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[bookmark: _Toc24286234]4.0 Technical Skills – Information Services (42 units) 
[bookmark: _Toc20409408][bookmark: _Toc23169520][bookmark: _Toc24286235]BSBINMS201 Process and maintain workplace information
[bookmark: O_704458]
[bookmark: O_704459]Application
This unit describes the skills and knowledge required to collect, process, store and maintain workplace information and systems. It also includes the maintenance of filing and records systems.
It applies to individuals who perform a range of routine tasks in the workplace, using a limited range of practical skills and fundamental knowledge of information and information systems in a defined context, under direct supervision or with limited individual responsibility.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_704462]Unit Sector
[bookmark: O_704463]Technical Skills – Information Services
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. Collect information
	1.1 Confirm task requirements 
1.21 Collect Use business technology to collect information in a timely manner and ensure it is relevant to organisational needsrequirements
1.2 Use business equipment/technology available in the work area to effectively obtain information
1.33 Apply organisational policies and proceduresorganisational requirements  relating to security and confidentiality in handling information

	2. Process workplace information
	2.1 Use business tequipment/technology to update and modify information in accordance with organisational requirements
2.2 Process information in accordance with defined timeframes, guidelines and procedures
2.23 File information in accordance with according to organisational policies and proceduresorganisational requirements
2.34 Collate and despatch distribute information in accordance with according to task requirementsspecified timeframes and organisational requirements

	3. Manage information systems
	3.1 Maintain information and filing systems in accordance with according to organisational policies and proceduresorganisational requirements
3.2 Identify, and remove and/or relocate inactive or dead files according to organisational policies and proceduresin accordance with organisational requirements
3.3 Establish and assemble new files according to organisational policies and procedures in accordance with organisational requirements
3.4 Update reference and index systems according to organisational policies and proceduresin accordance with organisational requirements



[bookmark: O_704464]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 interprets textual information to complete tasks according to organisational policies and proceduresaccording to organisational requirements

	Writing
	Records simple and routine content using an established format to organise information

	Oral Communication
	Uses listening and questioning skills to clarify and adhere to requirements

	Numeracy
	Comprehends basic mathematical measurements relating to times and number sequences

	Navigate the world of work
	Recognises organisational procedures and understands relevance of  legislative requirements 

	Get the work doneSelf-management
	Follows clearly defined instructions and monitors own progress to achieve timelines
Solves problems directly related to tasks, and makes low-impact decisions 
Uses digital technologies following instructions regarding data entry and retrieval 

	Technology
	Uses digital technologies following instructions regarding data entry and retrieval



[bookmark: O_704466]Unit Mapping Information
Supersedes and is equivalent to BSBINM201 Process and maintain workplace information.

[bookmark: O_704473]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc20409409][bookmark: _Toc23169521][bookmark: _Toc24286236]Assessment Requirements for BSBINSM201 Process and maintain workplace information
[bookmark: O_704468]
[bookmark: O_704469]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to::
collect and process workplace information according to organisational policies and procedures on at least three occasions. 
and related regulatory requirements
In the course of the above, the candidate must:
record and document information accurately within expected timeframes
store,,  classify and maintain documents and records correctly.

[bookmark: O_704470]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:
identify key provisions of relevant legislation, regulations, standards and codes of practice that may affect information management
outline organisational policieies and procedures relating to collecting and processing workplace information
identify and describekey aspects of  organisational recordkeeping/filing systems and security and confidentiality procedures.
describe a range of filing systems including paper‑based and software‑based.

[bookmark: O_704471]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.
This includes access to:
office equipment and resources
examples of workplace information systems.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_704474]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: O_704477][bookmark: O_704478][bookmark: O_704481][bookmark: O_704482][bookmark: O_704483][bookmark: O_704485][bookmark: O_704492][bookmark: O_704487][bookmark: O_704488][bookmark: O_704489][bookmark: O_704490][bookmark: O_704493][bookmark: _Toc23169522][bookmark: _Toc20409412][bookmark: _Toc24286237]BSBINS202 Handle receipt and despatch of informationBSBINM303 Handle receipt and despatch of information
[bookmark: O_704515]
[bookmark: O_704516]Application
This unit describes the skills and knowledge required to receive and distribute incoming mailinformation, and to collect and despatch outgoing mailinformation using both digital and non-digital methods. It also covers collating and despatching bulk mail according to Australia Post specifications.
It applies to those who perform a range of routine tasks in the workplace, using a limited range of technological and practical skills and knowledge of information handling under direct supervision or with limited individual responsibility.
It applies to individuals who, while under supervision, provide services to support legal practitioners. All aspects of legal practice may be subject to a range of legislation, rules, regulations and/or codes of practice relevant to different job roles and jurisdictions.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_704519]Unit Sector
[bookmark: O_704520]Technical Skills – Information Services
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

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

	1. Receive and distribute incoming mailinformation 
	1.1 Check and register incoming mail information according to organisational policies and procedures to ensure accuracy of records
1.2 Process court documents according to firm’s policies and procedures
1.23 Process original documents information according to firm’s organisational policieies and procedures
1.4 Process served documents according to firm’s policies and procedures
1.5 Identify and ensure understanding of titles and locations of company personnel and departments 
1.63 Identify and  promptly distribute urgent and confidential mail information to addressee
1.4 Sort and deliver information to relevant stakeholders according to organisational policies and procedures
1.7 Sort mail and despatch to nominated person/location
1.58 Record damaged, suspicious or missing items and report to relevant stakeholders promptly where necessaryrequired

	2. Receive and despatch outgoing mailinformation
	2.1 Collect, check and sort outgoing information according to organisational policies and procedures

2.2 Record and process outgoing information for despatch according to organisational policies and procedures
2.3 Prepare items for urgent delivery according to organisational policies and procedures
2.4 Organise despatch of urgent deliveries and follow up if necessary

2.5 Despatch remaining information according to organisational policies and procedures2.1 Collect outgoing mail from each section of the firm, check and sort all items to ensure they are correctly prepared for despatch
2.2 Determine most appropriate delivery method and select appropriate envelopes and address correctly
2.3 Process outgoing mail correctly
2.4 Record mail in register 
2.5 Sort mail according to carrier
2.6 Despatch mail using most appropriate delivery method
2.7 Despatch mail to meet designated timelines

	3 Collate and despatch documents for bulk mailing
	3.1 Estimate quantities/resources/time to complete bulk mailing of documents correctly
3.2 Collate documents as required
3.3 Sort envelopes and batch in accordance with specifications
3.4 Employ bulk mail interstate satchels where appropriate 
3.5 Self‑check numerical information 
3.6 Lodge batched items in time for delivery by relevant carrier

	4 Organise urgent and same day deliveries
	4.1 Weigh, package and address items for urgent delivery 
4.2 Determine and select cheapest and best option for urgent delivery 
4.3 Conduct a follow‑up if necessary




[bookmark: O_704521]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
	Identifies familiar information from a range of sources, compares it against defined criteria and requirements, and checks for accuracy and completeness

	Writing
	Records information and completes organisational documents and correspondence using clear language and correct spelling, grammar and terminology

	Oral Communication
	Participates in spoken interactions with others using clear and direct language to convey and clarify information

	Numeracy
	Performs basic calculations to check and confirm numerical information and estimate time requirements

	Navigate the world of workProblem solving
	Responds to predictable routine problems, implementing standard or logical solutionsUnderstands own role and associated responsibilities for task completion in compliance with organisational policies and procedures

	Planning and organisingInteract with others
	Uses a limited range of accepted practices for communicating in work environmentPlans and implements routine tasks and workload, and follows instructions to set priorities 

	Self-managementGet the work done
	Understands own role and associated responsibilities for task completion in compliance with organisational policies and procedures Plans and implements routine tasks and workload making limited decisions on sequencing and timing, and follows instructions to set priorities  
Makes low-impact decisions within familiar situations, based on a range of predefined or routine solutions and evaluates the effectiveness of the outcome
Responds to predictable routine problems, implementing standard or logical solutions
Uses digital tools for basic reading, recording, searching and communicating information following routine procedures 

	Technology
	Uses digital tools for basic reading, recording, searching and communicating information following routine procedures 




[bookmark: O_704523]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to:
BSBINM202 Handle mail
BSBINM303 Handle receipt and despatch of information.

[bookmark: O_704530]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169523][bookmark: _Toc20409413][bookmark: _Toc24286238]Assessment Requirements for BSBINS202 Handle receipt and dispatch of informationBSBINM303 Handle receipt and despatch of information
[bookmark: O_704525]
[bookmark: O_704526]Performance Evidence
Evidence of the ability to:The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
register and distribute incoming information mail according to organisational policies and procedures, on at least two occasionsin accordance with firm’s policies and procedures, promptly and accurately
despatch and register outgoing mail information according to organisational policies and procedures, on at least two occasions. 

In the course of the above, the candidate must:in accordance with firm’s policies and procedures and carrier’s requirements and relevant legislation
check all details routinely, including addresses, numerical information, and spelling and contents of mail for accuracy
seek clarification from designated person/srelevant stakeholders and apply correct addressing protocols for despatch. with a range of carriers
apply the principles of legal practitioner/support, responsibilities and obligations for despatch of information.
[bookmark: O_704527]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:
describe accepted codes of conduct related to duty of care, privacy and confidentiality, and compliance with reasonable direction 
outline criteria for courier selection
identify and describe organisation’sal policieies and procedures as they applyrelating to receipt and despatch of information
roles and locations of relevant organisational  firm’s personnel.
describe scope of mail and document handling support role.

[bookmark: O_704528]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. 
This includes access to:
a real or simulated work environment
typical samples of mail information relevant to performance evidenceand documents.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_704531]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc20409414][bookmark: _Toc23169524][bookmark: _Toc24286239]BSBLIB201 BSBINS203 Assist with circulation services
[bookmark: O_765466]
[bookmark: O_765467]Application
This unit describes the skills and knowledge required to process loan transactions and respond to circulation and lending enquiries from customers.
It applies to individuals working under supervision within established organisational policipoliciees and procedures, in frontline library and information services roles.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_765470]Unit Sector
[bookmark: O_765471]Technical Skills – Information Services
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. Provide information to customers 
	1.1 Provide current and accurate information to customers, uUseing circulation and lending systems and procedures and provide current and accurate information to customers
1.2 Assist customers relevant stakeholders with basic enquiries
1.3 Develop Explain own expertise in relation to information and use of self-service systems in libraries
1.4 Respond to customer enquiries promptly or refer to appropriate personsto relevant stakeholder

	2. Process loan transactions
	2.1 Check and process customer registration details according to organisational policies and procedures
2.2 Complete transactions according to circulation servicesto organisational policieies and proceduress and customer service standards
2.3 Deal Prioritisewith competing demands for service tactfully and helpfully
2.4 Complete checking and processing of material according to organisational policies and proceduresorganisational requirements

	3. Process financial transactionsIdentify and escalate irregularities 
	3.1 Identify irregularities in transactions
3.2 Consult with relevant stakeholders and escalate issues, where required3.1 Conduct financial transactions according to organisational procedures
3.2 Balance income to receipts
3.3 Note irregularities and take appropriate action promptly




[bookmark: O_765472]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
	Interprets, consolidates and checks completeness and accuracy of information and data

	Writing
	Produces familiar text types using simple vocabulary, grammatical structures and conventions

	Oral Communication
	Selects and uses appropriate words to establish and maintain effective spoken communication with customers and colleagues 

	Numeracy
	Performs mathematical calculations to accurately process payments

	Navigate the world of workSelf-management
	Develops and maintains own knowledge of circulation and lending systems relevant to job role
Understands roles and responsibilities and makes basic decisions on work completion parameters
Seeks clarification or assistance when required

	Interact with otherProblem solvings
	Makes low-impact decisions around immediate, clearly defined tasks 
Implements standard procedures for routine decisions in response to familiar problemsFollows accepted communication practices and protocols, adjusting personal communication style in response to work context and customer needs

	Get the work doneTechnology
	Makes low-impact decisions around immediate, clearly defined tasks
Automatically implements standard procedures for routine decisions in response to familiar problems
Uses digital technology for basic reading, recording and searching information, and for communications following routine procedures



[bookmark: O_765474]Unit Mapping Information
Supersedes and is equivalent to BSBLIB201 Assist with circulation services.
Supersedes but is not equivalent to BSBLIB202 Process information resource orders.

[bookmark: O_765481]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc23169525][bookmark: _Toc20409415][bookmark: _Toc24286240]Assessment Requirements for BSBINS203 Assist with circulation servicesBSBLIB201 Assist with circulation services
[bookmark: O_765476]
[bookmark: O_765477]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply knowledge of circulation services processing and procedures to assist at least four customers, including at least one transaction and at least one enquiry. 

In the course of the above, the candidate must:
process loans and returns according to organisational procedures 
create and modify patron records according to organisational procedures
process reservations and holds according to organisational procedures. 

apply knowledge of circulation services processing and procedures to complete several customer transactions and/or enquiries
process loans and returns within required time constraints and according to procedures
communicate courteously and effectively with customers.
[bookmark: O_765478]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:
key features of circulation systems and technology in different industry contexts, including self-service systems.
customer service systems, policies and procedures
inter-library and intra-library loans and lending procedures.
outline important features of circulation systems and technology in different industry contexts
describe relevant systems, policies and procedures for:
customer service
handling money and security
inter-library loans and lending
pre-paid services
describe key principles underpinning operation of manual and automated circulation systems, including self-service systems
discuss security protocols for:
clients
money
staff
theft
vandalism.

[bookmark: O_765479]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. 
This includes access to:

current industry systems and equipment for processing loan and return transactions
policies and procedures regarding loan processing systems
special purpose tools, equipment, materials and relevant industry software packages.

[bookmark: O_645308]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_765482]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169526][bookmark: _Toc20409416][bookmark: _Toc24286241]BSBINS301 Develop and use information literacy skills BSBLIB304 Develop and use information literacy skills
[bookmark: O_765922]
[bookmark: O_765923]Application
This unit describes the skills and knowledge required to define, locate, select, evaluate and present information in response to identified needs.
It applies to individuals employed in any capacity, as well as members of the wider communityin roles across the Business Services sector, as information literacy skills have broad application in all industries and sectors, as well as to life skills in general. At this level, work is usually undertaken under supervision, though some autonomy and judgement can be expected within established parameters.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_765926]Unit Sector
[bookmark: O_765927]Technical Skills – Information Services
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. Source information to meet specific needs1 Source information to meet specific needs
	1.1 Determine nature of information needs
1.2 Confirm purpose of and, outcomes required from, information searches
1.3 Identify range of sources of information
1.4 Use basic search strategies to locate relevant information1.1 Determine exact nature of information needs
1.2 Confirm purpose of outcomes required from information searches
1.3 Identify range of potentially appropriate sources of information
1.4 Use basic search strategies to locate relevant information

	2. Evaluate information against needs2 Evaluate information against needs
	2.1 Assess search results and located information and adjust search strategies as necessary
2.2 Review search results and select relevant information to meet requirements2.1 Assess search results and located information and adjust search strategies as necessary
2.2 Review search results and select relevant information to meet requirements

	3. Prepare and present information to meet needs3 Prepare and present information to meet needs
	3.1 Prepare results of information searches according to organisational procedures
3.2 Present information in a format that meets the purpose3.1 Prepare results of information searches according to organisational procedures
3.2 Present information concisely and accurately in a context or format appropriate to purpose
3.3 Meet agreed deadlines in relation to presentation of information

	4. Develop own information literacy skills4 Develop own information literacy skills
	4.1 Evaluate own information literacy skills based on feedback from relevant stakeholders
4.2 Identify opportunities to develop own information literacy skills based on evaluation 4.1 Evaluate own information literacy skills based on feedback from customers and colleagues
4.2 Seek opportunities to develop own information literacy skills based on evaluation 



[bookmark: O_765928]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

	Learning
	Uses feedback from others to review own skills and seek development opportunities 

	Reading
	Comprehends and interprets instructions and identifies, interprets and integrates relevant information from a variety of sources, including opinions of others

	Writing
	Summarises material using appropriate vocabulary, grammar and text that is suitable for the audience and purpose; conveying ideas clearly, concisely and coherently

	Oral Communication
	Comprehends verbal instructions, directions and requests through active listening and asking relevant questions to aid understanding; and conveys ideas and information clearly and succinctly

	Navigate the world of workSelf-management
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomesFollows organisational procedures and meets expectations associated with own role

	Interact with othersTeamwork
	Cooperates with others and contributes to work practices where joint outcomes are expected and deadlines are to be met

	Get the work doneTechnology
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomes
Analyses task requirements to decide on appropriate action
Uses digital technology for basic reading, recording and searching information, and for communications following routine procedures



[bookmark: O_765930]Unit Mapping Information
Supersedes and is equivalent to BSBLIB304 Develop and use information literacy skills.

[bookmark: O_765937]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169527][bookmark: _Toc20409417][bookmark: _Toc24286242]Assessment Requirements for BSBINS301 Develop and use information literacy skills BSBLIB304 Develop and use information literacy skills
[bookmark: O_765932]
[bookmark: O_765933]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify, locate, select and evaluate relevant information on at least three occasions in response to identified needs.

In the course of the above, the candidate must:
present information 
identify strategies to improve own information literacy skills
complete tasks in industry realistic timelines and conditions.
define, locate, select and evaluate relevant information in response to identified needs
present information in a logical, well‑organised and appropriate manner
assess and develop strategies to improve own information literacy skills
complete tasks in industry realistic timelines and conditions.
[bookmark: O_765934]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:
types of information resources available on a range of topics
techniques and procedures for accessing different information sources, including current technology
organisational policies and procedures, including those related to the presentation of different types of information
common methods for organisation of resources. 
identify types of information resources available on a range of topics relevant to job role or required outcome
discuss techniques and procedures for accessing different information sources, including use of current technology
discuss relevant protocols or organisational policies and procedures in relation to presentation of different types of information.

[bookmark: O_765935]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. 
This includes access to:
range of print and electronic information resources
special purpose tools, equipment, materials, systems and industry software packages relevant to 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_765938]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169528][bookmark: _Toc20409418][bookmark: _Toc24286243]BSBINS302 Organise workplace informationBSBINM301 Organise workplace information 
[bookmark: O_646057]
[bookmark: O_646058]Application
This unit describes the skills and knowledge required to gathercollect, organise and apply workplace information in the context of an organisation’s work processes and knowledge management systems.
It applies to individuals those who perform a defined range of skilled operations in various work contexts. They may exercise discretion and judgement using appropriate knowledge of information management to provide technical advice and support to a team.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_646061]Unit Sector
[bookmark: O_646062]Technical Skills – Information Services
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. Collect and assess information
	1.1 Access product and service information in accordance with organisational requirements 
1.1 2 Check that proposed methods of collecting information meet requirements
1.2 Collect information according to organisational policies and procedures 
and make efficient use of available time and resources
1.3 Assess Confirm information for clarityis clear, accuracyaccurate, currency current and relevance relevant to intended tasks
1.4 Use interpersonal skills to aAccess additional relevant required information from teams and individualsrelevant stakeholders

	2. Organise information
	2.1 Organise information in a format suitable for analysis, interpretation and dissemination distribution according to organisational policies and procedures in accordance with organisational requirements

2.2 maintain Store information using technology according to organisational policies and procedures in accordance with organisational requirements

2.3 Collate information and materials and communicateDistribute information to relevant designated personsrelevant stakeholders
2.4 Identify difficulties issues accessing, organising and storing and accessing information and solve collaboratively with individuals and team membersrelevant stakeholders 
2.5 Update and store information in accordance with organisational requirements and systemsaccording to organisational policies and procedures

	3. Review information needs
	3.1 Actively seSeek feedback on clarity, accuracy, relevancy and sufficiency of information 
3.2 Review feedback and update collection and organisation process where requiredand system
3.2 Review the contribution of information to decision making and implement appropriate modifications to collection processes
3.3 Identify and document future information needs and incorporate modifications to collection and organisation processess
3.4 Document future information needs and incorporate in modifications to reporting processes



[bookmark: O_646063]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 assesses textual information to complete tasks according to requirements

	Writing
	Completes workplace records, forms and documentation accurately using correct format, accurate spelling and grammar and terminology specific to requirements

	Oral Communication
	Elicits the view and opinions of others and obtainsCollects information by listening and questioning 
Participates in a verbal exchange of ideas/solutions using clear language to contribute information and convey issues 

	Navigate the world of workSelf-management 
	Understands rights and responsibilities and complies with explicit policies and procedures and legal and regulatory requirements

	Interact with othersTeamwork
	Identifies and follows accepted communication practices and protocols 
Complies with work instructions and contributes to work group discussions using accepted conventions

	Planning and organisingGet the work done
	Plans and implements routine tasks and workload making decisions about sequencing and timing
Makes low impact decisions within familiar situations, based on a range of predefined or routine solutions, and evaluates the effectiveness of the outcome
Uses digital technology to access and record information and to communicate with others 

	Technology
	Uses digital technology to access and record information and to communicate with others

	Problem solving
	Makes low impact decisions within familiar situations, based on a range of predefined or routine solutions, and evaluates the effectiveness of the outcome



[bookmark: O_646065]Unit Mapping Information
Supersedes and is equivalent to BSBINM301 Organise workplace information.

[bookmark: O_646072]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169529][bookmark: _Toc20409419][bookmark: _Toc24286244]Assessment Requirements for BSBINS302 Organise workplace information BSBINM301 Organise workplace information
[bookmark: O_646067]
[bookmark: O_646068]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
efficiently and effectively gather, assess, organise and use distribute workplace information as part of own job role on at least two occasions.

In the course of the above, the candidate must:
provide information for defined purposesaccording to organisational policies and procedures
maintain and handle data and documents systematically
use business technology to manage coordinate information
communicate with colleagues and clients using effective interpersonal skillsrelevant stakeholders to obtain and check workplace information
apply relevant legislation and regulations to workplace information
monitor, review and modify information organisation processes.

[bookmark: O_646069]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:
explain how legislation and regulations may affect the gathering organising and distribution of workplace information 
describe methods for checking validity information is clear, accurate, current and relevant for purposeof information and its sources 
organisational describe organisational recordkeeping and filing systems, security procedures and safe recording practices
policiescies and procedures relating to workplace information
features and functions of technology required to store and organise information.

[bookmark: O_646070]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. 
This includes access to:
business technology
workplace organisational policies and procedures relevant to workplace information
relevant legislation and codes of practice
office equipment and resources
examples of information documents found in the workplace.
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_646073]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169530][bookmark: _Toc20409420][bookmark: _Toc24286245]BSBINS303 Use knowledge management systems BSBINM302 Utilise a knowledge management system
[bookmark: O_704496]
[bookmark: O_704497]Application
This unit describes the skills and knowledge required to access a knowledge management system, use monitoring and review processes to provide feedback and improve own work practices using the system. This includes a whole range of strategies, methods, activities and techniques used formally and informally by individuals and the organisation (as formalised in a knowledge management system) to identify, collect, organise, store, retrieve, analyse, share and apply knowledge to the work of the organisation.
It applies to individuals who apply use a broad range of competencies in various work contexts. They may exercise discretion and judgement using appropriate theoretical knowledge of knowledge management to assist in increasing productivity, to improve quality or to recognise the benefits to the organisation through the improved use of knowledge.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_704500]Unit Sector
[bookmark: O_704501]Technical Skills – Information Services
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. Access and use knowledge management system
	1.1 Identify requirements for use of knowledge management system
1.2 Access knowledge management system in line with system proceduresaccording to legislative, regulatory and organisational policies and procedures
1.2 Administer system, in line with legislative, regulatory and organisational procedures

	2. Input to knowledge management system
	2.1 GatherCollect, analyse and prepare inputs for contribution to system, according to organisational policies and procedures, in line with procedures

2.2 Check inputs for clarity, accuracy, currency and relevance
2.3 Make inputs to system according to organisational policies and procedures in line with procedures
2.4 Analyse requirements of the system and make suggestions for improvements to relevant personnelstakeholders

	3. Review and improve work practices
	3.1 Provide feedback about clarity, accuracy, currency and relevance of system’s output to relevant personnel
3.2 Document learning resulting from use of the system
3.3 Improve work practices as a result of learning from use of the system



[bookmark: O_704502]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

	Learning
	Builds on knowledge and experience from the use and review of using the knowledge management system, and applies knowledge to improve work practices

	Reading
	Comprehends textual information, incorporating ideas and concepts from a range of sources, and checks for accuracy and relevance

	Writing
	Documents information analysis and emphasises key outcomes using vocabulary and structure appropriate to audience

	Oral Communication
	Expresses own observations and opinions using clear and specific language to relevant personnel
Elicits views and information from others and obtains information by listening and questioning

	Navigate the world of workSelf-management
	Understands rights and responsibilities, and complies with explicit procedures in the workplace

	Interact with othersTeamwork
	Identifies and takes steps to follow accepted communication practices and protocols when providing feedback

	Problem solvingGet the work done 
	Plans and implements routine tasks and workload making limited decisions on sequencing, timing and collaboration 
Uses basic functions of digital technology tools to read, record, search and input required information
Uses analytical processes to review and evaluate the effectiveness of workplace systems and suggest improvements



[bookmark: O_704504]Unit Mapping Information
Supersedes and is equivalent to BSBINM302 Utilise a knowledge management system.

[bookmark: O_704511]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169531][bookmark: _Toc20409421][bookmark: _Toc24286246]Assessment Requirements for BSBINS303 Use knowledge management systems BSBINM302 Utilise a knowledge management system
[bookmark: O_704506]
[bookmark: O_704507]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
access, use and review a knowledge management system in accordance withaccording to organisational policieies and procedures on at least three occasions.

In the course of the above, the candidate must:
provide feedback to the organisation about improvements to the knowledge management system
produce records of outcomes resulting from the use of the system.
[bookmark: O_704508]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:
identify key provisions of relevant legislation, regulations, standards and codes of practice that may affect knowledge management
describe organisational policies and procedures for knowledge management.

[bookmark: O_704509]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. 
This includes access to:
office equipment and resources
examples of information documents found in the workplace
knowledge management system (which can be a simulated system to satisfy privacy and confidentiality provisions).

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_704512]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169532][bookmark: _Toc20409422][bookmark: _Toc24286247]BSBINS304 Process and maintain information resourcesBSBLIB306 Process and maintain information resources
[bookmark: O_766074]
[bookmark: O_766075]Application
This unit describes the skills and knowledge required to locate, check, record, store and maintain audiovisualmultimedia, digital and print-based information.
It applies to individuals working in a library and information services context who are responsible for processing and maintaining information resources, generally under supervision and within established procedures.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766078]Unit Sector
[bookmark: O_766079]Technical Skills – Information Services
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. Undertake information processing tasks1 Undertake information processing tasks
	1.1 Label and protect information resources and apply security measures
1.2 Check outsourced shelf-ready items for processing according to organisational procedures
1.3 Identify details of information resources according to organisational procedures and processing systems
1.4 Identify issues with processing systems and procedures and report to relevant stakeholders1.1 Label and protect information resources appropriately and apply security measures
1.2 Check outsourced shelf-ready items for processing according to organisational procedures
1.3 Make suggestions for processing and storage, taking into account the expected life, use of, and demand for resources
1.4 Record and process details of information resources according to organisational procedures and processing systems
1.5 Promptly identify problems with processing systems and procedures and report to relevant personnel

	2. Arrange resources to facilitate access2 Arrange resources to facilitate access
	2.1 Check and organise information resources for arrangement and classification
2.2 Arrange and shelve resources according to required classification order and organisational requirements
2.3 Identify and follow safety procedures when handling resources2.1 Check and organise information resources promptly for appropriate arrangement or classification
2.2 Shelve printed resources according to required classification order and organisational requirements
2.3 Arrange non‑printed resources according to required classification systems
2.4 Follow safety procedures, including safe manual-handling techniques when handling resources

	3. Monitor resources3 Monitor resources
	3.1 Check resources for correct arrangement and report missing or damaged resources
3.2 Undertake basic maintenance and minor repairs of damaged resources and refer unresolved repairs to supervisor3.1 Regularly check resources for correct arrangement and promptly report missing or damaged resources
3.2 Undertake basic maintenance and minor repairs of damaged resources and refer unresolved repairs to supervisor
3.3 Move and transfer resources using procedures as required



[bookmark: O_766080]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
	Interprets, consolidates and checks completeness and accuracy of information and data

	Writing
	Records and completes information in organisational systems

	Oral Communication
	Interacts effectively in verbal exchanges, using active listening and questioning to convey and clarify information

	Numeracy
	Identifies and comprehends mathematical information related to counting and checking information resources

	Navigate the world of workTeamwork
	Complies with work instructions and contributes to work group discussions using accepted conventions Recognises and follows explicit and implicit protocols, policies and procedures and meets expectations associated with own role
Seeks clarification or assistance when required

	Self-managementInteract with others
	Determines job sequence and works logically and systematically to undertake clearly defined tasks in an effective mannerComplies with work instructions and contributes to work group discussions using accepted conventions

	Get the work doneProblem solving
	Determines job sequence and works logically and systematically to undertake clearly defined tasks in a timely manner
Makes low-impact decisions within familiar situations, based on a range of pre-defined or routine solutions
Responds to predictable routine problems and implements standard or logical solutions
Uses digital technology for basic reading, recording and searching information, and for communications following routine procedures and security requirements

	Technology
	Uses digital technology for basic reading, recording and searching information, and for communications following routine procedures and security requirements



[bookmark: O_766082]Unit Mapping Information
Supersedes and is equivalent to BSBLIB306 Process and maintain information resources.

[bookmark: O_766089]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169533][bookmark: _Toc20409423][bookmark: _Toc24286248]Assessment Requirements for BSBINS304 Process and maintain information resourcesBSBLIB306 Process and maintain information resources
[bookmark: O_766084]
[bookmark: O_766085]
Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
process and maintain a range of information resources according to established procedures on three occasions. 

In the process of the above, the learner must
apply a basic knowledge of classification systems and techniques for processing and maintaining information resources.
process and maintain a broad range of print, audiovisual and multimedia information resources according to established procedures
apply a broad knowledge of classification systems and techniques for processing and maintaining information resources.
[bookmark: O_766086]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:
standard methods of organising and arranging materials, equipment and information, including:
arrangements designed to facilitate access to materials and information
common classification systems and formats
basic information technology security procedures
organisational policies and procedures including
processing
storage
repair
maintenance
disposal 
replacement of damaged items
a range of protective and security devices for materials in different formats
work health and safety requirements, including 
safe manual-handling techniques
types of damage and deterioration for information, and different protection and storage options.
describe standard methods of organising and arranging materials, equipment and information, including:
arrangements designed to facilitate access to materials and information
common classification systems and formats
discuss basic information technology security procedures
identify and interpret organisational policies and procedures regarding processing, repair, maintenance, and disposal or replacement of damaged items
describe a range of protective and security devices for materials in different formats
identify work health and safety requirements
identify safe manual-handling techniques
describe types of damage and deterioration for print and electronic information, and different protection and storage options.

[bookmark: O_766087]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. 
This includes access to:
industry-current equipment and classification systems
information resources to be processed and maintained
relevant policy and procedures documents
special purpose tools, equipment and, materials relevant to performance evidence
relevant industry software packages relevant to 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_766090]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc20409424][bookmark: _Toc24286249][bookmark: O_765960]BSBINS305 Undertake cataloguing activities SBLIB305 Use established cataloguing tools	Comment by Author: LIB305, LIB403 amalgamated

[bookmark: O_765961]
[bookmark: O_766169][bookmark: O_766170][bookmark: O_766173][bookmark: O_766174][bookmark: O_766175][bookmark: O_766177][bookmark: O_766184][bookmark: O_766179][bookmark: O_766180][bookmark: O_766181][bookmark: O_766182][bookmark: O_766185]Application
This unit describes skills and knowledge required to select undertake cataloguing activitiesand useing established tools, systems, technologies, conventions and standards to search, retrieve and validate data from catalogues at an introductory level.
It applies to individuals working in a library or information services context, under supervision, who apply a general understanding of cataloguing and bibliographic concepts in their job.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_765964]Unit Sector
[bookmark: O_765965]Technical Skills – Information Services
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. Select cataloguing tools
	1.1 Access sources of cataloguing rules and tools relevant to organisation
1.2 Develop an understandingIdentify of basic components and structure of bibliographic records
1.3 Identify relevance of different cataloguing tools to particular various areas of work
1.4 Select appropriate relevant cataloguing tools to complete specific work activitiescataloguing requirements, according to organisational policies and procedures

	2. Search and retrieve bibliographic records
	2.1 Search online, library and external catalogues and identify to determine availability of existing bibliographic records in local system
2.2 Search other library catalogues or external databases to lLocate suitable relevant bibliographic records
2.3 Retrieve and download suitable relevant bibliographic records to local system

	3. Apply cataloguing standards
	3.1 Check downloaded bibliographic records for accuracy according to cataloguing standards and organisational policies and procedures
3.2 Consult with relevant colleagues regarding accuracy of bibliographic records and refer issues to relevant stakeholders 




[bookmark: O_765966]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
	Interprets, consolidates and checks completeness and accuracy of information and data 
Interprets information from sources to identify relevant and key information

	Writing
	Records and completes information in organisational systems

	Oral Communication
	Provides key information and asks questions to clarify understanding 

	Numeracy
	Interprets and uses mathematical information embedded in cataloguing systems

	Navigate the world of work
	Follows workplace procedures and meets expectations associated with own role
Maintains knowledge of cataloguing tools relevant to own role

	Interact with othersTeamwork
	Complies with work instructions and contributes to work group discussions

	Get the work donePlanning and organising
	Plans and implements routine tasks and coordinates own workload
Analyses task requirements to decide on appropriate procedure to follow
Uses familiar digital technologies and systems to access information, search and enter data, and communicate with others

	Technology
	Uses familiar digital technologies and systems to access information, search and enter data, and communicate with others



[bookmark: O_765968]Unit Mapping Information
Supersedes and is equivalent to BSBLIB305 Use established cataloguing tools.
Supersedes but is not equivalent to:
BSBLIB301 Catalogue objects into collections
BSBLIB403 Complete a range of cataloguing activities.

[bookmark: O_765975]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169535][bookmark: _Toc20409425][bookmark: _Toc21461269][bookmark: _Toc24286250]Assessment Requirements for BSBINS305 Undertake cataloguing activitiesBSBLIB305 Use established cataloguing tools
[bookmark: O_765970]
[bookmark: O_765971]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
select, search, and retrieve relevant bibliographic records on at least five occasions.

In the course of the above, the candidate must:
apply general knowledge of cataloguing tools and standards to work activities
demonstrate an understanding of cataloguing entries and components to search and retrieve records
use current industry systems, technologies and conventions
apply cataloguing standards.
[bookmark: O_765972]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:
identify common principal cataloguing tools used in libraries and information services in Australia endorsed by the relevant Australian Ccommittee on Cataloguing (ACOC)
describe application of tools to different areas of work
outline rationale behind cataloguing tools and systems in the broad library and information services context
key explain basic components and structure of bibliographic records, including descriptive cataloguing records and machine readable cataloguing (marc) formats
describe commonly usedkey features of classification and subject heading schemes.

[bookmark: O_765973]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. 
This includes access to:
special purpose tools, equipment, materials and industry software packages relevant to performance evidence
current cataloguing rules, technologies and systems
organisational policies and procedures documents relevant to cataloguing activities.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_765976]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169536][bookmark: _Toc20409428][bookmark: _Toc24286251]BSBINS306 Provide multimedia supportBSBLIB303 Provide multimedia support
[bookmark: O_765884]
[bookmark: O_765885]Application
This unit describes the skills and knowledge required to use a range of multimedia equipment and programs at a non-specialist level.
It applies to individuals who work under supervision and have some responsibility to complete work within established guidelines.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_765888]Unit Sector
[bookmark: O_765889]Technical Skills – Information Services
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. Use multimedia equipment and programs1 Use multimedia equipment and programs
	1.1 Select multimedia equipment and programs for a given purpose
1.2 Set up and operate multimedia equipment and programs according to organisational procedures
1.3 Use general features and functions of multimedia equipment
1.4 Assist relevant stakeholders to use multimedia equipment and programs safely and according to organisational procedures1.1 Select appropriate multimedia equipment and programs for a given purpose
1.2 Identify work health and safety (WHS) issues associated with multimedia and take appropriate action to prevent injury or accident
1.3 Set up and operate multimedia equipment and programs according to organisational procedures
1.4 Use general features and functions of multimedia equipment
1.5 Assist customers and colleagues to use multimedia equipment and programs safely and according to organisational procedures

	2. Maintain multimedia equipment and programs2 Maintain multimedia equipment and programs
	2.1 Identify and correct minor operational faults according to organisational procedures
2.2 Implement routine preventive maintenance, including making arrangement for repairs
2.3 Identify situations where specialist assistance is required and take required action2.1 Identify and correct minor operational faults according to organisational procedures
2.2 Implement routine preventive maintenance, including making arrangement for repairs
2.3 Identify situations where specialist assistance is required and take appropriate action

	3. Review use of multimedia equipment and programs3 Report on use of multimedia equipment and programs
	3.1 Source information from relevant stakeholders on problems with use of current multimedia equipment and programs
3.2 Source and assess information on available multimedia equipment and programs, products and services based on feedback and intended use
3.3 Make recommendations for purchase of new or replacement items where required3.1 Gather information from colleagues and customers on problems with use of current multimedia equipment and programs
3.2 Source and assess information on available multimedia equipment and programs, products and services based on feedback and intended use
3.3 Make recommendations for purchase of new or replacement items where appropriate



[bookmark: O_765890]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
	Sources and interprets textual information to identify most efficient and productive approach to the job

	Writing
	Uses clear and specialist language to document requirements and outcomes

	Oral Communication
	 Interacts effectively in verbal exchanges, using active listening and questioning, to convey and clarify information

	Numeracy
	Recognises and interprets numerical information relating to costs and specifications

	Navigate the world of work
	Follows organisational protocols, policies and procedures relevant to own role
Seeks clarification or assistance when required

	Interact with othersTeamwork
	Cooperates with others and contributes to work practices where joint outcomes are expected and deadlines are to be met

	Get the work doneProblem solving
	Plans and implements routine tasks and workload making limited decisions on sequencing, timing and collaboration
Analyses task requirements to decide on appropriate equipment and practices 
Initiates standard diagnostic procedures when responding to familiar and unfamiliar problems within immediate context and seeks input from others when problems remain unresolvedd
Uses main features and functions of digital tools to complete work tasks and access information

	Technology
	Uses main features and functions of digital tools to complete work tasks and access information



[bookmark: O_765892]Unit Mapping Information
Supersedes and is equivalent to BSBLIB303 Provide multimedia support.

[bookmark: O_765899]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc23169537][bookmark: _Toc20409429][bookmark: _Toc24286252]Assessment Requirements for BSBINS306 Provide multimedia support BSBLIB303 Provide multimedia support
[bookmark: O_765894]
[bookmark: O_765895][bookmark: O_765896][bookmark: O_765897]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
use current multimedia equipment and programs on at least three occasions. 

In the course of the above, the candidate must:
assist others to use multimedia equipment and programs
correct minor operational faults
make recommendations for upgrading multimedia equipment and programs.
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:
common multimedia options relevant to the work context at a generalist level
features and general operating functions of different multimedia options
common faults and ways of rectifying these in multimedia equipment and programs used
scope of repair and maintenance activities that can be undertaken without specialist assistance
sources of information on multimedia equipment and programs
conditions of current licences and equipment maintenance agreements.

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. 
This includes access to:
multimedia equipment and programs and associated software applications relevant to 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_765900]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169538][bookmark: _Toc20409430][bookmark: _Toc24286253]BSBINS307 Retrieve information from recordsBSBRKG303 Retrieve information from records
[bookmark: O_708841][bookmark: O_708842]Application
This unit describes the skills and knowledge required to receive a request and to deliver the record or information about the record.
It applies to individuals who follow established guidelines and processes to assist them to carry out their work. They work under supervision or in consultation with more senior staff or users of the system to locate records.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_708845]Unit Sector
[bookmark: O_708846]Technical Skills – Information Services
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. Locate/ and retrieve records required
	1.1 Identify and refine search criteria and keywords (or other control information) to retrieve records, in consultation with person making request
1.2 Adopt a systematic approach to details that are difficult to determine
1.23 Search business or records system to rLocateetrieve records according to agreed criteria
1.34 Locate or Rretrieve records to match request 

	2. Ensure security of records
	2.1 Identify person requesting the record 
2.2 and Cconfirm the access categorycategory of person, in accordance with organisational procedures
2.32 Check security and access clearance documents to match with category of identified person requesting the record
2.3 Where necessary, iInform user of access denial in accordance with organisational procedures, where required

	3. Provide required information or records
	3.1 Mask specific records, or portions thereof, to prevent access, where required
3.2 Prepare information for person requesting the record in an appropriate format
3.3 Deliver record, or record information, within the specified timeframes, according to organisational policies and procedures
3.4 Document the process according to organisational policies and procedures




[bookmark: O_708847]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
	Identifies, interprets, checks and compares a range of information to inform effective and compliant actions

	Writing
	Accurately inputs information and documents details of record retrieval process
Prepares required information in accordance with organisational procedures

	Oral Communication
	Asks questions and listens to responses to confirm and clarify requests
Provides information according to organisational procedures

	Numeracy
	Recognises and uses numerical systems associated with recordkeeping systems

	Planning and organisingNavigate the world of work
	Plans and implements routine tasks according to set processes, taking some responsibility for timingTakes some personal responsibility for following organisational procedures

	Self-managementGet the work done
	Takes responsibility for the outcomes of routine decisions related directly to own rolePlans and implements routine tasks according to set processes, taking some responsibility for timing
Takes responsibility for the outcomes of routine decisions related directly to own role
Understands the importance of secure information and takes some responsibility for identifying and managing risk factors

	Technology 
	Uses main features and functions of digital tools to search and access information records



[bookmark: O_708849]Unit Mapping Information
Supersedes and is equivalent to BSBRKG303 Retrieve information from records.

[bookmark: O_708856]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169539][bookmark: _Toc20409431][bookmark: _Toc24286254]Assessment Requirements for BSBINS307 Retrieve information from recordsSBRKG303 Retrieve information from records
[bookmark: O_708851][bookmark: O_708852]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
work with system usersrelevant stakeholders to identify information requirements and locate retrieve relevant recordsinformation on at least three occasions. 

In the course of the above, the candidate must:
record information
provide information and responses to requests.
[bookmark: O_708853]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:
describe the organisational procedures for records retrieval and security
key aspects of identify the general principles and processes of records management and records management systems
clearance categories according to organisational policies, such as:
systems of control
records continuum theory
mandate and ownership of business process
environmental context
records characteristics.

[bookmark: O_708854]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. 
This includes access to:
workplace documentation and resources relevant to information records.
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_708857]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc20409432][bookmark: _Toc23169540][bookmark: _Toc24286255]BSBINS308 Control recordBSBRKG301 Control records
[bookmark: O_708759]
[bookmark: O_708760]Application
This unit describes the skills and knowledge required to classify, register, and track records and information about records within a business or records system.
It applies to individuals who follow guidelines and processes to make judgements on record status and classification. They work under supervision or in consultation with more senior staff to support effective recordkeeping and governance practices across the organisation.
No licensing, legislative or certification requirements apply to this unit at the time of publication. 
[bookmark: O_708763]Unit Sector
[bookmark: O_708764]Technical Skills – Information Services
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 records for capture
	1.1 Categorise incoming material information and identify records, metadata and formatss for capture
1.2 Assess Check incoming material information against organisational checklist 
1.3 for dIdentifyetermining what material information that needs to be requires captured
1.43 Administer material which does not need to be registered
1.54 Locate, remove or copy record , when action is complete, from the active business or records system

	2. Classify records
	2.1 Match identified transaction, action or activityrecord documented by records to organisation’s classification scheme
2.2 Select full classification and sentencing of records in accordance with the system’s rules and organisational procedures
2.3 Link classified or sentenced records to other records in business or records system
2.4 Select indexing points (cross-reference terms) for records in accordance with system’s rules and organisational procedures

	3. Register records
	3.1 Select and record unique identifiers for records in accordance with business or records system rules and procedures
3.2 Register records into business or records system
3.3 Document and forward distribute records to appropriate relevant locations or officersstakeholders according to, observing  any special handling requirements of the record format

	4. Track records
	4.1 Determine unique identifiers of records from requests or instructions
4.2 Obtain Collect storage location, history and information of records from business or records system
4.3 Update and amend information about records
4.4 Complete all transactions record transactions within designated timeframesaccording to organisational policies and procedures
4.5 Complete and obtain collect appropriate relevant documentation or and reports

	5. Audit records
	5.1 Locate records with action officer in and in storage areas, in accordance with supervisor’s relevant stakeholders’ instructions
5.2 Audit records against predetermined criteria in accordance with organisational procedures and quality program
5.3 Document and report any discrepancies



[bookmark: O_708765]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
	Interprets information from a range of texts to determine organisational requirements
Reviews records against set criteria to identify discrepancies

	Writing
	Documents, updates and amends information accurately and in required format
Prepares reports according to organisational requirements

	Oral Communication
	Uses active listening and questioning techniques to confirm requirements and clarify information
Uses clear language, appropriate to audience, to circulate information

	Numeracy
	Recognises and uses numerical record-keeping systems
Recognises and compares numerical data embedded in records

	Navigate the world of workSelf-management
	Takes some personal responsibility for following organisational procedures and protocols

	Interact with othersPlanning and organising
	Plans routine tasks according to set procedures, taking some responsibility for timingChooses appropriate method and format for communicating and seeking information

	Technology Get the work done
	Uses main features and functions of digital tools to control recordsPlans routine tasks according to set procedures, taking some responsibility for timing
Takes responsibility for routine low-impact decisions within familiar situations




[bookmark: O_708767]Unit Mapping Information
Supersedes and is equivalent to BSBRKG301 Control records.
Supersedes but is not equivalent to:
BSBLIB302 Develop and apply knowledge of archives
BSBRKG302-Undertake disposal.

[bookmark: O_708774]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169541][bookmark: _Toc20409433][bookmark: _Toc24286256]Assessment Requirements for BSBINS308 Control records BSBRKG301 Control records
[bookmark: O_708769]
[bookmark: O_708770]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify, classify, register and track the location of records using appropriate processes for capture and classificationaccording to organisational policies and procedures on at least four occasions.

In the course of the above, the candidate must:
identify activities documented by records
apply classification schemes
record metadata accurately
audit records and document discrepancies.
[bookmark: O_708771]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:
explain the general principleskey features and processes of records management and records management systems
common describe the organisational business records functions, structure and culture
explain the key details aspects of organisational policies , strategies and procedures, that relate to records access and securitycontrol
common categories of information
indexing points for records.

[bookmark: O_708772]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. 
This includes access to:
workplace documentation and resources relevant to controlling records.
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_708775]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10 


[bookmark: _Toc23169542][bookmark: _Toc20409434][bookmark: _Toc24286257]BSBINS309 Maintain business recordsBSBRKG304 Maintain business records
[bookmark: O_708909]
[bookmark: O_708910]Application
This unit describes the skills and knowledge required to maintain the records of a business or records system in good order on an day-to-dayoperational basis.
It applies to individuals who follow established guidelines and processes to assist them to carry out their work. They work under supervision or in consultation with more senior staff or system users to support effective recordkeeping and governance practices across the organisation.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_708913]Unit Sector
[bookmark: O_708914]Technical Skills – Information Services
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. Collate business records
	1.1 Identify relevant information and individual records or information which should be incorporated into business or records system according to organisational criteriaprocedures
1.2 Sort Organise records in accordance with workplace organisational requirementsprocedures
1.3 Follow relevant security and access requirements in accordance with organisational policies and procedures 

	2. Update business or records system
	2.1 Identify and record document control information of new records
2.2 for describingDescribe new records to be incorporated into business or records systemaccording to organisational policies and procedures
2.2 Update control information describing movement or use of records within business or records system
2.3 Accurately rRecord and update control information and record description of new records in business or records system
2.4 Identify and remove relevant records of completed redundant business activities from current system for disposal according to organisational policies and procedures

	3. Prepare and distribute reports from the business or records system
	3.1 Interpret requests for reports and clarify the content and frequency sought, where necessary
3.2 Prepare reports from business or records system in accordanceaccording to with instructions or request and 
3.3 Prepare reports in accordance with organisational security and access procedures
3.3 Distribute reports to relevant stakeholders according to organisational policies and procedures



[bookmark: O_708915]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
	Gathers and interprets textual information from different sources to determine how information may be applied to job requirements

	Writing
	Uses clear and industry related terminology to complete document, complete and update workplace information

	Oral Communication
	Uses questioning and active listening techniques to confirm job requirements

	Numeracy
	Recognises and uses numerical systems associated with business or recordkeeping systems

	Navigate the world of work
	Takes some personal responsibility for following organisational procedures

	Get the work donSelf-managemente
	Takes Takes responsibilityresponsibility for planning and organising own workload to ensure work deadlines are met
Takes responsibility for the outcomes of routine decisions related directly to own role

	Technology 
	Uses main features and functions of digital tools to maintain business records



[bookmark: O_708917]Unit Mapping Information
Supersedes and is equivalent to BSBRKG304 Maintain business records.
Supersedes but is not equivalent to BSBRKG305 Review recordkeeping functions.

[bookmark: O_708924]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
 


[bookmark: _Toc23169543][bookmark: _Toc20409435][bookmark: _Toc24286258]Assessment Requirements for BSBINS309 Maintain business recordsBSBRKG304 Maintain business records
[bookmark: O_708919]
[bookmark: O_708920]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
cCollate, update, and distribute business records in compliance with organisational policies procedures on at least three occasions.

In the course of the above, the candidate must:and workplace requirements
record and update control information in business records system
describe records.
[bookmark: O_708921]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:
outline the organisational requirements  policies and procedures regarding the maintenance and security of business records
describe the generalkey principles aspects and processes of records management and records management systems., such as:
systems of control
records continuum theory
mandate and ownership of business process
environmental context
records characteristics.

[bookmark: O_708922]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. 
This includes access to:
workplace documentation and resources relevant to business records. 
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_708925]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10 



[bookmark: _Toc23169544][bookmark: _Toc20409436][bookmark: _Toc24286259]BSBINS401 Analyse and present research informationBSBRES411 Analyse and present research information
[bookmark: O_1001897]
[bookmark: O_1001902]Application
This unit describes the skills and knowledge required to gathercollect, organise, analyse and present workplace information using available systems and sources. This includes identifying research requirements and sources of information, applying information to a set of facts, evaluating the quality and reliability of the information, and preparing and producing reports. 
It applies to individuals those in roles in which theywho are required to analyse and apply their broad knowledge of the work organisation environment to analysis and research tasks, evaluate information from a variety of sources and apply solutions to a range of predictable and unpredictable problems.   
No licensing, legislation or certification requirements apply to this unit at the time of publication.
[bookmark: O_1001901]Unit Sector
[bookmark: O_1001900]Technical Skills – Information Services
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 objectives, reliable sources of research information, and research strategy
	1.1 Identify research objectives according to organisational requirements 
1.2 Identify potential sources for research information relevant to the organisation requirements
1.32 Assess Assess reliability of potential sources, considering accuracy, authority, audience, relevance and likelihood of bias
1.43 Identify and confirm information research strategy is relevant to the research objectives Access research information and extract in a format suitable for analysis, interpretation and dissemination in accordance with organisational requirements 
1.4 Store research information, in accordance with organisational requirements 

	2. Collect and store research information
	2.1 Access and extract relevant information in a format suitable for analysis and distribution according research strategy
2.2 Store research information according to security requirements and organisational policies and procedures

	23. Analyse and synthesise research information
	32..1 Analyse stored information according to research strategy
3.2 Identify themes and draw conclusions according to research strategy
3.3 Demonstrate that assumptions and conclusions used in analysis are clear, justified, supported by evidence and consistent with research strategy1 Clearly define objectives of research ensuring consistency with organisational requirements  
2.2 Ensure that information research strategies are relevant to the requirements of the research and aligned to organisational objectives
2.3 Apply information research strategy to obtain relevant information, identifying themes and drawing conclusions in line with established objectives of research
2.4 Demonstrate that assumptions and conclusions used in analyses are clear, justified, supported by evidence and consistent with research and business objectives

	34. Present research information
	34.1 Identify appropriate methods of reporting, considering that align with the intended audience and relevant organisational requirements
34.2 Draft research Rreport on findings in an appropriate format, style and structure 
4.3 Facilitate review of draft report according to organisational policies and procedureswithin a pre-determined timeframe  
34.3 4 Distribute Report and distribute research report findings in accordance with organisational requirements  according to organisational policies and procedures
34.45 Obtain feedback and comments on suitability and sufficiency of findings in accordance with organisational requirements 



[bookmark: O_1001899]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
	Analyses and evaluates textual information to develop information research strategies, integrate facts and ideas and meet organisational requirements

	Writing
	Gathers, evaluates and integrates information from a range of sources 
Presents findings, recommendations and issues in required format using language, structure and style appropriate to audience

	Oral Communication
	Presents recommendations and issues using language appropriate to audience and according to organisational requirements 

	Self-managementNavigate the world of work
	Plans, organises and implements tasks to meet organisational requirements 
Takes responsibility for the outcomes of routine decisions related directly to own roleRecognises and follows organisational policies and procedures and meets expectations associated with own role

	Problem solvingInteract with others
	Identifies and solves foreseeable problems in familiar work contexts Selects and uses appropriate communication practices when seeking or sharing information 

	TechnologyGet the work done
	Uses the main features and functions of digital technologies and tools to research and analyse information Plans, organises and implements tasks to meet organisational requirements
Takes responsibility for the outcomes of routine decisions related directly to own role
Uses the main features and functions of digital technologies and tools to complete work tasks 
Recognises and takes responsibility for addressing foreseeable problems in familiar work contexts



[bookmark: O_1001898]Unit Mapping Information
Supersedes and is equivalent to BSBRES411 Analyse and present research information.

[bookmark: O_1001891]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10 



[bookmark: _Toc23169545][bookmark: _Toc20409437][bookmark: _Toc24286260]Assessment Requirements for BSBINS401 Analyse and present research informationBSBRES411 Analyse and present research information
[bookmark: O_1001893]
[bookmark: O_1001896]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to: 
research, analyse and present research findings according to organisational requirements on at least two occasions.

In the course of the above, the candidate must
identify research requirements and objectives
gathercollect, organise and present research information
communicate effectively with research stakeholders to clarify requirements
maintain and handle information and documents systematically and securely
prepare ing reports on research findings, including:
recommendations based on the analysis of research information
clear and justified assumptions and conclusions 
use of efficient and reliable research methods.
analyse, evaluate and interpret research information to support organisational activities.
[bookmark: O_1001895]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:
organisational policies and procedures relating to:
accessing digital information
storing/transmission  information
security requirementslegal and ethical obligations relating to workplace information
key concepts aspectsrelated to of research and analysis including reliability and validity
common research processes strategies and strategies to identify new sources (online and print) of information and efficient and effective use. 

key aspects of relevant information sources, including:
reliability
accuracy
authority
audience
relevance 
likelihood of bias.

[bookmark: O_1001894]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. 
This includes access to:
workplace information systems, equipment and resources relevant to performance evidence
workplace policies and procedures relevant to performance evidence.
case studies and, where possible, real situations in the workplace.

Assessors of this unit must satisfy the assessor requirements in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_1001892]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169546][bookmark: _Toc20409438][bookmark: _Toc24286261]BSBINS402 Coordinate workplace information systemsBSBINM401 Implement workplace information system
[bookmark: O_646076]
[bookmark: O_646077]Application
This unit describes the skills and knowledge required to implement and review the workplace information systems. It involves the identification, acquisitioncollection, initial analysis and use of appropriate information which plays a significant part in the organisation’s effectiveness.
It applies to individuals whose work will normally be carried out within routine and non-routine methods and procedures which require planning and evaluation, leadership and guidance of others, and some discretion and judgement. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_646080]Unit Sector
[bookmark: O_646081]Technical Skills – Information Services
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 and source review information needs
	1.1 Determine Identify and locate information required by teamsrelevant stakeholders
1.2 Acquire and rReview information requirements to held by the organisation to determine suitability, accessibility, currency and reliability of information according to organisational policies and proceduresies

	2. Collect, analyse and report information
	2.1 Collect information, which is adequate and relevant to the needs requirements of teams, in a timely mannerrelevant stakeholders
2.2 Ensure Confirm information is in a format suitable for analysis, interpretation and disseminationdistribution
2.3 Analyse information, to  identify and report relevant trends and developments in terms of the according to the needs requirements for which it was acquiredcollected

	3. Implement information systems
	3.1 Implement management information systems effectively to store, retrieve and regularly review data information for decision making purposes
3.2 Use technology available in the work area to manage information effectively
3.3 Submit recommendations forRecommend improvements toing the information system to designated persons and/or groupsrelevant stakeholders

	4. PrepareSupport for information system changescontinuous improvement
	4.1 Collect information data about information system future needs in consultation with colleagues, including those who have a specialist role in resource managemenrelevant tstakeholders
4.2 ConfirmEnsure identified information system estimates of information system future needs reflect the organisation’s business plans, and customer and supplier requirements
4.3 Support Assist proposals to secure resources by clearly presenting submissions that describe realistic options, benefits, costs and outcomesfor continuous improvement of information system
4.4 Prepare Distribute information to team membersrelevant stakeholders to work withon new technology and information system changes, where required



[bookmark: O_646082]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
	Critically analyses complex documentation from a variety of sources and consolidates information relating to specific criteria to determine requirements

	Writing
	Develops material information for a specific audience using clear and detailed language in order to convey explicit information, requirements and recommendationse

	Oral Communication
	Uses active listening and questioning and reading of verbal and non-verbal signals to convey and clarify information and to confirm understanding

	Numeracy
	Selects from and uses a variety of developing mathematical sand problem solving strategies to ensure estimates of information reflect the business plan and staff requirementsperform initial analysis on information

	Planning and organisingNavigate the world of work
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomesTakes responsibility for following policies, procedures and legislative requirements and identifies organisational implications of new legislation or regulation

	Interact with othersTeamwork
	Selects and uses appropriate conventions and protocols when communicating with clients and co-workers in a range of work contexts
Cooperates with others and contributes to work practices where joint outcomes are expected and deadlines are to be met

	Get the work doneProblem solving
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomes
Contributes to continuous improvement of current work practices by applying basic principles of analytical thinking
Uses familiar digital technologies and systems to access, enter, present and communicate data and information 

	Technology
	Uses digital technologies and systems to access, enter, present and distribute information




[bookmark: O_646084]Unit Mapping Information
Supersedes and is equivalent to BSBINM401 Implement workplace information system.

[bookmark: O_646091]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169547][bookmark: _Toc20409439][bookmark: _Toc24286262]Assessment Requirements for BSBINS402 Coordinate workplace information systemsBSBINM401 Implement workplace information system
[bookmark: O_646086]
[bookmark: O_646087]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify, source and analyse information to determinedistribute to relevant stakeholders on at least three occasions
information system needs
whether it is fit for purpose
trends and developments 
implement and review a the workplace information system on at least one occasion.

In the course of the above, the candidate must:
review a workplace information system and prepare and present a submission recommending improvements.
[bookmark: O_646088]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:
key aspects of workplace identify the information systems that are, or should be, available in the workplace
explain the information management systems and technology typically associated with the workplace including:
budgets and financial management systems
customer information software or records
databases
personal digital assistant (PDA)
product and service information
project management software
record management systems
spreadsheets.

[bookmark: O_646089]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. 
This includes access to:
business technology
a workplace information system
workplace organisational policies and procedures relevant to 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_646092]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
BSBINS303 Use knowledge management systems	Draft

[bookmark: _Toc23169548][bookmark: _Toc20409440]
[bookmark: _Toc24286263]BSBINS403 Obtain information from external and networked sourcesBSBLIB406 Obtain information from external and networked sources
[bookmark: O_766245]
[bookmark: O_766246]Application
This unit describes the skills and knowledge required to establish the information needs of customersrelevant stakeholders, and then search external and networked sources to meet those needs. 
It applies to individuals those who are working in frontline information services roleslibrary services within established guidelines and under general supervision in library and information services contexts. They may be working in public, school, medical, law, business, or academic libraries. Work Requests relates to information requests that cannot be satisfied from sources within the organisation.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766249]Unit Sector
[bookmark: O_766250]Technical Skills – Information Services
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. Determine customer stakeholder information needs
	1.1 Determine and confirm exact nature of information needs with customerrelevant stakeholder
1.2 Discuss options for satisfying requests with relevant stakeholdercustomer, taking into account any specific requirements
1.3 Keep relevant stakeholder informed of delivery progress 
1.4 Recommend alternative options to fulfil relevant stakeholder information needs where required1.3 Where appropriate, keep customer informed of delivery progress 
1.4 Recommend alternative options to fulfil customer information needs as required 

	2. Clarify details of required information resources
	2.1 Verify bibliographic and other relevant details sufficient toand locate required information resources
2.2 Check availability of required information from external or networked sources

	3. Search external and networked sources
	3.1 Complete information search based on knowledge of external and networked sources
3.2 Check availability of information resources from external and networked sources by searching catalogues for items already held, and electronic databases
3.3 Identify reciprocal interlibrary lending networks and document delivery systems and services to source required information
3.4 Seek assistance to source information that is difficult to locate3.1 Complete information search based on knowledge of appropriate external and networked sources
3.2 Check availability of information resources from external and networked sources by searching their library catalogues for items already held, and electronic databases
3.3 Verify knowledge of reciprocal interlibrary lending networks and document delivery systems and services to source required information
3.4 Seek assistance from colleagues to locate unusual or difficult to locate information

	4. Obtain and return information
	4.1 Complete and despatch requests to external sources using organisational standards, systems and procedures
44.2 Monitor requests to and from external sources and follow-up as required 
4.3 Check condition of information resources received from external sources and confirm they meet relevant stakeholder needs
.2 Monitor requests to external sources and follow-up as required 
4.3 Check condition of information resources received from external sources and confirm they meet customer needs 
4.4 Monitor receipt of electronic documents and present to customers using approved delivery methods
4.5 ConfirmEnsure compliance with copyright legislation in relation to supply of photocopied or electronic documents
4.6 Take action to recall material, where required, and return to provider in the required condition
4.7 Inform provider of difficulties in relation to return of material and take action



[bookmark: O_766251]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
	Evaluates information resources from a variety of sources to ensure appropriateness to client needs
Interprets information from sources to identify relevant and key information

	Writing
	Records and completes organisational documents and correspondence using clear language and correct spelling, grammar and terminology

	Oral Communication
	Uses techniques, including active listening and questioning, to clarify information and confirm understanding

	Navigate the world of workSelf-management
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomesTakes personal responsibility for following explicit and implicit policies, procedures and legislative requirements
Seeks clarification or assistance when required

	Interact with othersProblem solving
	Responds to predictable routine problems and implements standard or logical solutionsSelects and uses appropriate conventions and protocols when communicating with customers and co-workers in a range of work contexts

	Get the work doneTechnology
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomes
Makes routine decisions based on implementation of standard procedures
Responds to predictable routine problems and implements standard or logical solutions
Uses familiar digital technologies and systems to access information, search and enter data, present information and communicate with others



[bookmark: O_766253]Unit Mapping Information
Supersedes and is equivalent to BSBLIB406 Obtain information from external and networked sources.

[bookmark: O_766260]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169549][bookmark: _Toc20409441][bookmark: _Toc24286264]Assessment Requirements for BSBINS403 Obtain information from external and networked sourcesBSBLIB406 Obtain information from external and networked sources
[bookmark: O_766255]
[bookmark: O_766256]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
respond to a request for an inter-library loan 
respond to a request for a document delivery 
request an inter-library loan 
request a document delivery.

In the course of the above, the candidate must:
communicate effectively and efficiently with relevant stakeholders
use external sources and bibliographic tools, including electronic sources, to obtain different types of information
search external sources effectively to meet a range of different information needs.communicate effectively and efficiently with customers
apply well-developed information literacy skills
use external sources and bibliographic tools, including electronic sources, to obtain different types of information
search external sources effectively to meet a range of different information needs.
[bookmark: O_766257]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:
key components of bibliographic records
key features of copyright relevant to inter-library loans and document delivery
relevant external sources of information
common information services networks that facilitate access to external sources
common interlibrary lending policies and standards, and codes.describe components of bibliographic records
identify and discuss copyright, moral rights and intellectual property legislation and issues of interlibrary loans and document supply
evaluate document delivery services and options, including for electronic formats
identify external sources of information
analyse information services networks that facilitate access to external sources
locate and reference interlibrary lending policies and standards, such as the Australian Interlibrary Resource Sharing (ILRS) code
evaluate range of available information sources for print and electronic materials
evaluate range of available interlibrary lending networks and document delivery services and organisations
discuss and compare search strategies for external and networked sources.

[bookmark: O_766258]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. 
This includes access to:
a range of library and information services and resources relevant to performance evidence
industry-current information technologies relevant to performance evidence
policies, procedures and documents on accessing external sources of information
special purpose equipment, materials and industry software packages relevant to 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_766261]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10 



[bookmark: _Toc23169550][bookmark: _Toc20409442][bookmark: _Toc24286265]BSBINS404 Search library and information databasesBSBLIB407 Search library and information databases
[bookmark: O_766264]
[bookmark: O_766265]Application
This unit describes the skills and knowledge required to search and analyse information from a range of bibliographic and full text databases, evaluate these against specific criteria, and then present this information to clients.
It applies to individuals who undertake regular database searches as part of their information services role. Work is undertaken with limited supervision and according to organisational and system guidelines.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766268]Unit Sector
[bookmark: O_766269]Technical Skills – Information Services
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 and access databases
	1.1 Assess Identify range of databases available to information services providers
1.2 Differentiate between databases and internet websites as sources of information
1.3 Select appropriate databases to meet specific information needs
1.4 Use required procedures to access databases
1.5 Comply with copyright and licensing conditions relevant to use of databases

	2. Construct searches
	2.1 Conduct database searches using a range of search techniques suited relevant to information needs
2.2 Use and manipulate features of databases to construct effective searches and access required information
2.3 Consult online manuals and database search tips to refine or revise search strategies, where required

	3. Present information 
	3.1 Evaluate search results to identify information that meets needs
3.2 Conduct further searches and evaluations and download as required  
3.3 Present or organise information in formats appropriate to customer needs
3.4 Prepare reference lists as required according to standard referencing styles3.1 Evaluate search results to meet identified information needs
3.2 Organise and present information according to stakeholder needs



[bookmark: O_766270]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
	Critically analyses information from a variety of physical and electronic sources and consolidates information to determine requirements

	Writing
	Records and completes organisational documents using clear language and correct spelling, grammar and terminology

	Oral Communication
	Uses appropriate techniques, including active listening and questioning, to clarify information and confirm understanding

	Numeracy
	Extracts and evaluates mathematical information embedded in a range of tasks and texts 

	Navigate the world of workProblem solving
	Responds to predictable routine problems and implements standard or logical solutionsTakes personal responsibility for following explicit and implicit policies, procedures and legislative requirements
Maintains knowledge of databases and sources of information necessary to perform role

	Interact with otherSelf-managements
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomesSelects and uses appropriate conventions and protocols when communicating with customers and co-workers in a range of work contexts

	Get the work donTechnologye
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomes
Makes routine decisions based on implementation of standard procedures
Responds to predictable routine problems and implements standard or logical solutions
UUses familiar digital technologies and systems to access information, search and enter data,  and present information, and use databases



[bookmark: O_766272]Unit Mapping Information
Supersedes and is equivalent to BSBLIB407 Search library and information databases.

[bookmark: O_766279]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
 


[bookmark: _Toc23169551][bookmark: _Toc20409443][bookmark: _Toc24286266]Assessment Requirements for BSBINS404 Search library and information databasesBSBLIB407 Search library and information databases
[bookmark: O_766274]
[bookmark: O_766275]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
access, search and present information fromanalyse and evaluate a range of databases on at least three occasions.

In the course of the above, the candidate must: 
adopt search techniques to source information in response to a range of customer needs
use current industry systems and equipment efficiently and effectively
respond effectively and appropriately to multiple and varied information requests.
[bookmark: O_766276]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:
role of databases in context of the information services industry
scope and type of databases available to information services providers
features of commonly used databases, including:
bibliographic information
downloadable records
full text availability
thesaurus or subject authority 
differences between database and internet searching
relevant copyright, moral rights and intellectual property issues and legislation relevant to the use of information from databases.
describe role of databases in context of the information services industry
describe scope and type of databases available to information services providers
define features of commonly used databases, including:
bibliographic information
downloadable records
in‑print status
current prices
describe differences between database and internet searching
compare and contrast several database searching techniques and procedures
identify relevant copyright, moral rights and intellectual property issues and legislation relevant to the use of information from databases.

[bookmark: O_766277]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. 
This includes access to:
technology and databases to support information searching
special purpose tools, equipment, materials and relevant industry software packages relevant to 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_766280]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
 


[bookmark: _Toc23169552][bookmark: _Toc20409444][bookmark: _Toc24286267]BSBINS405 Use integrated library management systemsBSBLIB404 Use integrated library management systems
[bookmark: O_766188]
[bookmark: O_766189]Application
This unit describes the skills and knowledge required to apply a basic understanding of the interrelated functions of integrated library management systems (ILMS) to use online catalogues, process loan transactions, and provide circulation and lending services to meet customer needs.
It applies to individuals in frontline information services roles in libraries working under limited supervision, within established policies and procedures.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766192]Unit Sector
[bookmark: O_766193]Technical Skills – Information Services
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. Create records in the ILMS
	1.1 Develop an understanding of basic functions of an ILMS, including interrelation of different modules
1.2 Register Check and process on the ILMS according to organisational policies and procedures new borrowers on the automated circulation system according to organisational and system guidelines
1.3 Process an acquisition by creating a record in the acquisition module
1.4 Generate an interlibrary loan Create a reservation request by creating a request through the ILMS

	2. Provide customer support in relation to circulation and lending 
	2.1 Provide current and accurate information to customers relevant stakeholders in relation to circulation and lending policies and procedures, including self-service systems 
2.2 Process loan and return transactions according to organisational policipoliciees and procedures, including security procedures
2.3 Follow safe work practices when performing circulation and lending services 
2.4 Manage Handle competing demands for services according to customer service standards
2.5 Resolve customer enquiries and complaints within scope of own job role
2.6 Refer complex customer queries and complaints to relevant personnel
2.7 Provide information on range of services which may incur costs, including pre-paid services
2.8 Process financial transactions 

	3. Use online catalogues to assist customers 
	3.1 Use basic search features of online catalogues to provide current and accurate information to customersrelevant stakeholders
3.2 Use online catalogues to assist customers in locating information resources in library collections
3.3 Explain classification numbers and shelving location symbols or prefixes displayed on online catalogues to customers 

	4. Maintain knowledge of ILMS trends and emerging technologies 
	4.1 Source information about current industry trends and emerging technologies in relation to ILMS
4.2 Provide information to colleagues in relation to add-on library automation software and hardware



[bookmark: O_766194]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
	Interprets information from structured texts, instructions and correspondence from colleagues or customers, and derives relevant information from more complex texts

	Writing
	Conveys technical and procedural information accurately and succinctly and communicates information in a style appropriate to purpose and audience

	Oral Communication
	Establishes and maintains empathetic spoken communication with customers and colleaguesrelevant stakeholders, checks for understanding and clearly conveys information in a manner appropriate in the context

	Numeracy
	Selects, interprets and applies mathematical information embedded in simple financial transactions and information systems

	Navigate the world of workPlanning and organising
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomesEnsures knowledge of integrated library management systems relevant to own role is accurate, comprehensive and current
Takes personal responsibility for following explicit and implicit policies and procedures 
Accepts responsibility and ownership for tasks and makes decisions on completion parameters and the need for coordination with others

	Interact with otherTeamworks
	Selects and uses appropriate conventions and protocols when communicating with customers and co-workers in a range of work contexts
Uses a range of strategies to establish a sense of connection and build rapport with customers and colleagues

	Get the work donProblem solvinge
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomes
Makes routine decisions based on implementation of standard procedures
Recognises and responds to predictable routine problems related to role in immediate work context
Applies analytical processes to resolve technical or conceptual problems
Uses familiar digital technologies and systems to access information, search and enter data, present information and communicate with others, cognisant of data security and safety

	Technology 
	Uses familiar digital technologies and systems to access information, search and enter data, present and distribute information



[bookmark: O_766196]Unit Mapping Information
Supersedes and is equivalent to BSBLIB404 Use integrated library management systems.

[bookmark: O_766203]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: _Toc23169553][bookmark: _Toc20409445]
[bookmark: _Toc24286268]Assessment Requirements for BSBINS405 Use integrated library management systemsBSBLIB404 Use integrated library management systems
[bookmark: O_766198]
[bookmark: O_766199]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
use integrated library management systems (ILMS) to:
process loans and returns according to organisational policies and procedures on at least two occasions
conduct basic online catalogue searches on at least two occasions
create records in acquisitions module on at least two occasions
create reservations on at least two occasions.

In the course of the above, the candidate must:
maintain knowledge of trends and emerging technologies affecting ILMS
demonstrate customer support.
use integrated library management systems (ILMS) to:
process loans and returns within required time constraints according to procedures
conduct basic online catalogue searches
assist customers find information using ILMS functions
create records in acquisitions module
generate interlibrary loans
maintain knowledge of trends and emerging technologies affecting ILMS
demonstrate provision of customer support, including resolution of customer enquiries and complaints.
[bookmark: O_766200]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:
describe basickey features functions of ILMS
provide examples demonstrating the interrelation of different modules in the ILMS
describe and illustrate interrelation between different functions of an automated integrated library management system, including cataloguing, circulation, and acquisitions modules
describe basickey features features of online catalogues
describe basic featureskey features of automated circulation systems, including self‑charging systems and associated technologies
discuss application of organisational policies and procedures in relationrelating to:
lending
inter-library loans
security
financial transactions
customer service
processing loans and returns
circulation services
identify common safe work practices relating to using an ILMS.

[bookmark: O_766201]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. 
This includes access to:
organisational policies and procedures relevant to performance evidenceand loan processing systems
an ILMS for loan processing and catalogue use, acquisitions and interlibrary loans.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_766204]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
 


[bookmark: _Toc23169554][bookmark: _Toc20409446][bookmark: _Toc24286269]BSBINS406 Assist customers to access informationBSBLIB405 Assist customers to access information
[bookmark: O_766207]
[bookmark: O_766208]Application
This unit describes the skills and knowledge required to help customers relevant stakeholders obtain required information they need,  thatwhich can be found in readily accessible sources.
It applies to individuals working in frontline information services roles in any industry sector. They may be working in library and information services organisations, records management units, government departments, tourist information centres or community advisory organisations. These roles are undertaken within established guidelines under general supervision.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766211]Unit Sector
[bookmark: O_766212]Technical Skills – Information Services
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. Clarify customer information requirements
	1.1 Use communication techniques appropriate to the form of customer contactand to identify exact nature of information request
1.2 Confirm purpose of information request and any special requirements 
1.3 Compile basic search terms, including list of keywords and phrases appropriate to topics 

	2. Follow search strategies
	2.1 Construct and follow appropriate search strategies to locate information using industry-current information sources and equipment
2.2 Assist customers relevant stakeholders to develop own information-seeking skills and become independent learners
2.3 Demonstrate use of industry-current information sources and equipment using language, and at a level and pace, appropriate to customers2.3 Use industry-current information sources, equipment and language and cultural considerations according to stakeholder requirements

2.4 Advise customers on other access arrangements, including inter-library loans and document delivery and supply services
2.5 Inform customers of constraints regarding access to information according to organisational policies and procedures 5 Inform customers of constraints regarding access to information or use of reference tools and equipment 

	3. Source and provide information
	3.1 Source information from readily accessed sources in response to customer requests
3.2 Provide information in appropriate format, and confirm with customers that their information need has been met
3.3 Take appropriate action to resolve remaining issues or refer customers to other personnel as required1 Source information from sources in response to relevant stakeholder’s requests
3.2 Provide information according to request
3.3 Confirm relevant stakeholder’s requirements are satisfied
3.4 Take action to resolve remaining issues or refer customers to other personnel as required



[bookmark: O_766213]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
	Interprets information from sources to identify relevant and key information

	Writing
	Documents information, selecting appropriate vocabulary and structure for audience, for informal and formal purposes

	Oral Communication
	Interacts effectively in verbal exchanges, using active listening and questioning, to convey and clarify information
Explains detailed information using language, tone and pace appropriate to audience

	Planning and organisingNavigate the world of work
	Organises, plans and sequences own workloadTakes personal responsibility for following explicit and implicit policies and procedures
Seeks clarification or assistance when required

	Interact with othersProblem solving
	Responds to predictable routine problems and implements standard or logical solutionsSelects and uses appropriate conventions and protocols when communicating with customers and co-workers in a range of work contexts
Uses a range of strategies to establish a sense of connection and build rapport with customers

	Get the work doneTechnology
	Organises, plans and sequences own workload
Makes routine decisions based on implementation of standard procedures
Responds to predictable routine problems and implements standard or logical solutions
Uses familiar digital technologies and systems to access information, and assist customers search and enter data, present information and communicate with others



[bookmark: O_766215]Unit Mapping Information
Supersedes and is equivalent to BSBLIB405 Assist customers to access information.

[bookmark: O_766222]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc23169555][bookmark: _Toc20409447][bookmark: _Toc24286270]Assessment Requirements for BSBINS406 Assist customers to access informationBSBLIB405 Assist customers to access information
[bookmark: O_766217]
[bookmark: O_766218]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
assist stakeholders to access information from a variety of sources on at least four different occasions. 

In the course of the above, the candidate must:
use bibliographic tools and industry-current technology 
search and locate a range of information sources and communicate to relevant stakeholders
communicate to clarify information requirements of stakeholder
respond to stakeholders with information to complete their own searches.
use bibliographic tools and industry-current technology
communicate information to several customers using a range of print and electronic information sources
apply well-developed information literacy skills
respond constructively to a wide range of information requests within established collections.
[bookmark: O_766219]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:
organisational policies and procedures, including:
customer assistance
access to information
typical customer requests and appropriate information sources for responding
techniques for using reference resources and tools, including formulating search strategies
range of information resources, formats and delivery options, including:
document delivery and supply processes
electronic and print
inter-library loans.
reference organisational policies in relation to customer assistance
describe typical customer requests and appropriate information sources for responding
describe techniques for using print and electronic reference resources and tools, including formulating search strategies
analyse a range of information resources, formats and delivery options, including:
document delivery and supply processes
electronic and print
interlibrary loans
outline copyright, moral rights and intellectual property legislation, and issues relevant to information services providers
explain cultural considerations when working with customers and potentially sensitive material.


[bookmark: O_766220]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. 
This includes access to:
a range of library and information services and resources relevant to performance evidence
industry-current information technologies relevant to performance evidence
organisational policies and procedures relevant to 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_766223]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169556][bookmark: _Toc20409448][bookmark: _Toc24286271]BSBINS407 Consolidate and maintain library industry knowledgeBSBLIB402 Consolidate and maintain industry knowledge
[bookmark: O_766150]
[bookmark: O_766151]Application
This unit describes the skills and knowledge required to develop and apply knowledge of library and information services and/or the cultural industry sectors of museums and galleries, and maintain its currency.
It applies to individuals who are working in or seeking work in organisations providing library and information services and/or galleries and museums, and who work autonomously according to established procedures.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766154]Unit Sector
[bookmark: O_766155]Technical Skills – Information Services
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. Undertake industry research
	1.1 Use a variety of sources of information to research industry developments and their impact on current work practices
1.2 Collect information on the role and significance of library and information or cultural industries to relevant local communities
1.3 Identify similarities and differences between industry organisations
1.4 Consolidate understanding of the roles of relevant peak professional associations and industry bodies

	2. Source and apply information about trends
	2.1 Source and monitor information about key issues and trends and investigate their impact on the industry
2.2 Research current and emerging technologies and their potential application in the workplace
2.3 Source and monitor information about career opportunities and employment conditions
2.4 Organise and store collected information in an easily accessible format
2.54 Discuss and shareDistribute information about key issues and trends, and emerging technologies with colleaguesrelevant stakeholders

	3. Research industry structures and operations
	3.1 Source information about different industry structures and operations
3.2 Identify relevant sources of funding models in different industry sectors Analyse underpinning philosophies and funding models of different industry sectors and link to service provision
3.3 Identify and source information about legislation that affects relevant industry sectors
3.4 Review information on professional ethics and codes of practice for relevant industry sectors



[bookmark: O_766156]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
	Identifies, analyses and evaluates complex text to determine legislative, regulatory and business requirements
Researches and interprets information from various sources and synthesises ideas and concepts

	Writing
	Develops material to a specific audience using clear and detailed language to convey explicit information, requirements and recommendations

	Oral Communication
	Elicits views and opinions of others by listening and questioning

	Planning and organisingNavigate the world of work
	Organises, plans and sequences own workloadExplores industry trends impacting organisational policies and procedures

	Interact with othersTeamwork
	Cooperates with others and contributes to work group discussions

	Get the work doneTechnology
	Organises, plans and sequences own workload
Contributes to continuous improvement of current work practices by applying basic principles of analytical and lateral thinking
Uses a range of digitally based technologies to access, extract and share relevant information to achieve required outcomes



[bookmark: O_766158]Unit Mapping Information
Supersedes and is equivalent to BSBLIB402 Consolidate and maintain industry knowledge.

[bookmark: O_766165]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169557][bookmark: _Toc20409449][bookmark: _Toc24286272]Assessment Requirements for BSBINS407 Consolidate and maintain library industry knowledgeBSBLIB402 Consolidate and maintain industry knowledge
[bookmark: O_766160]
[bookmark: O_766161]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
source, assess and evaluate review a range of information for the relevant industry sector
explain value and principles of relevant industry sector, and how they relate to funding and service delivery
identify and distribute major industry trends and technology developments.

In the course of the above, the candidate must:
recognise legislation and ethical issues relevant to the workplace.
identify major industry trends and technology developments
identify a career path.

[bookmark: O_766162]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:
identify sources of information on library and information services and/or cultural industry sectors of museums and galleriesrelevant industries
outline historical development of relevant industry sectors
explain underpinning values, principles and philosophies of the relevant industry sectors
key features of identify legislation and ethical practices impacting the relevant industry sectors
outline career opportunities and career pathways in the relevant industry sectors
discuss current trends within the relevant industry sectors and the potential impacts and opportunities they present
explain nature, role and functions of relevant major professional associations or industry bodies.
discuss employee and employer obligations.

[bookmark: O_766163]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. 
This includes access to:
current sources of industry information relevant to performance evidence.
technology to undertake research and prepare documents. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_766166]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169558][bookmark: _Toc20409450][bookmark: _Toc24286273]BSBINS408 Provide information from and about recordsBSBRKG402 Provide information from and about records
[bookmark: O_709161]
[bookmark: O_709162]Application
This unit describes the skills and knowledge required to provide effective responses to enquiries from potential users of records, using appropriate relevant processes to access and provide information about records according to organisational policies and procedures.
It applies to individuals who use a range of organisational and analytical techniques in working with an organisation’s business and records systems.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_709165]Unit Sector
[bookmark: O_709166]Technical Skills – Information Services
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 and gather collect records required
	1.1 Identify specific information or search criteria required by relevant userstakeholder
1.2 Identify range of records likely to contain information required and find out theiridentify availability using appropriate relevant finding aids and records systems
1.3 Obtain Collect range of records likely to contain information required by user, and analyse content
1.4 Track records to identify and record document any change in use and location and use, in accordance with business or records system rules and organisational procedures according to organisational policies and procedures
1.5 Explain to user relevant stakeholder any obstacles issuesto obtaining specific records within specified timetime requirements and reach agreement onnegotiate a timeframe for provision delivery of records

	2. Interpret and administer access rules and procedures
	2.1 Identify person requesting record/s and confirm access category, in accordance withaccording to organisational procedures
2.2 Apply access restriction rules and guidelines to records requested to match access category of person requesting records
2.3 Inform  person requesting records of their rights to review the decision where access restriction rules and guidelines prevent access

	3. Provide the required information and/or records
	3.1 Prepare requested information and records in appropriate formats, and in accordance withaccording to organisational policies and procedures and specified timelines
3.2 Mask specific records, or portions thereof, according to access rules and organisational policies and procedures in accordance with access rules and organisational procedures

3.3 Document records retrieved and used to provide information, in accordanceaccording to with business or records system operation and organisational policies and procedures
3.4 Record new locations provided to user relevant stakeholder in accordance with system rules and organisational procedures
3.5 Deliver Distribute recordd, or record information, within specified timeframes



[bookmark: O_709167]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
	Identifies and interprets information from a variety of organisational and regulatory texts to determine required actions

	Writing
	Prepares information for others in required organisational format
Inputs information to locate records and records details of documents according to organisational requirements

	Oral Communication
	Communicates verbally to gather or provide information using language appropriate to audience

	Numeracy
	Recognises and interprets numerical information relating to record storage systems, record classification, timeframes and dates

	Self-managementNavigate the world of work
	Takes responsibility for planning, organising and implementing tasks required to achieve organisational requirements in a timely fashionUnderstands and adheres to organisational policies and procedures 

	Get the work doneTechnology
	Takes responsibility for planning, organising and implementing tasks required to achieve organisational requirements in a timely fashion
Takes responsibility for the outcomes of routine decisions related directly to own role
Uses digital systems and tools to complete routine tasksprovide records or information about records to relevant stakeholders



[bookmark: O_709169]Unit Mapping Information
Supersedes and is equivalent to BSBRKG402 Provide information from and about records.
Supersedes but is not equivalent to BSBRKG401 Review the status of a record.

[bookmark: O_709176]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169559][bookmark: _Toc20409451][bookmark: _Toc24286274]Assessment Requirements for BSBINS408 Provide information from and about recordsBSBRKG402 Provide information from and about records
[bookmark: O_709171]
[bookmark: O_709172]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify records which accurately fulfil users’ relevant stakeholder’s requests and distribute the record or record information on at least three occasions. 

In the course of the above, the candidate must:in specified timeframes
apply access and security rules to the provision of records
complete documentation required for record retrieval including new location.

[bookmark: O_709173]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:
explain key features of the identification system used by the organisation to name, code, locate and categorise records
explain the general principles and processes of records management and records management systems, such as:
systems of control
records continuum theory
mandate and ownership of business process
environmental context
records characteristics
explain organisational policies ies, strategies and procedures that relate to records access and security.

[bookmark: O_709174]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. 
This includes access to:
workplace documentation and resources relevant to performance evidence.
case studies and, where possible, real situations
interaction with others. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards. 
[bookmark: O_709177]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169560][bookmark: _Toc20409452][bookmark: _Toc24286275]BSBINS409 Maintain and monitor records in an online environmentBSBRKG404 Monitor and maintain records in an online environment
[bookmark: O_709721]
[bookmark: O_709722]Application
This unit describes the skills and knowledge required to identify and assess records for storage, and maintain and monitor electronic business records.
It applies to individuals who use guidelines and processes to inform judgements on the status and classification of records in an existing business or records system. They work under supervision or in consultation with more senior staff or users of the system.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_709725]Unit Sector
[bookmark: O_709726]Technical Skills – Information Services
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. Confirm requirements for recordkeeping in an online environment
	1.1 Identify and confirm system procedures for capturing and managing records
1.2 Identify and verify organisational and risk management requirements for classifying and storing online information
1.3 Identify legal, business, financial, socio‑historical, and security requirements organisational policies and procedures for recording online business transactions
1.4 Prepare a checklist of organisational requirements to assess which electronic information should to be captured, for how long and in what format

	2. Identify and assess records for storage
	2.1 Categorise incoming and outgoing records information in terms of key activities and responsible personnelstakeholder
2.2 Assess information against the organisational checklist and records identified for capture
2.3 Dispose of information not to be stored, in accordance withaccording to organisational policies procedures
2.4 Determine storage methods and media in accordance with retention requirements

	3. Monitor and maintainCoordinate business records in an online environment
	3.1 Classify, sentence and link records with other records in the system in accordance withaccording to system rules and organisational policies proceduress
3.2 Assign unique identifiers and register records into the recordkeeping system in accordance withaccording to system rules and organisational policies procedures
3.3 Determine and document access and security status and disposal requirements of records and records in accordance withaccording to organisational policies procedures
3.4 Store records on required media in accordance with organisational and record retention requirements
3.5 Carry out migrationMigrate of records across mediums from one medium to another in accordance with according to organisational policies and procedures
3.6 Action and record archiving or disposal of records according to disposal schedule and organisational policies and procedures
in accordance with disposal schedule and organisational procedures
3.7 Maintain records in a usable and accessible form in accordance with security conditions and legislative requirements



[bookmark: O_709727]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
	Identifies, interprets, analyses and reviews information from a range of  complex texts, including legislative materials and organisational policies and procedures

	Writing
	Develops list of recordkeeping requirements in required format
Inputs information to create, identify, retrieve or modify records

	Oral Communication
	Communicates to exchange information with others using questioning and careful active listening to clarify requirements

	Numeracy
	Interprets and analyses numerically expressed information from records to determine their classification and management requirements

	Navigate the world of workSelf-management
	Takes personal responsibility for following organisational policieies and procedures and legal and regulatory responsibilities relevant to own work context

	Get the work donePlanning and organising
	Sequences and schedules tasks required to achieve outcomes according to organisational and legislative requirementpolicies and proceduress
Gathers, analyses and evaluates information to decide on record status
Uses digital systems and tools to access, organise, analyse and display records, showing awareness of the need for data security

	Technology
	Uses digital systems and tools to access, organise, analyse and display records, showing awareness of the need for data security



[bookmark: O_709729]Unit Mapping Information
Supersedes and is equivalent to BSBRKG404 Monitor and maintain records in an online environment.

[bookmark: O_709736]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169561][bookmark: _Toc20409453][bookmark: _Toc24286276]Assessment Requirements for BSBINS409 Maintain and monitor records in an online environmentBSBRKG404 Monitor and maintain records in an online environment
[bookmark: O_709731]
[bookmark: O_709732]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
manage record creation, migration and disposal processes in an online environment on at least three occasions. 

In the course of the above, the candidate must:
monitor usage of online business or records system
monitor application of system procedures.
manage record creation, update, migration and disposal processes.
[bookmark: O_709733]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:
key outline key provisions of relevant legislation that apply to a records system
explain the general principles and processes of online records management and online records management systems, including, but not limited to;
systems of control
records continuum theory
mandate and ownership of business process
explain organisational policies and procedures for recording online records
methods of archiving and disposal
risk management requirements for classifying and storing online informationthe operation of the online recordkeeping environment including location and nature of transactions.

[bookmark: O_709734]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. 
This includes access to:
legislation, regulations, standards and codes relevant to records management 
workplace documentation and resources relevant to performance evidence
case studies and, where possible, real situations
interaction with others
storage methods and storage media relevant to 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_709737]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169562][bookmark: _Toc20409454][bookmark: _Toc24286277]BSBINS410 Implement records systems for small businessBSBRKG403 Set up a business or records system for a small business
[bookmark: O_731613]
[bookmark: O_731612]Application
This unit describes the skills and knowledge required to research, develop and implement business or records systems for a small officebusiness.
It applies to individuals who use a range of organisational, analytical and communication techniques to carry out the responsibilities of their role and report the outcomes directly to a supervisor or manager within the business or section of a larger organisation.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_731611]Unit Sector
[bookmark: O_731610]Technical Skills – Information Services
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. Determine recordkeeping requirements
	1.1 Consult with relevant stakeholders and Iidentify and document core business, supporting activities, resources, and business and social context using observation and consultation
1.2 Determine Identify security and access requirements for business or records system content from analysis of organisation’s activities
1.3 Analyse business documentation to determine organisational reporting and accountability requirements
1.4 Research and Iidentify organisational functions and activities for which records must be kept, from analysis of business and context documentation
1.5 Analyse the organisation’s functions and activities and Determine identify required nature, detail, and format of records (content and metadata) for each organisational function and activity from analysis of the business and its context

	2. Devise anSelect required appropriate recordskeeping system
	2.1 Determine Identify metadata needed to store, locate and retrieve records in a business or records system
2.2 Select size of business or records system appropriate according to scale and nature of business operations
2.3 Select technological requirements of business or records systems appropriate according to scale and nature of business operations
2.4 Select cost structure for business or records systems appropriate according to scale, nature, and organisational cash flow requirements
2.5 Ensure Select records system internal controls, maintenance, disposal and updating requirements 
of business or records system conform to scale, nature, and culture of the organisation
2.6 Select business or records system suited to projected growth of the organisation

	3. Develop business rules and procedures toprocedures and support implement records systemoperations
	3.1 Develop rules for incorporating individual records and records capture informatiometadatna into the business or records system
3.2 Develop rules for deciding and recording retention periods and appropriate disposal actions for records
3.3 Develop and document procedures for the use of the system
3.4 Provide Distribute system users with training information or and instructions to relevant stakeholders in the use of the business or records system
3.5 Monitor implementation of the records system, appropriate to the culture and scale of the organisation



[bookmark: O_731609]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	
	Evaluates and interprets information from a range of relevant sources and identifies relevant and key information

	Writing
	Creates documents to convey information and instructions using language and format appropriate to text and audience

	Oral Communication
	Uses active listening and questioning techniques to confirm and clarify information
Communicates using words and non-verbal features appropriate to the audience and context

	Numeracy
	Interprets, compares and contrasts numerical data to determine needs
Uses numerical systems associated with record storage systems

	Navigate the world of workPlanning and organising
	Uses understanding of organisational and legislative requirements in planning an appropriate recordkeeping system 
Sequences and schedules tasks required to achieve outcomes and manages relevant communication

	Get the work doneTechnology
	Sequences and schedules tasks required to achieve outcomes and manages relevant communication
Gathers, analyses and evaluates information to decide on system requirements
Considers purpose, needs and limitations when selecting digital devices and applications
Uses digital systems and tools to complete routine tasks



[bookmark: O_731608]Unit Mapping Information
Supersedes and is equivalent to BSBRKG403 Set up a business or records system for a small business.

[bookmark: O_731614]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169563][bookmark: _Toc20409455][bookmark: _Toc24286278]Assessment Requirements for BSBINS410 Implement records systems for small businessBSBRKG403 Set up a business or records system for a small business
[bookmark: O_731606]
[bookmark: O_731605]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify, select, develop and implement a records system for a small business on at least two occasions.

In the process of the above, the candidate must: 
document the steps used to determine the criteria for a business or records system appropriate to the organisation’s business functions and reporting requirements. 
develop and implement a business or records system including documented rules, procedures, user instructions and training materials.
[bookmark: O_731604]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:
explain the generalkey principles and processes of records management and records management systems, such as:
systems of control
records continuum theory
mandate and ownership of business process
environmental context
records characteristics
describe the internal controls required of the business or records system
outline thekey characteristics of the organisational functions, structure and culture relevant to the setup of the business orimplementation of records system
describe the organisational policeies and strategies procedures relevant to performance evidence. required by a newly established business or records system
outline key provisions of relevant legislation that apply to a business or records system.

[bookmark: O_731603]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. 
This includes access to:
workplace documentation and resources relevant to performance evidence.
case studies and, where possible, real situations
interaction with others. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_731615]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169564][bookmark: _Toc20409456][bookmark: _Toc24286279]BSBINS501 Implement information and knowledge management systemsBSBINM501 Manage an information or knowledge management system
[bookmark: O_646095]
[bookmark: O_646096]Application
This unit describes the skills and knowledge required to organise training for others for an information or knowledge management system and to manage implement the use of the system.
It applies to individuals who are responsible for seeing thatensuring key relevant information and corporate knowledge are  retained, accessible to others and improve business outcomes. 
The unitIt applies to information or knowledge management systems which that comprise policies, protocols, procedures and practices to manage information or knowledge within the organisation and among relevant stakeholders.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_646099]Unit Sector
[bookmark: O_646100]Technical Skills – Information Services
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. Organise learning to use management system
	1.1 Identify learning needs requirements of relevant personnel stakeholders and stakeholders for input into and use of an information or knowledge management system
1.2 Identify and secure human, financial and physical resources required for learning activities to use an information or knowledge management system
1.3 Organise and facilitate learning activities 
1.4 Promote and support use of the system throughout the organisation
1.5 Monitor and document effectiveness of learning activities

	2. Manage Implement use of management system
	2.1 Ensure iImplementation of policies and procedures for the information or knowledge management system according to legislative requirements and organisational policies and proceduresare monitored for compliance, effectiveness and efficiency
2.2 Address implementation issues and problems, where required as they arise
2.3 Monitor integration and alignment with data and information systems
2.43 Collect information on relevant achievement ofkey performance measuresindicators
2.45 Manage Identify contingencies such as system failure or technical difficulties byand accessing refer technical specialist help as where required

	3. Review use of management system
	3.1 Analyse effectiveness of system and report on strengths and limitations of the system 
3.2 Review business and operational plan and determine how effectively the system is contributing to intended outcomes
3.23 Make recommendations forRecommend improvements to information or knowledge management system, where requiredsystem, policy or work practices



[bookmark: O_646101]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 and critically analyses documentation from a variety of sources to determine requirements

	Writing
	Prepares and produces documentation for a specific audience using clear and detailed language to convey explicit information, requirements and recommendations

	Oral Communication
	Presents information using structure and language to suit the audience 
Uses active listening and questioning and reading of verbal and non-verbal signals to clarify information and to confirm understanding

	Navigate the world of workSelf-management
	Takes full responsibility for following policies, procedures and legislative requirements and identifies organisational implications of new legislation or regulation
Modifies or develops organisational policies and procedures to comply with legislative requirements and organisation goals

	Interact with othersTeamwork
	Implements strategies for a  diverse range of colleagues and clients in order to build rapport and foster strong relationships
Collaborates with others, sharing information to build strong work groups and avoid behaviours that are not conducive to a productive environment
Elicits feedback and provides feedback to others in order to improve self or workgroup behaviours

	Get the work donPlanning and organisinge
	Accepts responsibility for planning and sequencing complex tasks and workload, negotiating key aspects with others and taking into account capabilities, efficiencies and effectiveness
Monitors progress of plans and schedules and reviews and changes them to meet new demands and priorities
Applies systematic and analytical processes to address problems and make decisions in complex situations 
Investigates new and innovative ideas as a means to continuously improve, work practices and processes 
Uses and investigates new digital technologies and applications to manage and manipulate data and communicate effectively with others

	Problem solving
	Applies systematic and analytical processes to address problems and make decisions in complex situations 

	Innovation and enterprise
	Investigates new and innovative ideas to continuously improve, work practices and processes 

	Technology
	Uses and investigates new digital technologies and applications to manage and manipulate data and communicate effectively with others



[bookmark: O_646103]Unit Mapping Information
Supersedes and is equivalent to BSBINM501 Manage an information or knowledge management system.

[bookmark: O_646110]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169565][bookmark: _Toc20409457][bookmark: _Toc24286280]Assessment Requirements for BSBINS501 Implement information and knowledge management systemsBSBINM501 Manage an information or knowledge management system
[bookmark: O_646105]
[bookmark: O_646106]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
facilitate learning, implement and review an information management system
facilitate learning, implement and review a knowledge management system.

In the course of the above, the candidate must:
identify learning needs and plan and implement learning activities to enable personnel to use information or knowledge management system including
providing human, financial and physical resources as required
use of coaching, mentoring, information sessions, workshops, training programs and e-learning as appropriate
monitor performance and address issues and contingencies as they arise including:
accessing technical specialists as required
correct application of policies and procedures for the information or knowledge management system
evaluating alignment and effectiveness of the policies and procedures 
effectiveness of information or knowledge management system for intended outcomes
recommend improvements to systems, policies and practices as appropriaterequired.
[bookmark: O_646107]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:
outline relevant legislation, regulation, standards and codes legislation, codes of practice and national standards relevant to privacy, freedom of information and knowledge management
explain organisational policies and procedures, including those related to:
records management
information management
customer service
commercial confidentialityknowledge management
describe the organisational operations and existing data and information systems
relevant learning activities and key performance indicators.

[bookmark: O_646108]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. 
This includes access to:
legislation, regulation, standards and codes relevant to information and knowledge management 
workplace systems, documentation and resources relevant to performance evidence.
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards. 
[bookmark: O_646111]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10 


[bookmark: _Toc23169600][bookmark: _Toc24286281]BSBINS502 Coordinate data management
Application
This unit describes the skills and knowledge required to develop and coordinate data management to ensure relevant stakeholders can access data for organisational purposes.
It applies to individuals who are responsible for ensuring that data is readily available and accessible for analysis. It applies to a wide range of data such as business performance data, customer data, statistical data and financial data.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Technical Skills – Information Services
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. Create data management plan
	1.1 Identify data and data sources in organisation that require management 
1.2 Confirm identified data adheres to relevant legislation, standards and organisational policies and procedures
1.3 Research the required format, methods of access, and size of relevant data
1.4 Select storage, access and analysis requirements according to research
1.5 Document and create data management plan according to organisational policies and procedures

	2. Coordinate collection and storage of data 
	2.1 Identify required stakeholders and confirm data collection according to data management plan
2.2 Confirm collected data is stored according to data management plan
2.3 Review collection and storage of data and confirm it is according to data management plan

	3. Coordinate extraction and analysis of data 
	3.1 Identify relevant stakeholder data requirements
3.2 Identify data to be extracted
3.3 Confirm data is extracted by relevant stakeholder according to data management plan 
3.4 Confirm stakeholders analyse data according to data management plan 

	4. Monitor and review data management
	4.1 Establish diagnostic measures to monitor relevant stakeholders’ access to data
4.2 Document number of relevant stakeholders that have accessed data
4.3 Review diagnostics 
4.4 Identify issues in data access and management 
4.5 Rectify issues according to organisational policies and procedures and refer when required 



Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Critically analyses complex documentation from a variety of sources and consolidates information relating to specific criteria to determine requirements

	Writing
	Develops material for a specific audience using clear and detailed language in order to convey explicit information, requirements and recommendations

	Oral Communication
	Uses active listening and questioning and reading of verbal and non-verbal signals to convey and clarify information and to confirm understanding

	Teamwork
	Cooperates with others and contributes to work practices where joint outcomes are expected and deadlines are to be met

	Self-management
	Takes responsibility for following policies, procedures and legislative requirements and identifies organisational implications of new legislation or regulation

	Planning and organising 
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomes

	Technology
	Uses familiar digital technologies and systems to access, enter, present and communicate data and information 



Unit Mapping Information
No equivalent unit. New unit.
Supersedes but is not equivalent to BSBLIB508 Analyse and describe information resources.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc23169601][bookmark: _Toc24286282]Assessment Requirements for BSBINS502 Coordinate data management
Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
create a data management plan and coordinate data management according to plan, including: 
selecting storage, access and analysis requirements for data
establishing diagnostic measures 
reviewing data management. 
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: 
existing and emerging technologies and how they can be used in data management
key features of data management systems and related diagnostics
common data analysis methods 
relevant legislation, standards and organisational policies and procedures
methods to store and access data.


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. 
This includes access to:
legislation, regulations, standards and codes relevant to data management 
technology and equipment required for the demonstration of 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=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc23169566][bookmark: _Toc20409458][bookmark: _Toc24286283]BSBINS503 Monitor compliance with copyright and licence requirementsBSBLIB513 Monitor compliance with copyright and licence requirements
[bookmark: O_766929]
[bookmark: O_766930]Application
This unit describes the skills and knowledge required to monitor compliance with copyright and licence requirements for collections held by Australian archives, galleries, libraries and museums.
It applies to individuals who are responsible for monitoring the organisation’s compliance with copyright and licence requirements regarding collections held in Australian archives, galleries, libraries and museums, and who operate autonomously but in consultation with other colleagues relevant stakeholderand broader stakeholders.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766933]Unit Sector
[bookmark: O_766934]Technical Skills – Information Services
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. Ensure Monitor compliance with copyright legislation
	1.1 Research information sources to keep abreast of information about copyright relevant to libraries and cultural institutions
1.2 Review organisational procedures toand confirm ensure consistency of organisation procedures with copyright obligations and organisational policy
1.3 Identify gaps in procedures to be addressed, and take actionrectify accordinglyor seek specialist advice where appropriate
1.4 Identify sources of specialist advice information about copyright legislationSeek specialist advice as required
1.5 Advise relevant personnel stakeholders about legal and economic implications of copyright infringement and other legislative obligations

	2. Monitor licences for digital rights management 
	2.1 Identify materials within organisations that require licences
2.2 Research organisational protocols regarding licences and implications for digital rights management
2.3 Source information regarding licence agreements between own organisation and vendors of electronic resources
2.4 Explain to customers relevant stakeholders their responsibilities in relation to licence and digital rights management

	3. Assess risks associated with private support by sponsors and donorsdonated and culturally sensitive material
	3.1 Review organisational procedures for accepting donations and sponsorship and culturally sensitive material to ensureand confirm consistency with organisational policies and procedures
3.2 Identify copyright and licence risks associated with these practices
3.3 Provide advice about identified risks to relevant personnel stakeholders 



[bookmark: O_766935]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
	Interprets complex information from sources to identify relevant and key information

	Writing
	Articulates complex ideas in language appropriate to intended audience
Employs Uses clear and coherent language to provide advice and present different strategies

	Oral Communication
	Uses an appropriate tone and vocabulary to express complex ideas to different audiences

	Planning and organisingNavigate the world of work
	Plans, organises, implements and reviews systems and processes to manage compliance with relevant regulations and legislationEnsures knowledge of legislation and regulations relevant to role is accurate, comprehensive and current
Ensures policies, procedures, systems and processes meet legislative and regulatory requirements and take account of cultural protocols

	Interact with othersTeamwork
	Identifies and uses appropriate conventions and protocols when communicating with colleagues and customers
Collaborates with others, sharing information to build strong work groups

	Get the work donProblem solvinge
	Plans, organises, implements and reviews systems and processes to manage compliance within relevant regulations and legislation
Evaluates effectiveness of systems and processes to inform decisions on how to implement improvements
Systematically gathers and analyses all relevant information and evaluates options to make decisions
Accepts responsibility for risk management in areas relevant to own role, applying problem-solving processes to determine solutions 
Uses problem- solving techniques to identify and analyse issues
Uses main features and functions of digital tools to complete work tasks and access information

	Technology
	Uses main features and functions of digital tools to complete work tasks and access information 




[bookmark: O_766937]Unit Mapping Information
Supersedes and is equivalent to BSBLIB513 Monitor compliance with copyright and licence requirements.

[bookmark: O_766944]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169567][bookmark: _Toc20409459][bookmark: _Toc24286284]Assessment Requirements for BSBINS503 Monitor compliance with copyright and licence requirementsBSBLIB513 Monitor compliance with copyright and licence requirements
[bookmark: O_766939]
[bookmark: O_766940]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
monitor compliance with copyright legislation on at least two occasions
monitor licenses for digital rights management
assess risks associated with donated and culturally sensitive material.

In the course of the above, the candidate must:
source information about copyright relevant to an organisation
thoroughly review policies, procedures and licences to ensure compliance with legislation
conscientiously follow procedures to minimise risk of infringements of copyright and licence conditions.source information about copyright relevant to a range of organisations

review policies, procedures and licences to ensure compliance with legislation

identify procedures to minimise risk of infringements of copyright and licence conditions.

[bookmark: O_766941]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:
identify copyright and licensing laws and regulations relating to an organisation 
key aspects of 
explain digital preservation
outline licensing and role of collecting societies
features of explain open source copyright licences
identify organisational policies, protocols and procedures on copyright and licences
outline principal features of the Copyright Act 1968 (Commonwealth) and Copyright Regulations 1969 and how they are applicable 
explain thrights of copyright owners, including digital rights management
identify relevant sources of information and advice on copyright
explain protocols for handling culturally sensitive material., including Aboriginal and Torres Strait Islander cultural material.

[bookmark: O_766942]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. 
This includes access to:
legislation and regulations relevant to copyright
organisational policies and procedures relevant to performance evidence
agreements and licences.
computer resources for review of policies and procedures. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_766945]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169568][bookmark: _Toc20409460][bookmark: _Toc24286285]BSBINS504 Maintain digital repositoriesBSBLIB506 Maintain digital repositories
[bookmark: O_766492]
[bookmark: O_766493]Application
This unit describes the skills and knowledge required to populate and manage digital collections of information resources. 
It applies to individuals, working autonomously within established guidelines, with significant technical skills and knowledge in using, maintaining, improving and describing content and context of digital collections according to organisational and system guidelines.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766496]Unit Sector
[bookmark: O_766497]Technical Skills – Information Services
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. Maintain knowledge of digital repositories
	1.1 Research information sources to determine types and functions of digital repositories 
1.2 Review organisational procedures on digital repositories to ensureand confirm consistency with organisational policies 
1.3 Assess risks associated with digital repositories and refer to appropriate personnel as requiredIdentify standards and requirements relevant to preservation and copyright of digital repositories 

	2. Manage resources for digital repositories
	2.1 Locate and verify resources to add to the digital repository 
2.2 Provide information to relevant personnel regarding procedures and permissions for collecting and accessing resources 
2.23 Add resources to the digital repository using suitable relevant software applications and equipment 
2.34 Maintain digital resources to ensureand confirm access and integrity   
2.45 Remove or modify resources from the digital repository where required, following according to organisational policies and procedures 

	3. Manage metadata for digital repositories
	3.1 Create descriptive, technical and administrative metadata for digital repository resources according to organisational policies and procedures 
3.2 Edit digital repository metadata according to organisational policies and procedures




[bookmark: O_766498]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	
	Interprets and critically analyses complex text to appropriately apply material to new or existing resources and distinguishes significant information from minor references

	Writing
	Provides clarity of meaning to directive and instructional text, and conveys detailed, accurate and concise descriptions of complex data

	Oral Communication
	Uses clear and specific language to convey technical and complex information and instructions to colleagues 

	Numeracy
	Correctly interprets and provides numerical information embedded in complex information sources

	Navigate the world of workPlanning and organising
	Accepts responsibility for planning, prioritising and sequencing complex tasks and workloadTakes full responsibility for following policies and procedures
Ensures knowledge of digital repositories is kept up-to-date to provide quality services

	Interact with otherTeamworks
	Collaborates with others and shares information to optimise efficiency of operations

	Get the work donTechnologye
	Accepts responsibility for planning, prioritising and sequencing complex tasks and workload
Systematically gathers and analyses all relevant information and evaluates options to make informed decisions
Accepts responsibility for risk management, applying problem-solving processes to determine solutions 
Fully utilisesUses features of digital tools to complete complex tasks
Uses analytical and lateral thinking to create metadata that anticipates and accommodates access



[bookmark: O_766500]Unit Mapping Information
Supersedes and is equivalent to BSBLIB506 Maintain digital repositories.

[bookmark: O_766507]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc23169569][bookmark: _Toc20409461][bookmark: _Toc24286286]Assessment Requirements for BSBINS504 Maintain digital repositoriesBSBLIB506 Maintain digital repositories
[bookmark: O_766502]
[bookmark: O_766503]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
digitise information according to standards and organisational policies and procedures on at least two occasions
add to digital repository according to standards and organisational policies and procedures on at least two occasions
modify resource in digital repository according to standards and organisational policies and procedures
delete resource from digital repository according to standards and organisational policies and procedures 
create metadata on at least two occasions.

In the course of the above, the candidate must:
add to and modify andor remove resources from digital repositories using standards and organisational policies and procedures, and ensuring ensure the access and integrity of these
create and edit metadata for digital repository resources.
[bookmark: O_766504]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:
identify and describe access and preservation standards for digitisation
discuss copyright, moral rights, digital rights management and intellectual property issues and legislation that impact digital repositories
describe differentcommon digital file formats
describe digital preservation techniques
review information management principles for description and access
maintain knowledge of current trends in digital repositories
identify and describe licensing agreements covering digital resources
reference metadata standards and systems used in the industry institutions, including:
Resource Description and Analysis (RDA) 
Australian Government Location Service (AGLS)
Dublin Core
Machine Readable Cataloguing (MARC) and MARC21 
organisational policies and procedures regarding digital repositories.
reference metadata standards and systems used in Australian institutions, such as:
Anglo-American Cataloguing Rules (AACR)
Australian Government Location Service (AGLS)
Dublin Core
Machine Readable Cataloguing (MARC) and MARC21 
review organisational procedures regarding digital repositories.

[bookmark: O_766505]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. 
This includes access to:
industry-current systems and technologies for digital repositories relevant to performance evidence
organisational policies, procedures and metadata standards.
special purpose tools, equipment, materials and industry software packages. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_766508]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169570][bookmark: _Toc20409462][bookmark: _Toc24286287]BSBINS505 Provide subject access and classify materialBSBLIB509 Provide subject access and classify material
[bookmark: O_766549]
[bookmark: O_766550]Application
This unit describes the skills and knowledge required to analyse and catalogue classify complex material which requires application of bibliographic organisation methods and the ability to use interpretation and judgement to deviate from precedents where necessary.
It applies to information services professionals with highly developed technical skills who work autonomously to facilitate customer access to information.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766553]Unit Sector
[bookmark: O_766554]Technical Skills – Information Services
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. Analyse and create subject headings1 Catalogue material
	1.1 Analyse subject content of material using knowledge of general concepts and principles of bibliographic control, relevant standards and customer needs
1.2 Identify and select subject headings according to relevant standards 
1.3 Construct sufficient headings to enhance access to information using standards and authorities lists
1.4 Consult with relevant stakeholders to determine systematic and reasonable approaches to cataloguing complex material 1.1 Analyse subject content of material using knowledge of general concepts and principles of bibliographic control, relevant standards and customer needs
1.2 Create records following organisational standards, precedents and techniques, and according to industry standards
1.3 Evaluate and adapt precedents to meet specified needs
1.4 Select appropriate subject headings and cataloguing tools and standards
1.5 Construct sufficient headings to enhance access to information using standards and authorities lists
1.6 Format description
1.7 Consult with colleagues to determine systematic and reasonable approaches to cataloguing complex material where no precedents exist 

	2. Classify material2 Classify material
	2.1 Use chosen classification systems to reflect knowledge of principles of organisation 
2.2 Select a classification number consistent with classification system that reflects understanding of subject content and provides ready access for relevant stakeholders
2.3 Check catalogues for previously assigned classification numbers for similar items 2.1 Use chosen classification systems to reflect knowledge of principles of organisation 
2.2 Select a classification number consistent with classification system that reflects understanding of subject content and provides ready access for customers and staff
2.3 Check shelf list or online catalogue for previously assigned classification numbers for similar items 

	3. Facilitate continuous improvement of classification skills3 Contribute to maintenance and development of cataloguing practices
	3.1 Maintain and apply knowledge of changes in classification practices to enhance classification consistency and quality
3.2 Consult with colleagues regarding issues with classification system operations or procedures and take relevant action
3.3 Report on action taken to rectify issues with classification system
3.4 Comply with relevant standards to classification practices3.1 Maintain and apply knowledge of changes in cataloguing practices to enhance cataloguing consistency and quality
3.2 Consult with colleagues regarding issues with cataloguing system operations or procedures and take appropriate action to address problems
3.3 Create and maintain records of materials and holdings according to relevant national and organisational procedures
3.4 Comply with legislation relevant to cataloguing practices



[bookmark: O_766555]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
	Organises, analyses, evaluates and applies content from a range of structurally complex texts 

	Writing
	Utilises sophisticated writing skills to summarise information from multiple sources and express precise meaning appropriate to audience and context

	Oral Communication
	Employs active listening skills to ensure understanding and expresses ideas and concepts in a manner and form appropriate to the audience 

	Numeracy
	Identifies and comprehends relevant mathematical information in familiar activities or texts 

	Initiative and enterprise Navigate the world of work
	Works independently and collectively in making decisions to achieve organisational outcomes
Maintains knowledge of cataloguing practices relevant to own role
Takes full responsibility for following policies, procedures and legislative requirements
Seeks to improve policies and procedures to better meet organisational goals
Contributes to continuous improvement of current work practices by applying basic principles of analytical and lateral thinking

	Interact with othersTeamwork
	Collaborates and cooperates with others to achieve joint outcomes 

	Planning and organising
	Plans, organises and implements work activities in line with organisational policies and procedures, and legislative requirements

	Problem solving
	Applies analytical processes to resolve technical or conceptual problems

	Technology
	Uses main features and functions of digital tools to classify material and complete other work tasks 



[bookmark: O_766557]Unit Mapping Information
Supersedes and is equivalent to BSBLIB509 Provide subject access and classify material.

[bookmark: O_766564]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169571][bookmark: _Toc20409463][bookmark: _Toc24286288]Assessment Requirements for BSBINS505 Provide subject access and classify materialBSBLIB509 Provide subject access and classify material
[bookmark: O_766559]
[bookmark: O_766560]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
construct subject access points and accurately classify material to be catalogued 
analyse subject content for cataloguing and classification purposes
maintain and apply knowledge of bibliographic and catalogue record components, and cataloguing standards and conventions
demonstrate a collaborative approach to resolving complex problems
demonstrate use of current industry cataloguing systems.construct subject access points, accurately classify material, and review classification process on at least six occasions.

In the course of the above, the candidate must:
analyse subject content for classification purposes
maintain and apply knowledge of record components
demonstrate a collaborative approach to resolving complex problems
demonstrate use of current industry classification systems.
[bookmark: O_766561]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:
purpose and function of various classification tools
classification schemes relevant to work context
subject access and control of methods, including:
authority control procedures
subject headings lists
thesauruses
procedures for the application of authority systems and files
methods of modifying and upgrading records to suit relevant stakeholder needs, including:
additional access points
establishing new authorities
current industry trends relating to classification processes
relevant standards.
describe the purpose and function of various cataloguing tools
select and apply appropriate classification schemes relevant to work context
demonstrate subject access and control of methods, including:
authority control procedures
subject headings lists
thesauruses
demonstrate application of authority systems and files
select and apply common automated cataloguing modules relevant to work context
critically review catalogue maintenance principles and activities
compare and contrast ways of modifying and upgrading records to suit customer needs, including:
additional access points
establishing new authorities
analyse precedents and their use to inform cataloguing of complex materials and demonstrate interpretation and judgement to deviate from precedents where necessary
identify and apply national and international cataloguing standards
review current industry trends relating to cataloguing and classification processes
discuss copyright, moral rights and intellectual property issues and legislation relevant to cataloguing practices.

[bookmark: O_766562]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. 
This includes access to:
organisational cataloguing standards, policies and procedures
current industry cataloguing and classification tools, equipment, materials and industry software packages relevant to 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_766565]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169572][bookmark: _Toc20409464][bookmark: _Toc24286289]BSBINS506 Implement lending and borrowing processes for library collectionsBSBLIB501 Manage lending and borrowing processes for collections
[bookmark: O_766321]
[bookmark: O_766322]Application
This unit describes the skills and knowledge required to establish and implement procedures for lending and borrowing collection material in library and information services environments.
It applies to individuals who possess specialised knowledge, have a degree of autonomy and are responsible for protecting the integrity of collection material.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766325]Unit Sector
[bookmark: O_766326]Technical Skills – Information Services
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. Review procedures for lending and borrowing collection material
	1.1 Confirm conditions and criteria for lending and borrowing collection material
1.2 Determine Identify limits of responsibility in relation to lending and borrowing collection material
1.3 Verify lending and borrowing procedures with relevant stakeholders 

	2. Negotiate lending and borrowing of collection material
	2.1 Conduct negotiations with lenders and borrowers according to procedures according to organisational policies and proceduresand in a manner that maintains goodwill between individuals and relevant organisations
2.2 Confirm loan or borrowing conditions and costs, and assess whether these can be met
2.3 Assess risks for the organisation associated with lending or borrowing transactions and take steps to address themaction accordingly
2.4 Complete and review written agreements ensuring consistency in negotiations and procedures
2.5 Arrange for execution of written agreements by relevant parties
2.6 Complete organisational records consistent with procedures

	3. Manage operations
	3.1 Instigate operational arrangements for lending and borrowing to proceed
3.2 Monitor operations to ensureand confirm lending and borrowing of collection material proceeds according to plan
3.3 Review lending and borrowing procedures on a regular basis and take steps to improve own performance as required 



[bookmark: O_766327]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
	Interprets workplace documentation and applies rules to borrowing transactions
Checks prepared documentation for compliance with agreed terms and organisational procedures

	Writing
	Develops written agreements consistent with agreed outcomes and procedures
Accurately maintains workplace records in line with organisational requirements

	Oral Communication
	Participates in verbal exchanges of ideas and elicits views and opinions of others by listening and questioning
Uses clear language to contribute information and express requirements

	Numeracy
	Determines and monitors borrowing and lending costs and transactions in line with organisational procedures

	Navigate the world of workTeamwork
	Works independently and collectively in making decisions to achieve organisation outcomes
Seeks to improve policies and procedures to better meet organisational goals
Takes responsibility for managing organisational procedures and systems relevant to own role

	Self-managementInteract with others
	Takes responsibility for managing organisational procedures and systems relevant to own role 
Takes responsibility for planning and organising own workload, and considers how to link with the work of othersAdapts personal communication style to build a positive working relationship and show respect for opinions, values and particular needs of others

	Get the work doneTechnology
	Takes responsibility for planning and organising own workload, and considers how to link with the work of others
Evaluates effectiveness of systems and processes to inform decisions on how to implement improvements
Systematically gathers and analyses all relevant information and evaluates options to make decisions
Accepts responsibility for risk management, applying problem-solving processes to determine solutions
Uses main features and functions of digital tools to complete work tasks and access information



[bookmark: O_766329]Unit Mapping Information
Supersedes and is equivalent to BSBLIB501 Manage lending and borrowing processes for collections.
Supersedes but is not equivalent to:
BSBLIB401 Record and maintain collection information
BSBLIB502 Manage the development of collections.

[bookmark: O_766336]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169573][bookmark: _Toc20409465][bookmark: _Toc24286290]Assessment Requirements for BSBINS506 Implement lending and borrowing processes for library collections
BSBLIB501 Manage lending and borrowing processes for collections
[bookmark: O_766331][bookmark: O_766332]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
implement lending and borrowing procedures for materials collection on at least three two occasions. 

In the course of the above, the candidate must:
review procedures for lending and borrowing collection material
implement lending and borrowing procedures for collection material
work cooperatively with others involved in lending and borrowing collection material.
[bookmark: O_766333]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:
identify and explain commonkey procedures and practices for lending and borrowing collection material, both for specific items and whole collections
key features of describe legal, ethical and financial requirements for lending and borrowing collection material
locate and interpret cultural protocols for lending and borrowing collection material, including those associated with Aboriginal or Torres Strait Islander cultural material
identify and explain purpose of subject matter expertise relevant to the work context
identify potentialkey sources for lending and borrowing collection material in a given work context
list commonlykey aspects required of resources for lending and borrowing collection material.
explain security and protection issues impacting lending or borrowing
describe intellectual property rights of stakeholders, including donors and recipients.

[bookmark: O_766334]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. 
This includes access to:
Organisational policies and procedures relevant to performance evidence
a collection, – for which procedures for lending and borrowing collection materials may be reviewed.
personnel required for communication and negotiation.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_766337]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10 


[bookmark: _Toc23169574][bookmark: _Toc20409466][bookmark: _Toc24286291]BSBINS507 Use advanced functions of integrated library management systemsBSBLIB510 Use and monitor advanced functions of integrated library management systems
[bookmark: O_766682]
[bookmark: O_766683]Application
This unit describes the skills and knowledge required to use and evaluate the functionality of integrated library management systems (ILMS) at an advanced level and to analyse the interrelated functions of an ILMS, as well as evaluate the systems and services.
It applies to individuals working autonomously, within established policies and procedures, in functional areas of libraries. In some contexts, work may involve supervisory or team leader roles.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766686]Unit Sector
[bookmark: O_766687]Technical Skills – Information Services
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. Extend expertise in use of ILMS1 Extend expertise in use of ILMS
	1.1 Maintain currency of knowledge of basic functions and interrelation of different modules of an ILMS
1.2 Research ILMS industry trends  
1.3 Provide information to stakeholders regarding online catalogue and circulation systems1.1 Maintain currency of knowledge of basic functions and interrelation of different modules of an integrated library management system
1.2 Research enhanced functions of online catalogues, including web interfaces and applications
1.3 Provide information to customers regarding online catalogue and circulation systems

	2. Use advanced features of ILMS and assist customers2 Use advanced features of ILMS to assist customers
	2.1 Use advanced search features of online catalogues to locate information resources for relevant stakeholders
2.2 Use advanced circulation system functionality to resolve complex borrower problems and complaints
2.3 Provide information to relevant stakeholders regarding range of services that may incur costs
2.4 Inform relevant stakeholders of costs of services 
and refer complex customer transactions to relevant specialist2.1 Use advanced search features of online catalogues to locate information resources for customers
2.2 Use advanced circulation system functionality to resolve complex borrower problems and complaints
2.3 Provide information to customers regarding range of services that may incur costs
2.4 Process financial transactions and provide customers with information about pre-paid service transactions
2.5 Refer complex customer transactions to relevant personnel

	3. Use advanced ILMS functions for collection management3 Use advanced ILMS functions for collection management
	3.1 Order and receive library resources using acquisitions systems and procedures
3.2 Create records using cataloguing systems and procedures
3.3 Create reports with different modules3.1 Order and receive library resources using automated acquisitions systems and procedures
3.2 Create records using automated cataloguing systems and procedures
3.3 Create reports and statistical data with different modules

	4. Evaluate functionality of ILMS4 Evaluate functionality of ILMS
	4.1 Evaluate functions of existing ILMS in relation to relevant stakeholder and organisational needs
4.2 Source and review information on current industry trends in relation to ILMS, including potential new systems, upgrades or add-ons
4.3 Consult with relevant personnel and make recommendations regarding improvements to ILMS4.1 Evaluate functions of an existing ILMS in relation to customer and organisational needs
4.2 Source information on current industry trends in relation to ILMS, including potential new systems, upgrades or add-ons
4.3 Consult with relevant personnel and make appropriate recommendations regarding improvements to ILMS



[bookmark: O_766688]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
	Critically organises, analyses, evaluates and applies content from a range of structurally complex texts

	Writing
	Accurately records information and completes documentation using required format, terminology and conventions specific to organisational requirements

	Oral Communication
	Employs active listening skills to ensure understanding and expresses ideas and concepts in a manner and form appropriate to the audience

	Navigate the world of workInitiative and enterprise
	Maintains currency of knowledge relevant to own role on developments in integrated library management systems
Takes full responsibility for following organisational policies and procedures
Seeks to improve policies and procedures to better meet organisational goals

	Self-management
	Takes responsibility for following organisational policies and procedures

	Planning and organising
	Plans and sequences complex activities, monitors implementation and manages relevant communication

	Problem solving
	Applies systematic and analytical decision-making processes for complex situations
Uses problem-solving techniques to identify and analyse issues, to generate possible solutions, seeking input from others as required

	Teamwork
	Adapts personal communication style to build a positive working relationship, and shows respect for opinions, values and specific needs of others

	Technology
	Utilises features of digital tools to complete complex tasks



[bookmark: O_766690]Unit Mapping Information
Supersedes and is equivalent to BSBLIB510 Use and monitor advanced functions of integrated library management systems.

[bookmark: O_766697]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169575][bookmark: _Toc20409467][bookmark: _Toc24286292]Assessment Requirements for BSBINS507 Use advanced functions of integrated library management systemsBSBLIB510 Use and monitor advanced functions of integrated library management systems
[bookmark: O_766692]
[bookmark: O_766693]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
source and evaluate information regarding current industry trends in relation to ILMS on at least three two occasions
use basic and advanced features of an ILMS to locate information resources for customers on at least three occasions
evaluate functionality of an ILMS and make recommendations for improvements.

In the course of the above, the candidate must:
use basic and advanced features of an ILMS  to locate information resources for customers
conduct basic and advanced online catalogue searches
provide information to customers in a courteous and helpful manner consistent with organisational policies and procedures.
source and evaluate information regarding current industry trends in relation to ILMS
evaluate functionality of an ILMS and make recommendations regarding new systems, upgrades and add-ons.
[bookmark: O_766694]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:
basic operation of automated library management systems, including interrelation between cataloguing, circulation, online catalogue and acquisitions modules
basic and advanced features of automated library management systems, including customer self-service systems and associated technologies
implications of relevant workplace policies and procedures in relation to lending and inter-library loans
procedures for document delivery modules
procedures for handling money and security
best practice customer service policies and procedures
impact of relevant legislation on provision of library and information services.

[bookmark: O_766695]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. 
This includes access to:
relevant organisational policies and procedures manuals relevant to performance evidence
current industry systems, equipment, tools, materials and industry software packages relevant to 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_766698]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169576][bookmark: _Toc20409468][bookmark: _Toc24286293]BSBINS508 Research and analyse information to meet library customer needsBSBLIB511 Research and analyse information to meet customer needs
[bookmark: O_766853]
[bookmark: O_766854]Application
This unit describes the skills and knowledge required to provide customers with access to, and an analysis of, diverse and complex sources of information.
It applies to individuals working in public, corporate or institutional libraries, record management units, government departments, tourist information centres, community advisory organisations or other library and information services contexts, who respond to complex information needs, working autonomously with and consultinglimited guidance from others relevant stakeholders.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766857]Unit Sector
[bookmark: O_766858]Technical Skills – Information Services
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. Analyse information needs
	1.1 Determine complete nature of information needs requirement with reference to relevant documentation or information from customers
1.2 Conduct reference interviews with customers to determine specific information needs, including level, type and amount of information required
1.3 Confirm the level of complexity customers need in their information customers’ required information complexity
1.4 Formulate complex search strategies using sound knowledge of a broad range of potential information sources
1.5 Identify and assess customer expectations in relation to available resources and likely constraints
1.6 Advise customers of likely outcomes of information search and possible delivery options
1.7 Review and revise search terms or topics in consultation with customers 

	2. Implement information location strategies Implement strategies to locate difficult to find information
	2.1 Consider access to information sources into account when evaluating different search strategies
2.2 Select and prioritise information sources
2.3 Evaluate and select logical and reasonable strategies to locate difficult to find information
2.4 Consult with colleaguesrelevant stakeholders, as where required, to identify appropriate information sources
2.5 Use effective advanced search techniques to locate relevant information
2.6 Assist customers to actively participate in search processes through practical demonstration of information-seeking skills

	3. Ensure Review quality of customer service
	3.1 Assess Check information obtained collected for its validity, reliability and suitability in relation to customer requirements and expectations
3.2 Ensure Evaluate appropriate packaging and presentation of information to meet customer requirements and expectations, ensuring inclusion of relevant support information
3.3 Communicate with customers regarding problems, difficulties, suitable alternatives or and follow‑up requirements
3.4 Observe cultural sensitivities, ethics, privacy and copyright and licencing issues and obligations in meeting customer requirements



[bookmark: O_766859]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
	Critically organises, evaluates and applies content from a range of structurally complex texts

	Writing
	Prepares documentation and correspondence using clear language and correct spelling and terminology

	Oral Communication
	 Effectively pParticipates in verbal exchanges using active listening and questioning to clarify information
Clearly explains detailed information using language, tone and pace appropriate to audience

	Navigate the world of workSelf-management
	Takes personal responsibility for following explicit and implicit policies, procedures and regulatory requirements

	Interact with othersPlanning and organising
	Sequences and schedules complex activities, monitors implementation and manages relevant communicationAdapts personal communication style to build a positive working relationship and show respect for opinions, values and particular needs of others

	Get the work doneProblem solving
	Sequences and schedules complex activities, monitors implementation and manages relevant communication
Systematically gathers and analyses all relevant information and evaluates options to make decisions about the most efficient and effective way of responding to a range of complex information requests from customers
Approaches decision-making in diverse ways involving others when appropriate but and making unilateral decisions when required 
Fully utilises features of digital tools to complete complex tasks
Uses digital tools safely, legally and ethically when gathering, storing, accessing or sharing information

	Technology
	Utilises features of digital tools to complete complex tasks
Uses digital tools safely, legally and ethically when gathering, storing, accessing or sharing information



[bookmark: O_766861]Unit Mapping Information
Supersedes and is equivalent to BSBLIB511 Research and analyse information to meet customer needs.
Supersedes but is not equivalent to BSBCUE405 Survey stakeholders to gather and record information.

[bookmark: O_766868]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169577][bookmark: _Toc20409469][bookmark: _Toc24286294]Assessment Requirements for BSBINS508 Research and analyse information to meet library customer needsBSBLIB511 Research and analyse information to meet customer needs
[bookmark: O_766863]
[bookmark: O_766864]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
analyse customer needs, implement location strategy and review quality of service on at least six occasions.

In the course of the above, the candidate must:
conduct reference interview
analyse information to ensure suitability to meet customer needs
apply knowledge of the organisation’s reference, research and general collections
apply knowledge of types and scope of databases and other accessible reference tools
define, locate, analyse and evaluate information
demonstrate effective interviewing, communication and negotiation with customers about information needs
efficiently and effectively respond to complex and varied information requests
demonstrate effective search techniques usinguse a range of of print and electronic information sources and tools
demonstrate working within time constraints that reflect industry practice and standards.
[bookmark: O_766865]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:
describe scope and range of information sources available in print and electronic formats, including databases and technologies, such as current and emerging web applications
analyse various techniques for searching and retrieving information from a range of sources, including the internet and other electronic sources

compare and contrast strategies for obtaining information from external agencies or specialist organisations
describe a range of available delivery options for presentation of information resources
outline legal considerations relating to accessing information sources
define bibliographic standards
evaluate several reference sources and databases, both print and online
identify and describe protocols associated with culturally sensitive material, including Aboriginal or Torres Strait Islander cultural material.

[bookmark: O_766866]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. 
This includes access to:
opportunities for interaction with others to reflect the communication and negotiation aspects of this unit
access to:
relevant organisational policies and procedures documents relevant to performance evidence
a range of information sources and information systems
special purpose tools, equipment, materials and industry software packages relevant to 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_766869]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169578][bookmark: _Toc20409470][bookmark: _Toc24286295]BSBINS509 Promote literature and readingBSBLIB507 Promote literature and reading
[bookmark: O_766511]
[bookmark: O_766512]Application
This unit describes the skills and knowledge required to research and implement strategies that encourage and enhance literature and reading in a wide variety of contexts. Particular emphasis is on improving the literacy of customers by creating environments that provide access to relevant and attractive reading material in a variety of formats to suit a range of ages, reading levels and needs.
It applies to individuals responsible for promoting literature and reading to clients as a way of meeting their needs. It applies in many industries, including libraries, information and cultural services, community services and health. Work is undertaken with limited supervision according to organisational guidelines.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766515]Unit Sector
[bookmark: O_766516]Technical Skills – Information Services
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. Maintain knowledge about literature and reading1 Maintain knowledge about literature and reading
	1.1 Research promotion of, literature and reading and its importance to society
1.2 Recognise reading levels and interests of various customer groups
1.3 Source reviews about literature from a range of sources
1.4 Identify classification systems and shelving options for literary works and literary information for a range of formats
1.5 Update own knowledge of a broad range of literary works, publishing trends and formats
1.6 Share information collected on literary works, trends and formats with colleagues1.1 Research promotion of literacy, literature and reading and its importance for an informed society
1.2 Recognise reading levels and tastes of different customer groups
1.3 Maintain a record of key types of publications that provide information about literature
1.4 Source independent, print and electronic publisher reviews about literature
1.5 Use recognised classification systems to physically locate literary works and literary information
1.6 Update own knowledge of a broad range of literary works, publishing trends and formats
1.7 Share information collected on literary works, publishing trends and formats with colleagues

	2. Implement a range of strategies to promote literature and reading 2 Implement a range of strategies to promote literature and reading 
	2.1 Research methods used to organise and access literature collections
2.2 Develop own strategies to promote literature and reading and use current or emerging technologies
2.3 Interview and provide advice to customers to meet their literature and reading needs
2.4 Source information from a range of sources to meet customer literature requests
2.5 Identify and assess strategies used by organisations to promote reading, and adapt as required for the organisation
2.6 Recommend literary works and literary information based on customer requests2.1 Research methods used to organise and access literature collections
2.2 Develop own strategies to promote literature and reading, including using current or emerging technologies
2.3 Interview and provide advice to customers to meet their literature and reading needs
2.4 Source information to meet customer literature requests
2.5 Identify and assess strategies used by organisations to promote reading, and adapt as appropriate for the organisation
2.6 Recommend purchase of literary works and literary information based on customer requests and analysis of reviews 

	3. Monitor and evaluate effectiveness of strategies to promote literature and reading3 Monitor and evaluate effectiveness of strategies to promote literature and reading
	3.1 Monitor feedback of strategies implemented to promote literature and reading
3.2 
Suggest methods to determine the effectiveness of strategies used to promote literature and reading
3
.3 Recommend changes to strategies in response to evaluation of feedback3.1 Analyse usage data to determine effectiveness of strategies
3.2 Track solicited and unsolicited feedback to the organisation regarding literature collections
3.3 Recommend changes to strategies in response to evaluation feedback



[bookmark: O_766517]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
	Selects, synthesises and critically evaluates ideas and information from multiple texts, continually reflecting on relevance of texts to meet identified need

	Writing
	Uses written text to develop hypotheses, explore complex issues, plan and problem-solve, as well as a functional tool to maintain records, share information and provide advice

	Oral Communication
	Utilises a range of oral structures to convey precise meaning
Adapts language to audience, context and purpose
Employs active listening skills particularly when conducting interviews in a reader advisory role or sharing information with colleagues

	Numeracy
	Interprets and utilises mathematical information related to statistical data, trends and classification systems

	Initiative and enterprise Navigate the world of work
	Works independently and collectively in making decisions to achieve organisation outcomes
Seeks to improve policies and procedures to better meet organisational goals
Uses analytical and lateral thinking to review current practices and develop new or improved processes, models and servicesTakes personal responsibility for following explicit and implicit workplace procedures

	Interact with otherTeamworks
	Provides support in field of expertise to management team
Cooperates with others and contributes to work practices where joint outcomes are expected

	Get the work doneTechnology
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomes
Evaluates effectiveness of systems and processes to inform decisions on how to implement improvements
Systematically gathers and analyses all relevant information and evaluates options to make informed decisions 
Uses analytical and lateral thinking to review current practices and develop new or improved processes, models and services
Uses a range of digitally based technology and applications to access and filter data, and then extract, organise, integrate and share relevant information 

	Planning and organising
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomes



[bookmark: O_766519]Unit Mapping Information
Supersedes and is equivalent to BSBLIB507 Promote literature and reading.
[bookmark: O_766526]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169579][bookmark: _Toc20409471][bookmark: _Toc24286296]Assessment Requirements for BSBINS509 Promote literature and readingBSBLIB507 Promote literature and reading
[bookmark: O_766521][bookmark: O_766522]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
on at least two occasions interview and provide advice to customers to meet their literature and reading needs
share information collected on literary works, trends and formats with colleagues
monitor and evaluate effectiveness of strategies to promote literature and reading.

In the course of the above, the candidate must:
develop, implement and evaluate strategies to promote literature and reading
meet customer literature requests 
apply information literacy skills when promoting literature and reading
promote use of an organisation’s collections and resources.
[bookmark: O_766523]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:
define theconcepts concept of literacy and literature describe and the role organisations play in promoting reading
analyse scope and arrangement of literature collections in libraries and related organisations
identify relevant literature information sources located in publications, including such as:
blogs
catalogues
databases
websites
key describe and contrast methods for arranging literature collections
identify several frequently asked literature requests and outline strategies for answering such requests
identify several literature reference resources and describe theircommon application of eachs
common describe categories and genres into which literature is divided.

[bookmark: O_766524]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. 
This includes access to:
use of special purpose tools, equipment, materials and industry software packages relevant to performance evidence
access to:
literature reference tools and resources
current industry systems to research information on literature
information about current and emerging technologies to promote literature.
. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_766527]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169580][bookmark: _Toc20409472][bookmark: _Toc24286297]BSBINS510 Develop community and stakeholder relationships in a library environmentBSBLIB512 Develop and maintain community and stakeholder relationships
[bookmark: O_766910]
[bookmark: O_766911]Application
This unit describes the skills and knowledge required to develop and maintain relationships with people and organisations in local communities through regular and ongoing consultation to maintain the quality of service provision.
It applies to individuals who work in any a library or information services environmentindustry or community context where there is a need for a proactive approach to establishing and building networks and relationships between organisations and stakeholders and who operate autonomously, often with managerial responsibility.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766914]Unit Sector
[bookmark: O_766915]Technical Skills – Information Services
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. Plan stakeholder consultation
	1.1 Review and assess current and potential stakeholders to and determine needs, interests, and priorities and trends, in consultation with colleagues
1.2 Identify key relevant stakeholders, their representatives and ways methods to establish and maintain linkscontact
1.3 Research and maintain a collection of current relevant information on stakeholders
1.4 Check organisational plans for appropriate relevant reference to stakeholder interaction with stakeholders
1.5 Ensure Confirm that planning process takes account of relevant internal and external factors

	2. Establish productive stakeholder relationships 
	2.1 Use a range of of formal and informal strategies to facilitate relationships between stakeholders and own organisation
2.2 Identify and assess strategies for formal links between own organisation and key stakeholders
2.3 Implement strategies likely to be successful inand establishing productive relationships with stakeholders
2.4 Determine purpose and parameters of specific consultations, and brief participants accordingly
2.5 Integrate information from stakeholder consultations into organisational planning and share with relevant colleagues 
in a timely manner
2.6 Monitor, evaluate, and continuously improve Monitor and evaluate stakeholder relationships and take appropriate action to continuously improve them, in consultation with colleagues

	3. Represent organisation to local community
	3.1 Communicate organisational role accurately, confidently and clearly to promote stakeholder awareness
3.2 Promote organisation to external bodies that have a stake in its role, funding and operationsrelevant stakeholders



[bookmark: O_766916]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
	Interprets and analyses complex documents making connections to inform planning and strategy

	Writing
	Employs appropriate vocabulary and tone to effectively communicate to different audiences
Uses appropriate forms and conventions to convey information clearly

	Oral Communication
	Articulates clearly and persuasively, listening to opinions of others and altering responses accordingly
Participates in a verbal exchange of ideas/solutions and uses detailed, clear language to clarify and present information according to requirements and audience

	Navigate the world of workSelf-management
	Ensures knowledge of community networks relevant to own role is accurate, comprehensive and current
Works independently and collectively in making decisions to achieve organisational outcomes 
Seeks to improve policies and procedures relevant to own role to better meet organisational goals

	Interact with othersTeamwork
	Uses appropriate conventions and protocols when communicating with colleagues and external stakeholders
Develops and implements communications strategies with internal and external persons to build rapport
Plays a lead role in collaborating, consulting and cooperating with stakeholders to promote an understanding of the organisation’s role

	Get the work done
	Plans, organises, implements and reviews systems and processes for effective engagement with stakeholders
Evaluates effectiveness of systems and processes to inform decisions on how to implement improvements
Systematically gathers and analyses all relevant information and evaluates options to make informed decisions 
Uses problem-solving techniques to identify and analyse issues
Uses analytical and lateral thinking to identify opportunities to engage with and maximise involvement of stakeholders
Uses main features and functions of digital tools to complete work tasks

	Initiative and enterprise 
	Seeks to improve policies and procedures relevant to own role to better meet organisational goals

	Planning and organising
	Plans, organises, implements and reviews systems and processes for effective engagement with stakeholders

	Problem solving
	Uses problem-solving techniques to identify and analyse issues
Uses analytical and lateral thinking to identify opportunities to engage with and maximise involvement of stakeholders

	Technology 
	Uses main features and functions of digital tools to complete work tasks



[bookmark: O_766918]Unit Mapping Information
Supersedes and is equivalent to BSBLIB512 Develop and maintain community and stakeholder relationships.

[bookmark: O_766925]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169581][bookmark: _Toc20409473][bookmark: _Toc24286298]Assessment Requirements for BSBINS510 Develop community and stakeholder relationships in a library environmentBSBLIB512 Develop and maintain community and stakeholder relationships
[bookmark: O_766920]
[bookmark: O_766921]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
proactively develop, establish and maintain relationships with stakeholders in a library environment on at least three occasions. 

In the course of the above, the candidate must:
in ways that support the needs of own organisation
facilitate effective consultation with a broad range of stakeholders relevant to the industry.
[bookmark: O_766922]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:
describe role and nature of promotion, advocacy and networks in the library,  and information, and museums and galleries sectors
explain nature and range of stakeholder groups, including special needs and cultural considerations
identify key features, costs and benefits of different consultation mechanisms
describe networking techniques and strategies
describe planning and organisational techniques for community consultations
outline legal issues relevant to community/stakeholder consultation, including relevant health and safety requirements
outline governance obligations associated with the organisation and its stakeholdersorganisational policies and procedures relevant to performance evidence.

[bookmark: O_766923]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. 
This includes access to:
strategic plans and relevant policies and procedures manuals
resources to implement consultation processes
project or work activities conducted over a period to time that allow involvement of and interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_766926]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169582][bookmark: _Toc20409474][bookmark: _Toc24286299]BSBINS511 Develop and promote library activities, events and public programsBSBLIB503 Develop and promote activities, events and public programs
[bookmark: O_766378][bookmark: O_766379]Application
This unit describes the skills and knowledge required to plan, develop and promote activities, events and public programs for different customer groups.
It applies to individuals who work in a broad range of industry contexts and who focus on short-term planning and promotion of an activity, event or public program, and may have responsibility for the work outcomes of others.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_766382]Unit Sector
[bookmark: O_766383]Technical Skills – Information Services
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. Establish scope of public programs
	1.1 Identify activities, events or public programs that meet current or future organisational priorities requirementsand  and policieies
1.2 Evaluate Assess external influences that may impact development of programs
1.3 Research customer needs, current development initiatives and wider community needs
1.4 Establish educational, interpretive and commercial objectives in consultation with appropriate relevant stakeholders

	2. Develop concepts for public programs
	2.1 Develop and document concepts for storylines, interpretive messages and themes
2.2 Integrate cultural and environmental protocols into concept development
2.3 Identify and use specialists as required
2.4 Prepare and present proposals for approval consistent with organisational procedures

	3. Prepare to stage activities, events and public programs
	3.1 Obtain resources required to complete activity, event or public program
3.2 Agree on preparationPrepare timeframes with relevant parties, and take steps to coordinate with other activities
3.3 Confirm facilities are capable of delivering activities to the specified range of users, and provide a suitable and safe environment
3.4 Ensure Confirm suitable resources are available to operate the required facilities 
3.5 Undertake risk audits, including copyright issues, and take appropriate action according to organisational policies and procedures

	4. Organise publicity
	4.1 Assess Identify suitability of existing promotional materials for activities, events and public programs and audience
4.2 Contribute to development of strategies that target audiences within resource and time constraintsaccording to organisational policies and procedures
4.3 EnsureConfirm material contains valid and reliable information and appropriate interpretations

	5. Evaluate programs
	5.1 Obtain Collect and provide formal and informal feedback from, and to, customers and colleaguesrelevant stakeholders
5.2 Modify activities according to feedback received and use feedback to inform future development
5.3 Establish and implement ongoing review mechanisms to ensureand confirm continuous improvement of programs



[bookmark: O_766384]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 interprets different texts that meet requirements of the organisation

	Writing
	Prepares specific information which conveys an understanding of outcomes and alternatives, and uses terminology appropriate to present to relevant personnel

	Oral Communication
	Participates in a verbal exchange of ideas/solutions and uses detailed and clear language to clarify and present information according to requirements and audience

	Numeracy
	Uses basic mathematical calculations to allocate and track resources to meet requirements within a set timeframe

	Navigate the world of workSelf-management
	Works independently and collectively in making decisions to achieve organisation outcomes
Takes full responsibility for following policies and procedures 
Accepts responsibility for risk management, applying problem solving processes to determine solutions

	Interact with others
	Collaborates and cooperates with others to achieve joint outcomes
Uses appropriate conventions and protocols when communicating with colleagues and external stakeholders

	Get the work done
	Accepts responsibility for planning and sequencing complex tasks and workload, negotiating key aspects with others taking into account capabilities, efficiencies and effectiveness
Systematically gathers and analyses all relevant information and evaluates options to make informed decisions
Uses formal and informal processes to evaluate solutions as part of continuous improvement
Uses problem-solving techniques to identify and analyse issues
Contributes to development and implementation of promotional strategies
Accepts responsibility for risk management, applying problem-solving processes to determine solutions
Uses main features and functions of digital tools to complete work tasks and access information

	Problem solving
	Uses problem solving techniques to identify and analyse issues

	Teamwork 
	Collaborates and cooperates with others to achieve joint outcomes

	Organising and planning
	Accepts responsibility for planning and sequencing complex tasks and workload, negotiating key aspects with others taking into account capabilities, efficiencies and effectiveness


	Technology
	Uses main features and functions of digital tools to complete work tasks and access information



[bookmark: O_766386]Unit Mapping Information
Supersedes and is equivalent to BSBLIB503 Develop and promote activities, events and public programs.
Supersedes but is not equivalent to:
BSBEDU305 Assist with international education events and programs
BSBLIB504 Develop exhibition concepts.

[bookmark: O_766393]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169583][bookmark: _Toc20409475][bookmark: _Toc24286300]Assessment Requirements for BSBINS511 Develop and promote library activities, events and public programsBSBLIB503 Develop and promote activities, events and public programs
[bookmark: O_766388][bookmark: O_766389]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
research, plan, develop and promote an activitiesactivity, according to organisational policies and procedures events or public programs to meet specified needs
research, plan, develop and promote an event, according to organisational policies and procedures 
research, plan, develop and promote a public program, according to organisational policies and procedures.
 

In the course of the above, the candidate must:
conduct and evaluate effectiveness of activities, events or public programs.
[bookmark: O_766390]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:
key identify subject matter around which activities, events or public programs are developed
outline features of typical policies, procedures and practices relating to provision of activities, events and public programs
explain the concept of sustainable practice and its relevance to development of public programs
relevant identify sources of advice and specialist assistance for activity development
discuss techniques for planning and scheduling activities, events and public programs
outline interpretation techniques suitable for a wide range of audiences
key identify resources for planning, promoting, delivering and evaluating activities, events and public programs
explain cultural protocols to be observed in developing programs, including those relating to Aboriginal or Torres Strait Islander contexts
identify copyright, moral rights, privacy and intellectual property issues and legislation that impact development of activities, including those relevant to Aboriginal and Torres Strait Islander cultures, child protection and trade practices.

[bookmark: O_766391]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. 
This includes access to:
access to organisational documentation, equipment and resources relevant to the activity, event or public program
realistic workplace constraints, such as:
budget
space limitations
resource constraints
availability of staff. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_766394]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169584][bookmark: _Toc20409476][bookmark: _Toc24286301]BSBINS512 Monitor business records systemsBSBRKG502 Manage and monitor business or records systems
[bookmark: O_709740]
[bookmark: O_709741]Application
This unit describes the skills and knowledge required to set up the operational frameworks for the creation, capture and use of records and to monitor and review these frameworks and activities within an organisation. business or records system of a specific business domain.
It applies to individuals who work closely with other staff members in an organisation and may also have a degree of individual responsibility and autonomy. They use a range of organisational, analytical and managerial techniques to perform their work in business and records systems or in specialist recordkeeping environments, such as archives.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_709744]Unit Sector
[bookmark: O_709745]Technical Skills – Information Services
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. Determine Identify requirements or modifications
	1.1 Identify and document core business, supporting activities, resources, business and social context, using observation and consultation
1.2 Identify security and access requirements for records system content from analysis of organisation’s activitiesDetermine security and access requirements for business or records system content from analysis of organisation’s activities
1.3 Analyse organisational reporting and accountability requirements in the context of the business documentation
1.4 Identify organisational functions and activities for which records must be kept
, from analysis of business and context documentation
1.5 Determine Identify format content and metadata of records for each organisational function from analysis of the business and its context

	2. Devise Develop an appropriate recordkeeping system
	2.1 Identify metadata needed to store, locate and retrieve records in a records systemDetermine metadata needed to manage record storage, location and retrieval in a business or records system
2.2 Select scale, and number of business or records systems appropriate relevant to scale size and nature of business operations
2.3 Select technological requirements of business or records systems appropriate relevant to scale size and nature of business operations
2.4 Select cost structure for business or records systems appropriate relevant to scalesize, nature, and organisational cash flow requirements
2.5 Ensure Confirm maintenance, disposal and updating requirements of business or records system conform to scalesize, nature, and culture of the organisation
2.6 Select business or records system suited to the projected growth of the organisation

	3. Develop an implementation plan
	3.1 Identify and document recordkeeping responsibilities of individual personnel or organisational units
3.2 Develop measurable performance indicators for recordkeeping activities
3.3 Develop Contribute to the development of policies procedures and procedures guidelines for capturing and controlling records
3.4 Communicate an implementation plan to users of the system and other relevant organisational staff

	4. Monitor and review business or records system
	4.1 Monitor business and records system and notify staff in accordance withaccording to approved timeframes, frequency, and organisational policies and guidelines where applicableimplementation plan
4.2 Record details of variation from business or records system’s rules, standards and procedures that exceed agreed limitsimplementation plan
4.3 Provide required reports to appropriate relevant authority relating to use and maintenance of records
4.4 Designate responsibilities to staff for record creation and capture activities in accordance with organisational policies and proceduresies

	5. Identify Review and respond to problems and changes
	5.1 Use monitoring reports and external events to identify any problems and changesissues that require a systemic response 
5.2 Make recommendations for revisions to systems, procedures, and strategic plans in response to identified variations, changes and problemsissues
5.3 Make and Devise review amendments to systems and implementation or other plans, where required
5.4 Prepare recommendations for system amendments, planning and implementation
5.5 Authorise or gain authorisation, for procedures for using the business or records systems, and for any subsequent alterations and amendments to the procedures



[bookmark: O_709746]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	
	Evaluates and interprets information from a range of relevant sources and identifies relevant and key informationCritically evaluates content from a range of structurally complex texts and applies to own context

	Writing
	Creates documents to convey information and instructions using language and format appropriate to text and audienceUses clear, accurate and relevant language to organise, record and update information and complete workplace documentation

	Oral Communication
	Uses active listening and questioning techniques to confirm and clarify information
Communicates using words and non-verbal features appropriate to the audience and contextEmploys active listening and questioning techniques to confirm requirements
Clearly articulates plans and responsibilities to relevant personnel using appropriate language and features

	Numeracy
	Interprets, compares and contrasts numerical data to determine needs
Uses numerical systems associated with record storage systemsIdentifies and comprehends numerically expressed information in financial records and other business documentation that informs of recordkeeping system requirements
Assesses need for numerical information in metadata and calculates costs associated with system structure and operation

	Planning and organisingNavigate the world of work
	Uses understanding of organisational requirements in planning an appropriate recordkeeping system 
Sequences and schedules tasks required to achieve outcomes and manages relevant communicationDevelops and maintains organisational policies and procedures, monitors adherence, and understands how own role contributes to broader goals of the work environment

	TechnologyInteract with others
	Uses digital systems to monitor business records systemSelects the appropriate form, channel and mode of communication for a specific purpose relevant to own role

	Get the work done
	Takes responsibility for planning and organising own workload and tasks to ensure work deadlines are met
Makes decisions by using systematic, analytical processes, setting goals, gathering relevant information and identifying and evaluating options against agreed criteria
Understands the purposes, specific functions and key features of digital systems and tools 
Recognises and addresses some unfamiliar problems of increasing complexity within own scope



[bookmark: O_709748]Unit Mapping Information
Supersedes and is equivalent to BSBRKG502 Manage and monitor business or records systems.
Supersedes but is not equivalent to:
BSBRKG505 Document or reconstruct a business or records system
BSBRKG604 Determine security and access rules and procedures.

[bookmark: O_709755]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169585][bookmark: _Toc20409477][bookmark: _Toc24286302]Assessment Requirements for BSBINS512 Monitor business records systemsBSBRKG502 Manage and monitor business or records systems
[bookmark: O_709750]
[bookmark: O_709751]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
develop, implement and review a records system for an organisation or work area.

In the course of the above, the candidate must: 
identify the requirement for business records system
develop an implementation plan 
document the steps used to determine the criteria for a records system appropriate to the organisation’s business functions and reporting requirements. The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
analyse, develop and document a business or records system including a detailed implementation plan
develop specifications and performance indicators to monitor system effectiveness
develop and document a plan to address issues identified during monitoring or review.

[bookmark: O_709752]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:
key principles and processes of records management and records management systems
internal controls required of the business or records system
key characteristics of the organisational functions, structure and culture relevant to implementation of records system
organisational policies and procedures relevant to performance evidence
explain general principles and processes of records management and records management systems, such as:
systems of control
records continuum theory
mandate and ownership of business process
explain the characteristics of the organisational functions, structure and culture relevant to the business or records system
explain the organisational policies, strategies and procedures for records access and security
identify common problems and changesrelating to business records systems that could require a systemic response.

[bookmark: O_709753]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. 
This includes access to:
workplace documentation and resources relevant to performance evidence.



Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
relevant legislation, regulations, standards and codes
relevant workplace documentation and resources

[bookmark: O_709756]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169586][bookmark: _Toc20409478][bookmark: _Toc24286303]BSBINS513 Contribute to records management frameworkBSBRKG601 Define recordkeeping framework
[bookmark: O_645650]
[bookmark: O_645651]Application
This unit describes the skills and knowledge required to define, identify and establish the records keepingmanagement framework for an organisation or business unit at functional level.
It applies to individuals who use analytical skills and specialist knowledge of records systems and business areas to develop frameworks to support business operations. The individual may have responsibility for a team or sole responsibility for their work within the business system. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_645654]Unit Sector
[bookmark: O_645655]Technical Skills – Information Services
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. Establish regulatory and social environment
	1.1 Identify and document legal and regulatory framework for the organisation in accordance withaccording to industry standards  
1.2 Analyse and document relevant recordkeeping legislation requirementsfor implications for recordkeeping  
1.3 Review documentation of organisational functions for compliance   
1.4 Analyse broad social context in which the organisation operates to and determine community expectations about how it should conduct itself

	2. Determine Identify principal records management areas of risk and update requiring recordkeeping strategy
	2.1 Review and update organisation’s existing risk analyses and identify implications for record redundancyfor implications in relation to redundancy of records  
2.2 Review and document regulatory requirements and legal liabilities for their impact on recordkeeping framework  
2.32 Determine Identify and document risks and liabilities to be managed by recordkeeping framework to inform development of the frameworkis required to reduce   

	3. Determine Identify records management  requirements for each business function
	3.1 Determine Identify and analyse risks, liabilities and regulatory requirements against for each business function  
3.2 Communicate and document determined evidence information requirements for each business function 
3.3 iIdentifying dentify evidence information to be captured as records
3.3 4 Form the specifications for records managements from the evidence information requirements in accordance withaccording to organisational technologies, standards and corporate culturepolicies, procedures, technology and culture, and in appropriate formats  

	4. Establish records managementkeeping framework for organisation
	4.1 Develop and communicate an overview of responsibilities for recordkeeping within the organisation
4.2 Define records management responsibilities for each business functionDefine responsibilities and authorities in relation to regulatory requirements in accordance with industry standards  
4.3 Define relevant stakeholders’ responsibilities according to regulatory requirements and organisational policies and procedures 
Define recordkeeping responsibilities and rights for each business function  
4.4 Integrate identified risks and liabilities managed by recordkeeping with the definition of responsibilities for each function 
4.5 Define, assign and document levels of accountability and responsibility for each level of recordkeeping  
4.65 Communicate documented framework including areas of risk, regulatory requirements, records specifications and responsibilities for recordkeeping review and endorsement, to appropriate personsrelevant stakeholders   
4.67 Establish a review process and charge appropriate personsrelevant stakeholders with maintaining the currency of the organisation’s recordkeeping framework   



[bookmark: O_645656]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, analyses and evaluates information from a range of complex texts against specific requirements to determine organisational needs

	Writing
	Prepares logically structured documentation that integrates complex concepts, processes and relationships and meets required organisation practice and standards
Uses clear language and terminology to effectively convey information appropriate for purpose and audience

	Oral Communication
	Presents information using language and non-verbal features appropriate to audience
Uses listening and questioning skills to clarify information and confirm understanding

	Navigate the world of workPlanning and organising
	Develops plans to manage complex, non-routine tasks with an awareness of how they contribute to the overall organisation 
Understands implications of industry standards, and legislative and regulatory requirements, on recordkeeping requirements and considers these when identifying a recordkeeping framework

	Interact with othersProblem solving
	Recognises and addresses some unfamiliar problems of increasing complexity within own scopeIdentifies the requirements of important communication exchanges, selecting appropriate channels, format and content to suit purpose and audience

	Get the work doneTechnology
	Develops plans to manage complex, non-routine tasks with an awareness of how they contribute to the overall organisation 
Makes a range of critical and non-critical decision in relatively complex situations, taking a range of factors into account
Evaluates effectiveness of decisions to identify and implement improvements
Recognises and addresses some unfamiliar problems of increasing complexity within own scope
Understands the uses of digital tools and technologies in the recordkeeping process



[bookmark: O_645658]Unit Mapping Information
Supersedes and is equivalent to BSBRKG601 Define recordkeeping framework.
Supersedes but is not equivalent to:
BSBRKG506 Develop and maintain terminology and classification schemes
BSBRKG605 Determine records requirements to document a function
BSBRKG607 Document and monitor the record creating context
BSBRKG608 Plan management of records over time.

[bookmark: O_645665]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169587][bookmark: _Toc20409479][bookmark: _Toc24286304]Assessment Requirements for BSBINS513 Contribute to records management frameworkBSBRKG601 Define recordkeeping framework
[bookmark: O_645660]
[bookmark: O_645661]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
define, identify and establish the records management framework for an organisation or work area. 

In the course of the above, the candidate must:
analyse information from a range of sources to identify how the recordskeeping management framework can address compliance requirements, risks and liabilities arising from:
legislation and regulations that apply to the organisation
the social context
business functions within the organisation
identified risks and liabilities 
develop and implement a framework for recordkeepingds management to meet the identified issues and needs including:
rights, responsibilities, accountabilities and authorities
specific records and evidence to be kept
technologies, standards and processes for recordkeepingrecords management
consult and communicate with relevant stakeholders to encourage input to, understanding of and engagement with recordkeeping framework 
establish processes and responsibilities for management and review of the recordkeeping records management framework.
[bookmark: O_645662]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: 
outline the key provisions of relevant legislation and standards relevant to recordkeeping
outline the recordkeeping implications arising from the legislative and regulatory context 
describe the general key principles and processes of records management and records management systems including:

systems of control
records continuum theory
mandate and ownership of business process
explain how organisational business functions, structure and culture related to the recordkeeping framework records management
outline key recordkeeping policies, strategies, functions and structures.
relevant industry standards. 

[bookmark: O_645663]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. 
This includes access to: 
relevant legislation, regulations, standards and codes relevant to records management 
relevant workplace documentation and resources relevant to performance evidence.
case studies and, where possible, real situations 
interaction with others.
 
Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_645666]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169588][bookmark: _Toc20409480][bookmark: _Toc24286305]BSBINS514 Contribute to records retention and disposal scheduleBSBRKG606 Design a records retention and disposal schedule
[bookmark: O_710130]
[bookmark: O_710131]Application
This unit describes the skills and knowledge required to develop retention periods and disposal actions for existing and future records in relation to a business function.
It applies to individuals who use analytical skills and specialist knowledge of records systems and business areas to support organisational operations. The individual may have responsibility for a team or sole responsibility for their work within the business system.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710134]Unit Sector
[bookmark: O_710135]Technical Skills – Information Services
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. Analyse rrecordkeeping requirements for the function
	1.1 Determine recordkeeping environment and legal, business and societal context for the business function
1.2 Establish and document organisation’s relevant accountability requirements for the function
1.3 Analyse existing recordkeeping specifications for the function’s records from a range of documentation sources, and consider any relevant developments and their implicationsand identify existing relevant recordkeeping specifications
1.4 Review and update risk analysis for the function as required in accordance with organisational standards, applicable Australian Standards and international standardsrelevant standards
1.5 Research and analyse usage patterns of existing records to identify internal and external users, and periods and purposes of use
1.6 Canvass Consult and document user views on their needs and accessibility of the records
1.7 Update and document relevant recordkeeping specifications for the function based onaccording to review analysis and survey consult of users views

	2. Determine Identify required disposal status of records
	2.1 Identify and review the function’s business processes from existing functional analyses
2.2 EDevelop a hierarchical structure based on the functions and establish relevant recordkeeping activities in the functional analysis
2.3 Develop disposal classes according to the boundaries of the transactions and activities which make up the function’s processes
2.4 Develop disposal status and retention periods for each disposal class from an analysis of relevant documentation sources for business use, legal requirements, access classifications and review of risk analysis of the function
2.5 Review disposal status and retention periods for each disposal class in relation to the internal and externalrelevant use of the records, the relationship with other organisational activities, and any other relevant requirements 
determined from analyses of community expectations
2.6 Describe disposal actions for each disposal class in the relevant documentation

	3. Document disposal status and retention periods
	3.1 Ensure Confirm retention and disposal documentation contain details of business activities, records classes, and required disposal actions
3.2 Identify and assign responsibility for implementing disposal actions for records from retention and disposal documentation
3.3 Submit retention and disposal documentation for approval to relevant appropriate individual or body
3.4 Compile and retain documentation of the analysis and related information for the life of the approved retention and disposal documentation
3.5 Describe disposal class and status, and appropriate disposal actions in the approved retention and disposal documentation



[bookmark: O_710136]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
	Critically analyses documentation from a variety of sources to identify specific criteria and consolidates information to determine requirements

	Writing
	Uses language, concepts, formatting and terminology appropriate to organisation and purpose to convey explicit information

	Oral Communication
	Uses clear language and active listening and questioning techniques to obtain and clarify information from record users

	Numeracy
	Performs mathematical calculations to analyse usage data and to interpret patterns and trends
Measures periods of time by performing basic mathematical calculations

	Navigate the world of workSelf-management
	Monitors adherence to organisational policies, standards, and all legislative and regulatory requirements
Considers own role in terms of its contribution to broader goals of the work environment

	Interact with otherPlanning and organisings
	Develops plans to manage relatively complex, non-routine tasks with an awareness of how they may contribute to longer term operational and strategic goalsActively identifies the requirements of important communication exchanges, selecting appropriate channels, format and content to suit purpose and audience

	Get the work done
	Develops plans to manage relatively complex, non-routine tasks with an awareness of how they may contribute to longer term operational and strategic goals
Makes a range of critical and non-critical decision in relatively complex situations, taking a range of constraints into account
Recognises and addresses some unfamiliar problems of increasing complexity within own scope

	Problem solving
	Recognises and addresses some unfamiliar problems of increasing complexity within own scope

	Technology
	Uses digital tools and technologies in the recordkeeping process



[bookmark: O_710138]Unit Mapping Information
Supersedes and is equivalent to BSBRKG606 Design a records retention and disposal schedule.

[bookmark: O_710145]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169589][bookmark: _Toc20409481][bookmark: _Toc24286306]Assessment Requirements for BSBINS514 Contribute to records retention and disposal scheduleBSBRKG606 Design a records retention and disposal schedule
[bookmark: O_710140]
[bookmark: O_710141]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
research records created by a specific business function and create a detailed retention and disposal schedule within legislative and organisational parameters on at least three occasions. 

In the course of the above, the candidate must:
work closely with record users to determine their needs and access requirements
submit documentation to the relevant authority for approval.
[bookmark: O_710142]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:
outline the key provisions of relevant legislation and, regulations and, standards and other documentation that affect recordkeeping systems
describe key aspects of relevant organisational, jurisdictional and subsidiary functions, structure, policies, strategies and processes
outline possiblekey aspects of disposal actions  and the circumstances in which each could be used
outline the generalkey principles and processes of records management and records management systems., including:
systems of control
records continuum theory
mandate and ownership of business process.

[bookmark: O_710143]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. 
This includes access to:
relevant legislation, regulations, standards and codes relevant to records retention and disposal
relevant workplace documentation and resources relevant to performance evidence.
case studies and, where possible, real situations
interaction with others. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710146]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc23169602][bookmark: _Toc24286307]BSBINS515 Participate in archiving activities
Application
This unit describes the skills and knowledge required to participate in analysis of archiving requirements, surveying, arranging, and describing collections.
It applies to individuals involved in archiving roles in an organisation with archiving requirements, working autonomously but in consultation with other colleagues and wider stakeholders.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Technical Skills – Information Services
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. Analyse requirement for archiving and collect materials 
	1.1 Analyse organisation’s functions and requirement for archiving according to legislation, regulations and organisational policies and procedures
1.2 Identify materials required for archiving according to analysis
1.3 Consult with relevant stakeholders 
1.4 Collect relevant materials 

	2. Survey collection
	2.1 Identify context of collected materials according to organisational policies and procedures
2.2 Assess size and scope of materials in collection 
2.3 Identify orderliness of materials, access requirements for relevant stakeholders, research value and organisational policies 
2.3 Document and complete survey worksheet and processing plan

	3. Arrange collection
	3.1 Identify original structure and arrangement of materials
3.2 Sort material into original order, where required
3.3 Arrange materials at the required level according to processing plan 
3.4 Ensure records are searchable and retrievable 

	4. Describe collection
	4.1 Identify and document relevant standards applicable to collection
4.2 Create and document series and sub series listing of relevant collection according to relevant standards and organisational policies and procedures
4.3 Develop finding aid for relevant material according to relevant standards and organisational policies and procedures 




Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Identifies, interprets, analyses and reviews information from a range of texts

	Writing
	Develops list of recordkeeping requirements in required format
Inputs information to create, identify, retrieve or modify records

	Oral Communication
	Communicates to exchange information with others using questioning and careful listening to clarify requirements

	Numeracy
	Interprets and analyses numerically expressed information from records to determine their classification and management requirements

	Self-management
	Takes responsibility for following organisational policies and procedures 

	Planning and organising
	Sequences and schedules tasks required to achieve outcomes according to organisational policies and procedures 

	Technology
	Uses digital systems and tools to access, organise, analyse and display records, showing awareness of the need for data security



Unit Mapping Information
No equivalent unit. New unit.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc23169603][bookmark: _Toc24286308]Assessment Requirements for BSBINS515 Participate in archiving activities 
Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
select and analyse archiving requirements, survey, arrange, and describe a collection according to organisational policies and procedures on at least two occasions.

In the course of the above, the candidate must:
identify materials required for archiving according to analysis
assess size and scope of materials in collection
consult with relevant stakeholders.
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: 
key aspects of legislation, regulations and organisational policies and procedures
common materials required for archiving
required methods for describing collections
methods for analysing materials
key aspects of research value of materials.

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. 
This includes access to:
relevant policies and procedures manuals and collection usage data
relevant statistical information.

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=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc23169598][bookmark: _Toc24286309]BSBINS516 Coordinate cataloguing activities
Application
This unit describes the skills and knowledge required to coordinate and design systems and structures related to copy and original descriptive cataloguing; to search, retrieve and edit material from existing records and to undertake catalogue maintenance. This requires application of a sound knowledge of cataloguing standards and systems.
It applies to individuals in information services organisations, working according to established procedures and guidelines, with responsibility for maintaining catalogues, as well as for copy and original descriptive cataloguing. 
No licensing, legislative or certification requirements apply to this unit at the time of publication
[bookmark: O_645928]Unit Sector
[bookmark: O_645929]Technical Skills – Information Services
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. Construct bibliographic descriptions
	1.1 Identify and apply relevant standards and accepted variations when cataloguing material
1.2 Create original catalogue records for a variety of formats and check authority files following relevant standards
1.3 Confirm created records include sufficient and relevant access points for ease of retrieval by catalogue users
1.4 Construct descriptions to suit customer needs according to automated system and organisational procedures
1.5 Create item of records and statement of holdings

	2. Coordinate location, retrieval and transfer of bibliographic information and records
	2.1 Search own cataloguing database and identify availability of existing bibliographic records for same or similar items
2.2 Search external catalogues or databases to create copy catalogue records from suitable bibliographic records
2.3 Download and upload bibliographic records to local system in line with organisational techniques and procedures

	3. Edit bibliographic records
	3.1 Check downloaded bibliographic records for accuracy and compliance with local cataloguing procedures
3.2 Edit downloaded records according to system and organisational procedures
3.3 Add item to records and holdings statements

	4. Maintain cataloguing records
	4.1 Undertake relevant catalogue maintenance to preserve integrity of local database
4.2 Identify the need for authority records according to organisational policies and procedures
4.3 Consult with relevant stakeholders regarding cataloguing issues or problems and take required action



[bookmark: O_645930]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Interprets procedures and documents to inform actions and critically analyses texts to enable completion of tasks

	Writing
	Translates technical information from source material into a meaningful form and communicates relationships between ideas and information in a style appropriate to audience and purpose 

	Oral Communication
	Conveys information related to work tasks clearly and succinctly and derives relevant information through engagement with colleagues in work-related discussions

	Numeracy
	Extracts and applies mathematical information embedded in a range of tasks and texts

	Self-management
	Takes personal responsibility for following explicit and implicit policies, procedures and cataloguing standards
Accepts responsibility and ownership for tasks and makes decisions on completion parameters and the need for coordination with others

	Teamwork
	Collaborates and cooperates with others to achieve joint outcomes 

	Technology
	Uses a range of digitally based technologies to access, extract and share relevant information to achieve required outcomes

	Planning and organising 
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomes



[bookmark: O_645932]Unit Mapping Information
No equivalent unit. New unit.
[bookmark: O_645939]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc23169599][bookmark: _Toc24286310]Assessment Requirements for BSBINS516 Coordinate cataloguing activities 
Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
create, edit and maintain catalogue records accurately across different formats on at least six occasions.

In the course of the above, the candidate must: 
create at least three catalogue records
edit at least three catalogue record
use current industry systems
complete activities according to organisation policies and procedures.
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:
reference cataloguing standards and systems according organisation policies and procedures
commonly used automated cataloguing systems and shared cataloguing networks
frequently occurring cataloguing problems
principles of bibliographic description and access
methods of preparing original and copy cataloguing records
procedures for maintaining cataloguing records
key aspects of required digital technologies and systems. 
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. 
This includes access to:
organisational policies and procedures relevant to performance evidence
current industry cataloguing tools, systems and standards. 

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=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169590][bookmark: _Toc20409482]
[bookmark: _Toc24286311]BSBINS601 Manage knowledge and informationBSBINM601 Manage knowledge and information
[bookmark: O_646114]
[bookmark: O_646115]Application
This unit describes the skills and knowledge required to develop and maintain information processing systems to support decision making; , and to optimise the use of knowledge and learning throughout the organisation.
It applies to individuals who are responsible for ensuring that critical knowledge and information are readily available to review the organisation’s performance and to ensure its effective functioning. It applies to a wide range of knowledge and information such as business performance data, customer feedback, statistical data and financial data.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_646118]Unit Sector
[bookmark: O_646119]Technical Skills – Information Services
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. Obtain Collect information relevant to business issues information
	1.1 Review staff and customer feedback and business performance data
1.2 Identify, define and analyse business problems and issues
1.3 Identify information required to reach a decision on problems/issues
1.4 Source and gather collect relevant, reliable information
1.5 Test Confirm information for is reliableility and validity and reject where contradictory or ambiguous
1.6 Consult relevant external stakeholders and collect and review relevant knowledgeUtilise formal and informal networks to access corporate knowledge/memory not held in formal systems and review appropriately

	2. Analyse information and knowledge
	2.1 CreateEnsure clear, relevant and consistent objectives for analysies according to organisational requirementsare clear, relevant and consistent with the decisions required
2.2 Identify and interpret patterns and emerging trends correctly and interpret as to cause and effectaccording to organisational requirements
2.3 Utilise Use and interpret statistical analyses and interpretation, where appropriaterequired
2.4 Undertake Use sensitivity analysis on any proposedrelevant options
2.5 Ensure documentationDocument reflects a logical approach to the evaluationanalysis of  the evidence information and knowledge and conclusions drawn
2.6 Adjust management information and knowledge management systems/decision support systems, where required to meet information processing objectives

	3. Take decisionsDecide rectification for  on business issues identified
	3.1  Ensure Confirm sufficient valid and reliable information/evidence is available to support a decisions
3.2 Utilise Use risk management plans to determine acceptable courses of action
3.3 Utilise Use appropriate relevant quantitative methods to assist decision making 
3.4 Consult specialists and other relevant groups and individualsstakeholders
3.5 Ensure decisions taken are within the delegation/accountability of the group/individual responsible
3.6 Make decisions in accordance with organisational guidelines and procedures
3.57 Confirm Ensure decisions taken are consistent with organisational objectives, values and standards
3.6 Make decisions in accordance with organisational policies and procedures
3.8 Ensure decisions are taken in a timely manner

	4. Disseminate Distribute information to the organisation
	4.1 Ensure Confirm advice/information needs requirements are documented and are specific to location, format and time line requirementsaccording to organisational requirements
4.2 Document information and update databases regularly
4.3 Design and test systems to meet information requirements of decision makersrelevant stakeholders
4.4 Ensure Confirm information and knowledge systems isare up‑to‑datecurrent, accurate, relevant and sufficient for the recipientrelevant stakeholders
4.5 Develop communication plans and disseminate information
4.6 Adhere to confidentiality/privacy policies in the transmission/release of information/adviceDistribute information according to organisational policies and procedures
4.7 Review Monitor and update communication communication distribution plans regularly 
4.8 Utilise technology which provides optimum efficiency and quality
4.89 Maintain corporate relevant knowledge and  ensureconfirm security of information




[bookmark: O_646120]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
	Organises, evaluates and critiques ideas and information from a wide range of complex texts.
Draws on a broad range of strategies to build and maintain understanding throughout complex texts.

	Writing
	Generates complex written texts, demonstrating control over a broad range of writing styles and purpose
Demonstrates sophisticated writing skills by selecting appropriate conventions and stylistic devices to express precise meaning

	Oral Communication
	Encourages discussions and applies appropriate listening and questioning techniques while consulting with specialists and other relevant personnel
Presents complex information in formal situations using language, tone and pace appropriate for the audience and purpose

	Numeracy
	Uses highly-developed numeracy skills to interpret complex statistical and researched information, performing calculations on data to render it usable and reportable 

	Navigate the world of workSelf-management
	Works autonomously making high level decisions to achieve and improve organisational goals
Takes a lead role in the development of organisational goals, roles and responsibilities
Develops and implements strategies that ensures organisational policies, procedures and regulatory requirements are being met
Monitors and reviews the organisations policies, procedures and adherence to legislative requirements in order to implement and manage change

	Interact with otherPlanning and organisings
	Plans and manages activities with implications for the whole organisation Uses a variety of relevant communication tools and strategies to access and share information and to build and maintain effective working relationships 

	Initiative and enterpriseGet the work done
	Plans and manages activities with implications for the whole organisation 
Gathers and analyses data and seeks feedback to improve plans and processes
Makes high impact decisions, analysing input from a range of sources and, where appropriate, drawing on experience 
Explores new and innovative ideas through analysis and critical thinking 
Uses digital technologies to manage business operations and actively investigates new technologies for strategic and operational purposes

	Technology
	Uses digital technologies to manage business operations and actively investigates new technologies for strategic and operational purposes




[bookmark: O_646122]Unit Mapping Information
Supersedes and is equivalent to BSBINM601 Manage knowledge and information.
Supersedes but is not equivalent to:
BSBLIB505 Develop disaster management plans
BSBLIB605 Analyse and describe specialist and complex material
BSBMGT801 Direct the development of a knowledge management strategy for a business
BSBRKG603 Prepare a functional analysis for an organisation.

[bookmark: O_646129]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169591][bookmark: _Toc20409483][bookmark: _Toc24286312]Assessment Requirements for BSBINS601 Manage knowledge and informationBSBINM601 Manage knowledge and information
[bookmark: O_646124]
[bookmark: O_646125]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
collect, analyse, rectify and distribute information and knowledge on at least two occasions.

In the course of the above, the candidate must:
source and analyse information for business decisions including:
identifying business problems and issues and related knowledge and data requirements
confirming the clear and relevant objectives for analysis of information
applying statistical analysis, sensitivity analysis and other techniques to draw conclusions relevant to decisions
ensuring sufficient valid and reliable information or evidence is available to support decisions
using formal and informal networks to source information not held in formal systems
identifying and accessing sources of reliable information 
using applicable technology as appropriate
carrying out consultation with stakeholders and specialists 
contribute information and the outcomes of analysis to decision making
disseminate distribute information to relevant groups and individualsstakeholders including:
documenting information and updating databases 
meeting identified needs of recipients 
adhering to legal and organisational requirements for privacy and security 
developing and implementing communication plans
design, test and adjust information systems to meet needs and objectives. including:
management information systems and decision support systems
use of technology for optimum efficiency and quality
storage and retrieval of information.

[bookmark: O_646126]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:
give examples ofkey aspects of existing and emerging technologies and how they can be used in knowledge and information management
explain statistical analysis and other quantitative methods commonly used in decision making, including several of:
correlation calculations
long-term trend analyses
probability assessment
regulation analyses
short to medium-term trend analyses
dynamic programming
linear programming
queuing theory
simulation
transportation methodology
outline the key features of management information systems and decision support systems
explain how to utilise risk management plans and procedures for using toto determine acceptable courses of action.

[bookmark: O_646127]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. 
This includes access to:
relevant legislation, regulations, standards and codes relevant to managing knowledge and information
relevant workplace documentation and resources relevant to performance evidence
relevant technology and equipment required for the demonstration of the performance evidence. 
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards. 
[bookmark: O_646130]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169592][bookmark: _Toc20409484][bookmark: _Toc24286313]BSBINS602 Extend own information literacy skills to locate informationBSBLIB604 Extend own information literacy skills to locate information
[bookmark: O_768317]
[bookmark: O_768318]Application
This unit describes the skills and knowledge required to research, analyse and communicate information, ideas and concepts at a complex level, as well as evaluate and continuously improve personal information literacy skills to optimally service requests for information from customersrelevant stakeholders.
It applies to individuals operating autonomously with limited guidance from others, in any industry sector with particular relevance to those working in the library and information services sectors. It also applies to occupations required to use technology to locate authoritative information for customers relevant stakeholders from local and otherinformation sources.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_768321]Unit Sector
[bookmark: O_768322]Technical Skills – Information Services
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 information literacy skills to meet needs
	1.1 Refine understanding ofIdentify information literacy concepts and what constitutes an information literate person
1.2 Determine Identify exact nature and extent of information needs
1.3 Develop effective search strategies and select appropriate relevant search tools to locate information from primary, secondary and tertiary sources
1.4 Assess usefulness and relevance of information resources in relation to customer relevant stakeholder requests
1.5 Evaluate search results and adjust search strategies to meet information needs 

	2. Provide customers with search results
	2.1 Critically analyseAssess search results and select relevant information to meet purpose 
2.2 Compile reference lists and bibliographies of relevant information resources following according tostandard relevant referencing styles 
2.3 Select appropriate communication methods for presenting information to customers relevant stakeholders based onaccording to nature and purpose of requests and intended audience
2.4 Communicate with customers in relation to information requests according to organisational policies
2.5 Acknowledge copyright and licensing issues related to access and use of information 

	3. Evaluate own work and skills
	3.1 Track development of own information literacy skills in relation to information literature processSeek feedback from colleagues regarding own information literacy skills 
3.2 Plan and implement strategies and opportunities to support lifelong learning   
3.3 Evaluate own information literacy skills against own career goals
3.4 Update knowledge of current and emerging technologies that impact information literacy skills



[bookmark: O_768323]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

	Learning
	Reflects on own performance and seeks feedback from others to improve future performance
Identifies own learning goals and strategies to achieve goals

	Reading
	Evaluates credibility and relevance of texts to meet needs
, iIntegrates prior knowledge with concepts from multiple sources and recognises distinguishing structures, layout, features and conventions of a broad range of complex text types as an aid to locating information

	Writing
	Utilises text type, structure and language that is accurate and effective to suit audience and need and organises content appropriate for purpose and context 

	Oral Communication
	Utilises active listening strategies to maintain understanding and determine information requirements and conveys precise meaning when providing information

	Self-managementNavigate the world of work
	Accepts responsibility for planning and sequencing complex tasks and workload Takes full responsibility for following policies, procedures and legislative requirements
Maintains currency of own knowledge in relation to own role

	Interact with othersProblem solving
	Uses problem-solving techniques to identify and analyse issuesEstablishes and uses appropriate conventions and protocols when communicating with customers

	TechnologyGet the work done
	Accepts responsibility for planning and sequencing complex tasks and workload 
Systematically gathers and analyses all relevant information and evaluates options to make decisions in response to information queries from customers
Uses problem-solving techniques to identify and analyse issues
Uses a range of digitally based technology and applications to access and filter data, and then extract, organise, integrate and share relevant information in effective ways



[bookmark: O_768325]Unit Mapping Information
Supersedes and is equivalent to BSBLIB604 Extend own information literacy skills to locate information.

[bookmark: O_768332]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169593][bookmark: _Toc20409485][bookmark: _Toc24286314]Assessment Requirements for BSBINS602 Extend own information literacy skills to locate informationBSBLIB604 Extend own information literacy skills to locate information
[bookmark: O_768327]
[bookmark: O_768328]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
use a range of sources, select and evaluate resources and present information relevant to customer requirements on at least three occasions. 

In the course of the above, the candidate must:
select and adapt refine search strategies and tools for the purpose
source and present varied complex information, ideas andor concepts
evaluate search results and take action to enhance final presentation to customer
implement planned strategies to develop and extend own information literacy skills
use a range of primary, secondary and tertiary sources to provide information in response to customer requests
use complex and contemporary technology to provide information in response to customer requests
[bookmark: O_768329]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:
compare and contrastkey concepts of information literacy and the information literate person
analyse a range of information sources and technologies available to meet a wide range of information needsrequirements
identify copyright, moral rights and intellectual property issues and legislation that impact research, use and distribution of information
describe a broad range of information and resources available for development of information literacy skills
evaluate professional development opportunities and career development strategies in relevant work context
key discuss principles of lifelong learning and how they relate to information literacy
discuss role of information literacy in different occupations in relation to lifelong learning.

[bookmark: O_768330]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. 
This includes access to:
use of special purpose tools, equipment, materials and industry software packages relevant to performance evidence.

a range of print and electronic information sources

industry-current systems and technology.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_768333]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169594][bookmark: _Toc20409486][bookmark: _Toc24286315]BSBINS603 Initiate and lead applied researchBSBRES801 Initiate and lead applied research
[bookmark: O_645726]
[bookmark: O_645727]Application
This unit describes the skills and knowledge required to plan, conduct and report on applied research to influence strategic practices and outcomes within an organisational context. 
The unit also covers constructing an applied research strategy, using a range of applied research techniques, and analysing and presenting findings.
It applies to leaders or managers who useing applied research to o ensure learning can enhance individual, team and organisational performance. The intended purpose and approach to applied research may vary across a range of contexts and organisations. In this unit, the focus is on applied research to attain improved organisational outcomes. 
No licensing, legislation or certification requirements apply to this unit at the time of publication.
[bookmark: O_645730]Unit Sector
[bookmark: O_645731]Technical Skills – Information Services
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. Construct Plan and develop an applied research strategy
	1.1 Clarify and confirm applied research purpose and needs requirements of the target grouprelevant stakeholders 
1.2 Determine Identify policiecies and procedures in relation to conducting applied research   
1.3 Establish mechanisms methods for collecting and maintaining data in a systematic manner   
1.4 Analyse factors affecting the reliability and validity of data   
1.5 Review relevant research ethics and codes of conduct   
1.6 Prepare applied research strategy and hypothesis 
1.7 Frame a research strategy in consideration ofaccording to available tools and resources

	2. Use a range of applied research techniques
	2.1 Review and evaluate a range of applied research methods, theories and data collection techniques   
2.2 Selectt appropriate methods to gather and analyse data according to research strategy 
2.3 Use suitable technology and technology services to support data collection and analysis   
2.4 Access appropriate sources of information and contributors relevant to the research   
2.5 ConfirmOptimise relevance of the research,  through integrity of the data collected and analysis tools used 

	3. Analyse and present findings
	3.1 Evaluate how research findings such as trends and changes will impact on learning strategyrequirements of relevant stakeholders  
3.2 Review data and research findings for accuracy of details and adherence to any legal requirements   
3.3 Collate and analyse data for relevance against the original applied research strategy   
3.4 Document and present research findings in a clear and logical manner consistent with audience needsstakeholder requirements   
3.5 Identify the need requirement for and relevant an appropriate approach tfor, further research, where required



[bookmark: O_645732]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

	Learning
	Evaluates and reflects on the need for further research to contribute to ongoing organisational improvement

	Reading
	Collects, analyses, compares and evaluates textual information from a range of resources to inform research strategies

	Writing
	Develops texts dealing with complex ideas and concepts 
Uses specialised and detailed language to convey explicit information, requirements and recommendations in accordance with legal, ethical and organisational requirements

	Oral Communication
	Uses specialised vocabulary appropriate to context and audience to discuss and confirm research requirements 
Applies listening and questioning techniques to check or confirm understanding 

	Numeracy
	Applies knowledge of mathematical information to statistically analyse data and identify possible trends and confirm reliability

	Navigate the world of workSelf-management
	Is highly autonomous, takingTakes responsibility for determining applicable organisational policies and procedures and considering legal and ethical obligations
Monitors adherence to legal and regulatory rights and responsibilities for self and possibly for others

	Planning and organisingInteract with others
	Develops plans for complex activities, regularly reviewing priorities and performance during implementation, identifying and addressing issues as they ariseDemonstrates sophisticated control over oral, visual and/or written formats, drawing on a diverse range of communication practices to achieve goals

	Get the work donTechnologye
	Develops plans for complex activities, regularly reviewing priorities and performance during implementation, identifying and addressing issues as they arise
Considers the Evaluates the strategic and operational potential of digital trends to achieve work goals, enhance work processes, create opportunities and enhance or reduce risks
Uses formal analytical thinking to make informed decisions about research strategies and techniques, seeking input, advice and feedback as required



[bookmark: O_645734]Unit Mapping Information
Supersedes and is equivalent to BSBRES801 Initiate and lead applied research.

[bookmark: O_645741]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23169595][bookmark: _Toc20409487][bookmark: _Toc24286316]Assessment Requirements for BSBINS603 Initiate and lead applied researchBSBRES801 Initiate and lead applied research
[bookmark: O_645736]
[bookmark: O_645737]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
plan, conduct and report on applied research relevant to organisational strategic practices and outcomes on at least two occasions. 

In the course of the above, the candidate must:
formulate a research proposal or plan which includes:
specific research questions or hypotheses
valid population or sample size
description of the geographical, cultural, social or institutional context within which the research will be carried out
full description of the data collection methods
analysis of the limitations to research design including the reliability and validity of data
design an applied research project using applied research tools and techniques
document and present research findings including analysis of data, valid and reliable findings and recommendations for further research.
[bookmark: O_645738]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:   
describe organisational communication processes and methods
explain data collection and analysis methods, including the use of technology and technology services
explain legal requirements, policies, procedures and guidelines relating to research including handling and storing data, privacy and freedom of information
common describe presentation techniques and 
describe reporting methods
explain research ethics and codes of conduct
give examples of applied research tools and methods and how they are applied
organisational policies and procedures relevant to performance evidence.

[bookmark: O_645739]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. 
This includes access to:
business technology
relevant workplace policies and procedures relevant to performance evidence
relevant legislation and codes of conduct relevant to research.
case studies and, where possible, real situations .

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_645742]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: _Toc23169596][bookmark: _Toc24286317]
BSBLIB603 BSBINS604 Contribute to collection management
Application
This unit describes the skills and knowledge required to assist with the selection, acquisition and evaluation of collections and resource materials, and the development of policies and procedures that guide this work.
It applies to individuals involved in managing collections in a library or information services context to meet stakeholder needs, working autonomously but in consultation with other colleagues and wider stakeholders.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Technical Skills – Information Services
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. Review use of collections
	1.1 Identify usage data as basis for collection policies, to reflect and predict client demands and changing needs 
1.2 Conduct a community needs assessment to assist with developing collection to reflect current and future needs
1.3 Source information on current and emerging trends and formats relevant to customer needs in relation to collections 

	2. Apply information about collection strategies and policies information
	2.1 Apply elements of collection management policieies in libraries and information services organisations to and recommend additions to the collections
2.2 
2.32 Investigate Research and identify emerging trends and technologies, which impact on access to the collection 
2.34 Source information about supply options for library resources 
2.45 Contribute to development of collection strategies and policies that meet organisational objectives and customer needs

	3. Assist with selectionSelect, acquisition acquire and disposal de-selection of materials
	3.1 Source bibliographic information, format types, costs and reviews of resources about a range of formats from a range of sources including databases and web-based sources
3.2 Assist in assessmentAssess of proposals according to organisational collection management policies 
3.3 Maintain processes to review collections in line with collection strategies and policies 
3.4 IdentlfyIdentify allocation of funds for acquisition of information resourcesmaterials instead of allocation of funds suggest understanding/knowledge of costs associated with purchsing/acquistions of  library resources (need to broaden out to ALL library resources)
3.5 Use selection tools to develop details for acquisition of information resources materials 
3.6 Follow organisational procedures for acquisition selection and deselection of information resources materials 
3.7 Participate in weeding and disposal of materials according to established policies and practices, including and recommending replacement titles where applicablerequired
3.8 Participate in rReview of acquisition selection and & deselection procedures and make recommendations for improvements 



Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Synthesises and evaluates information from a broad range of complex texts and applies this knowledge to improve work practices and collections

	Writing
	Summarises complex information and conveys sophisticated and original ideas appropriately for context and audience

	Oral Communication
	Consults and negotiates with relevant stakeholders using detailed and clear language to contribute information and articulate ideas, and elicits views and opinions of others through active listening and questioning techniquesxx

	Enterprise and initiative 
	Seeks to improve policies and procedures to better meet organisational goals

	Teamwork 
	Works independently and collectively in making decisions to achieve organisational outcomes
Provides feedback to others to improve workgroup performance
Provides support in field of expertise to team

	Planning and organising 
	Takes responsibility for planning, sequencing and monitoring complex tasks xx

	Problem solving
	Uses problem- solving techniques to identify and analyse issues

	Technology
	Uses a range of digitally based technology and applications to access and filter data, and then extract, organise, integrate and share relevant information in effective ways



Unit Mapping Information
Supersedes and is equivalent to BSBLIB603 Contribute to collection management.
Supersedes but is not equivalent to:
BSBLIB601 Research and document collection material
BSBLIB602 Develop and monitor procedures for the movement and storage of collection material.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc23169597][bookmark: _Toc24286318]Assessment Requirements for BSBLIB603 BSBINS604 Contribute to collection management
Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
select, acquire and deselect materials according to review and application of collection strategies and policies information on at least two occasions.

In the course of the above, the candidate must:
Iidentify usage data in relation to collection requirements
conduct community needs analysis 
apply knowledge of collection strategies and policies that address requirements and constraints in specific workplace contexts
make acquisition and disposal recommendations based on policies
develop recommendations that address selection criteria for a variety of collections and formats.

Volume/frequency – once for usage data/ community needs analysis
Selection/acquisition– demonstrate for various formats / collections – 4 times and for each use at least 2 sources, eg database and web sources
De-selection/weeding – includes reason why weeded (eg no longer current, damaged) from collection and recommending replacement titles where applicable – 2 times 
vendors and supply methods – 2 egs
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:   
analyse current and emerging trends in relation to library collections
review selection, acquisition and de-selection processes and procedures
review collection management policieies and procedures and processes, forincluding:
selection, acquisition and deselection processes and procedures
 selecting, weeding and stocktaking procedures
information services trends and practices .which impact on collection management.
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. 
This includes access to:
relevant organisational policies and procedures manuals and collection usage data
statistical informationstatistics - eg ABS, library loans stats etc required for the demonstration of the performance evidence.
special purpose tools, equipment, materials and industry software packages relevant to performance evidence. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
[bookmark: _heading=h.1fob9te]Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
