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[bookmark: _Toc8668639]ICPSUP2030 Prepare and maintain the work area
[bookmark: O_693788][bookmark: O_693789]Application
This unit describes the skills and knowledge required to undertake basic housekeeping functions, handle chemicals and liquid waste in the workplace, and prepare and maintain a the work area according to work health and safety (WHS) and enterprise procedures. 
It applies to individuals who perform a range of mainly routine tasks in various sectors of the printing and graphic arts industry, using limited practical skills and fundamental knowledge in a defined context. They generally work under direct supervision.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_693792]Unit Sector
Support
[bookmark: O_693793]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. . Perform general cleaning dutiesClean work area
	1.1 Identify and confirm requirements for cleaning duties
1.2 Select and use personal protective safety equipment (PPE), where needed,  according to WHS requirements and enterprise procedures  
1.3 Determine and, prepare and mix appropriate cleaning equipment, and chemicals and /detergents for specific tasks to manufacturer’s specifications and WHS procedures  
1.4 Carry out procedures for handling, storage and correct disposal of cleaning liquids according to enterprise, WHS and EPA specifications  
1.45 Carry out cleaning to WHS and enterprise requirements

	2. Maintain supplies of materialswork area
	2.1 Receive requests where relevant, and cConfirm and organise tasks according to specific enterprise procedures  
2.2 Identify, store and maintain tools and equipment according to manufacturer’s recommendations and to ensure ease of access and operator safety requirements 
2.3 Identify and organise appropriate equipment for transferring material or equipment, where relevant  
2.34 Load and unload required materials and equipment suitable (other than forklift) according to materials handling requirements, safe work practices and correct manual handling techniques   and WHS requirements
2.5 Transfer material to correct destination in a safe manner4 Dispose of waste according to WHS requirements and enterprise procedures 

	3. Restore work area to required condition
	3.1 Clean work area following work activity according to WHS requirements and enterprise procedures
3.2 Dispose of cleaning materials according to WHS and environmental requirements and enterprise procedures 
3.3 Confirm work area meets enterprise requirements 

	43. Store and retrieve Retrieve and store artwork, information, used plates and filmmaterials
	43.1 Follow inventory control procedures to ensure correct fRiling and retrieveal of artwork, information, used plates and film following inventory control procedures and enterprise requirements 
43.2 Store and retrieve artwork and other materials according to enterprise procedures to ensure preservation 

	4. Handle chemicals and liquid waste
	4.1 Use material safety data sheets to identify safe chemical handling procedures  
4.2 Handle chemicals and liquid waste according to manufacturer’s specifications and enterprise WHS requirements  
4.3 Demonstrate correct procedure for dealing with spilt chemicals according to WHS requirements



[bookmark: O_693794]Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Reading
	Recognises and iInterprets textual information from a range of sources to determine job requirements

	Numeracy
	Uses simple mathematical techniques to calculate weights of materials 

	Navigate the world of work
	Recognises and follows organisational and legislative requirements associated with own role

	Interact with others
	Identifies main information from oral and written communication and generally responds appropriately

	Get the work doneInitiative and enterprise
	Follows pre-determined, sequenced plans for tasks with more than one step
Follows clear, step-by-step instructions or procedures to address a small set of identified, routine problems directly relevant to own role
Takes responsibility for routine low-impact decisions within familiar situations



[bookmark: O_693796]Unit Mapping Information
Supersedes and is equivalent to ICPSUP203 Prepare and maintain the work area.
[bookmark: O_693803]Links
Companion Volume Implementation Guide is found on VETNet:  - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a74b7a0f-a253-47e3-8be0-5d426e24131d




[bookmark: _Toc8668640][bookmark: O_693798]Assessment Requirements for ICPSUP2030 Prepare and maintain the work area
[bookmark: O_693799]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of the unit, including evidence of the ability to:
correctly perform general cleaning duties
maintain supplies of materials, information, used plates and film, and store and retrieve artwork
handle chemicals and liquid waste.prepare, maintain and return own work area to required condition in the course of completing at least three different work tasks.
[bookmark: O_693800]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
work health and safety factors, that must be considered whenincluding:
procedures for using cleaning chemicals and other relevant materials and substrates  used in the workplace, including disposal and storage 
dealing with personal protectivesafety equipment (PPE) required to perform cleaning duties
operating machinery – such as safely requirements relating to switching off machinery before cleaning 
safely transportation ofing finished products
requirements for disposing of liquid waste as well as storing and disposing chemicals
safe lifting and handling, including techniques,  – must use the correct techniques and demonstrate anweight limitations, and enterprise procedures how to place loads to avoid back injury

correctly handling e supplies and parts, as well as record necessary details in the transfer of finished product
operate enterprise procedures and considerations for:
inventory control systems and follow filing inventory procedures utilised in the work environment
key information on accurate storage and  and retrieval of materials
the nature of various materials and substrates
environmental considerations associated with storing and disposingage of artwork, photographic materials and plates
potential dangers of handling supplies or parts
potential accidents possible whenrisks and hazards associated with cleaning and handling supplies.

[bookmark: O_693801]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. Noise levels, production flow, interruptions and time variances must be typical of those experienced in the area of work.
This includes access to: 
a production environment
printing machinery
cleaning equipment, chemicals and detergents required to demonstrate the performance evidence.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.    
[bookmark: O_693804]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a74b7a0f-a253-47e3-8be0-5d426e24131d



[bookmark: _Toc8668641][bookmark: O_711840][bookmark: O_711841]ICPSUP2600 Maintain a safe work environment
[bookmark: _Toc8668642]Application
This unit describes the skills and knowledge required to ensure contribute to and maintain work health and safety (WHS) procedures are followed in printing and graphic arts environments where computers are predominately used, but which may include limited access to chemicals and solvents.workplaces.
It applies to individuals who perform a range of mainly routine tasks in various sectors of the printing and graphic arts industry, using limited practical skills and fundamental knowledge in a defined context. They generally work under direct supervision.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_711844]Unit Sector
Support
[bookmark: O_711845]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Follow Confirm work area meets workplace safetyWHS proceduresrequirements
	1.1 Check WHS documentation is accessible and signage is visible
1.2 Identify personal protective equipment (PPE) required for the task
1.3 Identify safety devices present in the workplace
1.4 Confirm materials and equipment are safely stored and required ventilation is available
1.5 Remove waste from work area in accordance with WHS procedures and EPA regulations
Recognise and report hazards in work area while under direct supervision to appropriate people according to enterprise procedures  
1.62 Follow enterprise procedures and work instructions for aAssessing and controlling risks for own area of responsibility accurately while under direct supervision according to enterprise procedures
1.7 Monitor and measure emission levels according to enterprise procedures and report abnormal or unacceptable levels to required personnel
1.3 Follow enterprise procedures for dealing with incidents (accidents), fire and other emergencies whenever necessary under direct supervision within scope of responsibilities and competencies

	2. Contribute to WHS in the workplace
	2.1 Raise WHS issues withReport risks and hazards in the workplace to appropriate required pepersonnel ople according to enterprise procedures and relevant WHS legislation  
2.2 Make contributions to participative arrangements for WHS management in the workplace within organisational procedures and scope of responsibilities and competenciesown role 
2.3 Document information matching trail 
2.34 Report any discrepancies to supervisorIdentify areas for improvement for WHS in workplace and escalate to required personnel according to enterprise procedures

	3. AdjustEnsure workspace to meet workplace health and safety requirements 
	3.1 Adjust furniture and equipment to suit ergonomic requirements of the individual  
3.2 Adjust lighting to ensure healthy and safe glare and lighting levels according to enterprise procedures and WHS standardsand reduce glare to ensure healthy lighting levels  
3.3 Confirm work spaceWork organisation meets enterprise organisational and WHS requirements for computer operation

	4. Ensure safety from environmental discharges/emissions
	4.1 Chemicals and solvents are correctly stored and appropriate ventilation is available when using chemicals and solvents  
4.2 Recognise and report abnormal or unacceptable emission levels according to enterprise procedures  
4.3 Monitor and measure emission levels according to standard operating procedures where appropriate 
4.4 Follow correct safety procedures and use personal protective equipment properly  
4.5 Apply containment procedures according to standard operating procedures where required  
4.6 Waste removal from work area complies with enterprise procedures and environmental regulations


[bookmark: O_711846]Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Reading
	Recognises and iInterprets textual information to determine and adhere to requirements

	Writing
	Uses clear, specific and industry related terminology to complete and update workplace documentation

	Oral Communication
	Uses listening and questioning techniques to confirm requirements 

	Numeracy
	Analyses numerical information to measure acceptable and safe emissions in the workplace

	Navigate the world of workSelf-management
	Monitors adherence to enterprise policies, procedures and legislative requirements with specific reference to safety

	Interact with others
	Uses appropriate communication protocols and conventions to report issues

	Get the work doneProblem solving
	Plans and implements routine tasks with familiar goals and outcomes
Takes responsibility for routine low-impact decisions within familiar situations
Begins to iIdentifiesy and implements standard solutions for an increasing number of routine problems



[bookmark: O_711848]Unit Mapping Information
Supersedes and is equivalent to ICPSUP260 Maintain a safe work environment.

[bookmark: O_711855]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a74b7a0f-a253-47e3-8be0-5d426e24131d



[bookmark: _Toc8668643][bookmark: O_711850]Assessment Requirements for ICPSUP2600 Maintain a safe work environment

[bookmark: O_711851]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of the unit, including evidence of the ability tomance: criteria and foundation skills of the unit, including evidence of the ability to:
produce a record of work health and safety (WHS), including: 
identifying WHS risks and hazards
implementing WHS improvements
identifying WHS measures in work area
documenting WHS incidents in workspace
implementing WHS adjustments to workspace
documenting contributions to participative arrangements for WHS management in the workplace. 
follow workplace safety directions/procedures
recognise and report hazards according to enterprise procedures
adjust own workspace to meet WHS requirements
raise work health and safety (WHS) issues
contribute to participative arrangements for WHS management in the workplace.
[bookmark: O_711852]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
relevant WHS legislation regarding business operations from all levels of government which affect business operations, especially in regard to WHS and environmental issues
enterprise procedures for how WHS is managementd in the workplace, including:
 process for reporting concerns
procedures for fire, emergency, accident and near-miss, 
containment procedures
 and procedures for controlling of risks
safety devices, equipment and educational materials in the workplace, including safety data sheets and machine manuals
possible workplace hazards
EPA legislative requirements, including those for the handling and disposal of chemicals
emission level requirements and enterprise procedures for monitoring and reporting
designated personnel responsible for reporting WHS concerns
purpose of the meaning of WHS signs and symbols relevant to the area of work.

[bookmark: O_711853]Assessment Conditions
[bookmark: O_711856]Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. Noise levels, production flow, interruptions and time variances must be typical of those experienced in the area of work.
This includes access to: 
appropriate enterprise documentation relating to WHS
a resources normally used in the workplaceproduction environment as required to demonstrate the performance evidence.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.    
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a74b7a0f-a253-47e3-8be0-5d426e24131d



[bookmark: _Toc8668644][bookmark: O_693940]ICPSUP2160 Inspect quality against required standards in a production environment

[bookmark: O_693941]Application
This unit describes the skills and knowledge required to inspect quality of print work against job specifications during the production process.
It applies to individuals who perform a range of mainly routine tasks in various sectors of the printing and graphic arts industry, using limited practical skills and fundamental knowledge in a defined context. They generally work under direct supervision. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_693944]Unit Sector
Support
[bookmark: O_693945]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Identify job quality requirements 
	1.1 Confirm job with client and identify job specifications according to enterprise standards and procedures  
1.2 Identify quality requirements and tolerances, and inspection and testing procedures according to job specifications and enterprise procedures
1.3 Confirm quality specifications with client 

	21. Inspect quality during job
	1.1 Collect/receive job and inspect against job specifications according to enterprise standards and procedures  
1.2 Understand quality specifications and tolerances and meets client requirements as well as enterprise and industry standards  
1.3 Monitor variation to standards and takes corrective action to rectify problems according to enterprise procedures within the defined work area 
12.14 Apply inspection and testing procedures at regular intervals to determine conformity with job specifications and to minimise waste  
2.2 Take corrective action to rectify problems as required according to enterprise procedures and within scope of own role
2.3 Escalate quality concerns to required personnel according to enterprise procedures1.5 Identify unsatisfactory work according to predetermined standards and enterprise procedures

	32. Complete documentationFinalise job
	3.2.1 Confirm output meets job quality requirements 
3.2 Complete required documentation accurately to meet requiredaccording to enterprise procedures  
32.2 Document and pass on problems and and escalate process suggestions for improvement suggestions to appropriate personnel according to enterprise procedures 


[bookmark: O_693946]Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Reading
	InterpretsRecognises text within job specifications and follows written instructions

	Navigate the world of work
	Takes some personal responsibility for adherence to legal and regulatory requirements within industry standards and enterprise procedural frameworks

	Initiative and EnterpriseInteract with others
	Selects from a small range of communication modes, forms and channels to meet a specific purpose within the immediate work environment

	Self-managementGet the work done
	Determines priorities and sequences steps involved in clearly defined, familiar tasks and identifies and assembles required resources
Takes responsibility for routine low-impact decisions iwithin familiar situations
IBegins to identifiesy and implements standard solutions for an increasing number of routine problems


[bookmark: O_693948]Unit Mapping Information
Supersedes and is equivalent to ICPSUP216 Inspect quality against required standards.

[bookmark: O_693955]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a74b7a0f-a253-47e3-8be0-5d426e24131d


[bookmark: _Toc8668645][bookmark: O_693950]Assessment Requirements for ICPSUP2160 Inspect quality against required standards

[bookmark: O_693951]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of the unit, including evidence of the ability tomance criteria and foundation skills of the unit, including evidence of the ability toto:
correctly inspect quality of work against job specifications
produce a job quality record for at least five5 jobs, maintained over a period of at least one month with each job record, including: 
quality inspections carried out
suggestions for improvements escalated to required personnel 
 which shows that no reasonable complaints or reports of faulty goods or documentation were received from customers (internal or external) relating to work handled by the individual and issues resolution undertaken in these instances.
[bookmark: O_693952]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
pPrinciples of the quality inspection system
common faults that need to be recognised
why quality is important
qQuality requirements before for job commencement, including: 
quality standards set by the customer
enterprise procedures to achieve quality
areas that need to be inspected for quality
enterprise qQuality procedures relating to print production jobs in performance evidence, including: 
when timing of quality inspections should be carried out
consequences unnecessary inspections have on production output
control instruments used in a quality inspections
an appropriate response torectification of identified faults 
quality specification to be recorded on the job sheet
who ispersonnel responsible for product quality. 

[bookmark: O_693953]Assessment Conditions
[bookmark: O_693956]Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. Noise levels, production flow, interruptions and time variances must be typical of those experienced in the industry and include access special purpose machinery, tools, equipment and materialswork area.

This includes access to: 
a production environment as required to demonstrate the performance evidence.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.    
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a74b7a0f-a253-47e3-8be0-5d426e24131d



[bookmark: _Toc8668646][bookmark: O_694435]ICPSUP2620 Communicate in the workplace
[bookmark: O_694436]Application
This unit describes the skills and knowledge required to participate in clear and logical workplace written and spoken communication, including both written and spoken communication.
It applies to individuals who perform a range of mainly routine tasks using limited practical skills and fundamental knowledge in a defined context. Individuals demonstrate oral and written communication skills when interacting with colleagues and clients. They generally work under direct supervision. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_694439]Unit Sector
Support
[bookmark: O_694440]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare for workplace communication
	1.1 Identify audience and purpose of workplace communication 
1.2 Select method of communication to convey information 
1.3 Plan content of communication according to required outcomes

	21. Convey and handle informationUndertake routine workplace communication 
	1.13 Make queries regarding work processes to required personnel clearly and concisely in a workplace context
1.24 Locate and store information according to required workplace procedures Employ procedures for location and storage of information and adhere to particular workplace practices
1.35 Organise and complete written information clearly, concisely and logically, and in compliancey with workplace practices  procedures
1.6 Complete workplace documents clearly and accurately within a specified time  
1.4 Convey views in job related presentations
1.7 Use time efficiently in a workplace context

	2. Give and follow simple routine instructions
	2.1 Incorporate safe work practices in instructions  
2.2 Instructions are accurate, clear, concise and comprehensive, and are consistent with the skills of the receiver  
2.3 Select appropriate methods of instruction
2.4 Interaction with others is efficient, effective, responsive, courteous and supportive  
2.5 Adhere to prescribed sequences in a workplace related context  
2.6 Exercise routine checking of own and others’ performance
2.7 Carry out task in a workplace related context

	3. Participate in group small informal workplace communication groups
	3.1 Interact with othersion in a professional and supportive manneris supportive, efficient, effective and courteous  
3.2 Participation in discussions takes place in a workplace related context
3.23 Participate in group discussion and cContribute towards an agreed goal according to workplace meeting proceduresions are constructive in terms of the goal  
3.34 Understand Follow and confirm group decisions

	4. Interact with clients
	4.1 Interaction Communicate with internal and external clients within, and external to, an organisation about simple routine matters 
4.2 Interaction is consistent with the needs of organisation, and organisation is presented in a positive and client-centred way  
4.23 Use correct required forms of greeting, identification and address according to enterprise practices  protocols
4.34 Clarify, query and note needs of the client where appropriate     as required
4.45 Follow referral processes to establish contact between client and appropriate required personnel  
4.56 Exercise discretion and confidentiality where appropriate  according to enterprise procedures
4.67 Take appropriate required follow-up steps according to enterprise customer service practices




[bookmark: O_694441]Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Reading
	Recognise Interprets text within job specifications and follows written instructions

	Writing
	Records numerical and key information related to outcomes of the job
Uses vocabulary and enterprise protocols to communicate for a variety of audiences and purposes

	Oral Communication
	Uses vocabulary relevant to role and context to convey or clarify information
Uses enterprise protocols and conventions when communicating with clients

	Navigate the world of workSelf-management
	Takes personal responsibility for adherence to legal, ethical and regulatory requirements 
Follows enterprise policies and procedures
Determines responsibilities of own role and identifies how they relate to others in the workplace context

	Interact with othersTeamwork
	Use appropriate protocols and conventions when communicating with clients
Establishes connections with a number of people in immediate work context, using some accepted practices for building rapport
Seek to cooperateCooperates with others to achieve results in immediate work context
Adapts personal communication style to build a positive working relationship and shows respect for opinions, values and particular needs of others

	Get the work donePlanning and Organising
	Plans simple routine tasks with familiar goals and outcomes, taking some responsibility for decisions regarding sequencing and timing


[bookmark: O_694443]Unit Mapping Information
Supersedes and is equivalent to ICPSUP262 Communicate in the workplace.

[bookmark: O_694450]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a74b7a0f-a253-47e3-8be0-5d426e24131d



[bookmark: _Toc8668647][bookmark: O_694445]Assessment Requirements for ICPSUP2620 Communicate in the workplace
[bookmark: O_694446]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of the unit, including evidence of the ability tomance criteria and foundation skills of the unit, including evidence of the ability to:
prepare and deliver a simple presentation for at least two other individuals

communicate with two different clients according to enterprise procedures.

In the course of the above, the candidate must 
gather, record, convey, organise and store simple written documents logically and in accordance with workplace requirements
complete workplace documents clearly, accurately and within required timelines
provide and follow simple verbal and non-verbal instructions, taking into account safe work practices
use relevant industry terminology in verbal and written interactions.
interact with clients about simple matters according to enterprise practices.
[bookmark: O_694447]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
why grammar, spelling, diction and pronunciation are important inrequired for routine workplace communications in area of work
the requirements forenterprise procedures for:
 locating and storing workplace information
referrals between client and required personnel  
enterprise communication protocols regarding addressing and greeting colleagues and clients
presentation techniques and tools, including gathering and organising information
the enterprise customer services practices for clients. 
the workplace documents that can provide assistance with task requirements.

[bookmark: O_694448]Assessment Conditions
[bookmark: O_694451]Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. Noise levels, production flow, interruptions and time variances must be typical of those experienced in the area of work.
This includes access to: 
a production environment as required to demonstration the performance evidence.

Noise levels, production flow, interruptions and time variances must be typical of those experienced in the industry and include access special purpose machinery, tools, equipment and materials.

· materials
Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.    
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a74b7a0f-a253-47e3-8be0-5d426e24131d



[bookmark: _Toc8668648]ICPKNW3220 Develop Develop and apply knowledge of the printing and graphic arts industry 
[bookmark: O_890566][bookmark: O_890567]Application
This unit describes the skills and knowledge required to work in or deal with individuals in various sectors of the printing and graphic arts industry.
It applies to individuals who require detailed technical knowledge in particular areas of the industry, together with a working knowledge of related areas. Individuals need the skills to facilitate technical communication and to work as a member of a team.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_890570]Unit Sector
Holistic knowledge
[bookmark: O_890571]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Apply knowledge of theResearch the printing and graphic arts industry 
	1.1 Use printing industry terminology and vocabulary correctly and accurately
1.12 Monitor Identify new technology and new work processes and implements when requiredsuggest for implementation according to enterprise procedures
1..32 Monitor Research trends within the printing industry trends, on an ongoing basis, to inform and apply to personal work practices within scope of own role
1.34 Research and follow basic principles and obligations of legislative, standards and industrial awards within the workplace and in personal work practices

	Apply knowledge of printing and graphic arts industry tojobbrief discuss and confirm proposed 2. Acquire knowledge of the graphic pre-press, graphic design and multi-channel communications sector
	2.1 Research principles behind pre-press functions such as image production, image combining, image output and workflow 
2.2 Assess different types of images to identify the most appropriate usage
2.3 Research different types of output and evaluates their effects on final product
2.4 Research different output devices to identify appropriate usage
2.5 Assess differences between various markup and scripting languages and their application to identify most appropriate usage
2.6 Research platforms and computer systems requirements for different products and evaluates their effects on final product

	3. Acquire knowledge of printing machining sector
	3.1 Research basic principles of printing processes (lithography, relief, flexography, gravure, pad printing, screen printing, digital and electronic printing)
3.2 Research types of products and processes to identify appropriate usage
3.3 Review capabilities and limitations of each process

	4. Acquire knowledge and requirements of the converting, binding and finishing sector
	4.1 Research basic characteristics of converting and finishing processes (guillotining, flat-bed and rotary cutting, collating, folding, adhesive, mechanical and thermal fastening)
4.2 Research types of processes to identify appropriate usage
4.3 Review capabilities and limitations of each process

	5. Acquire knowledge and requirements of the ink manufacturing sector
	5.1 Identify the ink manufacturing sector, its products, services and supplier profile
5.2 Identify enterprise products and services, their characteristics and their end use, specifically with regard to printing industry
5.3 Research printing processes and their implication for ink manufacture
5.4 Identify manufacturing processes and quality control procedures for ink, coating, varnish, resin, or chemical production

	6. Acquire knowledge and requirements of mail house operations
	6.1 Research Australia Post Standards and weight and size limitations
6.2 Research equipment used in mail house operations 
6.3 Research computer driven bar code, sorting, tagging and reading systems to identify appropriate usage 
6.4 Research data management and processing systems and software to identify appropriate usage
6.5 Research computerised document management, design and reading systems and software to identify appropriate usage 
6.6 Research computerised market research, listing services and associated software to identify appropriate usage

	7. Acquire knowledge of colour theory
	7.1 Research colour theory of additive colours (light), Red, Green, Blue (RGB), to inform pre-press and/or design decisions
7.2 Research colour theory of subtractive colours (pigments), Cyan, Magenta, Yellow, Key (black) (CMYK), to inform pre-press and/or design decisions
7.3 Research relationship between ranges of visual colour RGB and CMYK to inform pre-press and/or design decisions
7.4 Research relationship between hue, greyness and substrate for tone and colour correction to inform pre-press and/or design decisions
7.5 Research colour matching conditions and colour matching systems to inform pre-press and/or design decisions

	8. Apply knowledge of substrates and consumables
	8.1 Research range of substrates used for each printing process 
8.2 Research relationship of different substrate sizes to identify appropriate usage
8.3 Research effects of different weights and callipers of substrates on pre-press, printing and finishing operations
8.4 Research effects of substrate on pre-press, printing and finishing operations
8.5 Research effects of different properties of ink (drying properties, fastness, gloss) on pre-press, printing and finishing operations
8.6 Identify suitability of inks and coatings for particular finishing processes

	9. Acquire basic knowledge of costs of production
	9.1 Identify main cost elements (fixed, capital, variable) in production
9.2 Determine information required to accurately cost particular jobs
9.3 Identify ways of minimising use of materials without affecting quality of output
9.4 Identify ways of maximising efficiency of resources without affecting quality of output

	210. Determine printing and graphic arts industry information required for work taskAcquire basic knowledge of production management requirements and systems
	2.1 Identify information requirements for work task
2.2 Determine information required and process to accurately cost work task
2.3 10.1 Identify types of information that needrequired to be exchanged between different stages of production to facilitate work taskproduction efficiency
10.2 Research systems and strategies to exchange identified information 
210.43 Identify basic principles of efficient production management and determine requirements specific to work task
102.54 Identify principles of principles of effective quality management and determine quality requirements for work task

	3. Apply knowledge of printing and graphic arts industry to work tasks  
	3.1 Identify job specifications 
3.2 Confirm job budget and timeframe
3.3 Research suitable printing processes to meet job requirements 
3.4 Plan and document proposed approach to production
3.5 Seek feedback on proposed approach from required personnel and adjust as required




[bookmark: O_890572]Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Reading
	Researches, comprehends and applies information extracted from various sources 

	Writing
	Uses appropriate vocabulary, including technical language, in written documents prepared for a range of audiences

	Oral Communication
	Uses appropriate vocabulary, including technical language, to interact with others

	Numeracy
	Uses mathematical techniques to estimate quantities, usage and costs
Interprets and analyses mathematical information included in texts 

	Navigate the world of workLearning
	Maintains Recalls and expands knowledge of the printing industry required for current role 
Understands Identifies and adheres to relevant industry standards, legislative requirements and enterprise policies and procedures 
Monitors trends and identifies concepts, principles and features of approaches for use in new contexts

	Get the work doneProblem Solving
	Plans, organises and implements systems and activities to achieve efficient and effective outcomes 
Analyses and evaluates information to solve problems and make decisions 

Identifies and implements routine procedures to complete tasksMonitors trends and identifies concepts, principles and features of approaches for use in new contexts
Understands and uses digital technologies to access, organise, store and share information 

	Technology
	Selects and uses digital technologies to access, organise, store and share information



[bookmark: O_890574]Unit Mapping Information
No equivalent unit. 
Supersedes but is not and is equivalent to ICPKNW322 Develop knowledge of the printing and graphic arts industry.
[bookmark: O_890581]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a74b7a0f-a253-47e3-8be0-5d426e24131d


[bookmark: _Toc8668649][bookmark: O_890576]Assessment Requirements for ICPKNW3220 Develop Develop and apply knowledge of the printing and graphic arts industry
[bookmark: O_890577]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of the unit, including evidence of the ability to:
mplan and document proposed production approach for print and a converting or finishing job based on job specifications, including:  
job costing estimate 
timeframe for production.
 
In the course of the above the candidate must: 
use appropriate industryvocabulary and terminology in written and oral communications with tradespeople, colleagues, management or clients
document current with trends in the printing industry
apply relevant required legislative and workplace requirements when completing tasks
conduct research to determine image type, output settings, output requirements and output devices for different jobs
conduct research to determine the correct required process for a print jobs
conduct research to determine the correct required process for a converting or finishing jobs 

use a colour management system to determine colour requirements for a print jobs
conduct research to determine appropriate required substrate and ink for different print jobss
accurately plan, cost and document a print job.
[bookmark: O_890578]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
current industry technology, processes and trends 
legislative and enterprise requirements that affect work practice
enterprise procedures for: 
allocating production responsibilities
monitoring production 
quality inspections and corrective action
requesting client feedback
the principles of the following pre-press functions:
image production, including, (typesetting, scanning and, graphic arts cameraphotography)
manual and electronic image combining (manual and electronic)
film, plates, and direct to press image output (film, plates, direct to press)
the principles of the following printing processes:
lithography
relief
flexography
gravure
pad printing
screen printing
digital and electronic printing 
the range of substrates used for each printing processes
designs that are appropriate for different printing processes
the basic characteristics of the following converting and finishing processes:
guillotining
flat-bed and rotary cutting
collating
folding
adhesive
mechanical and thermal fastening
colour theory and the relationship between ranges of visual colour Red, Green, Blue (RGB) and Cyan, Magenta, Yellow, Key (black) (CMYK)

the main cost and time elements factors in printing production, including: 
fixed, capital and variable costs
the basic principles of efficient production management.

[bookmark: O_890579]Assessment Conditions
[bookmark: O_890582]Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. Noise levels, production flow, interruptions and time variances must be typical of those experienced in the area of work.
This includes access to: 
a production environment as required to demonstrate the performance evidence.Noise levels, production flow, interruptions and time variances must be typical of those experienced in the industry and include access special purpose machinery, tools, equipment and materials.


Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.    
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a74b7a0f-a253-47e3-8be0-5d426e24131d
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