 
• the organisation's policies, plans and procedures 
• how to elicit and interpret feedback 
• techniques to develop personal plans and establish priorities 
• how to identify and prioritize personal development opportunities and options 
• workgroup members' responsibilities and duties 
• importance of demonstrating respect and empathy in dealings with colleagues 
• individual’s roles and responsibilities within the workplace 
• principles underlying effective communication 
• lines and methods of communication that apply within the school setting 
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Knowledge (Cont’d) 
Knowledge of: 

 
• the meetings and consultation structures within the school 
• school’s expectation and procedures for fostering good working relationships 
• school policies and procedures for dealing with difficulties in working relationship and 

practices 
• the differences between work relationships and personal relationships and how work 

relationships can be effectively maintained 
• appraisal systems in use within the employment context 
• development opportunities available and how to access them 
• school’s expectations and requirements in regards to role and responsibilities as set out in 

job descriptions 
 

Skills 
The ability to: 

 
• use literacy skills to identify work requirements and understand and process basic, relevant 

workplace documentation 
• use communication skills to request advice, receive feedback and work with a team 
• apply planning skills to organise work priorities and arrangements 
• use technology skills including the ability to select and use technology appropriate to a task. 
• relate to people from a range of social, cultural and ethnic backgrounds and physical and 

mental abilities 
• communicate effectively 
• display good inter-personal and collaborative skills 
• promote team work and partnerships with colleagues 
• access development opportunities 

 
(4) Resource Implications 

 
• the learner and trainer should have access to appropriate documentation and resources 

normally used in the workplace 
 

(5) Method of Assessment 
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be conducted over time and may be in conjunction with assessment of other 
units of competency 

 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• oral questioning 
• written test 
• supporting statement from supervisor 
• institution’s appraisal 
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(6) Context of Assessment 
 

Competency is demonstrated by performance of all stated criteria, including paying particular 
attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, 
and within the scope as defined by the Range Statement. 

 
Assessment of performance requirements in this unit should be undertaken in an actual 
workplace or simulated environment. 
Assessment should reinforce the integration of the key competencies 
This unit may be assessed through practical demonstration/role play in a range of workplace 
situations. Third party evidence eg. supervisor’s report will form a major part of the evidence. 

 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1. Level 2. Level 3. 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Standards and Planning Unit, GCTVET  Page 6 of 6 
 



CSETAS0041A Relate to parents 
 

  CVQ 
  

 
 

CSETAS0041A: Relate to parents 
 

Competency Descriptor: This unit describes the basic knowledge and skills required to 
facilitate an effective and appropriate professional relationship with 
parents in their parenting role. 

 
 

Competency Field: Education 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Maintain a professional 
relationship with parents 

1.1 Communication with parents/guardians makes clear that 
their presence in the childcare setting is welcome. 

 
1.2 Parents/guardians addressed by their preferred names 

and titles. 
 

1.3 Interaction with parents/guardian indicated the high priority 
attached to the role of the parents/guardian as the most 
knowledgeable person about his or her children. 

 
1.4 Information given is kept confidential. 

 
1.5 Sensitive and appropriate response to parent’s/guardians’ 

behaviour takes into account relevant impacting issues. 
 

1.6 Communication with parents/guardians consistent with the 
requirements for confidentiality of the setting. 

 

2. Implement settling-in 
arrangements with 
parents/guardians 

2.1 Policies, routines and special activities are discussed with 
parent/guardians with parents/guardians understanding 
and agreement. 

 
2.2 Mutual arrangement on care established as far as possible 

within the constraints of the setting. 
 

2.3 Implementation of settling arrangements takes into 
account the basic needs of children. 

 
2.4 Adherence to arrangements with parents/guardians takes 

account of children’s interest and safety. 
 

2.5 Concerns listened to in a respectful manner. 
 

2.6 Parents/guardians offered reassurance and opportunities 
for checking on children’s welfare. 
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2.7 Manifestations of parents’/guardians/ anxieties and 
negative feelings responded to in a non-judgemental way. 

 

3. Facilitate the involvement of 
parents/guardians in children’s 
care and development 

3.1 Ensure that the involvement of parents/guardians in 
children’s care and development are in relation to the 
policies of the setting. 

 
3.2 Procedures for emergencies established with 

parents/guardians and followed as appropriate to the 
nature of the emergency. 

 
 

RANGE STATEMENT   

The Range statement provides details of the scope of the Elements and Performance Criteria to allow for 
differences within enterprises and workplaces, including practices, knowledge and requirements. The 
Range of Variables also provides a focus for assessment and relates to the unit as a whole 

 
The following variables may be present 

 

This unit of competency should be demonstrated in 
accordance with the: 

 
• institution’s policies in relation to supporting 

parents in their parenting role 

Legislations, codes and national standards relevant 
to the workplace may include: 

 
• Policies and Standards for Early Childhood 

Institutions 
• Operators Manual, 
• National EC Curriculum 
• The Child Protection Act 
• The Early Childhood Commission Act, 2003 
• The Child Care and Protection Act, 2004 
• The Conventions on the Rights of the Child 

 
Impacting issues may include: 

 
• personal and cultural variations in child rearing 

values and practices 
• practices and factors affecting 

parents’/guardians’ lives and self-confidence 
• family structure 

Age band may include but not limited to: 
 

• 2-3 years 
• 4-8 years 
• 8 years and over 
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Characteristics of parents/guardians may 
include: 

 
• new, established parents/guardians who 

are not members of the predominant cultural 
and linguistic group of the setting 

• parents /guardians who are not keeping to 
the centre’s/carer’s organisational 
arrangements 

• those who are able to stay for extended 
periods 

• those who are only available for limited 
periods 

• those from different social and cultural 
backgrounds 

• those who are rarely visiting the setting 
• parents/guardians who are experiencing 

particular difficulties in parenting 

• 
Relevant issues may include: 

 
• the needs of the child 
• the requirements of parents/guardians 
• the child’s previous experience 
• the requirements of the setting 
• the child’s cultural background 
• functional development of the child 

 

Characteristics of children may include: 
 

• children with/without previous experience of 
care outside the home 

• children where a third party (e.g. Social 
services/worker) is involved 

• children with disabilities 

Types of information may include: 
 

• health and welfare of the child 
• routines and activities 
• progress and achievements 
• access to children for collection 
• positive/negative information 

 
 

Families may require support due to: 
 

• isolation due 
• additional needs of their child 
• crises and emergencies 
• victimization 
• Financial constraints 
• Financial constraints may include: 
• Referrals to supervisor 
• Government agencies 
• Church groups 
• Community support groups 

Support may be provided by such means as: 
 

• toy libraries 
• mobile services 
• play groups 
• home visits 
• respite care 
• advice and information 
• referral 
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Language and communication which will suit a 
family's needs may require: 

 
• informal, colloquial style or formal style of 

communication 

Strategies to develop trust in the service may 
include: 

 
• developing a rapport with the child first 
• remembering and using names of the 

child/children on each visit and using 
information gathered previously. 

• offering non threatening assistance e.g. toys 
 
 
 

EVIDENCE GUIDE   
 

(1) Critical Aspects of Evidence: 
 

Evidence of the following needs to be demonstrated: Documents of meetings, workplace 
documents, supervisor’s reports etc 

 
(2) Pre-requisite Relationship of Units 

 
This refers to an assessment relationship between units. 
• Nil 

 
(3) Underpinning Knowledge and Skills 

 
Knowledge 
Knowledge of: 

 
• the concepts and implications of shared care and partnership with parents/guardians 
• the kinds of information likely to be needed by parents/guardians 
• the policy of the setting concerning confidentiality of information including rules relating to 

children under supervision by children’s services and medical records 
• parents’/guardians’ right under the relevant legislation 
• sources or causes of distress in parents/guardians 
• types of behaviours often exhibited by parents/guardians 
• how children at different ages are likely to react to separation from parents/guardians and 

transition from one type of setting to another 
• key areas on which clear policies and mutual agreement should be established e.g. routines, 

boundary setting, emergencies 
• the difficulties faced by children and parents/guardians whose cultural and language 

background is different from the predominant culture and language of the setting 
• why exchange of information is beneficial to parents/guardians, children and staff 
• the types of information needed from parents/guardians and how to obtain it, record it and 

keep it up to date 
• the types of information needed by parents/guardians and how to communicate it effectively 
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Knowledge  
Knowledge of: (Cont’d) 

 
• strategies for sharing and exchanging of information which take account of the need for 

flexibility and sensitive negotiation with parents/guardians 
• barriers to effective communication 
• the worker’s role in the care and management of children and in sharing this with 

parents/guardians 
• the central role of parents/guardians in the care and management of their child/children 
• health and safety procedures with regard to different types of emergencies including 

accidents. Illness, emergency closure of the setting etc, and when and how to contact 
relevant persons 

• Roles of the family members 
 

Skill 
The ability to: 

 
• communicate with parents/guardians 
• respond to parents’/guardians’ request for information 
• express respect for children and parents/guardians 
• convey policies, routines and activities in relation to settling-in to parents/guardians 
• implement arrangements with parents/guardians for settling-in 
• reassure parents/guardians on children’s welfare 
• respond to manifestations of parents’/guardians’ anxieties and negative feelings 
• identify positive aspects of children’s efforts, achievements and behaviour 
• draw parents’/guardians’ attention to products of their children’s work 
• care for children 
• interact with the children in the presence of their parent/guardian 
• intervene in disputes among children to promote creative resolution to conflict 

 
(4) Resource Implications 

 
Competency in this unit may be assessed through access to: Supervisor’s report, workplace 
documents etc. 

 
(5) Method of Assessment 

 
In order to ensure consistency in performance and identified situational variables it will be 
necessary to collect evidence from a number of sources 

 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• questioning - oral/written 
• supporting statement from supervisor or previous employer /parents 
• existing documentation 

 
It may be possible to assess more than one element or unit of competency at the same time if the 
appropriate situation occurs in the workplace or an appropriate simulated situation is designed. 
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(6) Context of Assessment 
 

Competency should be assessed in the workplace overtime. Assessment should be while tasks 
are undertaken either individually or as part of a team under limited supervision. 

 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1. Level 2. Level 3. 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 1  
Plan and organise activities Level 2  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 2  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSETAS0021A: Help with classroom resources and records 
 

Competency Descriptor: This unit deals with the skills and knowledge required to provide support to 
the teacher in organising the learning environments and maintaining 
classroom records. It involves working under the direct supervision of the 
teacher to help with various written records and to prepare and maintain an 
effective learning environment. 

 
 

Competency Field: Education 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Help with organization of 
learning environment 

1.1 Arrange learning resources according to preparation 
requirements given. 

 
1.2 Check the availability and location of safety equipment in 

the learning environment. 
 

1.3 Arrange learning materials as directed by teacher. 
 

1.4 Report shortages of learning materials to the teacher. 
 

1.5 Encourage pupils to return materials to the appropriate 
place after use. 

 
1.6 Encourage pupils to dispose of waste appropriately. 

 
1.7 Check condition of learning resources and materials after 

use and report findings to the teacher promptly. 
 

2. Help with classroom records 2.1 Complete records accurately and legibly and as specified 
by the teacher. 

 
2.2 Update records under direction of the teacher. 

 
2.3 Comply with school’s requirement for storage and security 

of records. 
 

2.4 Collect, collate and pass on information promptly to 
school’s office. 

 
2.5 Maintain confidentiality according to organisational and 

legal requirements. 
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RANGE STATEMENT   

This unit applies to all institutions where teaching and learning are taking place 
 

This unit of competency should be demonstrated 
in accordance with 

 
• institution’s policy for record keeping 
• supervisor’s guidelines re preparation 

requirements for learning materials 
• designated opening hours 

Written information may include: 
 
• pupils’ records 
• trainers important pointers 

 

Communication may occur with: 
 

• Internal and external contacts including 
Principal, class teacher and parents 

Working conditions may include: 
 
• working with full or part-time staff 
• varying levels of staffing e.g. Staff shortages 
• varying level of staff training 

 
 

EVIDENCE GUIDE   

Competency is to be demonstrated by the ability to effectively monitor and maintain classroom resources 
and records in accordance with the performance criteria and the range statement 

 
(1) Critical Aspects of Evidence 

 
Evidence should include a demonstrated ability to efficiently and consistently 

 
• apply safe work practices in regard to the maintenance of classroom resources and records 
• apply school’s policy in regard to record keeping 

 
(2) Pre-requisite Relationship of Units 

 
• Nil 

 
(3) Underpinning Knowledge and Skills 

 
Knowledge 
Knowledge of: 

 
• role and responsibility for helping to organize the learning environment 
• role and responsibilities of others within the school for establishing and maintaining learning 

environment 
• the principles and practices of inclusive education and the implications of these for setting out 

learning environment 
• safety equipment used in the learning environment 
• storage areas for materials and equipment 
• school’s health and safety policy as it applies to learning environments 
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Knowledge (Cont’d) 
Knowledge of: 

 
• the school’s requirements and guidance for health, hygiene, safety, security and supervision 

in the setting including access to premises, store rooms and storage areas 
• the record-keeping system(s) and procedures used within the school 
• roles and responsibilities within the school for maintaining the record keeping system(s) 
• the school’s policy for storage and security of pupil’s records including confidentiality 
• legal implications and restrictions covering the recording and the use of personal information 

including the Data Protection Act and Children Act 
• the school’s procedures for monitoring and maintaining the supply of classroom resources 
• the role and responsibility of the teacher’s aide in monitoring and maintaining the supply of 

classroom resources 
 

Skills 
The ability to: 

 
• organise the learning environment 
• identify and use safety equipment in the learning environment 
• maintain the record keeping system in relation to school’s policy 
• monitoring and maintaining the supply of classroom resources 

 
(4) Resource Implications 

 
The following resources should be made available: 

 
• Work environment 
• Resource personnel 

 
(5) Method of Assessment 

 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• oral questioning 
• written test 
• supporting statement from supervisor 
• reviewing supporting documents 

 
(6) Context of Assessment 

 
This unit may be assessed through practical demonstration in a range of workplace situations. 
Third party evidence eg. supervisor’s report will form a major part of the evidence. 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1 Level 2 Level 3 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSEECD0061B: Support children’s language and cognitive 
development 

 
Competency Descriptor: This unit deals with the knowledge and skills required t o assist in 

children’s language and cognitive development. 
 
 

Competency Field: Community Services – Early Childhood Development 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA  
 

1. Increase children’s cognitive 
awareness and conceptual 
understanding 

1.1 Appropriate materials, activities and experiences are 
chosen which stimulate children’s curiosity and learning 
through observation and discovery. 

 
1.2 Access to learning centres is provided, which facilitates 

children’s self-directed and independent learning. 
 

1.3 Special learning materials and equipment are made 
accessible to exceptional children. 

 
1.4 Children are encouraged to recall and relate details of 

events. 
 

1.5 Children are encouraged to think of creative ways to solve 
problems that arise during daily activities. 

 
1.6 Repeated reinforcement of concepts is introduced to 

increase the children’s understanding and ability to use 
terms appropriately and meaningfully. 

 
1.7 Open-ended questions are used frequently to promote 

critical thinking skills in children. 
 

2. Listen and respond to children’s 
talk and expressions 

2.1 Children are encouraged to build communication skills 
through questioning and commentaries. 

 
2.2 Children are listened to attentively, patiently and with 

evident interest. 
 

2.3 Opportunities are created and used to explain and reason 
with children. 

 
2.4 Children’s expression in talk or crying are interpreted and 

responded to appropriately. 
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2.5 Non-verbal communication is recognised and interpreted 
appropriately. 

 
2.6 Children are encouraged to offer explanations and reasons 

and to express feelings freely in both planned and routine 
activities. 

 
2.7 Children are encouraged to express their feelings, talk 

about their interests, experiences and events in their lives. 
 

2.8 Children’s first language are recognised, respected and 
translated to demonstrate the parallel form in standard 
English. 

 
2.9 Story telling with appropriate cueing is used to develop 

children’s skills in listening, comprehending, recalling and 
expressing feelings and reactions. 

 
2.10 Games and activities with developmentally appropriate 

materials are used to enable participation of children with 
communication difficulties. 

 

3. Encourage communication among 
children 

3.1 Children are encouraged to imitate positive roles and 
language patterns familiar to their homes and communities 
during play. 

 
3.2 Children are encouraged to use words to express their 

feelings and ideas to peers. 
 

3.3 Children are assisted in expressing their feelings and 
displaying appropriate reactions. 

 
3.4 Activities are planned to increase verbal interchange and co- 

operation among children. 
 

3.5 Various methods of communication between children are 
encouraged in accordance with their stage of development. 
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RANGE STATEMENT   
 

The Range statement provides details of the scope of the elements and performance Criteria to allow for 
differences within enterprises and workplaces, including practices, knowledge and requirements. The Range 
of variables also provides a focus for assessment and relates to the unit as a whole. 

 
The following variables may be present 

 
This unit of competency should be demonstrated 
in accordance with: 

 
• The EC institution’s policies and procedures for 

supporting children’s language and cognitive 
development 

Age band include: 
 

• Under 1year (infant) 
• 1 - 2 years (toddler) 
• 3 - 5 years (pre-schooler) 

 

Characteristics of children may include: 
 

• children with/without special needs 
• children using more than one language 
• children with communication difficulties 

(hearing impairment, cerebral palsy, autism, 
aphasia, etc) 

• children with difficulties forming relationships 
• gifted children 
• children with intellectual disabilities (e.g. 

mental retardation, Down’ syndrome) 
• children with different cultural backgrounds 

Legislation, codes and national standards relevant to 
the workplace may include: 

 
• Standards for the Operation, Management and 

Administration of ECIs 
• National EC Curriculum 
• The Early Childhood Commission Act, 2003 
• The Child Care and Protection Act 2004 
• The Early Childhood Regulations, 2005 
• The UN Conventions on the Rights of the Child 
• World Fit for the Children Document (WFC) 
• UNICEF’s Core Commitment for Children (CCC) 

 
All developmentally appropriate children’s learning 
activities may include: 

 
• Dramatizations and role-play (e.g. telephone 

games) 
• Field trips, Nature walks 
• Early stimulation activities 
• Dance, music 
• Costume, dressing up and scenery 
• Storytelling 
• Co-operative/Interactive  games 
• Technology, radio, tape recorder, computers, 

DVDs 

Communication methods may include: 
 

• talk 
• sign language 
• body language/gestures 
• pictorial stimuli 
• eye to eye contact 
• appropriate tactile stimuli 
• touch 
• poetry, songs 
• rhymes 
• jingles 
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Location may include: 
 

• indoors 
• outdoors 
• Early Childhood Centres 
• Church centres 
• Community centres 

Group size may include: 
 

• pairs 
• small groups 
• large groups 

 
The interpretation of children’s expressions may 
include: 

 
• enquiry 
• excitement 
• urgency 
• distress 
• pain 
• happiness 
• sadness 
• fear 

Nature of conceptual relationships which may 
include: 

 
• distance and space relationships 
• similarities and differences 
• relative position of things, cause and 

effects, time, quantity, state 

 
Access may include: 

 
• scheduled time in accordance with government 

stipulations 
 
 

EVIDENCE GUIDE   
 

Competency is to be demonstrated by effectively supporting the language and cognitive development of 
children in accordance with the performance criteria and the range listed within the range of variables 
statement. 

 
(1) Critical Aspects of Evidence 

 
Evidence of the following should be demonstrated: 

 
• use of developmentally appropriate materials and activities that stimulate children’s curiosity 

and learning 
• ensure that children recall and relate details of events 
• use open-ended questions to promote children’s thinking skills 
• encourage children to build communication through questioning and commentaries 
• listen to children attentively, patiently and with interest 
• promote listening skills in children 
• model expressions that enhances children’s language development 
• plan and promote activities that encourage communication among children 
• maintain learning centers which stimulate children’s interest 
• communicate with children in a developmentally appropriate manner (exercise respect, careful 

choice of words) 
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(2) Pre-requisite Relationship of Units 
 

• Nil 
 

 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• Piaget’s and Vygotsky theories of cognitive development 
• techniques of talking to children which facilitates two- way communication 
• the role of the practitioner’s speech and questioning skills in the process of conceptual 

development in children 
• the importance of recognising customs and language particular to various cultural groups 
• the importance of demonstrated respect for and reinforcement of children’s descriptions and 

explanations of interest and activities 
• the relationship between the practitioner’s use of language and the child’s capacity to develop 

conceptual and perceptual thinking 
• the importance of providing stimulating environments and materials that encourage conversation 

and children’s learning 
• the variety of alternative means of communication 
• techniques used in asking questions 
• the range  of concepts appropriate for learning at the pre-school stage 
• the range of activities and experiences that promote concept building and problem solving skills 
• the types of learning centres used to stimulate interest 
• the role of the practitioner as listener in the process of a child’s language acquisition 
• the child’s human rights to expression 
• the importance of recognising the feelings being expressed in a child’s talk and cry 
• common communication difficulties in young children 
• how layout and physical conditions can affect communication 
• appropriate speaking and listening games and activities for children with/without communication 

difficulties 
• the importance of positive feedback in achieving success in interactive activities 
• techniques of drama, storytelling, role play, music, dance, dramatic play, puppetry and art in 

promoting  group expression and interaction 
• the importance of the use of behavioural guidelines in promoting the rights and responsibilities 

of children 
• basic techniques for problem solving and conflict resolution with groups of young children are 

appropriate to their age and stage of development 
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Skills 
The ability to: 

 
• choose materials, activities and experiences for stimulation 
• encourage children to recall and relate events 
• encourage children to solve problems 
• encourage questions and comments from children 
• reinforce concepts introduced to children 
• facilitate access to interest/learning centres 
• encourage children to think critically and to appraise their environment 

 
• participate in activities which enable children to explore concepts 
• use special learning materials 
• use open ended questioning techniques 
• listen to children 
• create opportunities to explain and reason with children 
• talk and respond to children 
• listen to children talk and cry and recognize feelings being communicated 
• interpret non-verbal signals appropriate to the level of development and special needs of children 
• recognize, respect and translate children’s language and demonstrate the parallel form in 

standard English 
• develop children’s listening skills, comprehension and recall 
• provide new expressions in adult talk 
• incorporate listening, talking and expression of feelings with names into daily activities for 

children with/without communication difficulties 
• adapt talking and listening games to enable participation of children with communication 

difficulties 
• assist children in expressing themselves and their feelings while appropriately playing with each 

other 
• assist children to find appropriate words to express themselves and their feelings 
• devise activities which encourage verbal communication, respect and co-operation between and 

amongst children 
• assist children to imaginatively explore roles together 
• assist children’s interaction with each other through dance, art and music 
• give feedback to group efforts appropriately 
• encourage children to use augmentative and alternative methods of communication (e.g. sign 

language) 
 
 

(4) Resource  Implications 
 

Assessment requires access to a range of opportunities defined in the Range of Variables. This 
includes access to: 

 
• a childcare facility 
• children's service resources and equipment 
• the local environment 
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(5) Method of Assessment 
 

In order to ensure consistency in performance and identified situational variables it will be necessary 
to collect evidence across a range of clients. 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• questioning – oral \ written 
• interview – supervisors, peers, children 
• authenticated assessments and/or assignments from relevant training courses 
• supporting statement from supervisor or previous employer 

 
It may be possible to assess more than one element or unit of competency at the same time if the 
appropriate situation occurs in workplace or an appropriate simulated situation is designed. 

 
 

(6) Context of Assessment 
 

Competency should be assessed in the workplace or simulated workplace environment in 
accordance with workplace practices and safety procedures. 

 
 

CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the GCTVET Qualifications Framework.  They relate to the seven areas of generic competency that 
underpin effective workplace practices. 

 
Levels of Competency 

Level 1 Level 2 Level 3 
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSETAS0012A: Support literacy and numeracy activities in the 
classroom 

 

Competency Descriptor: This unit deals with skills and knowledge required to help pupils to 
participate in whole class, groups and individual learning activities for 
literacy and numeracy development. It involves working under the direct 
supervision of the teacher to provide the agreed support and giving feedback 
to the teacher on the learning activities. 

 
 

Competency Field: Education 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Support the development of 
literacy skills 

1.1 Support literacy development in pupils. 
 
 

1.2 Provide encouragement and feedback to pupils. 
 

1.3 Provide feedback on the progress of activities to teacher. 
 

2. Support pupil in the development 
of numeracy skills 

2.1 Support pupils in activities to develop numeracy skills. 
 
 

2.2 Assist pupils where necessary. 
 

2.3 Provide encouragement and feedback to pupils. 
 

2.4 Provide feedback on the progress of activities to teacher. 
 
 

RANGE STATEMENT   

This unit applies to all institutions where teaching and learning are taking place. 
 

This unit of competency should be demonstrated 
in accordance with 

 
• institution’s policy for supporting literacy and 

numeracy 
• national policies and guidelines for supporting 

literacy and numeracy in schools 
• agreed guidelines given by supervisor 

Written information may include: 
 
• pupil’s record 
• teacher assistant feedback report 
• class teacher’s grade book 

 
Communication may occur with: 

 
• Internal and external contacts including 

Principal, class teacher and parents 

Working conditions may include: 
 
• working with full or part time staff 
• varying levels of staffing e.g. Staff shortages 
• varying levels of staff training 
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EVIDENCE GUIDE   

Competency is to be demonstrated by the ability to effectively contribute to support literacy and numeracy 
activities in the classroom in accordance with the performance criteria and the range statement 

 
(1) Critical Aspects of Evidence 

 
Evidence should include a demonstrated ability to effectively and consistently: 

 
• apply institution’s policies and procedures in regard to the support of literacy and numeracy 

activities in the classroom 
• apply national policies and guidelines for literacy and numeracy in regard to the support of 

literacy and numeracy activities in the classroom 
• demonstrate the ability to support literacy and numeracy activities in the classroom 

 
(2) Pre-requisite Relationship of Units 

 
• Nil 

 
(3) Underpinning Knowledge and Skills 

 
Knowledge 
Knowledge of: 

 
• the school’s policy for English and Mathematics and how this relates to national and local 

curriculum policies and framework 
• how pupils develop mathematical skills 
• how pupils develop reading, writing, speaking and listening skills 
• factors that promote and hinder effective learning 
• the expected literacy skills of a given group of pupils 
• the expected mathematical skills of a given group of pupils 
• the nature of any special educational needs of a given set of pupils and the implication for 

helping to develop reading, writing, mathematical speaking and listening skills 
• the strategies used at the institution for supporting literacy development 
• the strategies used at the institution for supporting the development of mathematical 

knowledge, understanding and skills 
• the interactive use of listening, speaking, reading and writing to promote literacy development 

in pupils 
• the types of resources used to help pupils to develop knowledge, understanding and skills in 

mathematics 
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Skills 
The ability to: 

 
• use praise and assistance to maintain the pupils’ interest and enthusiasm for understanding 

and using the full range of literacy skills 
• use praise and assistance to maintain the pupils’ interest and enthusiasm for understanding 

and using mathematical skills 
• use methodology to assist in the development of literacy and mathematical skills 

 
(4) Resource Implications 

 
The following resources should be made available: 
Resource personnel and material 
• work environment 

 
(5) Method of Assessment 

 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• oral questioning 
• written test 
• supporting statement from supervisor 

 
(6) Context of Assessment 

 
This unit may be assessed through practical demonstration in a range of workplace situations. 
Third party evidence eg. Supervisor’s report will form a major part of the evidence. 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1 Level 2 Level 3 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSETAS0032A: Contribute to the guidance of pupil behaviour 
 

Competency Descriptor: This unit deals with skills and knowledge required for promoting school 
policies for positive behaviour management and implementing agreed 
behaviour management strategies within the institution. 

 
Competency Field: Education 

 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Promote school policies relating 
to pupil behaviour 

1.1 Provide praise and encouragement to promote positive 
pupil behaviour. 

 
1.2 Act as role model for the standard of behaviour expected 

of pupils. 
 

1.3 Encourage pupils to take responsibility for their own 
behaviour. 

 
1.4 Recognise and respond to inappropriate behaviour in line 

with level of responsibility. 
 

1.5 Recognise and report uncharacteristic and inappropriate 
behaviour to appropriate staff member for action. 

 

2. Support implementation of 
strategies to manage pupil 
behaviour 

2.1 Implement agreed strategies/behaviour support plan. 
 

 
 
 

2.2 Respond appropriately to risks during episodes of 
challenging behaviour. 

 
2.3 Report problems in implementing agreed strategies to the 

teacher. 
 

2.4 Provide feedback on the effectiveness of the strategies. 
 

2.5 Provide feedback on progress of pupils on behaviour 
support plan. 

 
2.6 Provide suggestion for improving behaviour management 

strategies. 
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RANGE STATEMENT   

This unit applies to all institutions where teaching and learning are taking place. 
 

This unit of competency should be demonstrated 
in accordance with: 

 
• institution’s policy for behaviour management 
• national policies and guidelines for behaviour 

management in schools 
• national policies on child protection 
• designated opening hours 

Written information may include: 
 
• pupil’s record 
• trainers important pointers 

 

Communication may occur with: 
 
• internal and external contacts including 

Principal, class teacher and parents 

Working conditions may include: 
 
• working with full or part-time staff 
• varying levels of staffing 
• staff shortages 
• varying level of staff training 

 
 

EVIDENCE GUIDE   

Competency is to be demonstrated by the ability to effectively contribute to the management of pupil 
behaviour in accordance with the performance criteria and the range statement 

 
(1) Critical Aspects of Evidence 

 
Evidence should include a demonstrated ability to effectively and consistently: 

 
• apply institution’s policies and procedures in regard to management of pupil’s behaviour 
• apply national policies and guidelines for behaviour management in schools with regard to 

management of pupil’s behaviour 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• school’s policy for behaviour management and how this relates to local and national policies 

and guidelines for behaviour management in schools 
• national policy on child protection 
• the implication of the child protection act for the selection and use of behaviour management 

strategies 
• behaviour modifications principles 
• rewards and sanctions available for use 
• school and class rules for behaviour in the classrooms, playground and other areas within 

and around the school 
• the performance indicators included within any behaviour support plans for individual pupils 

or groups 
• the range of school policies and procedures which impact on behaviour management e.g. 

Equal opportunities and child protection 
• the roles and responsibilities of individuals within the school setting for managing pupil’s 

behaviour 
• the importance of modeling the desired behaviour 
• the importance of recognizing and rewarding positive behaviour 
• the stages of social, emotional and physical development of pupils and the implications of 

these for pupils 
• the range and implications of factors that impact on behaviour of all pupils e.g. Age, gender, 

culture, case history and self-esteem 
 

Skills 
The ability to: 

 
• use rewards and sanctions effectively 
• model desired behaviour 
• recognize and reward positive behaviour 
• identify performance indicators 

 
(4) Resource Implications 

 
The following resources should be made available: 

 
• Working environment 
• Resource personnel 

 
(5) Method of Assessment 

 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• oral questioning 
• written test 
• supporting statement from supervisor 
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(6) Context of Assessment 
 

This unit may be assessed through practical demonstration in a range of workplace situations. 
Third party evidence eg. supervisor’s report will form a major part of the evidence. 

 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1 Level 2 Level 3 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSETAS0022A: Contribute to health, care and well-being of pupil 
 

Competency Descriptor: This unit deals with the skills and knowledge required to deliver care and 
support to pupils adjusting to new setting, and maintaining acceptable 
standards of health and hygiene.  It involves working under the direction 
of the teacher to provide the appropriate level of support needed by pupils 
and responding to any signs of distress or conflict. 

 
 

Competency Field: Education 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Support pupil in adjusting to a 
new setting 

1.1 Contribute to strategies to help pupils join in activities and 
adjust to new setting. 

 
1.2 Reassure and inform pupils about new setting. 

 
1.3 Encourage pupils to interact and welcome new arrivals. 

 
1.4 Recognise signs of distress and respond appropriately. 

 
1.5 Contribute to team meetings. 

 
1.6 Report to class teacher difficulties or problems relating to 

settling. 
 

2. Contribute to the health and 
well-being of pupils 

2.1 Provide advice and assistance to enable pupils to develop 
basic hygiene skills. 

 
2.2 Support pupils in respecting their own and others health and 

hygiene needs. 
 

2.3 Assist pupils to access appropriate medical and health care 
where needed. 

 
2.4 Follow health and safety regulations and guidelines when 

attending to pupil’s hygiene, health and medical needs. 
 

2.5 Report to the teacher any problems in maintaining the 
standards of health and hygiene. 

 

3. Respond to signs of health 
problems 

3.1 Respond to changes in behaviour due to illness. 
 
 

3.2 Respond to signs of health problems in pupil with special 
health needs. 
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3.3 Report signs of health problems to class teacher. 
 

3.4 Take appropriate action for any health emergency. 
 

3.5 Provide reassurance, information and advice appropriate 
to pupil’s age and stage of development. 

 
3.6 Recognise and respond to the signs of mental and 

emotional distress in accordance to role, school’s policies 
and procedures. 

 
3.7 Comply with confidentiality issues and school’s policy and 

procedures for recording information about pupils’ health. 
 

4. Help with the care and support 
of individual pupils 

4.1 Help pupil to interact with each other and with adults. 
 
 

4.2 Help pupil to develop self reliance and positive self 
esteem. 

 
4.3 Help pupils recognise, express and deal with their 

feelings. 
 

4.4 Facilitate pupil learning through social play. 
 

4.5 Provide pupil with the level and type of individual 
attention specified by the teacher. 

 
4.6 Build good relationship with pupil. 

 
4.7 Encourage pupils to take responsibility for their actions. 

 
4.8 Interact with pupils in a manner appropriate to their 

communication and interaction skills. 
 

4.9 Provide comfort and immediate care for minor accidents, 
upsets and ailments and report serious problems to the 
relevant persons. 

 
4.10 Recognise and report uncharacteristic behaviour patterns 

in pupils to the relevant persons. 
 

5. Help with the care and support 
of groups of pupils 

5.1 Encourage and reinforce positive interactions between 
pupils. 

 
5.2 Encourage groups to work together and comply with 

preset behavioural targets. 
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5.3 Demonstrate consistently respect for the rights of others in 
your interaction with pupils and adults. 

 
5.4 Monitor group’s behaviour and identify signs of conflict or 

dangerous action. 
 

5.5 Respond to conflict situations and incidents of antisocial 
behaviour in line with school policies. 

 
5.6 Seek assistance from appropriate staff where conflict or 

antisocial behaviour occur that is outside your scope 

RANGE STATEMENT   

This unit applies to all institutions where teaching and learning are taking place 
 

This unit of competency should be demonstrated 
in accordance to institution’s 

 
• Policies and procedures in regard to OHS 

and hygiene requirements 
• First Aid regulations 
• Designated opening hours 
• policies and procedures in regard to helping 

and supporting pupils 

Written information may include: 
 
• pupil’s record 
• trainers important pointers 

 
 

Communication may occur with 
 
• Internal and external contacts including 

Principal, class teacher and parents 

Working conditions may include: 
 
• working with full or part-time staff 
• staff shortages 
• varying levels of staff training 
• varying levels of staffing e.g. Principal,VP, 

Grade supervisor, senior teacher etc 
 

EVIDENCE GUIDE   

Competency is to be demonstrated by the ability to effectively contribute to health and well-being of pupils 
and care and support individual pupil or groups of pupils in accordance with the performance criteria and 
the range statement. 

 
(1) Critical Aspects of Evidence 

 
Evidence should include a demonstrated ability to effectively and consistently: 

 
• apply institution’s policies and procedures in regard to pupil’s health and hygiene 
• apply safe work practices in regard to maintaining health and hygiene practices 
• provide a consistently welcoming environment and treat pupils in a courteous manner 
• Apply school policies and procedures in regard to caring and supporting pupils 
• Apply safe work practices in regard to caring and supporting pupils according to occupational 

health and safety regulations required 
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(2) Pre-requisite Relationship of Units 
 

• Nil 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• different strategies to be used for helping students to settle into a new setting 
• school policies and procedures for helping pupils adjust to a new setting 
• the type of factors, e.g. special educational needs, age, care history, home background that 

might affect a pupil’s ability to adjust to a new setting 
• additional resources required to assist pupils to settle in 
• type of problems associated with adjusting to a new setting 
• role required by care giver in supporting individual pupil 
• the school’s policies for inclusion, including disability awareness and equal opportunities and 

multiculturalism 
• the role required by care giver in promoting these policies 
• pupil’s education plan 
• behaviour support plan for individual pupil 
• basic principles of effective communication and interaction with pupils 
• how to provide support for a pupil while encouraging independence 
• teacher’s aide responsibilities for health, safety and security, as defined in the job description 

or by the supervisor 
• assigned person(s) who deals with first aid and when to refer to them 
• legal and school requirements for child protection and the teacher’s aide responsibilities in 

relation to this 
• types of behaviour patterns that might indicate problems such as child abuse, substance 

abuse and bullying and to whom report should be made 
• the importance of adults as role models and the implications of this for aide’s behaviour 
• school policies and practices with regard to behaviour, dealing with conflicts and anti-social 

behaviour 
• the limits of aide’s responsibilities in conflict situations and incidents of anti-social behaviour 

among pupils 
• who to call on for assistance when situation is beyond assistant’s role to resolve 

 
Skills 
The ability to: 

 
• use strategies to help pupils to settle in 
• communicate information on safety and health 
• deal appropriately with health and hygiene issues 
• assist pupils who have needs relating to poor adjustment to new environment 
• encourage co-operation and effective interactions through praise 
• communicate and interact with pupils 
• Identify behaviour patterns that might indicate problems such as child abuse, substance 

abuse etc. 
• provide comfort and immediate care for minor accidents, upsets and ailments 
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(4) Resource Implications 
 

The following resources should be made available: 
 

• Work environment 
• An operational school setting with pupils and a supervising staff member 
• Resources personnel 

 
(5) Method of Assessment 

 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• oral questioning 
• written test 
• supporting statement from supervisor 

 
(6) Context of Assessment 

 
This unit may be assessed through practical demonstration, role play, oral or written assessment 
in a range of workplace situations. Third party evidence eg. supervisor’s report will form a major 
part of the evidence. 

 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1 Level 2 Level 3 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 1  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
 
 
 
 
 
 
 
 

Standards and Planning Unit, GCTVET  Page 5 of 5 
 



CSETAS0002A Support the use of ICT in the classroom 
 

  CVQ 
  

 
 

CSETAS0002A: Support the use of ICT in the classroom 
 

Competency Descriptor: This unit deals with skills and knowledge required to ensure that 
ICT equipment is available to use when required. It also involves 
helping the teacher and/or pupils to use the equipment safely and 
effectively. 

 
 

Competency Field: Education 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Prepare ICT equipment for use 
in classroom 

1.1 Confirm the requirement for ICT equipment with classroom 
teacher. 

 
1.2 Check availability of required equipment and report findings 

to teacher. 
 

1.3 Follow manufacturer’s instructions when setting up 
equipment for use. 

 
1.4 Ensure that accessories, consumables and information 

needed to use the equipment are available. 
 

1.5 Report faulty equipment to teacher and maintenance 
personnel. 

 
1.6 Isolate, label and secure faulty equipment for repair. 

 

2. Support classroom use of ICT 2.1 Operate ICT equipment correctly. 
 

2.2 Give clear guidance and instructions on the use of the ICT 
equipment. 

 
2.3 Support pupils in developing skills in the use of ICT. 

 
2.4 Provide assistance to enable pupils to develop self-help 

skills in ICT. 
 

2.5 Monitor the safe use of equipment and take action where 
there is incorrect usage of equipment. 

 
2.6 Check regularly to ensure that equipment is working 

properly and report faults to appropriate personnel. 
 

2.7 Use approved accessories and consumables. 
 

2.8 Store equipment safely and securely after use. 
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RANGE STATEMENT   

This unit applies to all institutions where teaching and learning are taking place. 
 

This unit of competency should be demonstrated in 
accordance with: 

 
• institution’s policy for supporting the use 

of ICT in the classroom 
• operating requirements of ICT equipment 

Written information may include: 
 
• pupil’s record 

 
 

Communication may occur with: 
 

• internal and external contacts including 
Principal, class teacher and parents 

Working conditions may include: 
 
• working with full or part time staff 
• staff shortages 
• varying level of staff training 

 
 

EVIDENCE GUIDE   

Competency is to be demonstrated by the ability to effectively support the use of ICT in the classroom in 
accordance with the performance criteria and the range statement 

 
(1) Critical Aspects of Evidence 

 
Evidence should include a demonstrated ability to effectively and consistently: 

 
• apply institution’s policies and procedures in regard to the use of ITC equipment 
• identify faults and problems with equipment 
• Operate ICT equipment 
• Give guidance and communicate instructions effectively 
• Use software and learning programmes taught to the pupils 
• Select and use learning packages 

 
(2) Pre-requisite Relationship of Units 

 
• Nil 

 
(3) Underpinning Knowledge and Skills 

 
Knowledge 
Knowledge of: 

 
• types of ICT equipment used within the school 
• location of equipment 
• School’s procedures for booking or allocating ICT equipment for use 
• the location and use of accessories, consumables and instructions/information texts 
• personnel to contact for reporting faults and problems to equipment and the procedures for 

doing so 
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Knowledge (Cont’d) 
Knowledge of: 

 
• relevant legislation, regulations and guidance in relation to use of ICT e.g. copyright, data 

collection, software licensing 
• the school’s policy for the use of ICT in regards to virus controls and access to internet 
• the range of ICT skills needed by the pupils and the expectation of that age group 
• how to support the development of ICT skills in pupils 
• how to promote independence in the use of ICT equipment by pupils 
• risks associated with equipment and how to minimize them 

 
Skills 
The ability to: 

 
• Identify faults and problems with equipment 
• Operate ICT equipment 
• Give guidance and communicate instructions effectively 
• Use software and learning programmes taught to the pupils 
• Select and use learning packages to match the age and development levels of the pupils 

 
(4) Resource Implications 

 
The following resources should be made available: 

 
• Work environment with ICT equipment. 

 
(5) Method of Assessment 

 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• oral questioning 
• written test 
• supporting statement from supervisor 

 
(6) Context of Assessment 

 
This unit may be assessed through practical demonstration in a range of workplace situations. 
Third party evidence eg. Supervisor’s report will form a major part of the evidence. 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1 Level 2 Level 3 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 2  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSEECD0022B: Promote children’s sensory and motor development 
 
 

Competency Descriptor: This unit provides the knowledge and skills required to promote 
children’s sensory and motor development. 

 
 

Competency Field: Community Services – Early Childhood Development 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Help children to develop 
awareness and understanding 
of sensory experiences 

1.1 Stimulating sensory experiences appropriate to children's 
level of development are provided through planned 
activities. 

 
1.2 Unexpected opportunities are used to promote children's 

awareness of their senses and to help them distinguish 
between sensations and feelings. 

 
1.3 Activities are consistent with maintaining a healthy and safe 

environment for all children. 
 

1.4 Distractions to children's involvement in sensory 
experiences are kept at a minimum. 

 
1.5 Terms are introduced to help children name and articulate 

their sensory experiences and feelings and are used in 
appropriate  contexts. 

 
1.6 Adequate spaces are provided to enable mobility and 

stimulation opportunities to take place on the floor on soft 
covers. 

 
1.7 Activities are adapted to enable the participation of children 

with sensory impairment. 
 

1.8 Children are encouraged to describe and share their 
sensory experiences and feelings in ways, that extend their 
understanding and reasoning. 

 
1.9 Positive acceptance of people with sensory impairment is 

promoted. 
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2. Help children to develop 
confidence in movement 

2.1 A variety of movements is provided to enable children to 
extend their experiences. 

 
2.2 The language and non-verbal communication used is 

appropriate in developing children's vocabulary and 
awareness of their bodies and feelings. 

 
2.3 Children are encouraged and praised in practising new 

movement skills to allow them to progress confidently and 
safely while maintaining their self-reliance. 

 
2.4 Appropriate apparatus is provided to encourage children to 

move in an expressive and rhythmical way and to explore 
their use of space and movement. 

 
2.5 The participation of all children in movement is enabled 

through activities that avoid discrimination based on 
stereotypes of gender, ability or culture. 

 

3. Help children to develop motor 
skills 

3.1 Provisions are made for children to develop and practise 
their skills appropriate to their level of development, abilities 
and safety. 

 
3.2 Activities and equipment are adapted to enable the 

participation of children with special needs while 
encouraging their independence. 

 
3.3 Activities and equipment are adapted to increase the 

potential for developing varying motor skills in activities and 
play. 

 
3.4 Activities are structured and equipment arranged in ways, 

which promote co-operation among children. 
 

3.5 Help and encouragement are given to children ensuring 
their safety while allowing them sufficient independence to 
experience a sense of achievement. 

 
3.6 Opportunities arising out of spontaneous play activities are 

used to enable children to further develop their motor skills. 
 

3.7 Opportunities are given to children to practise motor skills 
which enable them to develop at a rate appropriate to their 
individual ability. 

 
3.8 Equipment selected is suitable to the size and level of 

development of infants. 
 
 

3.9 Appropriate methods and techniques are used to promote 
the development of infants’ hand/eye coordination. 
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RANGE STATEMENT   

The Range Statement explains the scope and context of the unit of competency allowing for differences 
between workplaces. The scope of variables chosen for training and assessment requirements will 
depend on the particular work situation. Competent performance of the criteria must be demonstrated in 
the following: 

 

Legislation, codes and national standards relevant 
to the workplace may include: 

 
• Standards for the Operation, Management 

and Administration of ECIs 
• National EC Curriculum 
• The Early Childhood Commission Act, 2003 
• The Child Care and Protection Act 2004 
• The Early Childhood Regulations, 2005 
• The UN Conventions on the Rights of the 

Child 
• The Conventions on the Rights of Persons 

with Disabilities 

This unit of competency should be demonstrated 
in accordance with the: 

 
• EC institution’s policies and procedures for 

promoting children’s sensory and motor 
development 

 

Characteristics of children: 
 

• children with sensory impairment of different 
types and those without 

• children who lack confidence in movement 
and those who do not 

• children who have difficulty with motor skills 
including children with special needs and 
those without 

Age band should be: 
 

• Under 1 year (infant) 
• 1 -2 years (toddler) 
• 3 – 5 years (pre- schooler) 

 

Sensory experiences include: 
 

• using sight 
• hearing 
• touch 
• smell 
• taste 

Interventions include: 
 

• praise 
• commentary 
• listening to children 
• assisting children 
• encouraging children to participate in activities 
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Types of environment: 
 

• indoors 
• outdoors 
• constructed 
• natural 

Group size: 
 

• one to one 
• small group 
• large group 

 

Types of equipment for gross motor skill may 
include: 

 
• large equipment (climbing bars; slides; 

swings; small gym equipment; gym mats; soft 
floor equipment) 

• small equipment; 
• fixed equipment; 
• moveable equipment 
• adapted  equipment; 
• soft and hard objects; 
• safety equipment (guards; rails); 
• small sized gym equipment; 
• wheeled toys 

Opportunities to develop physical fitness skills may 
include: 

 
• active games 
• sports 
• exercises 
• setting up venue/environment 
• range of environments and equipment 
• socio dramatic play 
• play with construction materials 
• art activities 

 

Physical skills may include: 
 

• skills in motor areas - fine and gross motor 
• dexterity 
• eye - hand coordination 
• balance 
• locomotion 
• coordination 

Tools and materials for fine motor may include: 
 

• skill beads 
• play dough 
• lace 
• crayon 
• puzzles 

 

Provisions include: 
 

• activities 
• equipment 
• objects and tools 

Types of motor skills: 
 

• gross 
• fine 

 

For toddlers, provide opportunities to practice new 
skills such as: 

 
• walking 
• climbing, 
• balancing 
• pushing and pulling wheeled toys 

Equipment include: 
 

• audio 
• tactile and visual 
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Opportunities to develop relevant physical 
skills will vary according to the age/ability 
of the child – 

 
For infants: 

 
• equipment and toys such as cradle toys 
• objects to explore by mouth 
• swinging toys 
• rattles 
• toys to poke, squeeze and push along 

 

For 3 to 5 years old: 
 

Opportunities to develop fine motor skills using: 
 

• puzzles 
• peg boards 
• beads to string 
• construction sets 
• crayons 
• brushes 
• scissors 

Provide opportunities to practice large muscle skills 
such as: 

 
• running 
• jumping 
• catching a ball 

 
 

EVIDENCE GUIDE   
 

Competency is to be demonstrated by effectively promoting children’s sensory and motor development in 
accordance with the performance criteria and the range listed within the range of variables statement. 

 
(1) Critical Aspects of Evidence: 

 
Evidence of the following needs to be demonstrated by: 

 
• the ability to engage children in a range of developmental opportunities which are matched to 

their developmental stage and specific needs 
• the ability to help children develop awareness and understanding of sensory experiences 
• the ability to help children develop confidence in movement 
• the ability to help children develop motor skills 

 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• the sequence and processes of sensory development 
• what sensory experiences are, their value and how to provide appropriate sensory 

experiences 
• the concept of sensory impairment, its practical implications for children and for workers 

promoting their development 
• when and how children might be referred for assessment of sensory functions 
• how to provide a safe and stimulating environment to encourage children's sensory 

development and creative play 
• a variety of appropriate materials and equipment used to encourage children's sensory 

development and creative play 
• how to communicate verbally and non-verbally to encourage children's vocabulary about 

movement and spatial awareness 
• how to show approval for children's efforts 
• appropriate activities and equipment and their potential in exploring movement with children 
• the uses, safety factors and age appropriateness of a range of apparatus and its potential in 

helping children to develop motor skills 
• a range of age appropriate activities and games which may be used in helping children to 

develop motor skills 
• the relationship between apparatus/activities/games and the specific physical skills they may 

help to develop 
• a range of strategies to encourage the participation of all children in activities which will help 

to develop motor skills 
• adaptations to standard equipment for use by children with difficulties/special needs 
• the potential of standard and adapted toys for use by children with special needs, e.g. 

mobility problems 
• the potential for physical development in such activities such as swimming 
• opportunities for the development of motor skills which occur incidentally and how to use 

them as they occur 
• how to extend children's understanding of the activities they are involved in 
• how to recognise variations from developmental norms and how to use referral processes 
• the importance of hand-eye co-ordination and manipulati ve skills in the development of 

educational skills such as writing 
• reflex actions 
• a range of tools, implements, materials and activities useful in the development of 

manipulative skills and the rationale behind their use 
• the contribution that the use of free, creative activities makes to the development of children's 

fine motor skills 
• movement and music as an effective learning medium 
• how physical activity contribute to early development of the brain 
• Theorist – Jean Piaget (1896-1980) Sensorimotor Stage 
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Skills 
The ability to: 

 
• plan sensory stimulation activities 
• use moments of incidental opportunities to promote awareness and prevent discrimination 
• maintain health and safety in sensory activities 
• minimise distractions for children's involvement 
• assist children to articulate and reflect on experiences 
• use praise and commentary with children 
• listen and offer assistance to children 
• adapt activities for children with sensory impairment 
• encourage children to describe and share their sensory experiences 
• assist children through discussion to accept persons with sensory impairment 
• provide opportunities for children to experiment 
• use language and non verbal communication to express different movements 
• encourage and praise children practising new movement skills 
• use audio, tactile and visual aids to encourage children 
• encourage participation of all children 
• use activities, equipment, objects and tools for children to practice and develop their skills 
• adapt activities and equipment for participation by children with special needs 
• discuss potential for developing motor skills 
• structure activities and utilise equipment and space effectively to enhance mobility 
• help and encourage children to develop motor skills 
• ensure safety while encouraging independence 
• create opportunities for further development 
• acknowledge and clarify infant utterance 
• select age appropriate activities, materials and equipment 

 
 

(4) Resource  Implications 
 

Competency in this unit may be assessed through access to: 
 

• A childcare facility 
• Children's services resources and equipment 
• The local environment 
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(5) Method of Assessment 
 

In order to ensure consistency in performance and identified situational variables it will be 
necessary to collect evidence across a range of clients. 

 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• questioning – oral/written 
• portfolio of authenticated assessments and/or assignments from relevant training courses 
• supporting statement from supervisor or previous employer 
• case study / presentation – group / individual 

 
It may be possible to assess more than one element or unit of competency at the same time if the 
appropriate situation occurs in workplace or an appropriate simulated situation is designed. 

 

 
 

(6) Context of Assessment 
 

Competency should be assessed in the workplace or simulated workplace environment in 
accordance with work practices and safety procedures. 

 
 
 

CRITICAL EMPLOYABILITYSKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the GCTVET Qualifications Framework.  Th ey relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1. Level 2. Level 3. 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and procedures 
• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 2  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSEECD0082B: Facilitate children’s creative expression through art, 
drama, music and movement 

 

Competency Descriptor: This unit provides the skills and knowledge required to develop and 
deliver programs that provide opportunities for children to develop 
and experiment with self- expression through music and movement, 
visual arts and drama. 

 
 

Competency Field: Community Services – Early Childhood Development 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Plan and provide a range of 
developmentally  appropriate 
visual art, drama, music and 
movement  experiences. 

1.1 A wide range of developmentally appropriate visual arts, 
music and movement, art and drama experiences are 
identified and selected to enhance children’s development. 

 
 

1.2 Appropriate visual arts, music and movement resources, 
which are inclusive and encourages appreciation of 
diversity, including cultural diversity, are selected and 
provided. 

 
1.3 Strategies are formulated for fostering creative 

development and aesthetic awareness in children. 
 

1.4 An interesting dramatic play environment which provides 
children with freedom to experiment and to express their 
inner feelings is created. 

 
1.5 Age appropriate materials and activities are selected and 

attractively presented and activities organised. 
 

1.6 Work and play areas promoting aesthetic qualities for both 
children and adults are provided. 

 
1.7 Human resources are provided to enhance children’s 

development in creative art, drama and music and 
movement. 
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2. Support, facilitate and extend 
children’s participation in visual 
arts, drama, music and 
movement. 

2.1 Opportunities for children to practise developing skills in 
visual arts, drama, music and movement are provided. 

 

 
 
 

2.2 Strategies are formulated to encourage children to develop 
individual potential in creative arts, drama, music and 
movement. 

 
2.3 Environment is established to encourage children’s 

participation in developmentally appropriate creative arts, 
drama, music and movement/activities. 

 
2.4 Programs are designed to respond to children’s interest 

that arises spontaneously as they participate in creative 
arts, drama, and music and movement experiences. 

 

3. Plan and implement a range of 
developmentally  appropriate 
creative arts, drama, music and 
movement experiences 

3.1 Programs planned and implemented are relevant, 
meaningful and encourages creativity in every child. 

 
 
 

3.2 A variety of developmentally appropriate visual art 
experiences, that allows active participation, is selected 
and presented. 

 
3.3 A range of developmentally appropriate drama experiences 

are selected and presented to provide opportunity for self – 
expression and language development , and to teach new 
concepts. 

 
3.4 A creative dramatic centre with supplies to reflect the 

activities in the classroom is set up and used. 
 

3.5 A range of developmentally appropriate musical 
experiences with frequent exposure to varied forms of 
music and with wide ranges of rhythms, tempo and moods 
is selected and implemented. 

 
3.6 A range of opportunities to express feeling and emotions in 

songs, rhythm and movements are provided. 
 

3.7 A range of stimulating and developmentally appropriate 
musical experiences in playing simple instrument, moving   
to rhythm and expressing emotions during musical activities 
are presented. 

 
3.8 A range of methods for evaluating children’s participation in 

creative arts, drama, and music and movement  
experiences are used. 
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3.9 Information from evaluation is used as a basis for making 
ongoing modification to stimulate children’s interest and 
involvement in creative arts, drama, music and movement. 

 
 

RANGE STATEMENT   

The Range Statement explains the scope and context of the unit of competency allowing for differences 
between workplaces. The scope of variables chosen for training and assessment requirements will 
depend on the particular work situation 

 
 

This unit of competency should be demonstrated 
in accordance with the: 

 
• EC institution’s policies and procedures for 

facilitating children’s creative expression 
through art, drama, music and movement. 

 
Age band include: 

 
• Under 1 year (infant) 
• 1 – 2 years (toddler) 
• 3 – 5 years (pre-schooler) 

Legislation, codes and national standards relevant 
to the workplace may include: 

 
• Standards for the Operation, Management and 

Administration of ECIs 
• National EC Curriculum 
• The Early Childhood Commission Act, 2003 
• The Child Care and Protection Act 2004 
• The Early Childhood Regulations, 2005 
• The UN Conventions on the Rights of the Child 

 

Resource materials for developmentally 
appropriate visual arts experiences should include 
but not limited to: 

 
• thick and thin crayons 
• pencils 
• water based paint 
• finger-paint 
• thick and thin brushes 
• glue 
• clay 
• play dough 
• papier mache’ 
• recycled materials 
• modeling wire 
• blunt point scissor 
• pieces of cloth 
• odds and ends – strings, wool etc. 
• sand and water 
• natural materials 
• masks 
• puppets 
• electronic/audio  visual 

Strategies that foster creative development and 
aesthetic awareness in children may include: 

 
• Provide an aesthetically pleasing environment 
• Display of quality adult visual art form. 
• Create aesthetically pleasing display of 

children’s work. 
• Display and make accessible natural recycled 

and indigenous materials. 
• Encourage visual representation and 

expression with the children to record aspect of 
the program. 

• Books about artist 
• Resource persons 
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Developmentally appropriate visual arts 
experiences should include but not limited to: 

 
• drawing 
• painting 
• crayoning 
• modeling 
• painting 
• construction 
• collage making 
• puppet making 

A range of developmentally appropriate drama 
experiences for individuals, small group and large 
groups include: 

 
• tableaux 
• drama modes 
• puppetry 
• role play 
• improvisation 
• formal drama 

 

Materials and equipment for creative drama 
should include but not limited to: 

 
• puppets 
• puppet stage 
• stuffed toys 
• full-length mirror 
• miniature  furniture 
• objects in the classroom 
• things in the home 
• play money 
• clothes, costumes, accessories 
• out door materials 
• audio visual and digital equipment 

A range of developmentally appropriate music 
experiences for individuals and small groups 
include: 

 
• listening experiences 
• singing 
• musical instruments 
• clapping 
• recording music 

 

Appropriate songs include: 
 

• nursery rhymes songs 
• lullabies and finger plays 
• expandable songs 
• folk and traditional songs 
• childhood chants and rhymes 

Instruments may include but not limited to: 
 

• teacher and child made instrument 
• commercial made instruments 
• instrument from a range of different cultures 

 

Work and play areas that promote aesthetic 
qualities may be: 

 
• Indoors 
• Outdoors 

 
 
 
 
 
 
 
 
 
 
 
 
 

Standards and Planning Unit, GCTVET  Page 4 of 7 

 



CSEECD0082B                         F a c i l i t a t e  children’s creative expression through art, drama, music and move ment 
 

  CVQ 
  

 
 
 

EVIDENCE GUIDE   
 

The evidence guide identifies the critical aspects of assessment, and the essential knowledge and skills 
to be demonstrated to confirm competency in this unit. The evidence guide is an integral part of the 
assessment of competency and it should be read carefully in conjunction with the Range Statement, 
element and performance criteria. 

 
(1) Critical Aspects of Evidence 

 
Evidence of the following needs to be demonstrated: 

 
• the ability to plan and provide programs based on children’s interest, knowledge, 

developmental levels and approaches to learning 
• the ability to help children develop self-confidence and to express themselves through visual 

arts, drama, music and movement 
• the ability to provide and maintain a safe environment for children 

 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• Piaget ‘s and Gardener’s philosophy of music for young children 
• Vygotsty’s philosophy of drama 
• the importance of visual arts, dramatic play, music and movement experiences in the early 

years of the child 
• how children develop and learn 
• age appropriate visual art experiences 
• strategies for fostering visual arts, drama, music and movement development 
• how to foster and encourage appreciation of diversity including cultural diversity 
• the role of the teacher in visual arts, drama, music and movement 
• drama modes 
• guide lines when providing visual arts, drama, music and movement for young children 
• how to organize, implement, and evaluate art media, drama, music and movement 

experiences 
• health and safety considerations in selecting appropriate materials 
• how to access relevant and local resources 
• gender influences 
• children’s socio-emotional development (sharing, caring, waiting one’s turn, courtesies, etc.) 
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Underpinning Knowledge and Skills (Cont’d) 
 

Skills 
The ability to: 

 
• provide quality learning environment for visual arts, drama, music and movement 
• provide programs that promote the total development of children through visual arts, drama, 

music and movement 
• follow and respond to children’s interest and ideas 
• conduct research 
• provide materials and activities that are age appropriate 
• motivate children and help children discover their creativity 

 
 

(4) Resource Implications 
 

Assessment requires access to a range of opportunities defined in the Range Statement. This 
includes: 

 
• a childcare facility 
• children’s services, resources and equipment 
• the local environment 

 
 

(5) Method of Assessment 
 

In order to ensure consistency in performance and identified situational variables it will be 
necessary to collect evidence across a range of clients. 

 
Evidence may be collected in a variety of ways including: 

 
• Direct  observation 
• Oral questioning 
• Written test 
• Authenticated assessments and/or assignments from relevant training courses 
• Supporting statement from supervisor or previous employer 
• Kits and resources 
• Journals and portfolio 

 
It may be possible to assess more that one element or unit of competency at the same time if the 
appropriate situation occurs in the workplace or an appropriate simulated situation is designed. 

 
 

(6) Context of Assessment 
 

Competency should be assessed in the workplace or simulated workplace environment in 
accordance with work practices and safety procedures. 
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CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the GCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1. Level 2. Level 3. 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 2  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSETAS0042A: Provide support for learning activities 
 
 

Competency Descriptor: This unit deals with skills and knowledge required for supporting class 
teacher and pupils to ensure effective teaching and learning. It involves 
providing agreed support to planned learning activities and giving 
feedback on learning activity. 

 
 

Competency Field: Education 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Support the teacher in planning 
learning activities 

1.1 Provide suggestion and support to a planned learning 
activity. 

 
1.2 Identify difficulties and provide solutions and support. 

 
1.3 Contribute meaningfully to the learning activity. 

 

2. Support the teacher in 
evaluating learning activities 

2.1 Provide constructive and written feedback on learning 
activity in a way that maintains effective working 
relationships and improvement of the learning process. 

 
2.2 Provide relevant information to contribute to teacher’s 

record and reports. 
 

3. Support the delivery of learning 
activities 

3.1 Obtain and use learning material set out in activity plan. 
 
 

3.2 Provide support to enable pupils to follow instructions. 
 

3.3 Demonstrate a favourable personality so that pupils feel 
comfortable to approach you for support. 

 
3.4 Assist student to stick to given task. 

 
3.5 Monitor pupil’s response to learning activities. 

 
3.6 Provide support to enable pupils to complete follow-up 

tasks set by teacher. 
 

3.7 Seek assistance when experiencing difficulties in 
supporting the learning activity. 

 
3.8 Support learning by social and collaborative interactions. 
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4 Support teacher in the 
development of charts and other 
teaching materials/gadgets 

4.1 Assist teacher with the preparation of charts and gadgets. 
 

 
 
 

4.2 Assist teacher with required demonstrations. 
 

4.3 Assist teacher with the development of projects. 
 

5. Support teacher in researching 
assigned topics and other 
relevant information 

5.1 Obtain and apply knowledge gained from research. 
 

 
 
 

5.2 Present information in desired format. 
 
 

RANGE STATEMENT   

This unit applies to all institutions where teaching and learning are taking place 
 

This unit of competency should be demonstrated 
in accordance with 

 
• institution’s policy and procedures in regard 

to providing support for learning activities 
• agreed guidelines given by supervisor 

Written information may include: 
 
• pupil’s record 
• teacher’s aide report 

 
Communication may occur with: 

 
• internal and external contacts including 

Principal, class teacher, parents and other 
legitimate officials 

Working conditions may include: 
 
• working with full or part-time staff 
• staff shortages 
• varying level of staff training 

 
 
 

EVIDENCE GUIDE   

Competency is to be demonstrated by the ability to effectively provide support for learning activities in 
accordance with the performance criteria and the range statement. 

 
(1) Critical Aspects of Evidence 

 
Evidence should include a demonstrated ability to effectively and consistently: 

 
• apply institution’s policies and procedures in regard to providing support for learning activities 
• support planned learning activities 
• provide support in the planning and evaluation of learning activities 
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(2) Pre-requisite Relationship of Units 
 

• Nil 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• the relationship between the role of the teacher’s aide and the role of the teacher in the 

learning environment 
• school’s principles and policies for equal opportunities and inclusion and their implication for 

how one works with pupils 
• school’s policy on the use of praise, assistance, reward and sanctions 
• responsibilities for supporting pupil’s learning 
• the objectives of the learning activities to be supported 
• the importance of planning and evaluation of learning activities 
• how to give feedback in a constructive manner to ensure that working relationships are 

maintained 
• strategies to use for supporting individual pupils and groups of pupils 
• principles underlying pupils’ development and learning 
• factors that promote effective learning 
• barriers to effective learning 
• types of problems that might occur when supporting learning activity 

 
Skills 
The ability to: 

 
• support planned learning activities 
• provide support in the planning and evaluation of learning activities 

 
(4) Resource Implications 

 
The following resources should be made available: 

 
• work environment 
• resource personnel 

 
(5) Method of Assessment 

 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• oral questioning 
• written test 
• supporting statement from supervisor 
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(6) Context of Assessment 
 

This unit may be assessed through practical demonstration in a range of workplace situations. 
Third party evidence eg.. supervisor’s report will form a major part of the evidence. 

 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1 Level 2 Level 3 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 1  
Solve problems Level 3  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSEECD0182B: Facilitate the development of the exceptional child 
 

Competency Descriptor: This unit seeks to outline the competencies needed to facilitate the 
development of the exceptional learner within the community. 

 
 

Competency Field: Community Services – Early Childhood Development 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Examine the nature and needs 
of children with exceptionalities. 

1.1 General information about the characteristics of each 
exceptional group is identified. 

 
 

1.2 Information regarding children’s needs is identified and 
used in providing community services appropriately. 

 
1.3 Programmes are developed to promote positive images of 

children with exceptionalities. 
 

2. Demonstrate commitment for 
providing quality community 
services for children with 
exceptionalities 

2.1 Issues affecting children with exceptionalities in accessing 
community servi ces are identified. 

 

 
 
 

2.2 Effective network of community services that are easily 
accessed by children with exceptionalities are developed 
and maintained. 

 
2.3 Information about services and barriers preventing clients 

from accessing services are made  available. 
 

2.4 Support and assistance are provided for children with 
exceptionalities in receiving quality community services. 

 

3 Support rights, interests and 
needs of children with 
exceptionalities. 

3.1 Responsibilities in assisting clients in realising their rights 
are outlined. 

 
 

3.2 Appropriate mechanisms are developed to assist children 
with exceptionalities access all community services, with 
special provision and concessions for the most vulnerable. 
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4. Make community services 
available to children with 
exceptionalities. 

4.1 A directory of available community services is developed to 
assist children in identifying the different services. 

 
 

4.2 Collaboration is made with community service providers to 
help identify which services are needed for children with 
exceptionalities. 

 
4.3 Community services geared towards developing the 

capabilities of families to respond to the needs of 
exceptional children are identified and provided. 

 
 

RANGE STATEMENT   
 

Legislation, codes and national standards relevant 
to the workplace may include: 

 
• Standards for the Operation, Management 

and Administration of ECIs 
• National EC Curriculum 
• The Early Childhood Commission Act, 2003 
• The Child Care and Protection Act 2004 
• The Early Childhood Regulations, 2005 
• The UN Conventions on the Rights of the 

Child 
• Caribbean Plan of Action 

The Exceptional Learner 
 
• The exceptional child may include an individual 

whose physical, mental, or behavioural 
performance deviates substantially from the 
norm, either higher or lower. This person may 
not necessarily be one with a disability. 
Children with exceptional characteristics may 
need additional educational, social or medical 
service 

 

This unit of competency should be demonstrated 
in accordance with the: 

 
• EC institution’s policies and procedures for 

facilitating the development of the exceptional 
child 

Issues may include: 
 
• Access to services for children with 

exceptionalities 
• Meeting individual needs and personal goals of 

children with exceptionalities 
 

Information on Community Services may include: 
 
• Network of community services 
• List of suitable services for clients 
• Information of community service organizations 
• Other resources 

Age band should be: 
 
• Under 1 year (infant) 
• 1–2 years (toddler) 
• 3-5 years (pre-schooler) 
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Key areas in community service may include: 
 
• Public education 
• Advocacy 
• Lifestyle support 
• Community  development 
• Community  access 
• Family support 

 
 

EVIDENCE GUIDE   
 

Each Unit of Competency has an Evidence Guide which relates directly to the Performance Criteria and 
the Range Statements. Its purpose is to guide assessment of the unit of competency in the workplace or 
a training programme. The following components provide information to assist this purpose. 

 
(1) Critical Aspects of Evidence 

 
Candidates should effectively demonstrate the ability to: 

 
• Identify Issues facing clients and available community services for meeting the needs of the 

clients 
• Identify and list the needs and rights of children with exceptionalities 
• Describe the nature and needs of children with exceptionalities 
• Demonstrate awareness of own attitude to children with exceptionalities 

 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• characteristics of children with 

exceptionalities 
• networks in the exceptionality sector 
• different client needs according to 

different exceptionalities 
• empowerment in relation to children 

with exceptionalities 
• principles of access and equity 
• principles of practices and 

confidentiality 
• organisational policies, practices and 

programmes relating to community 
services 

Skills 
The ability to: 

 
• communicate effectively to meet the needs of 

the diverse group 
• maintain directory of community services 
• ask questions and follow instructions 
• identify risks 
• establish and maintain contact with key 

persons/agencies 
• adapt and implement strategies to meet the 

needs of children with exceptionalities 
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(4) Resource Implications 
 

Access to appropriate agencies/institutions where community services are accessed: 
 

• videos 
• handbook 
• studies 

 
 

(5) Method of Assessment 
 

Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria. 

 
• Observation 
• written test 
• Project 
• case study 

 
 

(6) Context of Assessment 
 

Competency should be assessed in the workplace or simulated workplace environment in 
accordance with work practices and safety procedures. 

 
 
 

CRITICAL EMPLOYABILITYSKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the GCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1. Level 2. Level 3. 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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HERDAW0972A Work with persons with physical disabilities 
 
 

Competency Descriptor: This unit describes the competencies needed to work with persons 
with physical disabilities. 

 
 

Competency Field: Disability Work 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Communicate with client (s) 1.1 Talking and responding to clients demonstrate that their 
thoughts and feelings are respected. 

 
1.2 Opportunities for clients to offer explanations, reasons and 

to express themselves freely are encouraged in both 
planned and routine activities. 

 
1.3 Non- verbal communication is recognised and interpreted 

appropriately. 
 

2. Prepare environment for 
specific tasks for the persons 
with physical disabilities 

2.1 Environmental provisions take into account safety issues 
relevant to persons with physical disabilities. 

 
 

2.2 Relevant procedures/guidelines are observed in preparing 
work/training environment for persons with physical 
disabilities individuals. 

 
2.3 The selection and placement of equipment ensures ease of 

access and the safety of clients and are appropriate for 
intended activities. 

 
2.4 Materials, activities and experiences chosen demonstrate 

understanding of the extent of the disability. 
 

3. Assist person with physical 
disabilities in carrying out tasks 

3.1 Assistance is given in ways that avoid encouraging a sense 
of dependency. 

 
3.2 Non-verbal cues are identified and correctly acted upon. 

 
3.3 Assistance given is within the scope of authority and 

consistent with established procedures. 
 

3.4 Expectations for fine motor coordination and perceptual 
abilities are appropriate to the nature and extent of the 
physical disability. 
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4. Provide feedback and 
encouragement on task 
performance 

4.1 Communication is conducted in ways that demonstrate 
respect for clients’ emotional wellbeing. 

 
 

4.2 Opportunities to give feedback are actively sought and 
created. 

 
4.3 Criticisms are expressed in ways that avoid stereotypical 

expressions. 
 

4.4 Comments are relevant to current issues and avoid 
reference to pass failures. 

 
4.5 Effort is taken to highlight at least two positives for each 

negative observation. 
 

5. Make adaptive aids and provide 
guidance in using them 

5.1 The nature of communication enhances clients’ self-esteem. 
 
 

5.2 Instructions are consistent with clients’ developmental 
levels. 

 
5.3 Clients are instructed in ways that encourage belief in own 

abilities. 
 

5.4 Adaptive aids are made specific to clients needs and are 
culturally appropriate. 

 
5.5 Established specifications are observed in the making of 

adaptive aids. 
 
 

RANGE STATEMENTS   
 

Work with persons with physical disabilities 
include but not limited to: 

 
• Training and education 
• Health promotion 
• Case management 
• Working with families 
• Residential services 
• Employment support 

Extent of impairment include: 
 
• loss of one or both arms 
• loss of one or both hands 
• loss of one or both feet 
• loss of one or both legs 
• restricted movement in one/both arms or legs 
• deformity of the torso or limb 
• multiple impairment (e.g. cerebral palsy, 

paraplegics, muscular dystrophy) 
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Activities include but not limited to those 
relating to: 

 
• training/educational environment 
• work place setting 
• personal support 
• emotional health 

• motor skills habilitation and rehabilitation 

Protective gears include but not limited to: 

• apron 
• masks 
• goggles 
• cutting guides 
• gloves 
• boots 

Communication include: 
 
• face-to-face in a formal learning/working 

environment 
• informal setting 
• distance learning programme 
• signing 
• Braille 

 
Environmental conditions include but not limited to: 

 
• learning/training setting including space, 

equipment, tools, materials, supplies, 
instructional guides 

• work setting 

Evaluation instruments include: 
 

• performance appraisal 
• training/learning assessment instrument 
• (pre & post assessments) 

Adaptive aids include: 
 
• toys made from low cost materials to promote 

development 
• assertive aids 
• prosthetic & orthotic devices 

 
 
 

EVIDENCE GUIDE   

Competency is to be demonstrated by the ability to relate to the persons with physical disabilities in 
accordance with the performance criteria and the range listed within the range of variables statement. 

 
(1) Critical Aspects and Evidence 

 
• Current issues facing the persons with physical disabilities. 
• Existing services for addressing needs. 
• Rights and responsibilities of persons with disabilities. 
• Awareness of own attitude to persons with disabilities. 
• Assisting the persons with physical disabilities. 
• Awareness of Jamaican building code as it relates to persons with physical disabilities. 

 
(2) Pre-requisite Relationship of Units 

 
• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• Principles of 

empowerment/disempowerment 
• Discriminatory actions/innuendos that are 

common place in relating to the disabled. 
• Client centred care/training 
• Principles and practice of confidentiality in 

relation to dealing with persons with 
disabilities 

• Common risks to safety in relation to the 
Persons with physical disabilities in a 
work or training 
environment 

• Considerations in providing environment 
for specific exercises for the physically 
disabled 

• Non-verbal communication indicators 
• Possible barriers to effective 

Communication when relating to 
the disabled person 

• Specialized  equipment  for  the  persons 
with physical disabilities 
(teaching/learning or work related) 

Skill 
The ability to apply: 

 
• apply non-verbal communication 

techniques 
• observe client’s personal space 
• modulate tone and volume of voice 
• use interactive techniques 
• prepare work/training environment 

for 
individuals who are physically 
disabled 

• identify non-verbal cues 
• give assistance 
• seek and create opportunities to give 

feedback 
• Provide feedback 

 
 

(4) Resource Implications 
 

• Access to a relevant workplace or an appropriately simulated environment where assessment 
may take place. 

 
(5) Method of Assessment 

 
Assessment may include observation, questioning and evidence gathered from the workplace 
environment. 

 
Assessment may be conducted on one or more occasions, but should include the normal range 
of workplace activities. 

 
(6) Context of Assessment 

 
This unit is most appropriately assessed in the workplace or in a simulated workplace and under 
the normal range of workplace conditions 
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CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1. Level 2. Level 3. 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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BSBSBM0012A: Craft personal entrepreneurial strategy 
 

Competency Descriptor: This unit deals with the skills and knowledge required to craft an 
entrepreneurial strategy that fits with the attitudes, behaviours, 
management competencies and experience necessary for entrepreneurs to 
meet the requirements and demands of a specific opportunity. 

 
 

Competency Field: Small Business Operations 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Demonstrate knowledge of the 
nature of entrepreneurship 

1.1 Concepts associated with entrepreneurship are clearly 
defined. 

 
1.2 Factors which influence entrepreneurship in and outside of 

Grenada are correctly identified and explained. 
 

1.3 The importance of entrepreneurship to economic 
development and employment is explained clearly. 

 
1.4 The findings of research conducted on entrepreneurial 

ventures and successes in the Caribbean region are clearly 
presented in an appropriate format. 

 
1.5 Differences between wage employment and entrepreneurial 

ventures are correctly stated. 
 

2. Identify and assess 
entrepreneurial characteristics 

2.1 Relevant research is carried out and required entrepreneurial 
characteristics identified. 

 
2.2 Entrepreneurial characteristics identified are assessed and 

ranked. 
 

2.3 An understanding of the process and discipline that enable 
an individual to evaluate and shape choices and to initiate 
effective action is correctly demonstrated. 

 
2.4 Factors that will help an entrepreneur to manage the risk and 

uncertainties of the future, while maintaining a future 
orientated frame of mind, are identified. 

 

3. Develop self-assessment 
profile 

3.1 Self-assessment tools/methods to identify personal 
entrepreneurial potential are identified and properly used. 

 
3.2 The ability to apply creativity, problem-solving techniques and 

principles to solve business related problems are 
demonstrated. 
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3.3 Feedback from others for the purpose of becoming aware of 
blind spots and for reinforcing or changing existing 
perceptions of strengths/ weaknesses is appropriately 
obtained. 

 

4. Craft an entrepreneurial 
strategy 

4.1 A profile of the past that includes accomplishments and 
preferences in terms of life and work styles, coupled with a 
look into the future and an identification of what one would 
like to do is developed. 

 
4.2 Commitment, determination and perseverance; orientation 

towards goals; taking initiative and accepting personal 
responsibility; recognizing management competencies and 
identifying areas for development are determined. 

 
4.3 Written guidelines to obtain feedback that is solicited, honest, 

straightforward, and helpful but not all positive or negative are 
developed to facilitate reviews. 

 
4.4 Framework and process for setting goals which demand time, 

self-discipline, commitment, dedication and practice are 
developed. 

 
4.5 Goals established are specific and concrete, measurable, 

relate to time, realistic and attainable. 
 

4.6 Priorities, including identifying conflicts and trade-offs and 
how these may be resolved are established. 

 
4.7 Potential problems, obstacles and risks in meeting goals are 

identified. 
 

4.8 Specified action steps that are to be performed in order to 
accomplish goals are identified. 

 
4.9 The method by which results will be measured is indicated. 

 
4.10 Milestones for reviewing progress and tying these to specific 

dates on a calendar are established. 
 

4.11 Sources of help to obtain resources are identified. 
 

4.12 Evidence of the ability to review process and periodically 
revise goals is demonstrated. 
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RANGE STATEMENT   
 

At this stage of the entrepreneurial process the entrepreneur must be able to conduct a self-assessment 
profile, examine the frame work for self assessment, develop a personal entrepreneurial strategy, identify 
data to be collected in the self-assessment process and learn about receiving feedback and setting goals. 

 

Concepts associated to include: 
 
• risk 
• entrepreneurship 
• macro-screening 
• micro-screening 
• competition 
• wage employment 

Influencing factors to include: 
 
• market conditions 
• markets – demand/supply 
• global trends 
• level of economic activities 
• funding 
• economic stability 
• social stability 
• resources availability 

 

The entrepreneur must be able to: 
 
• understand the extreme complexity in predicting or 

aligning him/herself to specific careers in an 
environment of constant change 

• determine the kind of entrepreneur he or she wants to 
become based on attitudes, behaviours, 
competencies, experience and how these fit with the 
requirements and demands for a specific opportunity 

• evaluate thoroughly his or her attraction to 
entrepreneurship 

• effectively develop personal plan 
• utilize available information that will enhance his or her 

ability to achieve success 

The entrepreneur may encounter setbacks if 
the planning process is not effectively 
pursued. 

 
Pitfalls may include: 

 
• proceeding without effective planning 

which may result in commitment to 
uncertainty 

• commitment to a premature path with 
the desirability of flexibility can lead to 
disaster 

• personal plans fail for the same reasons 
as business plans including frustration if 
the plan appears not to be working 
immediately and the challenges of 
changing behaviour from an activity- 
oriented routine to one that is goal 
oriented 

• developing plans that fail to anticipate 
obstacles, and those that lack progress 
milestones and reviews 

 
 

EVIDENCE GUIDE   
 

Competency is to be demonstrated when the entrepreneur is able to undertake a personal 
entrepreneurial assessment exercise to determine if he or she possesses the necessary credentials to be 
a successful entrepreneur. This stage of the entrepreneurial process is critical since experience has 
shown that the founder is one of the deciding forces if the venture is to succeed and prosper. 
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(1) Critical Aspects of Evidence 
 

The entrepreneur will be assessed by his/her action in developing an orchestrated plan in order to 
effectively pursue the business concept. 

 
(2) Pre-requisite Relationship of Units 

 
• Nil 

 
(3) Underpinning Knowledge and Skills 

 
Knowledge 
Knowledge of: 

 
• personal entrepreneurial profile systems 
• effective management systems: 

marketing, operations/productions, 
finance, administration, law 

• how to measure feedback 
• the method of developing a personal 

plan 
and a business plan 

• understanding the difference between 
entrepreneurial culture and 
management culture 

Skills 
The ability to: 

 
• determine barriers to entrepreneurship 
• minimize exposure to risk 
• exploit any available resource pool 
• tailor reward systems to meet a particular 

situation 
• effectively plan and execute activities 
• use computer technology to undertake 

assessments 

 
(4) Resource Implications 

 
The following resources should be made available: 

 
Personal computer with access to the internet and appropriate software that will enable one to 
conduct the necessary analysis using the internet 

 
(5) Method of Assessment 

 
A useful method of assessment is to determine if the venture can stand up to the test of critical 
evaluation. 

 
 

(6) Context of Assessment 
 

This stage of the entrepreneurial process is assessed when comparisons are made between 
actual outcomes and plans/projections. 
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CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1 Level 2 Level 3 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSETAS0023A: Support parents in their parenting roles 
 

Competency Descriptor: This unit describes the knowledge and skills required to facilitate 
effective and appropriate professional relationship with parents in 
their parenting role. 

 
 

Competency Field: Education 
 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Maintain a professional 
relationship with parents 

1.1 Information given is kept confidential. 
 
 

1.2 Where communication difficulties are experienced, help is 
sought from an appropriate source and relevant 
recommendations made. 

 
1.3 Refer parent to appropriate person for information outside 

the practitioner’s scope of responsibility. 
 

2. Implement settling-in 
arrangements with 
parents/guardians 

2.1 Implementation of settling arrangements in relation to the 
needs of children. 

 
 

2.2 Manifestations of parents’/guardians/ anxieties and 
negative feelings responded to in a non-judgemental 
manner. 

 

3. Provide information for parents 
/guardians about their children 

3.1 Information documented according to organization 
guidelines and legislative requirements. 

 
3.2 Information on activities shared with parents/guardians and 

explanation given on how these activities meet their 
children’s needs and develop their potential. 

 
3.3 Information about children’s welfare and development 

shared with parents/guardians according to agreed 
practices of the setting-in and to the area of responsibility of 
the worker. 
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3.4 Positive aspects of their children’s efforts, achievements 
and behaviour are identified to parents/guardians in ways, 
which enable them to feel proud of children and value their 
efforts. 

 
3.5 The child's progress and needs discussed with the parent 

with sensitivity to the parent's feelings 
 

3.6 Sufficient time given according to the seriousness of the 
concern and the level of the parent's distress 

 

4. Facilitate the involvement of 
parents/guardians in children’ 
care and development 

4.1 Response to parents’/guardians’ concerns and anxieties 
about their children; offers reassurance and encourage 
them to seek advice from appropriate sources. 

 
4.3 Exchange ideas and views about managing children’s 

behaviour with parents. 
 

4.4 Strategies that the parent is already using that are effective 
are reinforced 

 
4.5 Intervention in disputes amongst children when a parent is 

present to enforce the roles of the workers. 
 

4.6 Situations causing concerns is discussed with family 
members to obtain a clear understanding. 

 
 

RANGE STATEMENT   

The Range statement provides details of the scope of the Elements and Performance Criteria to allow for 
differences within enterprises and workplaces, including practices, knowledge and requirements. The 
Range of Variables also provides a focus for assessment and relates to the unit as a whole 

 
The following variables may be present 

 
 

This unit of competency should be demonstrated in 
accordance with the: 

 
• institution’s policies in relation to supporting 

parents in their parenting role 

Legislations, codes and national standards relevant 
to the workplace may include: 

 
• Policies and Standards for Early Childhood 

Institutions 
• Operators Manual, 
• National EC Curriculum 
• The Child Protection Act 
• The Early Childhood Commission Act, 2003 
• The Child Care and Protection Act, 2004 
• The Conventions on the Rights of the Child 
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Impacting issues may include: 
 

• personal and cultural variations in child rearing 
values 

• practices and factors affecting 
parents’/guardians’ lives and self-confidence 

• family structure 

Age band may include but not limited to: 

4-8 years 

 
 

Characteristics of parents/guardians may include: 
 

• new, established parents/guardians who are 
not members of the predominant cultural and 
linguistic group of the setting 

• parents /guardians who are not keeping to the 
centre’s/carer’s organisational arrangements 

• those who are able to stay for extended 
periods 

• those who are only available for limited periods 
• those from different social and cultural 

backgrounds 
• those who rarely visit the setting 
• parents/guardians who are experiencing 

particular difficulties in parenting 

 

Relevant issues may include: 
 

• the needs of the child 
• the requirements of parents/guardians 
• the child’s previous experience 
• the requirements of the setting 
• the child’s cultural background 
• the developmental stage of the child 

Characteristics of children may include: 
 

• children with/without previous experience of care 
outside the home 

• children where a third party (e.g. Social 
services/worker) is involved 

• children with disabilities 

 
Types of information may include: 

 
• health and welfare of the child 
• routines and activities 
• progress and achievements 
• access to children for collection 
• positive/negative information 

Families may require support due to: 
 

• isolation 
• additional needs of their child 
• crises and emergencies 
• victimization 
• Financial constraints 

 
 

Financial constraints may include: 
 

• Referrals to supervisor 
• Government agencies 
• Church groups 
• Community support groups 

Support may be provided by such means as: 
 

• toy libraries 
• mobile services 
• play groups 
• home visiting 
• respite care 
• advice and information 
• referral 
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Language and communication which will suit a 
family's needs may require: 

 
• informal 
• colloquial style or formal style of 

communication 

Strategies to develop trust in the service may 
include: 

 
• developing a rapport with the child 
• remembering and using names of the 

child/children on each visit and using 
information gathered previously. 

• offering non threatening assistance in the first 
instance e.g. toys 

 
 
 

EVIDENCE GUIDE   
 
 

(1.) Critical Aspects of Evidence: 
 

Evidence of the following needs to be demonstrated: Documents of meetings workplace 
documents etc. 

 
 

(2.) Pre-requisite Relationship of Units 
 

This refers to an assessment relationship between units. 
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(3.) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• the concepts and implications of shared care and partnership with parents/guardians 
• the kinds of information likely to be needed by parents/guardians 
• methods of establishing relationships with parents/guardians who are not of the predominant 

cultural and linguistic group that the career deals with, including sources of additional help 
and information 

• the policy of the setting concerning confidentiality of information including rules relating to 
children under supervision by children’s services and medical records 

• parents’/guardians’ right under the relevant legislation 
• sources or causes of distress in parents/guardians 
• types of behaviours often exhibited by parents/guardians 
• how children at different ages are likely to react to separation from parents/guardians and 

transition from one type of setting to another 
• the arrangements for settling-in and how to communicate these to parents/guardians 
• differing theories about settling-in and separation from parents/guardians and their 

implications for practice – Theorists (Freud, Erickson, Vygotsky) 
• key areas on which clear policies and mutual agreement should be establishes e.g. routines, 

boundary setting, emergencies 
• the difficulties faced by children and parents/guardians whose cultural and language 

background is different from the predominant culture and language of the setting 
• why exchange of information is beneficial to parents/guardians, children and staff 
• the types of information needed from parents/guardians and how to obtain it, record it and 

keep it up to date 
• the types of information needed by parents/guardians and how to communicate it effectively 
• strategies for sharing and exchange of information which take account of the need for 

flexibility and sensitive negotiation with parents/guardians 
• barriers to effective communication 
• how to keep records information of a confidential nature and who has access to them 
• the worker’s role in the care and management of children and in sharing this with 

parents/guardians 
• the central role of parents/guardians in the care and management of their child/children 
• rationale for policies pursued by setting and ways in which family values may differ from 

those of the setting 
• health and safety procedures with regard to different types of emergencies including 

accidents. Illness, emergency closure of the setting etc, and when and how to contact 
relevant persons 

• family form (Single, Nuclear Extended) 
• roles of the family 
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Skill 
The ability to: 

 
• communicate with parents/guardians 
• deal with communication difficulties 
• actively seek and create opportunities to talk with parents/guardians 
• respond to parents’/guardians’ request for information 
• respond to parents’/guardians’ behaviour 
• express respect for children and parents/guardians 
• share comments made and views expressed by parents/guardians with colleagues 
• convey policies, routines and activities in relation to settling-in to parents/guardians 
• implement arrangements with parents/guardians for settling-in 
• reassure parents/guardians on children’s welfare 
• respond to manifestations of parents’/guardians’ anxieties and negative feelings 
• record and pass on significant personal and other information provided by parents/guardians 
• make use of personal and other information provided by parents/guardians in decisions 

concerning the child 
• encourage parents/guardians to seek information and explanations about their children 
• share information about the nature and purposes of children’s activities with 

parents/guardians 
• identify positive aspects of children’s efforts, achievements and behaviour 
• draw parents’/guardians’ attention to products of their children’s work 
• care for children 
• establish procedures for emergencies with parents/guardians 
• interact with the children in the presence of their parent/guardian 
• exchange ideas and views about managing children’s behaviour 
• intervene in disputes amongst children to promote creative resolution to conflict 

 
 

(4) Resource Implications 
 

Competency in this unit may be assessed through access to: Supervisor’s report, workplace 
documents etc. 
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(5) Method of Assessment 
 

In order to ensure consistency in performance and identified situational variables it will be 
necessary to collect evidence across a range of clients. 

 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• questioning - oral/written 
• supporting statement from supervisor or previous employer /parents 
• existing documentation 

 
It may be possible to assess more than one element or unit of competency at the same time if the 
appropriate situation occurs in workplace or an appropriate simulated situation is designed. 

 
 

(6) Context of Assessment 
 

Competency should be assessed in the workplace overtime. Assessment should be while tasks 
are undertaken either individually or as part of a team under limited supervision. 

 
 

CRITICAL EMPLOYABILITY SKILLS 
 
 

Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
 

Levels of Competency 
Level 1. Level 2. Level 3. 

• 
 

• 

Carries out established 
processes 
Makes judgement of 
quality using given 
criteria 

• 
• 

Manages process 
Selects the criteria for 
the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 1  
Solve problems Level 3  
Use technology Level 2  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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HERDAW0413A Utilise specialist communication skills 
 
 

Competency Descriptor: This unit deals with effective communication in the workplace 
and applying specialist communication techniques. 

 
Competency Field: Disability Work 

 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Meet specific communication 
needs of clients and colleagues 

1.1 Specific communication needs of clients and colleagues are 
identified and strategies implemented to ensure these needs 
are met. 

 

2. Conduct effective interviews 
with clients or staff 

2.1 Appropriate communication strategies are employed in a 
range of interview situations and objectives. 

 
2.2 Records of interviews are made and maintained in 

accordance with organisational procedures. 
 

2.3 In conducting interviews and formal discussions, effort is 
applied to ensure that appropriate structures, timeframes 
and protocols are mutually agreed and adhered to. 

 
2.4 Effective questioning, speaking, listening and nonverbal 

communication techniques are used during interviews, to 
ensure the required information or message is 
communicated. 

 
2.5 Feedback and advice is given in a way which reflects current 

identified good practice. 
 

2.6 The conduct of interviews and formal discussions shows due 
regard to individual differences, needs and rights. 

 
2.7 Appropriate grievance and interviewing procedures are used 

to deal with problems of a serious nature. 
 

2.8 Referrals to other staff or specialist services are made as 
appropriate to ensure duty of care responsibilities are met. 

 

3. Contribute to the development 
of effective communication 
strategies 

3.1 Strategies for internal and external dissemination of 
information are developed, promoted, implemented and 
reviewed as required to ensure individual and organisational 
effectiveness is maximised. 
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3.2 Channels of communication are established and reviewed 
regularly to ensure staff are informed of relevant information 
in a timely way. 

 
3.3 Coaching in effective communication is provided as required 

to staff as required. 
 

3.4 Negotiation and conflict resolution strategies are used where 
required to promote effective operation of the organisation. 

 
3.5 Relevant work related networks and relationships are 

maintained as required to ensure client needs and 
organisational objectives are met. 

 
3.6 All communication with clients and colleagues is appropriate 

to individual needs and the situation and promotes 
achievement of organisational objectives. 

 

4. Represent the organisation to 
a range of groups 

4.1 When participating in internal and external forums, 
presentations are relevant, appropriately researched and 
presented in a manner to promote the organisation, and 
adjusted to meet audience needs. 

 
4.2 Presentations are clear and sequential and delivered within 

a predetermined time and utilise appropriate media to 
enhance the presentation and address audience needs. 

 
4.3 Enquiries are responded to in a manner consistent with 

organisation standards. 
 

4.4 Differences in views are respected and considered in a way 
that values and encourages other’s contributions. 

 
4.5 Written communication is consistent with organisational 

standards. 
 

5. Facilitate group discussions 5.1 Mechanisms that enhance effective group interactions are 
defined and implemented. 

 
5.2 Strategies that encourage all group members to participate 

are used routinely including seeking and acknowledging 
contributions from all members. 

 
5.3 Objectives and agendas for meetings and discussions are 

routinely set and followed. 
 

5.4 Relevant information is provided to groups as appropriate to 
facilitate outcomes. 
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5.5 Evaluation of group communication strategies is undertaken 
to promote ongoing participation of all parties. 

 
5.6 The specific communication needs of individuals are 

identified and addressed. 
 
 
 

RANGE STATEMENTS   

This competency applies to staff assisting people with disabilities who may have high support 
requirements. 

 
Information includes: 

 

Exercising effective communication skills 
includes 
: 
• identifying and evaluating what is occurring 

within an interaction in a non judgemental 
way 

• making decisions about appropriate words, 
behaviour, posture 

• using active listening 
• using clarifying, summarising questions 
• putting together a response that is culturally 

appropriate 
• expressing an individual perspective 
• expressing own philosophy, ideology and 

background and exploring the impact of this 
on the communication 

Non verbal communication includes: 
• gestures 
• posture 
• facial expression 

 
 

Communication needs of clients include: 
 
• recognising own limitations 
• referral to specialists 
• utilising techniques and aids 
• providing written drafts 
• where conflict arises, it is addressed in a timely 

way and in a manner which does not 
compromise the standing of the organisation or 
the integrity of the individual 

 

Types of interviews are: 
 
• related to staffing issues 
• routine 
• confidential 
• evidential 
• non disclosure 
• disclosure 

Interviews may be carried out: 
 
• on an individual or group basis by a range of 

employees/workers 
 

Interview situations and objectives include: 
 
• establish rapport 
• elicit facts and information 
• facilitate resolution of issues 
• develop action plans 
• defuse potentially difficult situations 
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Interviews will be carried out within requirements 
established by: 

 
• commonwealth, and state legislation 
• international conventions relating to the rights 

of individuals 
• organisation policy and procedures 
• relevant program standards 

 
 

EVIDENCE GUIDE   

Competency is to be demonstrated by the ability to utilize specialist communication skills in accordance 
with the performance criteria and the range listed within the range of variables statement. 

 
(1) Critical Aspects and Evidence 

 
• effective communication skills with clients accessing service, and work colleagues 
• choose relevant communication techniques and strategies to meet client particular 

communication need/difficulties 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• communication styles of individuals 
• dynamics of groups and different 

styles 
of group leadership 

• different communication skills relevant 
to client group e.g. signing 

Skill 
The ability to: 

 
• demonstrate active listening, 
• recognize non verbal triggers 
• interpret feedback 
• demonstrate role boundaries setting 
• negotiate 
• demonstrate empathy 
• employ communication strategies 
• conduct interviews and formal discussions 
• give feedback and advice 
• deal with problems of a serious nature 
• develop, promote and implement strategies 

for internal and external dissemination of 
information 

• establish channels of communication 
• provide coaching in effective communication 
• use negotiation and conflict resolution 

strategies 
• maintain work related networks and 

relationships 
• undertake evaluation of group 

communication strategies 
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(4) Resource Implications 
 

• access to a workplace or community or an environment that effectively simulates 
workplace or community conditions 

 
(5) Method of Assessment 

 
Assessment may include observations, questioning or evidence gathered from a workplace 
setting 

 
Assessment is recommended to be on more than one occasion and must include the range of 
clients who access the service 

 
(6) Context of Assessment 

 
This unit should be assessed on the job or through simulation 

 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1. Level 2. Level 3. 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 2  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 2  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSETAS0003A: Provide support in a specialist area 
 

Competency Descriptor: This unit deals with skills and knowledge required to help pupils to 
participate in whole class, groups and individual learning activities for 
a specialist area. It involves working under the direct supervision of 
the teacher to provide the agreed support and giving feedback to the 
teacher on the learning activities. 

 
 

Competency Field: Teacher’s Assistant 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Support pupil in the development 
of skills in a specialist area 

1.1 Support in the planning of the learning activities. 
 
 

1.2 Support pupils in activities to develop new skills. 
 

1.3 Assist pupils where necessary. 
 

1.4 Provide encouragement and feedback to pupils. 
 

1.5 Assist teacher in assessment of pupils. 
 

1.6 Provide feedback on the progress of activities to teacher. 
 
 

RANGE STATEMENT   

This unit applies to all institutions where teaching and learning are taking place. 
 

This unit of competency should be demonstrated 
in accordance to 

 
• institution’s policy for supporting a specialist 

area 
• national policies and guidelines for supporting 

new skill in a specialist area 
• agreed guidelines given by supervisor 

Written information may include: 
 
• pupil’s record 
• teacher’s aide feedback report 
• teacher’s grade book 

 
Communication may occur with: 

 
• Internal and external contacts including 

Principal, class teacher, parents and any other 
legitimate individuals 

Working conditions may include: 
 
• working with full or part time staff 
• staff shortages 
• varying level of staff training 
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EVIDENCE GUIDE   

Competency is to be demonstrated by the ability to effectively contribute to the support of activities in the 
classroom in accordance with the performance criteria and the range statement 

 
(1) Critical Aspects of Evidence 

 
Evidence should include a demonstrated ability to effectively and consistently: 

 
• apply institution’s policies and procedures in regard to the support of learning activities in the 

specialist area 
• apply national policies and guidelines in regard to the support of learning activities in the 

specialist area 
• demonstrate the ability to support activities relating to specialist area in the classroom 

 
(2) Pre-requisite Relationship of Units 

 
• Nil 

 
(3) Underpinning Knowledge and Skills 

 
Knowledge 
Knowledge of: 

 
• the school’s policy regarding the specialist area and how this relates to national and local 

curriculum policies and frameworks in the area 
• how pupils develop specialist skills 
• factors that promote and hinder effective learning 
• the expected developmental skills in specialist area of a given group of pupils 
• the nature of any special educational needs of a given set of pupils and its implication for 

helping to develop skills in the specialist area 
• the strategies used at the institutions for supporting development in specialist area 
• the strategies used at the institutions for supporting the development of specialist knowledge, 

understanding and skills 
• the interactive use of listening, speaking, reading and writing to promote the development of 

specialist skills in groups of pupils 
• the sorts of resources used to help pupils to develop knowledge, understanding and skills in 

specialist area 
 

Skills 
The ability to: 

 
• use praise and assistance to maintain the pupils’ interest and enthusiasm for understanding 

and using new skills 
• use praise and assistance to maintain the pupils’ interest and enthusiasm for understanding 

and participating in learning activities 
• use methodology to assist in the development of skills 
• conduct research in specialist area 
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(4) Resource Implications 
 

The following resources should be made available: 
 

• work environment 
 

(5) Method of Assessment 
 

Evidence may be collected in a variety of ways including: 
 

• direct observation 
• oral questioning 
• written test 
• supporting statement from supervisor 
• workplace documents 

 
(6) Context of Assessment 

 
This unit may be assessed through practical demonstration in a range of workplace situations. 
Third party evidence eg. supervisor’s report will form a major part of the evidence. 

 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1 Level 2 Level 3 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 1  
Solve problems Level 3  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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CSETAS0013A: Support activities of existing/new clubs or societies in 
an institutional setting 

 

Competency Descriptor: This unit deals with skills and knowledge required to help pupils gain 
life-coping skills by participating in extra curricular activities. It 
involves working under the direct supervision of the sponsor/teacher 
to provide the agreed support and giving feedback to the 
sponsor/teacher on the achievements. 

 
 

Competency Field: Education 
 

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 
 

1. Support pupil in the 
development of skills in extra 
curricular activities 

1.1 Support in the planning and implementation of 
club/hobby centres. 

 
 

1.2 Support pupils in fun-learning activities to develop new 
skills. 

 
1.3 Assist pupils where necessary. 

 
1.4 Provide encouragement and feedback to pupils. 

 
1.5 Motivate pupils to participate in fun-loving activities. 

 
1.6 Provide feedback on the progress of activities to 

teacher/sponsor. 
 

2. Support pupils in the 
development of positive values 

2.1 Give prepared talks on value related issues. 
 
 

2.2 Provide information /speaker to aid in learning activities. 
 

2.3 Use current news/issues to stimulate discussions on 
related values 

 
2.3 Act as positive role model. 

 

3. Support pupils in the 
development of life-coping skills 

3.1 Identify life coping skills. 
 
 

3.2 Provide/create situations for simulation. 
 

3.3 Create simulation activities. 
 

34 Involve students in community volunteerism. 
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RANGE STATEMENTS   

This unit applies to all institutions where teaching and learning are taking place. 
 

This unit of competency should be demonstrated in 
accordance to 

 
• institution’s policy for supporting club activities 
• national policies and guidelines for supporting 

extra-curricula activities 
• agreed guidelines given by supervisor/ 

sponsor 

Written information may include: 
 
• pupil’s record 
• teacher’s aide club report 
• minutes of club meeting 

 

Communication may occur with: 
 

• Internal and external contacts including 
Principal, class teacher, sponsor and 
parents 

Working conditions may include: 
 
• working with full or part time staff 
• working with external sponsor 
• staff shortages 
• varying levels of staff training 

 
 
 

EVIDENCE GUIDE   
 

(1) Critical Aspects and Evidence 
 

Competency is to be demonstrated by the ability to effectively contribute to the support of 
activities in accordance with the performance criteria and the range statements. 

 
Evidence should include a demonstrated ability to effectively and consistently: 

 
• apply institution’s policies and procedures in regard to the support of learning activities in 

extra-curricular activities 
• apply national policies and guidelines in regard to the support of learning activities in extra 

curricular activities 
• demonstrate the ability to support activities relating to extra-curricular activities 

 
(2) Pre-requisite Relationship of Units 

 
• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• the school’s policy regarding extra curricular activities and how this relates to national and 

local curriculum policies and framework 
• life coping skills 
• how pupils develop skills in these areas 
• factors that promote and hinder effective learning 
• the expected degree of skills of a given group of pupils 
• the nature of any special educational needs of a given set of pupils and its implication for 

helping to develop new skills 
• the strategies used at the institutions for supporting the development of specialist knowledge, 

understanding and skills 
• the interactive use of listening, speaking, reading, writing, drama and other activities to 

promote the development of extra curricular programmes 
• the sorts of resources used to help pupils to develop knowledge, understanding and skills in 

this area 
 

Skill 
The ability to: 

 
• use praise and assistance to maintain the pupils’ interest and enthusiasm for understanding 

and using new skills 
• use praise and assistance to maintain the pupils’ interest and enthusiasm for understanding 

and participating in learning activities 
• use methodology to assist in the development of skills 
• conduct research in specialist areas 

 
(4) Resource Implications 

 
The following resources should be made available: 

 
• work environment 
• material 
• personnel 

 
(5) Method of Assessment 

 
Evidence may be collected in a variety of ways including: 

 
• direct observation 
• simulation activities 
• oral questioning 
• written test 
• supporting statement from supervisor/sponsor 
• supporting documents from club meetings e.g. Minutes, club reports, activity sheets and 

copies of prepared speech 
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  CVQ 
  

 
 

(6) Context of Assessment 
 

This unit may be assessed through practical demonstration in a range of workplace situations. 
Third party evidence eg. Supervisor/sponsor’s report will form a major part of the evidence. 
Documentary support of evidence will also play a major role. 

 
CRITICAL EMPLOYABILITY SKILLS 

 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the GCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1. Level 2. Level 3. 
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 1  
Solve problems Level 3  
Use technology Level 1  

 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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