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Competency Standards for Caribbean Vocational Qualifications (CVQ) 
 
CCCSE30208  Level III in Parenting Facilitation 
 

CSEPFC0011A Operate a personal computer Mandatory 20 
CSEPFC0012A Initiate, develop and maintain interaction with parents 

and other primary caregivers 
Mandatory 15 

CSEPFC0022A Promote effective and appropriate parent-child 
interaction 

Mandatory 20 

CSEPFC0032A Negotiate and monitor agreements Mandatory 20 
CSEPFC0042A Enable parents to solve problems and make decisions Mandatory 20 
CSEPFC0052A Support individuals and families to deal with stressors Mandatory 20 
CSEPFC0062A Guide parents to select options Mandatory 20 
CSEPFC0072A Operate referral system Mandatory 20 
CSEPFC0082A Guide parents to understand their roles and 

responsibilities  
Mandatory 15 

CSEPFC0092A Direct parents to access support services Mandatory 15 
CSEPFC0102A Support parents in advocating their children’s rights Mandatory 15 
CSEPFC0112A Guide parents in accessing information and resources 

for their self development 
Mandatory 15 

CSEPFC0122A Apply basic communication skills Mandatory 15 
CSEPFC0132A Operate within a team Mandatory 20 
CSEPFC0013A Advise on promoting positive behaviour in children                Mandatory              15
CSEPFC0023A Plan, design and present learning activities Mandatory 20 
CSEPFC0033A Clarify values Mandatory 15 
CSEPFC0043A Plan, allocate, monitor and evaluate work Mandatory 20 
CSEPFC0053A Design and deliver presentation Mandatory 20 
CSEPFC0063A Demonstrate knowledge of the stages of child 

development 
Mandatory 15 

CSEPFC0073A Guide parents in managing change Mandatory 15 
CSEPFC0083A Prepare and make representation Mandatory 50 
CSEPFC0103A Conduct assessment Elective 20 
CSEPFC0113A Guide parents in managing crisis Elective 20 
CSEPFC0123A Build relationships with stakeholders Elective 15 
CSEPFC0133A Design training courses Elective 15 
CSEPFC0143A Guide parents in developing financial plans Elective 20 

 
To obtain this qualification, all Mandatory competencies plus a minimum of two electives from level three 
must be achieved. 

 
Nominal Training Hours (Institutional Delivery) include total hours of Mandatory competencies and 
electives selected. 

 

Unit Number Unit Title Mandatory/ 
Elective 

Hours 
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Legend to Unit Code 
 
 
Example:  CSEPFC0012A 
    CS E PFC 001 2 A 
 
 
 Industry or Sector    Version Control 
         
 Sub-sector     National Qualification Level 
 
 Occupational Area    Competency Number 

 
 
KEY: COR - Mandatory; CSE – Community Services Education; PFC- Parenting Facilitation  
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CSEPFC0011A:   Operate a personal computer 

Competency Descriptor:   
 
 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Start computer and access 
basic system information and 
features 

1.1 Computer is started or user logged on according to user 
procedures. 

  1.2 Basic functions and features are identified using system 
information. 

  1.3 Desktop configuration is customised in a manner suitable to 
meet individual requirements and/or special needs and 
according to company guidelines. 

  1.4 Information on disks is erased and disks are formatted 
when necessary using the appropriate and correct 
procedures. 

  1.5 Available help functions are used as required. 

2. Navigate and manipulate 
desktop environment 

2.1 Desktop icons are correctly selected, opened and closed to 
access features (directories/folders, files, network devices, 
recycle bin and waste basket). 

  2.2 Different roles and parts of the desktop window are 
identified for particular functions. 

  2.3 The opening, resizing and closing of desktop windows for 
navigation purposes follow correct procedures. 

  2.4 Shortcuts from the desktop are created, if necessary, with 
assistance from appropriate persons. 

3. Organise basic directory and 
folder structures 

3.1 Directories/folders with subdirectories/subfolders are 
created and named according to established guidelines. 

  3.2 Directory/folder attributes (size, date, name etc) are 
identified. 

This unit describes the competencies required to start up a personal 
computer or business computer terminal, correctly navigate the desktop 
environment and use a range of basic functions.
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  3.3 Sub-directories/folders are moved between 
directories/folders following correct and appropriate 
procedures. 

  3.4 Directories/folders are renamed as required. 

  3.5 Directories/folders and subdirectories/folders are accessed 
via different paths. 

4. Organise files for use 4.1 The most commonly used types of files in a directory/folder 
are identified. 

  4.2 Files are created and suitably named when required. 

  4.3 Groups of files are selected, opened and renamed as 
required. 

  4.4 Files are copied or cut and pasted across directories. 

  4.5 Files are copied to disk where necessary. 

  4.6 Deleted files are restored as necessary. 

  4.7 Software tools are used to locate files. 

5. Print information 5.1 Information printed is from installed printer. 

  5.2 Progress of print jobs is reviewed and deleted as required. 

  5.3 Default printer is changed for installed list if available. 

6. Shutdown computer 6.1 All open applications are closed using correct procedures. 

  6.2 Computer is shutdown in accordance with user 
procedures. 
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RANGE STATEMENT 
 
This Range statement provides advice to interpret the scope and context of this unit of competency, allowing 
for differences between enterprises and workplaces. 
 
Legislation, codes and national standards relevant to 
the workplace which may include: 
 
• award and enterprise agreements and  
 relevant industrial instruments 
• relevant legislation from all levels of  

Government which affect business operation, 
especially in regard to OHS and environmental 
issues, equal opportunity, industrial relations, 
anti-discrimination 

• relevant industry codes of practice 
 
IT components may include: 
 
• hardware 
• software 
• communication packages 

Operating systems may include: 
 
• command line and graphical user interface 
 
Disks may include but are not limited to: 
 
• diskettes 
• CDs 
• zip disks 
 
 

Software may include, but are not limited to: 
 
• word processing 
• spread sheet 
• graphical 
• imaging 
• internet access 

Hardware components may include: 
 
• personal computer 
• network system 
• printer 
• attached peripherals 
 
 

 
Functions may include, but not limited to: 
 
• print 
• help 
• format 
• edit 
• search 
 

OHS standards may include: 
 
• statutory requirements 
• OHS guidelines related to the use of the screen 

equipment, computing equipment and 
peripherals, ergonomic work stations, security 
procedures, customisation requirements 

 
 
Documents may include but are not limited to: 
 
• help files 
• established files and applications 

Operating systems including: 
 
• command line 
• graphic user interface 
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EVIDENCE GUIDE 
 
The Evidence Guide identifies the critical aspects, underpinning knowledge and skills to be demonstrated to 
confirm competence for this unit. This is an integral part of the assessment of competence 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 dealing with an appropriate range and variety of situations. 
 
(1) Critical Aspects of Evidence 

 
It is essential that competence is observed in the following aspects: 
 
• demonstrate the ability to start up computer, perform filing procedures and file name convention  
• demonstrate the ability to navigate and manipulate the desktop environment within the range of 

assigned workplace tasks 
• demonstrate compliance with organizational policies and procedures 
• demonstrate the ability to perform all tasks in accordance with standard operating procedures 
• demonstrate the ability to effectively use software tools 
• demonstrate the ability to interactively communicate with others to ensure a safe and effective 

workplace 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• relevant legislation from all levels of 

government which affect business 
operation, especially in regard to 
Occupational Health and Safety and 
environmental issues, equal opportunity, 
industrial relations, anti-discrimination  

• organisational benchmarks for 
keyboarding 

• basic ergonomics of keyboard and 
computer use 

• the main types of computers and basic 
features of different operating system 

• the main parts of a computer 
• storage devices and basic categories of 

memory 
• relevant types of software 
• suitable file naming conventions 
• general security, viruses, privacy 

legislation and copyright 

Skills 
 The ability to: 
 
• identify work requirements  
• comprehend basic workplace documents  
• interpret basic user manuals 
• identify lines of communication  
• request advice  
• question effectively 
• follow instructions  
• solicit responses and feedback 
• solve routine problems in the workplace 

while under direct supervision 
• use equipment safely while under direction  
• apply basic keyboard and mouse 

manipulation skills  
• utilise logging procedures relating to 

accessing a PC 
• relate to people from a range of social, 

cultural and ethnic backgrounds and abilities 
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(4) Resource Implications 

 
The learner and trainer should have access to appropriate documentation and resources normally 
used in the workplace including: 
 
• personal computer 
• printer 

 
 
(5) Method of Assessment 
 

Competence in this unit may be assessed using formative assessment to ensure consistency of 
performance in a range of contexts. 
 
Assessment of this unit of competence could include review of documents developed by the 
candidate.  Questions related to the performance criteria and directed to the candidate, peers and 
business client will assist in assessing competence.  Observation of skills will assist in the collection 
of evidence. 
 
Simulated activities must closely reflect the workplace. 
 
Peers and supervisors must be available to give information on the extent and the quality of 
contribution made. 

 
 
(6) Context of Assessment 

 
Assessment of performance requirements in this unit should be undertaken in an actual workplace or 
simulated environment. 

 
 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 processes 
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 2  
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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CSEPFC0012A:   Initiate, develop and maintain interaction with   

    parents and other primary caregivers  
Competency Descriptor:    
 
 
 
 
 
 
Competency Field: Community Services - Parenting Facilitation  
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1 Initiate Interaction with parents 
and primary caregivers 

1.1 Communications are conducted in a comfortable 
open, professional and friendly manner.  

  1.2 Appropriate introductions are made. 

  1.3 Appropriate language and tone is used. 

  1.4 Appropriate non-verbal communication is used. 

2 Develop interaction with 
parents and primary caregivers 

2.1 Active Listening and questioning are used to ensure 
two-way communication. 

  2.2 Exploratory discussions are conducted. 

  2.3 Needs and concerns of parents/caregivers are 
clarified and addressed. 

3 Maintain interaction with 
parents and primary caregivers 

3.1  Barriers to communication are identified and 
minimised. 

  3.2 Respect for clients’ circumstances, feelings, 
priorities, confidentiality is observed and maintained. 

  3.3 On going follow-up communication is maintained. 

 

This unit deals with the skills and knowledge required to initiate, 
develop and maintain interactions with parents and other primary 
caregivers and applies to individuals working in the Parenting 
Education and Support Services Sector. 
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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.  In this unit 
the following variable may be present: 
 
This unit covers both face to face interactions and over the telephone: 
  
Parents will include: 
 
• single parents 
• both biological parents 
• parents of children of all ages 
• guardians 
• sibling 
• relative 
• guardians of the state 
• adopted parents 
• parents with special needs 

Clients circumstances may include: 
 
• those with disability 
• special social and cultural needs 
 
Active Listening  may include: 
 
• eye contact 
• appropriate body language 
• clarify messages 

 
Barriers to communication may include: 
 
• language 
• personality differences 
• educational differences 
• biases 

Active Questioning may include: 
 
• open ended questions 
• closed ended 
• probing questions 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively applying communication and interpersonal skills in 
accordance with the performance criteria and the range statements listed above. 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 

• demonstrate ability to initiate , develop and  maintain effective communication and 
interpersonal relations with parents and caregivers within the range of circumstances and 
contexts 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• needs and expectations of different 

parents 
• basic interpersonal communication 
• communication techniques 
• barriers to communication   
• methods to address persons with 

special needs 

Skills 
The ability to: 

 
• apply introductory conversation skills 
• apply listening skills 
• apply questioning techniques 
• apply non verbal communication skills 
 

 
 
(4) Resource Implications 
 

The following resources should be provided: 
 

• A work location for parenting facilitation (Simulated or actual) 
 
 
(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: 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
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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 NCTVET 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 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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CSEPFC0022A: Promote effective and appropriate parent- child 
interaction  

 
Competency Descriptor: 
 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Promote parents’ self 
confidence in the parenting role 

1.1 Positive efforts of parenting are acknowledged and 
commended. 

  1.2 Exploration of desirable options is conducted in a manner 
that enhances self confidence. 

  1.3 Need for additional support is identified and appropriate 
recommendations made. 

2. Encourage positive relationship 
between parents and children 

2.1 Inappropriate types of parent-child relationship are identified. 

  2.2 Encourage parents to critically reflect on their behaviour, 
attitudes, beliefs and practices in relation to children. 

3. Help parents to develop positive 
parent-child interaction 

3.1 Ideas and views on parent-child interaction is shared with 
parents. 

  3.2 Inappropriate parent-child interactions are identified and 
appropriately addressed. 

4. Encourage parents to use  
community support services 

4.1 Clients are given information on community support 
services, their location and the nature of their services. 

  4.2 Clients are referred for services at agencies in the 
community. 

 
 
RANGE STATEMENTS 
 
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. 

This unit deals with the knowledge and skills required to facilitate   
effective and appropriate parent-child interaction. 
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The following variables may be present 
 
Promotional methods may include: 
 
• word-of-mouth 
• fliers and brochures  
• print and electronic media 
• popular theatre 
• TV and radio jingles 
• edutainment 

Community activities  may include: 
 
• workshop and seminars  
• exhibitions  
• parenting fairs 
•  health fairs  
• events with a focus on children 

 
 
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 

 
Candidate must demonstrate the ability to: 

 
• promote parents’ self confidence in the parenting role 
• encourage positive relationship between parents and children 
• help parents to develop positive parent-child interaction 
• encourage parents to use  community support services 

 
 
(2) Pre-requisite Relationship of Units 
 

• CSEPFC0063A - Demonstrate knowledge of the stages of child development 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• needs of children across the life cycle 

and strategies for meeting these 
needs 

• nature and needs of children with 
developmental disabilities 

• types of power and how they manifest 
in family relationships (coercive/power 
over; legitimate expert, referent) 

• variations in values in families 
influenced by religion, profession, 
culture, economic status 

• community resources and services for 
children and parents 

• issues in making and monitoring 
referrals 

• special needs of parents of children 
with  disabilities 

• the ways in which cultural practices 
and beliefs influence child rearing 

• events planning 
• strategies for publicizing community 

activities 
• strategies for involving fathers/men in 

community activities 

Skill 
The ability to: 
 
• guide parents in relationship building 

techniques particularly in dealing with 
teenage children 

• communicate effectively 
• use technology 

 
 

 
 
(4) Resource Implications 

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

 
The following resources should be provided: 

 
• a work location for parenting facilitation (Simulated or actual) 
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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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
 
 

CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 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 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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CSEPFC0032A:  Negotiate and monitor agreements  

 
Competency Descriptor: 
 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Agree on terms of agreement 
with others 

1.1 Supervisory personnel and other team members are 
consulted prior to and during negotiation of agreements. 

  1.2 Face-to face negotiations are conducted. 

  1.3 Agreements are documented and signed by all parties. 

2. Monitor and evaluate 
agreements 

2.1 Criteria/indicators for measuring success, failure and 
achievements are established. 

  2.2 Monitoring tools/strategies are designed and utilised. 

  2.3 Evaluation meetings are scheduled and conducted. 

  2.4 Monitoring and evaluation reports are prepared and used to 
influence decision making. 

 
 
RANGE STATEMENTS 
 
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.  In this unit 
the following variable may be present: 
 
Parties to agreement may include: 
 
• parents of children of all ages 
• guardians 
• sibling 
• relative 
• guardians of the state 

 

 
 
 

This unit deals with the knowledge and skills required to effectively  
negotiate and monitor agreements with clients. 
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EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively negotiate and monitor agreements in accordance with 
the performance criteria and the range statements listed above. 
 
(1) Critical Aspects of Evidence 
  

 Candidate must demonstrate the ability to: 
 

• agree on terms of agreement 
• monitor and evaluate agreements 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• steps in decision-making  
• legal and ethical implications of written 

agreements 
• measurement and evaluation 
• development indicators 
• monitoring instruments/strategies 
• evaluation methods planning and 

problem-solving 
• the importance of regular review of 

written agreements 

Skill 
The ability to: 
 
• establish decision-making criteria 
• define desired outcomes 
• investigate facts 
• define problem  
• identify decision criteria  
• allocate weight  to criteria  
• develop alternatives 
• evaluate and select best alternative 
• apply negotiation skills 

 
 
(4) Resource Implications 

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

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 
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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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
 
 

CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 1  
Work with others and in team Level 1  
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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CSEPFC0042A: Enable parents to solve problems and make decisions   

 
Competency Descriptor: 
       
 
 
Competency Field: Community Services – Parenting Facilitation 
 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Facilitate discussions to identify 
problems 

1.1 Meetings and discussions are planned and facilitated. 

  1.2 Cause and effect of problems are identified. 

  1.3 Communication interface is appropriately controlled to 
quickly identify problems. 

2. Share information to solve 
problems and make decisions 

2.1 Information instrumental in solving problems are shared with 
client. 

  2.2 Discussions are tactfully guided to identify suitable options 
for Resolution. 

  2.3 Client is allowed to choose option for resolution. 

  2.4 Course of action agreed on is practical and appropriate to 
the client’s situation. 

  2.5 Client is guided in implementing correct strategies to resolve 
problems.  

3. Facilitate discussions to solve 
problems and make decisions 

3.1 Client is encouraged to express their feelings regarding the 
particular situation facing them 

  3.2 Client is guided in making decisions to solve problems. 

4. Assist persons to evaluate their 
actions 

4.1 Client is encouraged to conduct appropriate follow-up to 
determine effectiveness. 

  4.1 Client is guided in implementing corrective measures. 

 

This unit deals with the knowledge and skills required to empower  
parents in identifying family related problems and making appropriate  
decisions. bring about solutions. 
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RANGE STATEMENTS 
 
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.   

In this unit the following variable may be present: 
 
Nature of problems may include: 

 
• conflicts between parents and child where the 

parents are the aggressors and other situations 
where the child is the aggressor 

• dealing with challenges posed by behaviour 
changes due to children growing up 

• dealing with challenges from transitions/life 
changes 

 

Problems may include: 
 
• Those reported by clients 
• those observed by professionals 
• complaints from third parties 
 

 
Clients may include: 

 
• Parents (mother, father, guardians) 
• adolescents 
• young adults 

 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively enabling parents to solve problems and make 
appropriate decisions in accordance with the performance criteria and the range statements listed above. 
 
(1) Critical Aspects of Evidence 

 
It is essential that competence is observed in the following aspects: 
The ability to: 

 
• facilitate discussions to identify problems 
• share information to solve problems and make decisions 
• facilitate discussions to solve problems and make decisions 
• assist persons to evaluate their actions 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• time management 
• oral presentation skills 
• Impacting factors on traditional values 

and attitudes in children 
• Importance of guiding clients in being 

part of the process to identify and 
verbalize their problems, causes and 
effects. 

• solutions to problems relating to 
parenting/family and pitfalls to avoid 

 Skill 
 The ability to: 
 

• identify main ideas 
• take accurate notes 
• summarize 
• identify and verbalize problems, 

causes and effects 
• communicate effectively 

 
 
(4) Resource Implications 

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

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 

  
 
(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: 
 
• review of portfolio, posters and charts 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
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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 NCTVET 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 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 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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CSEPFC0052A: Support individuals and families to deal with stressors  

 
Competency Descriptor: 
 
 
 
Competency Field: Community Services - Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Provide guidance in identifying 
factors  affecting social and 
emotional well-being 

1.1 Parents’ knowledge of factors affecting their well-being is 
ascertained. 

  1.2 Gap in parents’ knowledge of factors affecting their well-
being is identified. 

  1.3 Sources of information to fill gaps in parents’ knowledge are 
identified and used. 

2. Help individuals/families to 
identify stressors 

2.1 Discussions are conducted in a manner that encourages self 
dignity in client. 

  2.2 Appropriate questioning technique is used to solicit relevant 
information from client. 

  2.3 Clients are appropriately guided in the identification of 
stressors 

  2.4 An atmosphere that encourages self exposure is maintained 

  2.5 Clients are carefully guided to get beyond issues and 
bitterness and to concentrate on actions with the view of 
finding reasonable solutions. 

3. Help individuals/families to 
manage stressful situations 

3.1 Appropriate strategies for managing change processes are 
identified.  

  3.2 Suggestions to alleviate distress are appropriate and are 
discussed and agreed with clients 

  3.3 A stress management plan is derived with individual or 
family input. 

  3.4 Monitoring and follow-up mechanisms are established and 
implemented. 

This unit deals with the knowledge and skills required to guide  
and/or support individuals and families to cope with stressful  
situations. 
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4. Support individuals/families in 
times of distress 

4.1 Support services are correctly utilised. 

  4.2 Appropriate questioning techniques are used to correctly 
identify the extent and nature of clients’ distress.  

  4.3 Situations beyond own capability are identified and 
appropriate referrals made. 

  4.4 Clients self awareness and self-confidence are improved. 

  4.5 Post intervention assessment and evaluation are conducted. 

 
 
RANGE STATEMENTS 
 
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 
 
Stressors may be derived from the following 
factors: 
 
• emotional 
• environmental 
• social 
• financial 
• developmental 
• physical health 
• mental health 

Impact of stress may lead to: 
 
• poor emotional well-being 
• poor mental health 
• poor physical health 
• distress 
• rebellion 

 
Clients may include: 
 
• individuals 
• families 
• caregivers 
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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. 
 
These relate to particular knowledge and skills that are considered essential to demonstrate competency 
in this unit. 
 
(1) Critical Aspects of Evidence 

 
It is essential that competence is observed in the following aspects: 
Knowledge and ability to: 

 
• provide guidance in identifying factors affecting social and emotional well-being 
• help clients to identify stressor 
• help clients to cope with stressful situations 
• support clients in times of distress 

 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• factors which impact on social and 

emotional well-being  
• trust and its dimensions  - integrity, 

competence, consistency, openness 
• indicators of stress 
• getting persons to move beyond 

emotional and irrational disposition 
• developmental milestones in an 

individual’s life cycle and changing 
experience that may cause stress (unset 
of puberty, menstrual cycle menopause, 
rebellions, stage of adolescents) 

• strategies for managing stressors 
• type of strategies for different types of 

stressors 
• names and locations of person/agencies 

that provide support services for 
managing stressful situations 

 Skill 
 The ability to: 
 

• demonstrate interviewing skills 
• elicit information 
• expressing empathy as different 

from sympathy 
• communicate effectively 
• demonstrate professional ethics 
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Underpinning Knowledge and Skills (Cont’d) 

 
Knowledge 
Knowledge of: 
 
• principles of stress management plan 
• importance of involving clients in the 

design of stress management plans 
• nature and construction of monitoring 

and follow-up mechanisms (cost 
effective) 

• the impact of change process in 
relation to human growth 

• techniques and procedures of stress 
management  

• roles of intervention 
• features of distress 
• types of stressors; their causes effects 

and implications 

 

 
 
(4) Resource Implications 

 
The following resources should be provided: 

 
• a work location for parenting facilitation (Simulated or actual) 

 
 
(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 
• course work/ assignments performance approval from clinical site supervisor 

 
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 situation occurs in workplace or an 
appropriate simulated situation is designed. 
 
 

(6) Context of Assessment 
 
Competency may be assessed in the workplace or simulated workplace setting. 
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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 NCTVET 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 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 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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CSEPFC0062A: Guide parents to select options  

 
Competency Descriptor: 
       
 
 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Assist parents/guardian to 
clarify their requirements 

1.1 Parents/guardian/guardian is assisted to clearly identify 
needs. 

  1.2 Parents/guardian is assisted to itemize possible 
options/courses of action. 

  1.3 Parents/guardian is assisted to critically assess their 
options/requirements. 

  1.4 Parents/guardian is assisted to short-list their options. 

  1.5 Parents/guardian is encouraged to involve family members 
in relevant decisions. 

2. Explore options for meeting 
requirements 

2.1 Requirements are correctly determined.  

  2.2 Options for meeting requirements are researched by client 

  2.3 Research results are discussed.  

  2.4 Clients are assisted to prioritise short-listed options. 

  2.5 Assistance is given in ways that encourage clients’ self 
reliance. 

3. Assist parents/guardian to 
assess opportunity costs and 
implications of selected options 

3.1 Assistance given to clients to identify elements and costs of 
different options is effective. 

  3.2 Cost-benefit analyses are correctly applied to each situation. 

  3.3 Effective guidance is given to examine implications of 
options. 

This unit deals with the knowledge and skills required to guide  
parents/guardian and guardians in knowing and selecting a suitable  
option that can adequately address their needs. 
will meet their needs. 
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4. Assist parents/guardian to 
select appropriate option 

4.1 All available information is considered. 

  4.2 Clients’ fears and anxieties are allayed.  

  4.3 Clients are assisted to rank options in order of priority. 

  4.4 Clients are assisted to select an appropriate option. 

  4.5 Decisions take into account considerations of extended 
family. 

 
 
RANGE STATEMENTS 
 
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.  In this unit 
the following variable may be present: 
 
Options may include: 
 
• legal assistance 
• medical care 
• educational 
• psychological 
• IQ assessment 

Clients may include: 
 
• parents/guardian 
• guardians 
• relative 
• guardians of the State 

 
 
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. 
 
These relate to particular knowledge and skills that are considered essential to demonstrate competency 
in this unit. 
 
(1) Critical Aspects of Evidence 

 
It is essential that competence is observed in the following aspects: 
Knowledge and ability to: 

 
• assist parents/guardian to clarify their requirements 
• explore options for meeting requirements 
• assist parents/guardian to assess opportunity costs and implications of selected options 
• assist parents/guardian to select appropriate option 
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(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• critical thinking/analysis 
• considerations in analysing options  
• establishing priorities 
• cost-benefit analysis 
• strategic thinking and planning skills 
• strategies for identifying and minimizing 

stress/fear/anxiety/guilt 
• creative ranking/ordering/priority setting 

techniques 
• sources of assistance for typical 

parental problems 
• importance of factoring all cost in 

selecting options 
• report writing 
• organizational procedures for 

information management 
• the importance of confidentiality  
• networking techniques 
• communication techniques 

 Skill 
 The ability to: 
 

• use data-bases  
• write current and accurate reports 
• communicate effectively 
• use appropriate technology 
• maintain confidentiality 
• apply professional ethics 
• apply research and analysis skills 

 
 
(4) Resource Implications 

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

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 
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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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
 
 

CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 1  
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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CSEPFC0072A:  Operate referral system  

 
Competency Descriptor: 
       
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Develop/access directory of 
referral services 

1.1 Written and oral communication is made with agencies and 
individuals to identify available services and/or existing 
directory of services. 

  1.2 Information on services is categorized and documented in a 
systematic manner. 

  1.3 A directory of referral services is developed and/or 
maintained and  regularly updated. 

2. Identify need for referral 2.1 Needs of clients are carefully assessed. 

  2.2 Needs are matched with available, appropriate services. 

  2.3 Stereo typing is avoided in identifying needs. 

3. Select service to address need 3.1 Appropriate service is identified based on need and 
preferences of clients. 

  3.2 Client is included in decision-making concerning the service 
identified. 

  3.3 Service selection is done in a timely manner. 

  3.4 Clients’ financial situation is taken into account in deciding 
on service selection. 

  3.5 Other family members are involved in service selection 
where relevant. 

4. Encourage acceptance of 
referral to other organization 

4.1 Clients’ needs and options are explored in a frank but 
sensitive manner. 

  4.2 Clients are assisted to identify and evaluate available 
services. 

This unit deals with the knowledge and skills required to establish and  
operate a referral system to meet the needs of parents. 



 
 
 CSEPFC0072A Operate referral system 
 
 

Copyright  2008 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 

  4.3 Clients’ fears/concerns are identified and minimized or 
eliminated. 

  4.4 Clients’ financial situation is taken into account in deciding 
on service selection. 

  4.5 Other family members are involved in service selection 
where relevant. 

5. Encourage parents to keep 
referral appointments 

5.1 Information on referral appointments is given to clients. 

  5.2 Systems are instituted for verifying that appointments are 
kept.  

  5.3 Timely reminders are given to clients. 

6. Monitor and evaluate outcomes 
of referral 

6.1 Necessary tracking instrument is designed and its use 
promoted. 

  6.2 Measurement criteria are developed and promoted to 
provide objective method of evaluating outcomes. 

  6.3 Findings are used to inform any needed corrective 
measures. 

 
 
RANGE STATEMENTS 
 
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.  In this unit 
the following variable may be present: 
 
Referral may include: 
 
• help for the parents  
• help for the children 
• help for families 

Needs include: 
 
• Intra-personal and interpersonal issues 

 
Systems for documentation and follow-up of 
appointments may include: 
 
• appointment records 
• form to be signed by agency receiving parent 

Reminders to clients may be: 
 
• oral 
• written 
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EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively operating referral system in accordance with the 
performance criteria and the range statements listed above. 
 
(1) Critical Aspects of Evidence 

 
It is essential that competence is observed in the following aspects: 
Knowledge and ability to: 

 
• develop/access directory of referral services 
• identify need for referral and select service to address need 
• make appropriate referrals 
• monitor and evaluate outcomes of referral 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• requirements for referral services 
• needs assessment 
• referral procedures 
• how to avoid stereotyping 
• implications of gender differentials in 

need identification 
• impact of cultural diversities 
•  age appropriate referrals 
• legal considerations relating to 

incriminating information 
• the use of database 
• considerations in dealing with minors who 

are unsupervised 
• the importance of taking into account the 

clients’ social, emotional, physical and 
financial conditions in selecting service to 
deal with their needs 

• the relevance of involving other family 
members in decision making process 

• information management tools and 
systems 

Skill 
The ability to: 
 
• conduct needs assessment 
• source services 
• use information management tools and 
 systems 
• communicate effectively 
• make appropriate referrals 
• keep accurate and current records 
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(4) Resource Implications 

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 

 
 
(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: 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
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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 NCTVET 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 1  
Work with others and in team Level 1  
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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CSEPFC0082A:  Guide parents to understand their roles and 
responsibilities 

  
Competency Descriptor:   
 
 
 
  
Competency Field: Community Services - Parenting Facilitation   
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Help parents understand their 
roles and responsibilities.   

1.1 Biological, social, and legal definitions of who is a 
parent are explored. 

  1.2 Parents’ roles and responsibilities are identified. 

  1.3 Diverse cultural and family arrangements that may 
not fit classic definitions, but in which parent roles 
are executed, are clarified. 

  1.4 General effects on child, family, and society when 
parenting roles and responsibilities are ineffective 
and not fully performed are explored and 
highlighted. 

2. Assist parents in developing an 
awareness of optimum 
development of children 

2.1 Parents are assisted in identifying age specific 
indicators for optimum child development, in 
keeping with child’s abilities.  

  2.2 Parents are guided in setting long-term and short-
term goals for optimum development. 

3. Demonstrate awareness of 
parenting roles as they relate to 
gender 

3.1 Definition of gender roles (that is the roles of 
mothers and fathers) is identified. 

  3.2 Gender roles and their effects on children are 
critically discussed. 

 

This unit deals with the skills and knowledge necessary to guide mothers and 
fathers into an awareness of their roles and responsibilities as parents, in 
order to achieve the optimum emotional, spiritual and moral development of 
each of their children. 
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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.  In this unit 
the following variable may be present: 
 
Definitions of who is a parent may include the 
following factors:  
 
• biological  
• social (including sub-cultural)  
• legal ( e.g. CCPA, ECA in Jamaica) 
 
Effective parenting implies: 
 
• using appropriate skills and relationships to 

raise a child 
• recognizing each child’s unique abilities 

Optimum development implies:  
 
• the highest level of functioning that the child 

can achieve physically, psychologically, 
socially, cognitively, and morally considering 
his stage of development and abilities. 

• gender roles 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively guiding parents in understanding their roles and 
responsibilities in accordance with the performance criteria and the range statements listed above. 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
The ability to: 
 
• help parents understand their roles and responsibilities.   
• assist parents in developing an awareness of optimum development of children 
• demonstrate awareness of parenting roles as they relate to gender 

 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• needs and expectations of different 

parents 
• communication techniques 
• gender issues and its impact on the 

family   
• developmental milestones in children 
• attitudes and approaches to children 

with disabilities 
• the rights of the child 

Skills 
The ability to: 

 
• apply introductory conversation 

skills 
• apply listening skills 
• apply questioning techniques 
• apply communication skills 
 

 
 
(4) Resource Implications 
 

The following resources should be provided: 
 

• A work location for parenting facilitation (Simulated or actual) 
 
 
(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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
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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 NCTVET 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 judgment 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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CSEPFC0092A: Direct parents to access support services  

 
Competency Descriptor: 
       
 
 
Competency Field: Community Services - Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Collect and update data on 
services available 

1.1 Parents/clients contact information is accessed and 
recorded.  

  1.2 Information is kept current and accurate. 

  1.3 Relevant records are maintained according to service 
requirements. 

2. Contribute to creating an 
appropriate environment for 
parents to request assistance. 

2.1 Parents are always welcomed and encouraged to request 
assistance. 

  2.2 A parent and child friendly environment and approach to 
work are maintained. 

  2.3 Responses to parents’ requests for assistance are made in 
a timely manner. 

  2.4 Parents are shown respect and guaranteed confidentiality. 

  2.5 Efforts to avoid discrimination are conspicuously 
demonstrated. 

3. Encourage parents to express 
their expectations of the service 

3.1 Evaluation forms are developed and utilized. 

  3.2 Parents are encouraged to say what their expectations are 
of the service. 

  3.3 Information on parents’ expectations is included in reports to 
supervisors/programme directors. 

  3.4 An atmosphere of openness to parents’ opinions is created 
and maintained. 

This unit deals with the knowledge and skills required to guide  
parents and guardians in accessing support services 
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4. Promote interest in accessing 
sources of assistance  

4.1 Frank discussion and appropriate assessment of the service 
and its suitability are done with parents, co-workers, 
supervisors.  

  4.2 Relevant family members are included in discussions where 
applicable. 

  4.3 Information is kept factual and current. 

5. Maintain record of interaction 
with service provider 

5.1 Written records of interaction are completed immediately 
after each session. 

  5.2 Records are appropriately filed for easy reference/retrieval. 

6. Establish and maintain  system 
for the collection of data on 
parents who are accessing 
services 

6.1 Instruments for gathering relevant information are designed 
and maintained.  

  6.2 Appropriate technology is used to aid data collection, 
analysis and storage. 

  6.3 Access to records is restricted to comply with confidentiality 
procedures. 

  6.4 Steps are taken to ensure that the recording of information 
fulfils requirements. 

  6.5 Procedures for data collection, analysis, storage and 
dissemination are established and promoted. 

 
 
RANGE STATEMENTS 
 
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: 
 
Records may include: 
 
• personal data on parents or primary caregivers 
• time and nature of communication  
• decisions and follow up actions 

Procedures may include: 
 
• reports schedules 
• peer/ supervisory review schedule 
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Data gathering methods may include the use of:  
 
• telephone 
• fax and modern computer systems 
• face to face house visits 
• mail 

Information management systems may include: 
 
• filing system 
• form for recording  
• use of information 

 
Attractive physical surroundings may include: 
 
• colours 
• furnishings 
• educational material  
• posters  

 

 
 
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. 
 
These relate to particular knowledge and skills that are considered essential to demonstrate competency 
in this unit. 
 
(1) Critical Aspects of Evidence 
 

• Collect and update data on services available 
• Contribute to creating an appropriate environment for parents to request assistance 
• Encourage parents to express their expectations of the service 
• Promote interest in accessing sources of assistance 
• Maintain record of interaction with service provider 
 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• the communication process, 

techniques/strategies 
• filing/information management systems 
• policies and moral standards relating to 

contacting and establishing 
communication links with parents 

• importance and relevance of 
communication links with parents and 
counsellor 

• precautions in dealing with parents 
experiencing severe depression 

• how to relate to parents of children with 
disabilities  

• characteristics of a parent and child-
friendly environment 

• factors influencing perceptions – 
identifying own prejudices,  

• questioning techniques that avoid 
stereotypical mind-set 

• examples of subtle discriminatory 
habits in communicating  

• body language coordination with 
spoken words 

• aesthetic appearance and its impact on 
behavior and expectations 

• awareness of the impact of 
cultural/moral values on one’s regard 
for and treatment of others 

• programme evaluation 
• community resources and services 
• report writing 
• participatory approaches to programme 

/service development and delivery 
• types of information parents may 

require 
• considerations in operating a customer 

driven service 
• soliciting information in ways that  
• demonstrate flexibility and sensitivity 
• barriers to communication  
• gender related factors that may impact 

communication 

Skill 
The ability to: 
 
• gather information via telephone, fax and 

modern computer systems; face to face 
house visits, mail 

• use information management systems 
(e.g. filing system, form for recording use 
of information etc) 

• keep accurate and current records 
• match needs with service type 
• communicate effectively 
• demonstrate professionalism 
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Underpinning Knowledge and Skills (Cont’d) 

 
Knowledge 

 Knowledge of: 
 

• factors contributing to service 
suitability/unsuitability 

• referral procedures 
• considerations in guiding parents 

interaction with children 
• procedures/content in designing data 

collection instructions 
• management and supervision of data 

gathering, analysis and dissemination 
• data collection and management 

procedures 
• methods of keeping records 
• confidentiality 
• technological solutions 

 

 
 
(4) Resource Implications 

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 
 
 

(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 
• course work/ assignments performance approval from clinical site supervisor 

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 situation occurs in workplace or an 
appropriate simulated situation is designed. 

 
 
(6) Context of Assessment 

 
Competency may be assessed in the workplace or simulated workplace setting. 
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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 NCTVET 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 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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CSEPFC0102A:   Support parents in advocating their children’s rights 
 
Competency Descriptor:       
 
 
 
 
Competency Field: Community Services - Parenting Facilitation  
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Identify situations where 
advocacy is needed 

1.1 Available information on the circumstances of the 
situation where advocacy will be needed are 
gathered. 

  1.2 The key groups, individuals and decision making 
processes in the situation are accurately identified. 

  1.3 Parents are worked with to identify areas or 
situation where they can represent themselves. 

  1.4 Parents are encouraged to represent themselves 
wherever possible  

  1.5 Parents are provided with the support they require 
to represent themselves. 

  1.6 Parents inform of situations where it is believed that 
they lack the confidence and skills to represent 
themselves. 

  1.7 Situation where it is more appropriate for parents 
advocate on behalf of children are identified. 

  1.8 Information needed from parents in order to act on 
their behalf is accurately identified. 

  1.9 Clear and consistent advocacy review processes is 
agreed on. 

2. Represent the views and 
interests of parents to others 

2.1 The role, function and context of the advocacy 
process is clarified and agreed on with parents. 

  2.3 The approach to presenting parents interests and 
helping them to take a realistic view of the situation 
is agreed on. 

This unit deals with the skills and knowledge required to 
effectively support parents to voice their opinions or needs and 
ensure their rights are upheld. 
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  2.4 Sufficient valid information is collected to enable 
presentation of Parents’ views or interests. 

  2.5 The approach to presenting their interests and 
helping them to take a realistic view of the situation 
are agreed on with parents. 

  2.6 Parents are involved in the planning and 
presentation of their interests wherever possible. 

  2.7 The views of parents are represented in the way 
that has been agreed. 

  2.8 Accurate, complete and clear records of the facts of 
advocacy cases and actions taken are presented. 

  2.9 The outcomes of advocacy are reviewed regularly 
with parents. 

  2.10 Parents are worked with to identify any required 
follow up actions. 

 
 
RANGE STATEMENT 
 
The Range of Variables 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 variable may be present: 
 
Information may be: 
 
• written and/or verbal 
• from a variety of sources 
• formal statements and informal discussions 

Context of advocacy may include: 
 
• lobbying 
• presenting to decision-making bodies 
• organizing events 

 
Parents may represent themselves: 
 
• where decisions are normally made by others, 

but where parents are affected, such as 
• in parenting policy making 
• in decisions on child rearing facilities 
• in informal meetings 
 
Advocate on behalf of: 
 
• individuals and groups 
• formal and informal 
• written and spoken 
• local and further a field 

Kinds of information may be collected using: 
 
• statutory and independent information bases 
• relevant precedents 
• information based on statutory practices and 

procedures 
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EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively applying communication and interpersonal skills in 
accordance with the performance criteria and the range statements listed above. 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 

Demonstrate the ability to: 
 
• provide parents with the support they require to represent themselves 
• identify situations where advocacy is needed 
• represent the views of parents 
• collect sufficient and valid information 
• keep accurate, complete and clear records 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• Policies and programs of international 

organizations that promote parent 
participation and development 

• organisation policies and local 
sensitivities about independent action 
by parents 

• types of groups, individuals and 
decision makers who may influence the 
advocacy situation 

• factors affecting the ability of parents to 
represent themselves, including innate 
and situational factors 

• ways of assessing the maturity of 
individuals and the group and their 
ability to act on their own behalf 

• how to work with groups and 
individuals to decide circumstances 
requiring advocacy 

• parenting facilitator’s  roles and 
responsibilities within advocacy 

• relevant legislation with regard to 
individual rights 

Skills 
The ability to: 

 
• identify situations where advocacy is 

needed 
• represent the views and interests of 

parents to others 
• keep accurate, complete and clear 

records 
• review the outcomes of advocacy with 

parents 
• inform and influence policy making 

processes 
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Underpinning Knowledge and Skills (Cont’d) 

 
Knowledge 
Knowledge of: 

 
• a range of situations in which advocacy 

may take place, and the factors 
affecting how the proceedings will be 
conducted 

• why it is important to establish realistic 
goals for advocacy 

• the scope and uses of advocacy 
• the kinds of information which need to 

be collected, and methods for 
collecting them 

• methods of preparing case 
documentation 

• organizational guidelines for your own 
and other organizations concerning the 
appropriate 

• degree of involvement of parents in 
advocacy 

• procedures used in formal and informal 
settings 

• presentation skills 
• a range of reviewing techniques 
• strategies to ensure that parents’ views 

are integrated in policy formulation 

 

 
 
(4) Resource Implications 
 

The following resources should be provided: 
 

• a work location for parenting facilitation (Simulated or actual) 
 
 
(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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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.   
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(6) Context of Assessment 
 

Competency may be assessed in the workplace or simulated workplace setting. 
 

 
CRITICAL EMPLOYABILITY SKILLS 

 Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 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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CSEPFC0112A:  Guide parents in accessing information and resources 
for their self development  

Competency Descriptor:   
    
 
 
 
Competency Field:  Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA  

1. Source information that 
contributes to parents’ self 
development 

1.1 Contact information for Social Development Agencies that 
provide parent support is kept. 

  1.2 Contact information for companies that provide financial 
assistance to parents is kept. 

  1.3 Database on learning institutions for parents is provided. 

  1.4 Literature on parenting practices is made easily accessible. 

2. Contribute to parents 
acquiring no/low cost 
resources that are beneficial 
to self-development 

2.1 Information about the types of resources needed and their 
value is clearly documented and conveyed. 

  2.2 Initiative and creativity is used to demonstrate how 
resources within a home can be used in parenting. 

  2.3 Guidelines that parents can use to increase their resources 
are provided. 

3. Assist parents in building their 
self confidence and self 
awareness 

3.1 Information on self-esteem building is communicated. 

  3.2 Activities that seek to build self esteem are implemented. 

4. Assist parents in improving 
their life planning skills 

4.1 Parents are guided in preparing goal setting charts. 

  4.2 Parents are guided in monitoring their goals.  

This unit deals with the skills and knowledge required to guide 
parents in accessing relevant information and resources for their 
development. 



 
 
                       CSEPFC0112A Guide parents in accessing information and resources for their self development 
 
 

Copyright  2008 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 

5. Contribute to creating an 
appropriate environment for 
parents to request assistance 

5.1 Parents are encouraged to ask for assistance.  

 

  5.2 Responses to requests are made in a timely manner 

 
 
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.  In this unit 
the following variables may be present: 
 
Self-Development may include: 
 
• educational development 
• social development 
• financial development 
• development of self-esteem 
• acquisition of skills e.g. entrepreneurial skills 

Information may include: 
 
• job opportunities 
• learning institutions 
• funding agencies 
• parent-support organizations 
• parent-support web based sites 

 
Resources may include: 
 
• goal setting charts 
• career plans 
• learning aids for children 
• personality differences 
• educational differences 
• physical resources in the home 
• finance 

 
 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively guiding parents in accessing information and resources 
for their self development in accordance with the performance criteria and the range statements listed 
above. 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 

• demonstrate the ability to access information and resources that are pertinent to parents and 
caregivers within the range of circumstances and contexts and that will enhance their 
development. 
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(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 
 
• needs and expectations of different 

parents 
• basic communication  skills 
• copyright act 
• parenting resources 
• resource services 
• low cost resources 
• self esteem and its impact on parenting 

 Skills 
The ability to: 

 
• access simple databases 
• apply research skills 
• apply questioning techniques 
• communicate effectively 
• use technology 

 
 
(4) Resource Implications 

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 

 
 
(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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
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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 NCTVET 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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CSEPFC0122A:  Apply basic communication skills 

 
Competency Descriptor: 
 
 
 
Competency Field:   Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Apply basic grammar principles 1.1 The different parts of speech are correctly identified. 

  1.2 The different types of tenses and sentences are correctly 
identified. 

  1.3 Parts of speech, tenses and subject/verb agreement are 
correctly used when constructing sentences. 

  1.4 Different types of sentences are constructed correctly 
and coherently. 

2. Apply the rules for basic 
vocabulary and spelling 

2.1 Capitalization, abbreviations, acronyms and punctuation 
are used correctly in written exercises. 

  2.2 Spelling rules are identified and applied.  

  2.3 Appropriate use of words is practised. 

3 Apply proper writing skills 3.1 Essential characteristics of a paragraph are identified. 

  3,2 Paragraph from given information is developed. 

  3.3 Types of letters are identified. 

  3.4 Incident report and summaries are written according to 
the required standard. 

  3.5 Job-related forms are completed to the required 
standards. 

4 Develop basic communication 
skills 

4.1 The purposes of written/oral and visual communication 
are correctly stated. 

  4.2 Methods of non-verbal communication are identified. 

  4.3 Appropriate tools and devices are used to communicate 
effectively in the written and verbal mode. 

  4.4 The importance of active listening in/to effective 
communication is indicated. 

This unit provides skills and knowledge required to apply the 
basic rules of spoken and written language to enhance 
communication skills. 
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5. Use information system 5.1 The functions of a library are identified. 

  5.2 Memo/electronic data bases of catalogues are correctly 
used. 

  5.3 A variety of media is used to access information. 

 
 
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: 
 
Grammar principles include: 
 
• parts of speech 
• parts of a sentence 
• types of sentences include simple and 

compound 
• rules for subject/verb agreement 
• types of tenses include present, past, future etc 

Mechanics, Vocabulary and Spelling include: 
 
• rules governing the use of punctuation marks 
• use of abbreviations 
• spelling rules 
• differentiate between dictionary definitions and 

definitions based on feelings  

 
Communication skills include: 
 
• oral/written instructions 
• purposes/goal for written, visual and oral 

communication 
• listening skills  
• methods of non-verbal communication 
• use of telephone, fax machine, advertisement 
• use of statistics and graphical presentation 
• differentiating between facts and opinions 
• basic netiquette rules e.g. the use of emails as 

a means of correspondence 

Information systems include: 
 
• functions of library and documentation centre 
• use of catalogues in libraries/documentation 

centres to locate books 
• use of dictionaries and encyclopedias 
• use of technical handbooks, manuals, 

directories and maps 
• use of newspapers and periodicals 
• use the internet and search engines  

 
Writing skills include: 
 
• developing sentences 
• identifying types of paragraphs 
• developing paragraphs 
• styles and formats of letters 
• summarize paragraph/passage 
• prepare and write notices 
• write resume 
• write proposals  
• write reports 
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EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to effectively apply basic communication skills according 
to the performance criteria and the range statement. 
 
(1)  Critical Aspects of Evidence 
 
 Evidence of the following needs to be demonstrated: 
 

• construct sentences showing correct use of parts of speech, tenses and subject/verb 
agreement, punctuation and spelling. 

• demonstrate the ability to write business letters, resume, incident reports, progress reports or 
other industry related reports, complete forms and summarize information 

• use appropriate tools and devices to communicate effectively in the written and verbal mode. 
• differentiate between facts and opinions 
• access relevant information from given information system 

 
 
(2)  Pre-requisite Relationship of Units 
 

• Nil 
 
 
(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• parts of speech and their functions 
• parts of a sentence 
• how to correct errors in sentences 
• how to construct simple, compound and complex sentences 
• rules for subject/verb agreement 
• how to use different tenses 
• rules for using punctuation marks, capitalization 
• how to use abbreviations and acronyms in written language 
• spelling rules 
• how to use context clues to interpret word meanings 
• types of paragraphs 
• how to develop paragraphs 
• letter styles and format 
• how to write business letters 
• how to write resume 
• how to write incident reports 
• how to complete forms  
• how to summarize information 
• basic goal/purpose of written, visual and oral communication 
• the importance of listening skills in communication 
• methods of non-verbal communication 
• how to give oral/written instructions 



 
 
 CSEPFC0122A Apply basic communication skills 
 
 

Copyright  2008 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 
Underpinning Knowledge and Skills (Cont’d) 
 
Knowledge 
Knowledge of: 
 
• how to follow written instruction 
• correct pronunciations and enunciations in oral presentations 
• how to use the fax/telephone, advertisements, computer 
• how to use graphic presentation (tables, charts and graphs) in written/oral presentations 
• functions of library/documentation center 
• how to use catalogues in libraries/documentation center 
• how to use dictionaries, encyclopedias and search engines to access information 
• how to use technical handbooks( e.g. National EC Curriculum), directories and maps 
• how to use newspapers and periodicals  
• different kinds of verbs 
• different kinds and functions of phrases and clauses 

 
 

Skills 
The ability to: 

 
• identify types of sentences 
• use the correct forms of different kinds of verbs 
• identify different kinds and functions of phrases and clauses 
• construct simple, compound and complex sentences correctly 
• identify and correct sentence faults 
• use punctuation, capitalization and abbreviation and acronyms correctly in written exercises 
• interpret the meaning of words from context clues 
• spell words correctly  
• use words correctly both in speaking and writing 
• write paragraphs that are unified, coherent and adequately developed 
• write different types of essays 
• write business letters and incident report 
• summarize information 
• discuss how non-verbal communication can be used positively and negatively 
• use appropriate tools and devices to communicate effectively in written and verbal mode 
• differentiate between facts and opinions 
• access relevant information from various information systems 
• complete forms 

 
 
(4) Resource Implications 
 

Assessment requires access to a range of opportunities defined in the Range of Variables. This 
includes access to:  
 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 
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(5)  Method of Assessment 

 
In order to ensure consistency in performance it will be necessary to collect evidence across a 
range of competencies. 
 
Evidence may be collected in a variety of ways including: 
• direct observation during oral presentations 
• questioning – oral \ written activities 
• projects related to use of information systems, 
• portfolio with authenticated assessments and/or assignments from relevant training courses 
 
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 EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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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CSEPFC0132A:  Operate within a team  

 
Competency Descriptor: 
 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Form a team 1.1 Purpose, goals and objectives are determined. 

  1.2 Team members are assigned responsibilities. 

2. Support the work of a team 2.1 Team assignments are accepted. 

  2.2 Assigned tasks are done within specified time frames. 

  2.3 Adequate support is given to other team members where 
necessary. 

3. Exchange and disseminate 
information within team network 

3.1 All relevant information is shared within team network. 

  3.2 Request for information is responded to within operating 
procedures. 

  3.3 Respect for privacy and confidentiality is demonstrated. 

4. Make use of team networks 4.1 Team members are consulted from time to time. 

  4.2 Workshops and other group activities are implemented 
through team work. 

5. Participate in the planning, 
implementation and evaluation 
of team activities 

5.1 Activities for individuals are appropriate. 

 

  5.2 Colleagues are assisted to ensure collective team effort. 

  5.3 Activity plan is effectively implemented and evaluated. 

  5.4 Corrective actions are taken where required. 

This unit deals with the knowledge and skills required to form a team and 
operate effectively within the team. 
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6. Encourage harmonious 
relationship 

6.1 Information is shared in ways which help others to carry out 
their own work.  

  6.2 Tolerance and respect for diversity of other is demonstrated. 

  6.3 Commitments are fulfilled within the constraint of time and 
resources. 

7. Respond appropriately to 
conflicts 

7.1 Potential/actual conflicts are identified and appropriate 
action taken in a timely manner. 

  7.2 Opportunity for discussion of problems is provided and 
encouraged. 

  7.3 Actions taken to resolve conflicts are appropriate and 
correctly implemented. 

 
 
RANGE STATEMENTS 
 
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.  In this unit 
the following variable may be present: 
 
Conflicts may include those due to: 
 
• differences of opinion 
• inappropriate habits 
• non-compliance with established norms 
• ineffective communication 

Relationships may be: 
 
• with colleagues  
• with clients 
• other stakeholders 

 
Diversity may include: 
 
• persons with special needs 
• persons with different values 
• persons pf other cultural, ethnic and religious 

background 
• persons with HIV/AIDS 

Operating procedures may include: 
 
• methods of reporting 
• referral protocol 
• timelines 
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EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively operate within a team in accordance with the 
performance criteria and the range statements listed above. 
 
(1) Critical Aspects of Evidence 

 
Evidence of the following must be demonstrated.  The ability to: 

 
• form a team 
• support the work of a team 
• exchange and disseminate information within team network 
• make use of team networks 
• participate in the planning, implementation and evaluation of team activities 
• encourage harmonious relationship 
• respond appropriately to conflicts 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• time management 
• group dynamics 
• interpersonal skills 
• conflict resolution skills 
• team building 
• compatibility of team members 
• each team members’ abilities and 

limitations 
• personality types 
• goal setting 
• the importance of collective responsibility 
• organizational structure that facilitates 

team work 
• personal needs and the needs of others 
• formal and informal team arrangements 
• types of teams in organizational jargon 

Skill 
The ability to: 
 
• use e-mail and photocopy machine 
• use information management systems 
• apply proper documentation and storage 

principles 
• communicate effectively 
• use interpersonal skills 
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(4) Resource Implications 

 
The following resources should be provided: 

 
• a work location for parenting facilitation (Simulated or actual) 

 
 
(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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 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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CSEPFC0013A:   Advise on promoting positive behaviour in children 
 
Competency Descriptor 
 
 
 
Competency Field: Community Services/Parenting Facilitation  
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Help parents identify positive 
behavior in children 

1.1 Behaviors deem acceptable, age appropriate and 
reflective of norms and established values of the 
community and society are identified and discussed 
with parents.  

  1.2 Consensus on appropriate behavior is established 
with parents.  

  1.3 Parents are guided in identifying positive behaviors 
in their children.  

2. Guide parents in promoting 
positive behaviour 

2.1 Parents are encouraged to model and use 
opportunities to teach and reinforce positive 
behavior.  

  2.2 Parents are encouraged to identify and highlight 
behavior of children that are positive and 
appropriate.  

  2.3 Parents are encouraged to show empathy and 
respect for the rights of others through their 
behavior 

  2.4 Opportunities to give praise and other forms of 
reward for appropriate behavior are identified and 
encouraged.  

3. Guide parents  3.1 Parents are encouraged to consistently 
communicate and maintain rules, limits and 
consequences for children’s behavior. 

  3.2 Parents are encouraged to use firm but respectful 
techniques when rules are violated.  

  3.3 Parents are encouraged to ensure that 
consequences are consistent with children’s rights 
and clear distinctions are made between 
disapproval of a particular behavior and rejection of 
a person.  

This unit relates to the application of principles and techniques in 
guiding parents to promote positive behaviors in children. 
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  3.4 Parents are guided in using appropriate conflict 
management strategies in averting confrontation 
between youths.  

  3.5 Parents are referred to specialist agencies to assist 
with management of persistent problems in 
behavior.  

  3.6 Parents are guided in the identification and use of 
behavior management techniques that are age 
appropriate.  

 
 
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.  In this unit 
the following variable may be present: 
 
Dimensions of behavior may include: 
 
• social behavior 
• physical behavior 
• verbal behavior 
• behavior in relation to tasks 
• behavior in relation to others 
• behavior in relation to self 
• non-compliant 
• disruptive/destructive/damaging 
• Spiritual and moral behavior  

Characteristics of children may include those with:  
 
• special educational needs e.g. autism 
• pervasive behavioral disorders 
• communication difficulties 
• excess motor activity 
• attention deficit disorder etc. 
• normal behavioral patterns 

 

 
Techniques of behavior management include: 
 
• persuasion 
• reminding 
• ignoring 
• withdrawal of privileges 
• group dynamics/group think 
• rewarding positive behavior 
• negotiation skills 
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EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively advice on promoting positive behaviours in children in 
accordance with the performance criteria and the range statements listed above. 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence is observed in the following aspects: 
The ability to: 
 
• help parents identify positive behavior in children 
• guide parents in ways to promote positive behavior 
• guide parents in responding appropriately to undesirable behavior 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• the importance of encouraging the 

choice and use of positive behavior 
options 

• the concept of socially 
acceptable/desirable behavior and how 
this may vary in different cultures 

• the impact of child rearing practices on 
children’s behavior and why it is 
important to promote positive aspects 
of behavior during the early years of 
life 

• the rationale behind offering 
explanations and discussions of 
socially desirable behavior to children 

• specific strategies for promoting 
positive behaviors among youths 

• the factors and circumstances which 
may  encourage or provoke children to 
display difficult or negative behavior 

• the reasons why a calm and controlled 
manner is important 

 

Skills 
The ability to: 

 
• apply introductory conversation skills 
• apply listening skills 
• apply questioning techniques 
• use non verbal communication skills 
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Underpinning Knowledge and Skills (Cont’d) 

 
Knowledge 
Knowledge of: 
 
• the basic principles of behavior 

modification and how they can be used 
to manage inappropriate behavior 
among youths 

• the importance of setting limits and 
consistency of application by significant 
others 

 

 
 
(4) Resource Implications  
 

The following resources should be provided: 
 

• A work location for parenting facilitation (Simulated or actual) 
 
 
(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: 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
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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 NCTVET 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 1  
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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CSEPFC0023A:  Plan, design and present learning activities 

 
Competency Descriptor: 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Plan presentations and 
activities to facilitate learning 

1.1 Goals and objectives of presentation are clear and 
achievable. 

  1.2 The interests and needs of target population are taken into 
account in the plan.   

  1.3 Persons critical to the implementation process are involved 
in the plan. 

  1.4 Opportunities to maximize communication and 
understanding of intention are created. 

2. Prepare and make presentation 
to groups 

2.1 All critical success factors are taken into account in the plan. 

  2.2 Presentation is made with clarity and confidence. 

3. Facilitate exercises and 
activities to promote learning 

3.1 Creative and participatory methodologies are used in 
facilitating meetings/workshops. 

  3.2 Exercises and activities supported gender equity and 
inclusiveness. 

  3.3 Activities are monitored and evaluated. 

4. Monitor and evaluate activities 4.1 Relevant data collection instruments are designed, produced 
and used 

  4.2 Appropriate system is established to collect feedback on 
activities  

  4.3 Result of evaluation is interpreted and appropriate corrective 
actions taken  

 

This unit deals with the knowledge and skills required to adequately  
plan for and present learning activities to target group. 
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RANGE STATEMENTS 
 
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.  In this unit 
the following variable may be present: 
 
Equipment and supplies for meeting/workshop may 
include: 
 
• flip chart paper 
• cards  
• markers 
• tape recorder  
• over-head projector  
• handouts 
• refreshments 
• DVDS, videos 
• computer 

Training sessions may involve:  
 
• theory  
• demonstration  
• participatory learning 
 

 
Training activities and tasks may include: 
 
• oral presentations  
• simulation activities  
• project work  
• group activities  
• practical demonstrations  
• assignments  
• laboratory work  
• shadowing/modelling 
• coaching 
• mentoring  
 
Critical Success Factors may include: 
 
• time management 
• appropriate and relevant content 
• audience appeal 
• involvement/participation of target group 
• appropriate and relevant activities 

 

Target group include may include:  
 

• parents 
• guardian 
• prospective parents 
• youths/teens 
• step, foster, adoptive parents 
• grandparents 
• caregivers 
• PTA groups 
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EVIDENCE GUIDE 
 
Competency in this unit needs to be assessed over a period of time, in a range of context and on multiple 
occasions involving a combination of direct, indirect and supplementary forms of evidence.  
 
(1) Critical Aspects of Evidence 
 

Candidate must demonstrate the ability to: 
 

• plan presentations and activities to facilitate learning 
• prepare and make presentation to groups 
• facilitate exercises and activities to promote learning 
• monitor and evaluate activities 
• work with a co-facilitator 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• group formation/dynamics 
• stages in organizing 

meetings/workshop 
• budgets 
• group facilitation 
• nature of facilitation 
• role of the facilitator  
• characteristics of a good learning 

environment  
• participatory techniques/group 

animation 
• ice-breakers 
• activities for eliciting participants’ views 
• discovery learning 
• evaluation 
• gender sensitivity 

Skill 
The ability to: 
 
• use participatory techniques  
• create budget 
• communicate effectively 
• use ice breakers effectively 
• evaluate activities 
• use technology 
• apply problem solving and conflict 
 resolution skills 
• create learning environment 
• deliver training 
• manage time and resources 
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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:  

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 
 
 

(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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
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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 NCTVET 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 1  
Work with others and in team Level 1  
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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CSEPFC0033A:   Clarify values  
 
Competency Descriptor:   
    
 
 
 
 
Competency Field: Community Services - Parenting Facilitation    
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Explore own values  1.1 One’s own values are identified. 

  1.3 Factors which influence one’s own values are 
identified. 

2. Enable clients to explore the 
values by which they live 

2.1 An environment is created where it is possible to 
have conversations about personal and cultural 
values. 

  2.2 Parents are worked with to define clearly what is 
meant by “values”. 

  2.3 Own values are shared where appropriate, in line 
with the core values of parenting education work. 

  2.4 Parents are educated on values without imposing 
your own values on them. 

  2.5 A range of value sets are explored, in the 
communities in which parents live and in the wider 
society. 

  2.6 Parents are assisted in the identification of their own 
position in relation to the values they experience 
around them. 

  2.7 The connection between values and behaviour is 
mapped out with parents. 

  2.8 The choices that can be made about values and 
behaviour are mapped out with parents. 

  2.9 Parents are encouraged to shape their values and 
behaviour to reflect how and who they want to be. 

This unit deals with the skills and knowledge required to explore, 
clarify and consider the values by which the facilitator lives and 
how to place his/her values in order to work effectively with 
parents. 
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3. Demonstrate tolerance for the 
values of others 

3.1 Factors contributing to individual differences in 
values are identified and accepted. 

  3.2 Values of others are respected and tolerated. 

 
 
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.  In this unit 
the following variable may be present: 
 
Core values may be: 
 
• educative 
• empowering 
• participative 
• promoting equity 

Value sets may be related to: 
 
• relevant issues such as social behavior 
• family life 
• education 

 
 
Values in wider society may be related to: 
 
• cultures 
• nationalities 
• communities 
• organizations 

 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively applying communication and interpersonal skills in 
accordance with the performance criteria and the range statements listed above. 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
 Demonstrate the ability to: 
 

• explore own values 
• enable persons to explore the values by which they live 
• demonstrate tolerance for the values of others 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• values systems and impacting 

variables 
• why it is important to encourage 

parents to explore their values 
• why it is important to be aware of your 

own values and be prepared to discuss 
them 

• any differences between your own 
values and the core values of 
parenting facilitation 

• how to build the level of trust needed in 
order to have conversations about 
values 

• how to facilitate conversations and 
activities to enable parents to identify 
value sets 

• definitions of values and examples of 
value sets 

• differing perspective on the values sets 
operating in communities in which 
parents reside and in wider society 

• the relationships between values and 
behaviour 

• how to facilitate conversations about 
choice of behavior 

Skills 
The ability to: 

 
• have conversations about personal 

values 
• define clearly what is meant by 

“values” 
• Work with parents and self on values 
• enable parents to explore the values by 

which they live 
 

 
 
(4) Resource Implications 
 

The following resources should be provided: 
 

• A work location for parenting facilitation (Simulated or actual) 
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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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
 
 
CRITICAL EMPLOYABILITY SKILLS 

 Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 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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CSEPFC0043A:  Plan, allocate, monitor and evaluate work  

 
Competency Descriptor: 
 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Set work objectives 1.1 Work plans are completed based on S.M.A.R.T 
goals/objectives. 

  1.2 Professional development work plan is created and 
implemented. 

2. Plan activities and determine 
work methods to achieve 
objectives 

2.1 Activities to achieve objectives are included in work plans. 

  2.2 Objectives are met using relevant activities. 

3. Allocate and monitor work 
assignments 

3.1 Activities are implemented and objectives met through a 
variety of  methods 

  3.2 Team members are assigned tasks. 

  3.3 Monitoring procedures are applied. 

  3.4 On-going feedback is given on implemented work 
assignments. 

4. Evaluate performance 4.1 Performance criteria are established in consultation with 
team members. 

  4.2 Performance evaluation tools are used. 

5. Provide feedback on 
performance 

5.1 Evaluations are analysed and interpreted in a timely 
manner. 

  5.2 Feedback is acted on to improve performance. 

 

This unit deals with the knowledge and skills required to effectively 
plan, allocate, monitor and evaluate own work activities to facilitate  
improvement. 
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RANGE STATEMENTS 
 
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.  In this unit 
the following variable may be present: 
 
Training may be conducted:  
 
• in a simulated setting  
• in a training organisation  
• in a combination of locations to suit the units of 

competency being learned and/or assessed  
• in a single site or multi site operation  
• in a work environment 

Team members may include: 
 
• colleagues 
• trainers/teachers and assessors  
• team leaders/supervisors/managers/ 
 employers  
• participant/learner  
• technical /subject experts  

 
SMART goals and objectives should be: 
 
• specific 
• measurable 
• achievable 
• realistic 
• time bound 
 
 
EVIDENCE GUIDE 
 
Competency in this unit needs to be assessed over a period of time, on multiple occasions, and in a 
range of contexts involving a combination of direct, indirect and supplementary forms of evidence.  
 
 
(1) Critical Aspects of Evidence 

 
Candidate must demonstrate the ability to: 

 
• set work objectives 
• plan activities and determine work methods to achieve objectives 
• allocate and monitor work assignments 
• evaluate performance 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• professional/ career and personal 

development planning 
• performance monitoring and evaluation  
• importance of participatory management  
• objectives –oriented, logical framework 

planning processes 
• activities and methods in parenting skills 

training 
• the importance of taking account of 

suggestions, feelings and expectations 
of team members 

• the importance of sharing planned work 
methods to ensure that the concerns of 
all are included 

• principles of forward planning and 
development in the context of activities 
and work methods 

• the value of identifying unresolved 
issues in order to achieve objectives 

• participatory evaluation methods 
• usage of evaluation results  

Skill 
The ability to: 
 
• give feedback 
• conduct performance evaluation  
• prepare smart goals and objective 
• work effectively in a team 
• apply analysis skills 
• communicate effectively 
• use technology 
• develop performance evaluation 

instruments 

 
 
(4) Resource Implications 

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 
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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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
 
 

CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 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 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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CSEPFC0053A:     Design and deliver presentation 

 
Competency Descriptor: 
       
 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Prepare the presentation 1.1 Preparation is undertaken to support delivery of the 
presentation.  

  1.2 Outcomes for the presentation are determined to provide 
focus. 

  1.3 Presentation strategies are chosen to match the 
characteristics of the target audience, the location, the 
resources and the personnel needed. 

  1.4 Presentation aids and materials are selected to enhance 
audience understanding of key concepts and ideas.  

  1.5 A strategy for evaluating the effectiveness of the 
presentation is prepared. 

  1.6 Presentation is scheduled to meet the requirements of the 
target audience, any other personnel needed and the 
location. 

2. Deliver a presentation 2.1 The desired outcomes of the presentation are explained to, 
and discussed with the target audience.  

  2.2 Presentation aids, materials and examples are used to 
support target audience understanding of key concepts and 
ideas. 

  2.3 Non verbal and verbal communication of participants is 
monitored to promote attainment of presentation outcomes. 

  2.4 Opportunities are provided for participants to seek 
clarification and engage in discussion and reflection on key 
ideas and concepts.  

  2.5 Key concepts and ideas are summarised at strategic points 
to facilitate participant understanding. 

This unit deals with the skills, knowledge and attitude required for 
the preparation, delivery and review of a presentation to a target 
audience. 
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  2.6 Variations in verbal and non-verbal communication are used 
to maintain participant engagement. 

3. Review the presentation 3.1 A review strategy is implemented to determine the 
effectiveness of the presentation.  

  3.2 The strategy selected utilises feedback from participants. 

  3.3 The reactions of key personnel to the delivery are sought 
and discussed. 

  3.4 Adjustments to delivery are considered and incorporated. 

 
 
RANGE STATEMENTS 
 
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: 
 
Legislation, codes and national standards relevant to 
the workplace which may include:  
 
• award and enterprise agreements and relevant 

industrial instruments  
• relevant legislation from all levels of government 

that affects business operation, especially in 
regard to occupational health and safety and 
environmental issues, equal opportunity, 
industrial relations and anti-discrimination  

• relevant industry codes of practice  

Delivery may be:  
 
• face to face  
• via teleconferencing  
• via closed circuit television  
• through computer assisted methods  
 

 
Characteristics of the target audience may relate to:  
 
• language, literacy and numeracy needs  
• cultural and language background  
• educational background or general knowledge  
• gender  
• age  
• physical ability  
• previous experience with the topic  

Presentation strategies may involve:  
 
• oral presentations  
• discussion  
• questioning  
• simulations and role-play  
• case studies  
• group and/or pair work  
• demonstration  
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Presentation aids and materials may include:  
 
• video and audio recordings  
• overhead projector  
• paper-based materials  
• models  
• diagrams, charts and posters  
• whiteboard  
• computer simulations and presentations  

Review strategies may include use of:  
 
• one on interviews with participants and other 

personnel  
• focus groups interviews  
• written feedback provided by participants  
• action research  
• critical "friends"  
 

 
 
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.  
 
(1) Critical Aspects of Evidence 
 

• Candidate must demonstrate that they can effectively prepare, deliver and review 
presentation to a target group. 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 

(3) Underpinning Knowledge and Skills 
 

 Knowledge 
 Knowledge of: 
 

• relevant legislation from all levels of 
government that affects business 
operation, especially in regard to 
Occupational Health and Safety and 
environmental issues, equal 
opportunity, industrial relations and 
anti-discrimination  

• range of presentation strategies  
• range of presentation aids and 

materials available to support 
presentations  

• data collection methods that can be 
used to support review of 
presentations  

• key principles association with 
explanation and demonstration of 
concepts and ideas  

 Skill 
 The ability to: 
 

• demonstrate literacy skills 
• prepare presentation information 
• speak and write in a range of styles 

for different target audiences  
• demonstrate communication skills 

including questioning, clarifying, re-
phrasing  

• demonstrate presentation skills  
• relate to people from a range of 

social, cultural and ethnic 
backgrounds and physical and 
mental abilities  

• utilise verbal and non-verbal techniques 
to sustain participant engagement  
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(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 suitable for valid and reliable assessment of this competency may include, 
but are not limited to, a combination of 2 or more of:  
 
• case studies  
• portfolios  
• projects  
• questioning  
• scenarios  
• authenticated evidence from the workplace and/or training courses  

 
 
(6) Context of Assessment 

  

Assessment of performance requirements in this unit should be undertaken in an actual 
workplace or simulated environment  
 
 

CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 3  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 3  
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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CSEPFC0063A: Demonstrate knowledge of the stages of child 
 development 

Competency Descriptor: 
 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Outline the main features of child 
growth and development 

1.1 Growth and development are correctly differentiated. 

  1.2 The stages in pre-natal development are correctly 
identified.  

  1.3 The stages in children’s psychomotor development are 
correctly identified.  

  1.4 The stages in children’s cognitive development are 
correctly identified.  

  1.5 The stages in children’s social and emotional development 
are correctly identified.  

  1.6 The terms related to children’s growth and development is 
used correctly. 

  1.7 The stages in children’s spiritual and moral development 
are correctly identified. 

2. Identify the effects of heredity on 
children’s growth and development 

2.1 The ways in which genetics determine the physical and 
psychological characteristics of the child are correctly 
identified. 

  2.2 The ways in which genetics determine abnormalities in 
children are correctly identified. 

3 Identify the effects of physical 
environment on children’s growth 
and development 

3.1 The importance and impact of space, sanitation, privacy 
and noise on children’s growth and development are 
correctly identified. 

  3.2 The importance of pre-natal health care on children’s 
growth and development are correctly identified. 

  3.3 The stages of childbirth are correctly identified. 

 

This unit provides knowledge of the stages of child development 
required by a parenting facilitator.
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  3.4 The effect of birth complications on children’s growth and 
development are correctly identified. 

  3.5 The role of postpartum depression on children’s growth and 
development is correctly identified. 

4. Illustrate how socialisation 
influences personality and 
social development 

4.1 The agents of socialisation are correctly identified. 

  4.2 Socialization factors influencing the development of 
children’s personality and concept of self are correctly 
illustrated. 

  4.3 Self-concept and self-esteem are correctly differentiated. 

  4.4 The importance of self-concept and self-esteem in 
personality development are correctly illustrated. 

  4.5 Correct methods for building positive self-concept and self-
esteem in children are demonstrated and implemented. 

5. Identify factors that support or 
hinder spiritual/moral 
development in children 

5.1 The effects of moral development are correctly identified. 

  5.2 The agents that influence moral development are correctly 
identified. 

  5.3 Factors that support or hinder the social, emotional and 
moral development and personality formation of children are 
identified. 

 
 
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 
 
Domains of development include: 
 
• physical 
• cognitive 
• social and emotional 
• spiritual and moral 

Prenatal stages of development: 
 
• zygote 
• embryo 
• fetus 
• sensitive periods (Hinde’s theory)  
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Prenatal environmental influences may include: 
 
• biological  

- role of genetics in determining sex of  
 child, multiple births, abnormalities 

• environmental (Brofenbrenner’s theory) 
- teratogens:  
- prenatal health care 
- birth complications 
- other maternal factors 

Periods of development: 
 
• prenatal: conception to birth 
• infancy: birth to 1 year 
• toddler :1+ to 3 years 
• pre-schooler: 3+ to 6 years 
• mid-childhood: 7-11 years 
• adolescence: 12-18 years 

 
Self concept and self esteem in child development: 
 
• meaning of self-concept 
• meaning of self-esteem 
• importance of self-concept and self-esteem in 

personality development 
• factors contributing to the development of 

positive and negative self concept 

The socialization process: 
 
• agents of socialization 
• socialization factors influencing  the 

development of child’s personality (Freud and 
Erickson theories) 

 

 
The birth process: 
 
• possible complications 
• myths 

 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively demonstrating knowledge of the stages of children’s 
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 should be demonstrated. Knowledge of 
 

• the main features of child growth and development from conception through age 1 years. 
• the effects of hereditary and environmental factors that impact on children’s growth and 

development from conception onwards. 
• the concept of socialization and its influence on personality and social development of 

children. 
• the meaning of self concept and self esteem in child development. 
• the importance of self-concept and self-esteem in personality development. 
• factors that contribute to the development of negative and positive self-concepts. 
• methods used for building positive self-concept and self-esteem. 
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(2)  Pre-requisite Relationship of Units 
 

• Nil 
 
 
(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• the difference between growth and development 
• domains of development 
• child growth and development from conception to age 18 years 
• pre-natal development and birth 

• The role of genetics in determining sex of child, multiple offspring and abnormalities 
• Pre-natal stages – zygote, embryo, fetus, sensitive periods (Hinde’s theory) 
• Pre-natal environmental influences – Brofenbrenner’s theory 
• Teratogens – prescription and non-prescription drugs, illegal drugs 
• alcohol, radiation, environmental pollution, maternal diseases, other maternal factors –  
• exercise, nutrition, emotional stress, RH blood compatibility, maternal age and previous 

birth 
• The importance of prenatal health care  

• the birth process – possible complications, myths 
• the process of socialization 
• the agents of socialization – home, school, peer-group, community institutions, wider 

community 
• socialization factors influencing development of child’s personality and concept of self – 

gender bias, sex=role stereotyping, birth position, sibling rivalry, physical health, family/home 
environment, rural and inner-city environments, peer group, child rearing practices, race, 
socio-economic status, language, school environment- daycare, pre-school, primary school 
(freud’s and erickson’s theory) 

• self concept and self esteem in child development 
• the meaning of self-concept, self esteem 
• the importance of self-concept and self-esteem in personality development 
• factors that contribute to the development of positive and negative self-concepts 
• methods used to build children’s positive and negative self-concept and self-esteem 

• environmental and other factors that that support or hinder the development of the Jamaican 
Child: attitudes to play and physical development, the physical environment and play spaces 
for children, impact of health and nutritional status on physical-motor development, social 
class differences/poverty, parent/caregiver warmth, quality of home/daycare environment, 
early stimulation interventions, availability of appropriate materials and resources, maternity 
leave, teen and absentee parents, unwanted pregnancies, child abandonment, child shifting, 
appropriate role models, recognition of children’s rights, respect for children’s views and 
feelings, gender fairness, impact of societal values and attitudes, teacher/caregiver child 
relationships, prevalence of violence and crime, media coverage of violence, television 

• observation and oral presentation techniques 
• active listening techniques 
• interview techniques 
• how to prepare portfolio  
• adolescence 
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Underpinning Knowledge and Skills (Cont’d) 

 
Skills 
The ability to: 

 
• relate bronfenbrenner’s theory to environmental issues influencing child development 
• prepare posters and charts illustrating the stages in child development and related issues 
• research and discuss common myths about conceptions, gestation and birth that are 

prevalent in Jamaica 
• record observations 
• participate in discussions on underpinning knowledge topics and issues  
• conduct research and do presentations on assigned topics and issues from underpinning 

knowledge  
• participate in role play activities 
• prepare case studies 
• compile portfolio of strategies used for building positive self-concept and self-esteem 
• interview parents/caregivers and children on some of the related issue 

 
 
(4)  Resource Implications 
 

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

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 

  
 
(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: 
• review of portfolio, posters and charts 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 simulated workplace environment in accordance with range 
of variables and critical aspects of 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 NCTVET 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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CSEPFC0073A:  Guide parents in managing change    

 
Competency Descriptor: 
       
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Explore implications of  change 
with clients 

1.1 Change processes are identified 

  1.2 Clients are assisted through careful questioning to identify 
the effects and implications of change experiences 

  1.3 Change experiences disclosed by clients are correctly 
documented, prioritised and analysed 

2. Support the management of the 
change process within families 

2.1 Strategies for managing change processes are identified 

  2.2 A management plan is devised with families 

  2.3 Monitoring and evaluation mechanisms are correctly 
implemented 

 
 
RANGE STATEMENTS 
 

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.   

In this unit the following variable may be present: 
 
Change situation includes: 
 
• children’s behaviour due to growth/age 
• living condition 
• relationship 
• violence  
• inability to cope with increased cost 

Guidance may be given to:  
 
• parents 
• children  
• teenagers 
• young adults 

 

This unit deals with the knowledge and skills require offer guidance to  
clients who may be experiencing some kind of changes in their lives. 
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Abnormal behaviour may lead to: 
 
• signs of anxiety, 
• fear,  
• aggression 
• intolerance  
• denial 

Communication context may include: 
 
• face to face 
• telephone 
• e-mail 
 

 
Persons include: 
 
• Parents (father, mother, guardian) 
• Children (teenagers,  young adults) 

 

 
 
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 
 

• Explore implication of change within families 
• Support the management of the change process within families 

 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• Typical signs and symptoms of 

abnormal behaviours displayed by - 
father, mother, young children, 
teenagers and young adults extended 
family 

• Ways of displaying empathy (verbally 
and non-verbally) 

• Changes that should be expected at 
developmental milestones 

• Impact of sensory experiences on 
behaviour changes in children 

• Process of intellectual development at 
different milestones in human growth 
and the corresponding emotional and 
behavioural changes that should be 
expected 

• How to plan training sessions  
• How to guide person in identifying 

alternatives 
• Non-judgemental versus judgemental 

approaches 
• How to listen and encourage feedback 
• Dealing with challenges individuals with 

disability may pose  
• The impact of change factors external to 

the individual (media, gangs, peer 
groups) 

Skill 
The ability to: 
 
• Guide parents in understanding their 

children’s development and the changes 
that should be expected 

• Guide boys and girls in understanding 
sexuality in relation to themselves and 
each other 

• Help persons to identify and relate to 
change process 

• Communication skills (non-
confrontational versus confrontational) 

• Help adolescents to understand 
physiological changes occurring in their 
bodies as they grow and mature 

• Guide persons to set life goals and move 
beyond negative influences 

• Communicate effectively 

 
 
(4) Resource Implications 

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

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 
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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: 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
 
 

CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 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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CSEPFC0083A:  Prepare and make representation 

 
Competency Descriptor: 
 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Brief client on content and 
process of representation 

1.1 Assignments related to project proposal writing; submissions 
on national parent/child-related policies and client 
representation are undertaken.  

  1.2 Written outline of the content and process of representation 
is submitted for verification. 

2. Prepare case 2.1 Relevant information is collected through research. 

  2.2 Information sources are documented. 

  2.3 Case is set out in writing following established format. 

3. Present case 3.1 Written, multi-media or verbal presentations are made to 
groups and/or individuals. 

  3.2 Presentation is designed and delivered with clarity and 
confidence. 

  3.3 Case is presented with protocols appropriate to target 
audience 

4. Evaluate offers 4.1 SMART objectives are identified. 

  4.2 Outcomes of presentations/representations are carefully 
documented. 

  4.3 Actual outcomes are measured against those expected. 

 

This unit deals with the knowledge and skills required to prepare for  
and make representation on behalf of clients. 
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RANGE STATEMENTS 
 
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.  In this unit 
the following variable may be present: 
 
Resource may include: 
 
• library 
• agencies 
• persons 
• internet 

Audio-visual technology/equipment may include: 
 
• overhead projector 
• slide projector 
• power-point 

 
Representation may be within: 
 
• limits of agency 
• individual experience and authority 
• rights of parents 

Request for presentation may be from:  
 
• individuals 
• agencies 
• groups 

 
 
EVIDENCE GUIDE 
 
Competency in this unit needs to be assessed over a period of time, on multiple occasions, and in a 
range of contexts involving a combination of direct, indirect and supplementary forms of evidence.  
 
(1) Critical Aspects of Evidence 

 
Candidate must demonstrate the ability to: 

 
• prepare and make representation on behalf of clients according to relevant legislation and 

within scope of practice 
 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• research methods 
• research and documentation  
• national children’s/family, professional 

policies and laws, 
• convention on the rights of the child 
• advocacy and lobbying 
• project proposal writing 
• analysis of policies based on variable 

related to age, gender,  
• public speaking 
• advocacy and lobbying 

Skill 
The ability to: 
 
• conduct public speaking 
• apply technology assisted 

presentation skills 
• use audio-visual technology 
• conduct project planning 
• conduct assessment and planning 
• apply negotiation skills 
• prepare briefs/summaries/outlines 
• apply research skills 
• conduct project planning 

 
 
(4) Resource Implications 

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

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 

 
 
(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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
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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 NCTVET 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 1  
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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CSEPFC0103A:   Conduct assessment 

Competency Descriptor:   
 
 
 
Competency Field:  Community Services – Parenting Facilitation 
 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Identify and explain the 
context of assessment 

1.1 The context and purpose of assessment are discussed and 
confirmed with the person(s) being assessed. 

  1.2 The relevant performance standards to be used in the 
assessment (eg. current endorsed competency standards for 
the specific industry) are clearly explained to the person 
being assessed. 

  1.3 The assessment procedure is clarified and expectations of 
assessor and candidate are agreed. 

  1.4 Any legal and ethical responsibilities associated with the 
assessment are explained to the person(s) being assessed. 

  1.5 The needs of the person being assessed are determined to 
establish any allowable adjustments in the assessment 
procedure. 

  1.6 Information is conveyed using language and interactive 
strategies and techniques to communicate effectively with 
the person(s) being assessed. 

2. Plan evidence gathering 
opportunities 

2.1 Opportunities to gather evidence of competency, which 
occurs as part of workplace or training activities, are 
identified covering the dimensions of competency. 

  2.2 The need to gather additional evidence which may not occur 
as part of the workplace or training activities are identified. 

  2.3 Evidence gathering activities are planned to provide 
sufficient, reliable, valid and fair evidence of competency in 
accordance with the assessment procedure. 

3. Organise assessment 3.1 The resources specified in the assessment procedure are 
obtained and arranged within a safe and accessible 
assessment environment. 

  3.2 Appropriate personnel are informed of the assessment. 

This unit describes the skills and knowledge required to conduct 
assessment. 
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  3.3 Spoken interactions and any written documents employ 
language and strategies and techniques to ensure the 
assessment arrangements are understood by all person(s) 
being assessed and appropriate personnel. 

4. Gather evidence 4.1 Verbal and non-verbal communication strategies are 
employed to promote a supportive assessment environment 
to gather evidence. 

  4.2 The evidence specified in the assessment procedure is 
gathered, using the assessment methods and tools. 

  4.3 Evidence is gathered in accordance with specified allowable 
adjustments where applicable. 

  4.4 The evidence gathered is documented in accordance with 
the assessment procedure. 

5. Make the assessment 
decision 

5.1 The evidence is evaluated in terms of the principles of quality 
evidence. 

  5.2 The evidence is evaluated according to the dimensions of 
competency. 

  5.3 Guidance is sought, when in doubt, from a more experienced 
assessor(s).  

  5.4 The assessment decision is made in accordance with the 
criteria specified in the assessment procedure. 

6 Record assessment results 6.1 Assessment results are recorded accurately in accordance 
with the specified record keeping requirements. 

  6.2 Confidentiality of assessment outcome is maintained and 
access to the assessment records is provided only to 
authorised personnel. 

7. Provide feedback to persons 
being assessed 

7.1 Clear and constructive feedback in relation to performance is 
given to the person(s) being assessed, using language and 
strategies to suit the person(s) including guidance on further 
goals/training opportunities. 

  7.2 Opportunities for overcoming any gaps in competency, as 
revealed by the assessment, are explored with the person(s) 
being assessed. 

  7.3 The person(s) being assessed is/are advised of available 
reassessment opportunities and/or opportunities for review 
or appeal where the assessment decision is challenged. 
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8. Report on the conduct of the 
assessment 

8.1 Positive and negative features observed while conducting 
the assessment are reported to those responsible for the 
assessment procedure. 

  8.2 Any assessment decision disputed by the person(s) being 
assessed is recorded and reported promptly to those 
responsible for the assessment procedure. 

  8.3 Suggestions for improving any aspect of the assessment 
process are made to appropriate personnel. 

 
 
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: 
 
Assessment tools may include:  
 
• specific instructions to be given relating to the 

performance of practical tasks or processes or 
simulation exercises  

• specific instructions to be given in relation to 
projects and exercises  

• sets of oral/written/computer based questions 
to be asked  

• performance checklists  
• log books  
• marking guides  
• descriptions of competent performance 
• a combination of the above 

Assessment methods may include:  
 
• work samples and/or simulations  
• direct observation of performance, products, 

practical tasks, projects and simulation 
exercises  

• review of logbooks and portfolios  
• consideration of third party reports and 

authenticated prior achievements  
• written, oral or computer managed  
 questioning  
• a combination of the above 

 
Principles of quality evidence include: 
 
• validity  
• authenticity  
• sufficiency  
• currency  
• consistent achievement of the specified 

standard 

Dimensions of competency include: 
 
• task skills  
• task management skills  
• contingency management skills  
• job/role environment skill  
• transfer and application of knowledge and skills 

to new contexts 
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Assessment environment and resources to be 
considered may include:  
 
• time  
• location  
• personnel  
• finances/costs  
• equipment  
• materials  
• OHS requirements  
• enterprise/industry standard operating 

procedures 

Allowable adjustments may include:  
 
• provision of personal support services (e.g., 

reader, interpreter, attendant carer, scribe)  
• use of adaptive technology or special 

equipment (e.g. work processor or lifting gear)  
• design of shorter assessment sessions to allow 

for fatigue or medication  
• use of large print version of any papers 
 

 
Recording procedures may include:  
 
• forms designed for the specific assessment 

result (paper or electronic)  
• checklists for recording observations/process 

used (paper or electronic)  
• combination of the above 

Assessment reporting:  
 
• final assessments will record the unit(s) of 

competency in terms of code, title and 
endorsement date  

• summative assessment reports, where issued, 
will indicate units of competency where 
additional learning is required 

 
 
EVIDENCE GUIDE 
 
Competency in this unit needs to be assessed over a period of time, in a range of contexts and on 
multiple occasions involving a combination of direct, indirect and supplementary forms of evidence. 
 
(1) Critical Aspects of Evidence 
  
 Assessment requires evidence of the following products to be collected:  
 

• description of the assessment context, including the purpose of assessment  
• the relevant competency or other performance standard and assessment procedure used  
• description of how evidence gathered is valid, authentic, sufficient, fair and reliable to ensure 

competency  
• conduct of assessment in accordance with competency requirements  
• Recording of the assessment results in accordance with the specified assessment procedure 

and record keeping requirements  
• Report on the conduct of the assessment, including positive and negative features and 

suggestions for improving any aspect of the assessment process.  
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Critical Aspects of Evidence (Cont’d) 

 
 Assessment requires evidence of the following processes to be provided:  

 
• how agreement was sought with the person(s) being assessed on the conduct of the 

assessment  
• how opportunities to gather evidence were identified as part of workplace or training 

activities  
• how evidence was gathered in accordance with the assessment procedure  
• how evidence gathering activity covered the dimensions of competency  
• how resources were arranged according to the assessment procedure  
• how appropriate personnel were consulted  
• how evidence was gathered in accordance with allowable adjustments to the assessment 

method where applicable  
• how evidence was evaluated in terms of validity, authenticity, sufficiency, currency and 

consistent achievement of the specified standard  
• how the assessment was conducted to ensure that :  

- all arrangements and activities were understood by all parties  
- the person was put at ease and the supportive assessment environment was created  
- language, literacy and numeracy issues were taken into consideration  

• how constructive feedback was provided to the person(s) being assessed including 
instances of assessed persons not meeting competency standards. 

• how guidance was provided to person(s) being assessed on how to overcome gaps in 
competency revealed. 

 
 
(2) Pre-requisite Relationship of Units 
  

• Nil 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• workplace application of relevant standards of performance including industry or enterprise 

competency standards and assessment guidelines  
• legal and ethical responsibilities including occupational health and safety regulations and 

procedures, equal employment and anti-discrimination requirements relevant to the specified 
context  

• policies and procedures of the workplace and/or job role together with any related legislation 
or regulatory requirements  

• the assessment principles of reliability, validity, fairness, flexibility, authenticity, sufficiency 
and consistency  

• the assessment guidelines of the NCTVET/training institution/organization  
• planning and organizing own work including contingencies and identifying improvements  
• how to apply various assessment strategies methods/tools relevant to workplace context  
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Underpinning Knowledge and Skills (Cont’d) 
 

Knowledge 
Knowledge of: 
 
• language, literacy and numeracy skills required to:  

- give clear and precise instructions and information in spoken or written form  
- seek confirmation of understanding from the person(s) being assessed  
- adjust language to suit target audience  
- prepare required documentation using clear and comprehensible language and layout  
- ask probing questions and listen strategically to understand responses of the person 
 being assessed  
- seek additional information for clarification purposes  
-  use verbal and non-verbal language to promote a supportive assessment environment  
-   use language of negotiation and conflict resolution to minimise conflict 
• communication skills appropriate to the culture of the workplace and the individual(s)  
 

Skills 
The ability to: 
 
• apply  various assessment methods/tools relevant to workplace context  
• use language, literacy and numeracy skills that are required to:  

- give clear and precise instructions and information in spoken or written form  
- seek confirmation of understanding from the person(s) being assessed  
- adjust language to suit target audience  
- prepare required documentation using clear and comprehensible language and layout  
- ask probing questions and listen strategically to understand responses of the person 

being assessed  
- seek additional information for clarification purposes  
- use verbal and non-verbal language to promote a supportive assessment environment  
- use language of negotiation and conflict resolution to minimise conflict 
- communication skills appropriate to the culture of the workplace and the individual(s)  

 
 
(4) Resource Implications  
 

• Access to relevant competencies, sources of information on assessment methods, 
assessment tools and assessment procedures. 

• Access to person(s) wishing to be assessed, relevant workplace equipment, information and 
appropriate personnel.  
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(5) Method of Assessment  

 
 Review of a portfolio containing the following: 
 

• description of the assessment context, including the purpose of assessment  
• the relevant competency or other performance standard and assessment procedure used  
• a description of how the assessment was conducted. 
• a record of the assessment results in accordance with the specified assessment procedure 

and record keeping requirements. 
 
• Report on the conduct of the assessment, including positive and negative features and 

suggestions for improving any aspect of the assessment process.  
 

Questioning – oral/written relating to: 
 
 
(6) Context of Assessment  
  

Assessment should occur on the job or in a simulated workplace. The candidate assessor should 
 use competencies relevant to their technical expertise.  
 
 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 2  
Use mathematical ideas and techniques Level 2  
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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CSEPFC0113A:  Guide parents in managing crisis    

 
Competency Descriptor: 
 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Identify indicators of crisis  1.1 Indicators of crisis are identified. 

  1.2 Response to promptings from clients is timely and 
demonstrates empathy. 

  1.3 Documentation reflects objectivity, accuracy and clarity in 
keeping with organizational standards. 

  1.4 Confidentiality regarding client information is observed at all 
times. 

  1.5 Guidelines for crisis response are correctly followed. 

2. Guide persons to acknowledge 
their need for help 

2.1 Indicators of a need for help are identified and correctly 
interpreted. 

  2.2 Clients are communicated with in a manner that encourages 
relaxation and self disclosure. 

  2.3 Discussions with clients foster a greater understanding of 
their situation and an acceptance of a need for help. 

3. Provide assistance in dealing 
with crisis 

3.1 Clients are assisted to identify and acknowledge that they 
are in crisis. 

  3.2 Clients are tactfully guided to acknowledge the need to 
seek/access help. 

  3.3 Suggestions are in accordance with established guidelines 
and procedures. 

  3.4 Guidelines for crisis response are correctly followed. 

This unit deals with the knowledge and skills required to guide 
parents and caregivers to manage crisis situations. 
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4. Provide assistance in accessing 
help 

4.1 Clients are provided with contact information to enable them 
to access help. 

  4.2 Clients are assisted with contacting services and making 
appointments where necessary. 

 
 
RANGE STATEMENTS 
 
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.  In this unit 
the following variable may be present: 
 
Crisis situations may include: 
 
• social: decline in social functioning, drug/ 

substance abuse 
• emotional: depression, unresolved grief, anger, 

suicidal ideation/ tendencies 
• physical: physical abuse, sexual abuse 
• disaster 
• stigma/discrimination 

Clients may include: 
 
• parents of children with disabilities, 
• women/mothers,  
• men/fathers  
• boys and girls 
• caregivers  

 
Assistance may include: 
 
• promoting information 
• giving encouragement 
• overcoming fear or inhibitions 
• making referrals to relevant agencies 

 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively assisting parents to manage crisis in accordance with 
the performance criteria and the range statements listed above. 
 
(1) Critical Aspects of Evidence 
 

It is essential that the candidate demonstrates the ability to: 
 
• identify indicators of crisis 
• guide persons to acknowledge their need for help 
• provide assistance in dealing with crisis 
• provide assistance in accessing help 
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(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• signs and symptoms of  -depression, 

physical/sexual/psychological abuse, 
mental illness, drug use/abuse, 
alcoholism, emotional disturbance, 
physical and mental exhaustion (burn-
out) 

• importance of information and record 
keeping systems for follow-up and 
future reference 

• relationship between current 
experiences and past situations in a 
persons’ life (carry forward feelings of 
hate, inferiority, feeling of inadequacy) 

• intervention programmes 
• impact and relationship of gender 

issues in dealing with psychological 
trauma for both men and women and 
also children 

• legal obligations in dealing with 
situations that are potential for suicide 
or homicide 

• importance of involving critical family or 
parental involvement when dealing with 
a minor 

• indicators of crisis 
• crisis management process 
• legal and ethical considerations in 

dealing with crisis situations  
• importance of flexible arrangements in 

dealing with counselling routine 
• variety of cultural and religious beliefs, 

values and practices of families and 
their implications for emotional and 
psychological impact on children 

• importance of confidentiality 
• disaster management 
• stigma and discrimination 

Skill 
The ability to: 
 
• encourage confidence, independence and 

cooperation of clients 
• communicate effectively 
• identify indicators of crisis 
• use technology 
• monitor system for verifying the 

effectiveness of interventions 
• make referrals 
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(4) Resource Implications 

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 

 
 
(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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 



 
 
 CSEPFC0113A Guide parents in managing crisis 
 
 

Copyright  2008 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 

CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET 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 1  
Work with others and in team Level 1  
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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CSEPFC0123A:  Build relationships with stakeholders  

 
Competency Descriptor: 
       
 
 
Competency Field: Community Services – Parent Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Establish professional 
relationships with stakeholders 

1.1 Nature and expectations of the working relationship are 
established with clients. 

  1.2 Need for on-going, follow-up actions are identified. 

  1.3 Timetable for intervention is established and agreed on. 

  1.4 Procedures for communication are identified and followed.  

  1.5 Actions on the part of clients that may compromise the 
relationship are appropriately handled. 

  1.6 Interaction is conducted and managed professionally at all 
times. 

2. Manage relationships with 
stakeholders 

2.1 Professional and cordial relationship with colleagues is 
maintained. 

  2.2 Early intervention is ensured to avert and/or resolve 
conflicts.  

  2.3 Clear ground rules for interaction are identified and 
discussed with clients.  

 

This unit deals with the knowledge and skills required to build and  
maintain relationships with stakeholders.
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RANGE STATEMENTS 
 
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.  In this unit 
the following variable may be present: 
 
Procedures/mechanisms for on-going 
communication may include: 
 
• parent conferences,  
• written reports, 
•  telephone,  
• e-mail 

Records of intervention process may include: 
 
• notes of client conferences/counselling and/or 

training sessions 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by effectively building relationships with stakeholders in accordance 
with the performance criteria and the range statements listed above. 
 

(1) Critical Aspects of Evidence 
 

 Candidate must demonstrate the ability to: 
 

• establish professional relationships with stakeholders 
• manage relationships with stakeholders 
• demonstrate professionalism in established relationships 
 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• personality types  
• emotional states 
• rapport building 
• how to conduct needs assessment 
• aids and barriers to sustaining 

relationships  
• planning needs and pitfalls, 
• effective and ineffective approaches to 

communication, 
• how to achieve client’s acceptance of 

recommendations 
• design of evaluation tools 
• self appraisal 
• time management 
• record keeping 
• report writing 
• strategies to manage termination of 

relationships  
• possible emotional responses to the 

ending of relationships 

Skill 
The ability to: 
 
• conduct basic needs assessments 
• conduct individual parent conferences  
• write case management/interventions plans 
• monitor checklists, questionnaire apply 

written and verbal communication skills 

 
 
(4) Resource Implications 

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 
 
 

(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: 
 
• review of portfolio 
• direct observation of presentations 
• questioning – oral and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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.   
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(6) Context of Assessment 

 
Competency should be assessed in the workplace or simulated workplace environment in 
accordance with work 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 NCTVET 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 1  
Work with others and in team Level 1  
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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CSEPFC0133A:   Design training courses 

Competency Descriptor:      
 
 
 
 
Competency Field: Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Determine the need for a course 1.1 Specific needs of target groups are identified. 

  1.2 Stakeholders are identified and consulted to establish 
training aims and requirements. 

  1.3 Course proposal is outlined in terms of stakeholders’ aim. 

  1.4 Endorsed training packages and curriculum are sourced 
and assessed for relevance to course proposal  

  1.5 Any licensing/regulatory or government policies relevant 
to the course proposal are identified. 

  1.6 Potential employment markets, skills training, educational 
and career opportunities for training participants are 
recorded and documented. 

  1.7 Results of monitoring activities for related courses are 
sourced and analysed, where appropriate. 

2. Identify the learner profile 2.1 Potential learners are identified. 

  2.2 Profiles of learners on entry to the course are developed 
and learner profiles are examined to determine language 
and literacy requirements. 

3. Develop course objective and 
structure 

3.1 Core and elective units/modules are identified. 

  3.2 The relationship between units of competence/modules 
and course outcomes is documented. 

  3.3 Starting points and performance goals of participants are 
identified and documented. 

  3.4 Prerequisites for the course and for specific 
units/modules within the course are identified and 
documented. 

This unit describes the skills and knowledge required for designing 
training courses as part of a training system to meet client identified 
outcomes. 
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4 Define the training content 4.1 The competencies to be acquired by learners are clearly 
specified. 

  4.2 Entry-level competencies are identified and documented. 

  4.3 Requirements for on the job training or assessment are 
identified and documented. 

  4.4 Appropriate evidence and assessment methods are 
identified and documented. 

5. Determine the training and 
assessment requirements 

5.1 The professional development and competency 
requirements of resource persons to include trainers and 
assessors are identified in consultation with appropriate 
personnel. 

  5.2 The resource person requirements are checked for 
consistency with industry/training package assessment 
guidelines, where appropriate. 

  5.3 Essential learning resources, materials, facilities, 
equipment and human resources are identified. 

6. Develop course monitoring 
arrangements 

6.1 Mechanisms for ongoing course monitoring are 
negotiated, agreed and documented in consultation with 
appropriate personnel. 

  6.2 Arrangements to enable course outcomes to be 
evaluated against relevant performance indicators. 

 
 
RANGE STATEMENT 
 
Stakeholders and relevant parties may include: 
 
• professional associations 
• parents/guardians 
• trainers/teachers 
• regulatory authorities 
• government bodies 
• community sector (including FBOs, CBOs  and 

NGOs) 
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A training course proposal may include: 
 
• stakeholder(s) aims and objectives 
• course outcomes 
• identified learners 
• career and educational pathways 
• scope and need for course 
 
A training course may include: 
 
• a set of training programs (or modules) 
 
Courses may be designed and documented 
(curriculum) to:- 
 
• be submitted for formal recognition 
• meet industry/enterprise competency 

standards 
• meet stakeholder aims and objectives 
 
Appropriate personnel may include: 
 
• support personnel (administration) 
• technical experts (e.g. language and literacy 

specialists) 
• existing and former learners 

Relevant policies or agreement(s) on any of the 
following: 
 
• purposes of training and assessment 
• human resource management issues 
• what and who are to be trained/assessed 
• timing of training/assessments 
• links with other human resources functions 
• appeal/review mechanisms 
• criteria for assessment 
• number of assessors 
• allowable adjustments to the assessment 

procedure 
• record keeping requirements 
• recognition of prior learning/recognition of 

current competencies 
• development costs and resources 
• evaluation 
• licensing 

 
Course monitoring arrangements may include: 
 
• panel of external evaluators 
• feedback from learners - during and after 

course delivery 
• survey responses from industry/enterprises 

about the course outcomes 
• supervisors/managers 
• assessment/training personnel 

• other training organisations (partners) 
• moderation mechanisms of assessment 

decisions 
• conduct of regular internal and external reviews 
• sampling and evaluation of competencies 
• networking of trainers and assessors involved 

in course implementation 
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EVIDENCE GUIDE 
 
Competency in this unit needs to be assessed over a period of time, in a range of contexts and on 
multiple occasions involving a combination of direct, indirect and supplementary forms of evidence. 
 
(1) Critical Aspects of Evidence  

 
Assessment requires evidence of the ability to: 
 
• determine the need for a course 
• identify the learner profile 
• develop course objective and structure 
• determine the training and assessment requirements 
• define the training content 
• develop course monitoring arrangements 

 
 
(2) Pre-requisite Relationship of Units 
  

• Nil 
 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 
 
• relevant access and equity principles  
• relevant training packages, 

competency and other performance 
standards to course proposal 

• accreditation and legislation or 
regulatory requirements 

• course monitoring mechanisms 
• requirements for copyright and other 

regulatory requirements 
• communication techniques 

Skills 
The ability to: 
 
• plan own work including predicting 

consequences and identifying 
improvements 

• apply communication skills appropriate 
to the culture of the workplace 

• apply Occupational Heath and Safety 
(OHS) and other workplace policies 
and procedures and any related 
legislation or regulatory requirements 

 
 
(4) Resource Implications  

 
• access to stakeholders, information and resources to meet the required skills and knowledge 

and to develop course proposal, course documentation and course monitoring mechanisms 
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(5) Method of Assessment  

 
Review of a portfolio containing the following: 
 
• documentation on the identification and confirmation stakeholder training aims and 

requirements 
• course proposal 
• course documentation 
• documentation on course monitoring mechanisms 
• description of career pathways, including qualification entry and exit points. 
 
Questioning – oral/written relating to: 
 
• how stakeholder needs were identified 
• how the learner profile was researched 
• how assessment and training requirements were researched 
• how the course monitoring arrangements were developed. 

 
 
(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 may occur off the job. 
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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 NCTVET 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 2  
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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CSEPFC0143A:  Guide parents in developing financial plans  

 
Competency Descriptor:   
    
 
 
Competency Field:  Community Services – Parenting Facilitation 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA  

1. Guide client in assessing  
needs 

1.1 Client is guided in clarifying goals and objectives. 

  1.2 Financial options and processes are discussed with client 
to facilitate the development of suitable plans for the 
achievement of their goals. 

  1.3 Client is allowed to evaluate information in relation to 
financial needs specifically efficiency and financial stability. 

2. Guide parents in 
documenting plans 

2.1 Client is guided in identifying the cash, expenditure and 
revenue items to be documented in plan. 

  2.2 Suitable methods of presentation, language and forms of 
documentation are presented to client 

  2.3 Client is assisted in preparing financial plans that are 
realistic and attainable. 

  2.4 Any necessary corrections are made. 

3. Guide client in monitoring 
plans  

3.1 Client is encouraged to review progress of plans regularly 
against established criteria and take corrective actions 
where required. 

  3.2 Client is allowed to make necessary adjustments to plan 
where there is a change in objectives. 

 

This unit deals with the skills and knowledge required to guide 
parents in developing financial plans.
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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.  In this unit 
the following variables may be present: 
 
Information may include: 
 
• income 
• revenue 
• investment 
• savings 

Financial plans may include: 
 
• budgets 
 

 
Resources may include: 
 
• Goal Setting Charts 
• Appropriate electronic device 
• Stationery 
• Money diary 

Presentation methods and formats may include:  
 
• tables  
• graphics  
• estimates and projections  
• calculations  

 
Clients may include: 
 
• Parents 
• Guardian 
• Relatives 

Data may include:  
 
• cash flow projections  
• fixed costs  
• income records and projections 

 
Client objectives and expectations may include:  
 
• higher levels of investment returns  
• asset development  
• wealth accumulation   
• improved quality of life 

Assumptions and parameters may include: 
 
• expenditure limits  
• disposable income  
 

 
 
EVIDENCE GUIDE  
 
Competency is to be demonstrated by effectively guiding parents in developing financial plans in 
accordance with the performance criteria and the range statements listed above. 
 
(1) Critical Aspects of Evidence      

 
It is essential that competence is observed in the following aspects: 
Knowledge and ability to: 
 
• Guide client in assessing their needs 
• Guide client in documenting plans 
• Guide client in monitoring plans 
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(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 
(3) Underpinning Knowledge and Skills         
 

Knowledge 
Knowledge of: 
 
• forecasting techniques  
• methods of presenting financial data  
• basic principles of accounts 
• communication techniques 
• financial products and services 
• importance of confidentiality 
• budget 

Skills 
       The ability to: 
 

• Access simple databases 
• Apply questioning techniques 
• Communicate effectively 
• use numeracy skills for calculation of data  
• use information technology skills for set up 

and use of spreadsheets 
• record, gather and classify financial 

information 
 
 
(4) Resource Implications              

 
The following resources should be provided: 

 
• A work location for parenting facilitation (Simulated or actual) 

 
 
(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 and written 
• authenticated assessments and/or assignments from relevant training courses 

 
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 may be assessed in the workplace or simulated workplace setting. 
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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 NCTVET 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 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. 
 
 
 
 
 


	00Parenting Facilitation 3
	01CSEPFC0011A
	02CSEPFC0012A
	03CSEPFC0022A
	04CSEPFC0032A
	05CSEPFC0042A
	06CSEPFC0052A
	07CSEPFC0062A
	08CSEPFC0072A
	09CSEPFC0082A
	10CSEPFC0092A
	11CSEPFC0102A
	12CSEPFC0112A
	13CSEPFC0122A
	14CSEPFC0132A
	15CSEPFC0013A
	16CSEPFC0023A
	17CSEPFC0033A
	18CSEPFC0043A
	19CSEPFC0053A
	20CSEPFC0063A
	21CSEPFC0073A
	22CSEPFC0083A
	23CSEPFC0103A
	24CSEPFC0113A
	25CSEPFC0123A
	26CSEPFC0133A
	27CSEPFC0143A

