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[bookmark: _Toc23492922][bookmark: _Toc23972361][bookmark: _Toc19787162][bookmark: _Toc24285234][bookmark: O_731504]BSBHRM41103 Administer performance development processesSupport performance management process
[bookmark: O_731503]Application
This unit describes the skills and knowledge required to assist in the effective implementation of a performance management development system and to facilitate employee performance.
It applies to human resource officers, or people in similar roles, who work under the direction of a human resource manager.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_731502]Unit Sector
Technical Skills – Human Resources
[bookmark: O_731501]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 performance management development infrastructure
	1.1 Ensure all team positions have current relevant position descriptions specifying key requirements of the role
1.2 Assist relevant stakeholders in reviewing the performance management system to ensure it aligns with the strategic direction of the organisation
1.3 Ensure managers have provided reports of performance indicators are consistent with the position description requirements 
1.4 Check Ensure performance appraisal meetings have met organisational requirementsare held in line with organisational timeframes, that correct documentation has been completed, and necessary parties have recorded agreement
1.5 Check Ensure appropriate relevant organisational procedures have beenare followed for acknowledging good performance and addressing under-performance
1.6 Provide relevant advice and support where there is dissention about performance appraisal outcomes

	2. Promote performance management development system
	2.1 Clarify Communicate goals and methods ofrequirements of the performance- management development system to employeesrelevant stakeholders
2.2 Promote the performance management system to stakeholders
2.3 2 Arrange Coordinate or deliver training to relevant stakeholders or instruction on using the performance management system 
2.4 3 Encourage ongoing and regular feedback on personnel relevant stakeholders performance as well as formal performance appraisals

	3. Recommend improvements to performance management development system in response to collated data
	3.1 Review performance management documentation to and establish identify trends or problem areas requiring attention
3.2 Review patterns in skill or performance gaps and consider requirements and options for performance development
3.3 Assist relevant stakeholders in to reviseing policies and procedures where necessaryas required
3.4 Suggest improvements to the performance management system


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

	Learning
	Actively reinforces learning by instructing and training others 

	Reading
	Critically evaluates and applies content from a range of structurally complex texts to support performance management processes

	Writing
	Develops a range of documentation using tone, structure and language suited to context and audience

	Oral Communication
	Asks questions and listens carefully to gather and evaluate information 
Uses appropriate vocabulary and tone to present ideas, give advice and make suggestions
Selects and uses appropriate conventions and protocols when communicating with others in a range of work contexts 

	Numeracy
	Makes basic calculations to ensure work output meets predetermined timeframes

	Navigate the world of workSelf-management
	Takes personal responsibility for adhering to and updating explicit and implicit organisational policies and procedures
Understands how own role meshes with others and contributes to broader work goals
Takes responsibility for planning, sequencing and prioritising tasks required to achieve required outcomes


	Interact with othersTeamwork
	Selects and uses appropriate conventions and protocols when communicating with others in a range of work contexts
Cooperates with others and contributes to work practices where joint outcomes are expected 
Recognises behaviours and triggers that contribute to conflict and implements strategies to moderate conflict
Understands how own role meshes with others and contributes to broader work goals

	Get the work doneProblem solving
	Takes responsibility for planning, sequencing and prioritising tasks required to achieve required outcomes
Addresses less predictable problems and initiates standard procedures in response, applying problem-solving processes in determining a solution
Contributes to continuous improvement of current work practices by analysing and evaluating outcomes of decisions



[bookmark: O_731499]Unit Mapping Information
Supersedes and is equivalent to BSBHRM403 Support performance management process.

[bookmark: O_731505]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492923][bookmark: _Toc23972362][bookmark: _Toc19787163][bookmark: _Toc24285235][bookmark: O_731497]Assessment Requirements for BSBHRM411 Administer performance development processes03 Support performance management process

[bookmark: O_731496]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:
promote the implementation of the performance management development system for an organisation or work area and analyse its strengths and weaknesses.

In the course of the above, the candidate must: 
provide advice and information to employees on the benefits of effective performance management, and how it links with performance development
review the performance management development system
make recommendations for improvement.
 
[bookmark: O_731495]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 key elements and purposes of performance management development processes, and their contribution to organisational objectives and the human resource cycle
analyse the strengths and weaknesses of a performance management development system
outline rewards and incentives schemes
identify warning systems and grievance procedures.

[bookmark: O_731494]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:
human resource policies, procedures and documentation relevant to performance management development and feedback.
business technology
interaction with others. 

[bookmark: O_731506]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: _Toc23492924][bookmark: _Toc23972363][bookmark: _Toc19787164][bookmark: _Toc24285236][bookmark: O_711355]BSBHRMWRK4112 Support employee and industrial relations procedures
[bookmark: O_711356]Application
This unit describes the skills and knowledge required to communicate and implement employee and industrial relations (ER and IR) policies and procedures to effectively represent organisations and /employers. 
It applies to individuals who work in support positions, assisting others in dealing with industrial relationsER and IR conflicts and issues. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_711359]Unit Sector
Technical Skills – Human Resources
[bookmark: O_711360]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. Support preparation of ER and IR processes1. Communicate and implement organisation’s industrial relations policies and procedures
	1.1 Source and share applicable legislation, agreements, policies and procedures with relevant stakeholders
1.2 Identify sources of specialist information
1.3 Support implementation of agreements, policies and procedures according to relevant organisation, enterprise and statutory requirements
1.4 Communicate the organisation’s ER and IR procedures to relevant stakeholders according to relevant organisation, enterprise and statutory requirements 1.1 Source and disseminate relevant legislation, agreements, policies and procedures to relevant persons and groups
1.2 Implement agreements, policies and procedures according to site, enterprise and statutory requirements
1.3 Support strategies to effectively communicate with relevant persons and groups on industrial relations matters
1.4 Promote the organisation’s industrial relations procedures to relevant persons and groups
1.5 Represent the organisation appropriately in discussions with key stakeholders

	2. Support IR2. Assist in minimising industrial relations conflict
	2.1 Identify relevant terms and conditions of employment, employee entitlements, awards, agreements, and individual work contracts
2.2 Provide support to relevant stakeholders in simple IR disputes
2.3 Provide support to relevant stakeholders in negotiation of employee awards, agreements, and work place conditions 
2.4 Record and maintain relevant documents 2.1 Monitor the implementation of industrial relations policies and procedures
2.2 Process documentation and report to management and other relevant parties about  potential industrial relations conflicts
2.3 Support managers to contain industrial relations conflicts and deal with grievances and disputes, within limits of own authority
2.4 Work with employees to resolve personal grievances and prevent escalation of industrial relations conflicts
2.5 Work under supervision to source specialist industrial relations expertise

	3. Support ER3. Enhance industrial relations
	3.1 Identify relevant grievance and conflict resolution processes
3.2 Provide support to relevant stakeholders in simple resolution of ER conflicts
3.3 Record and maintain relevant documents3.1 Trial and implement strategies to monitor the implementation of the organisation’s industrial relations policies and procedures 
3.2 Implement strategies to facilitate feedback on the industrial climate
3.3 Implement strategies to strengthen relationships with relevant persons and groups
3.4 Provide information and feedback to management on industrial relations
3.5 Provide information and advice to relevant persons and groups

	4. Contribute to continuous improvement 
	4.1 Assist relevant stakeholders to identify issues in ER and IR processes
4.2 Contribute to development of continuous improvement activities
4.3 Record and maintain documentation relating to continuous improvement 


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
	Comprehends and analyses complex texts from a variety of sources and records to determine relevance to requirements  or review implementation of strategies

	Writing
	Prepares required documents using language and structure appropriate to purpose and audience 

	Oral Communication 
	Presents information and seeks advice using language and non-verbal features appropriate to audience and context
Participates in discussions using listening and questioning to elicit the views of others and to clarify or confirm understanding

	Navigate the world of workSelf-management
	Follows policies, procedures and legislative requirements and identifies implications of new legislation or regulation for self and others
Understands responsibilities and limits of own role
Plans and organises tasks required to achieve required outcomes, seeking advice from others as required

	Interact with othersTeamwork
	Selects and uses appropriate conventions and protocols when communicating with co-workers in a range of work contexts
Collaborates and cooperates with others to achieve required outcomes
Uses effective strategies to moderate conflict and negotiate solutions 

	Get the work doneProblem solving
	Plans and organises tasks required to achieve required outcomes, seeking advice from others when necessary
Makes a range of critical and non-critical decisions in relatively complex situations



[bookmark: O_711363]Unit Mapping Information
Supersedes and is equivalent to BSBWRK411 Support employee and industrial relations procedures.

[bookmark: O_711370]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492925][bookmark: _Toc23972364][bookmark: _Toc19787165][bookmark: _Toc24285237]Assessment Requirements for BSBHRM412 Support employee and industrial relationsBSBWRK411 Support employee and industrial relations procedures
[bookmark: O_711365]
[bookmark: O_711366]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:
locate information required to identify relevant legislation, agreements, policies and procedures in relation to industrial mattersprepare and support ER and IR processes for an organisation or work area.

In the course of the above, the candidate must: 
locate information required to identify relevant legislation, agreements, policies and procedures 
use effective communication techniques to support the resolution of workplace grievances and conflicts
provide accurate written and oral advice about industrial matters
use strategies to monitor and gather feedback on the implementation of industrial relations policies and procedures. 
[bookmark: O_711367]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 industrial relations policies and procedures
key features of summarise grievance resolution policy and procedures
describe relevant legislation, codes of practice and national standards
describe the relevant state/territory and federal industrial relations systems 
key identify sources of expert advice relevant to performance evidence.

[bookmark: O_711368]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 workplace policies and procedures.
case studies and, where possible, real situations 
interaction with others.

[bookmark: O_711371]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Assessment Requirements for BSBHRM615 Contribute to the development of diversity and inclusion strategies	Draft

Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: _Toc23492926][bookmark: _Toc23972365][bookmark: _Toc19787166][bookmark: _Toc24285238][bookmark: O_839423]BSBHRM413 Support the learning and development of teams and individuals BSBLED401 Develop teams and individuals
[bookmark: O_839422]Application
This unit describes the skills and knowledge required to determine individual and team development needs and to facilitate the development of the workgroup.
It applies to individuals with a broad knowledge of learning and development who apply their skills in addressing development needs to meet team objectives. They may have responsibility to provide guidance or to delegate aspects of tasks to others.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_839421]Unit Sector
Technical Skills – Human Resources
[bookmark: O_839420]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. Contribute to needs development1. Determine development needs
	1.1 Collect information on performance of team members from relevant sources 
1.2 Identify individual and team learning and development needs in line with organisational requirements 
1.3 Confirm learning plans meet individual and group training and development needs 
1.4 Provide opportunities to individuals to self‑evaluate performance and identify areas for improvement 1.1 Systematically identify and implement learning and development needs in line with organisational requirements  
1.2 Ensure that a learning plan to meet individual and group training and development needs is collaboratively developed, agreed to and implemented 
1.3 Encourage individuals to self‑evaluate performance and identify areas for improvement 
1.4 Collect feedback on performance of team members from relevant sources and compare with established team learning needs  

	2. Support implementation of learning and development2. Develop individuals and teams
	2.1 Develop collaborative learning plans to match skill needs of individuals and groups and match the competency standards relevant to the industry
2.2 Ensure learning delivery methods are relevant to the participants 
2.3 Identify and coordinate workplace learning opportunities to facilitate individual and team achievement of competencies
2.4 Identify and manage resources and time lines relevant for learning activities according to organisational requirements 2.1 Identify learning and development program goals and objectives, ensuring a match to the specific knowledge and skill requirements of competency standards relevant to the industry  
2.2 Ensure that learning delivery methods are appropriate to the learning goals, the learning style of participants, and availability of equipment and resources  
2.3 Provide workplace learning opportunities, and coaching and mentoring assistance to facilitate individual and team achievement of competencies
2.4 Create development opportunities that incorporate a range of activities and support materials appropriate to the achievement of identified competencies
2.5 Identify and approve resources and time lines required for learning activities in accordance with organisational requirements  

	3. Monitor and evaluate workplace learning3. Monitor and evaluate workplace learning
	3.1 Monitor learning plans to improve the efficiency and effectiveness of learning
3.2 Seek feedback from individuals or teams to identify and implement improvements in future learning arrangements
3.3 Assess and record outcomes and performance of individuals and teams to determine the effectiveness of development programs and the extent of additional development support
3.4 Document and maintain records and reports of competency according to organisational requirements 3.1 Use feedback from individuals or teams to identify and implement improvements in future learning arrangements
3.2 Assess and record outcomes and performance of individuals/teams to determine the effectiveness of development programs and the extent of additional development support 
3.3 Negotiate modifications to learning plans to improve the efficiency and effectiveness of learning 
3.4 Document and maintain records and reports of competency according to organisational requirements 


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

	Learning
	Uses structured approaches to set goals, monitor progress and adjust learning approaches for self and others
Builds on knowledge and experience to facilitate interaction and learning with others

	Reading
	Analyses textual information from a range of sources to identify organisational requirements
Analyses information from a range of sources to evaluate performance 

	Writing
	Develops materials to suit the requirements of different roles and individuals in the organisation 
Maintains records using correct technical and organisational vocabulary

	Oral Communication
	Uses vocabulary appropriate to context and to establish a supportive and learning environment
Uses listening and questioning techniques to confirm or show understanding of different perspectives
Selects and uses appropriate conventions and protocols when communicating with co-workers in a range of work contexts

	Navigate the world of workSelf-management
	Recognises and responds to explicit and implicit organisational procedures and protocols 
Understands how own role meshes with others and contributes to broader goals

	Interact with othersTeamwork
	Selects and uses appropriate conventions and protocols when communicating with co-workers in a range of work contexts
Recognises the importance of building rapport to establish effective working relationships
Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group interaction
Negotiates with others to achieve joint/agreeable outcomes playing an active role in facilitating consensus in potentially contentious situations

	Get the work doneProblem solving
	Uses logical planning processes to organise, implement and monitor learning and development needs 
Systematically gathers and analyses all relevant information and evaluates options to make informed decisions
Evaluates outcomes of decisions to identify opportunities for improvement



[bookmark: O_839418]Unit Mapping Information
Supersedes and is equivalent to BSBLED401 Develop teams and individuals.
Supersedes but is not equivalent to:
BSBFLM311 Support a workplace learning environment
BSBLED301 Undertake e-learning.

[bookmark: O_839424]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492927][bookmark: _Toc23972366][bookmark: _Toc19787167][bookmark: _Toc24285239][bookmark: O_839416]Assessment Requirements for BSBHRM413 Support the learning and development of teams and individuals BSBLED401 Develop teams and individuals

[bookmark: O_839415]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:
· contribute to, implement and monitor learning and development for at least one team 
· contribute to, implement and monitor learning and development for at least one individual.

In the course of the above, the candidate must:   
· collect data on team and individual and team development needs
· collaboratively develop learning plans to match skill needs of individuals and groups
coordinate learning opportunities
· give and receive feedback during the implementation of learning plans
· monitor and review workplace learning plan implementation plans.
· systematically identify and implement learning opportunities for others
collect feedback on team and individual performance
give and receive feedback from team members to encourage participation in and effectiveness of the team
collaboratively develop learning plans to match skill needs of individuals and groups
provide mentoring and coaching assistance to teams and individuals
monitor and review workplace learning.
[bookmark: O_839414]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 facilitation techniques to encourage support team development and improvement
outline organisational policies, plans and procedures for developing teams
identify career paths and competency standards relevant to the industry
key sources of information relevant to inform development needs
key features of learning and development methods.

[bookmark: O_839413]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
learning and development plans, policies and procedures
case studies and, where available, real situations
interaction with others.

[bookmark: O_839425]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 guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492928][bookmark: _Toc23972367][bookmark: _Toc19787168][bookmark: _Toc24285240][bookmark: O_704001]BSBHRM414 Use human resources information systems BSBHRM502 Manage human resource management information systems
[bookmark: O_704002]Application
This unit describes the skills and knowledge required to manage use human resource information systems from the research and planning stages, through selection of appropriate systems, to implementation, ongoing review and system upgrades.
It applies to individuals with a  well-established, sound theoretical knowledge base inof human resource management and human resource information systems (HRIS) who are proficient in using a rangeuse of specialised technical and managerial techniques to plan, carry out and evaluate their own work and/orand the work of a team. They may or may not have staff who report to them, but they are authorised to oversee the HRIS.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_704005]Unit Sector
Technical Skills – Human Resources
[bookmark: O_704006]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 collect human resource information requirementsrequired data inputs
	1.1 Identify HRIS data requirements 
Collect, collate and document information requirements of users
1.22 Collect, and collate data of relevant stakeholders Identify communication processes to support user needs
1.33 Document and input collated data into HRISAgree on information requirements and communication processes with users and relevant managers
1.4 Develop a draft information systems management plan with agreed review mechanisms, timeframe and criteria
1.5 Specify information requirements in a clear and concise manner
1.6 Ensure information requirements are consistent with organisational objectives and policies
1.7 Identify resources required to meet the information requirements within budget parameters

	2. UseSelect human resource information management systemHRIS
	2.1 Access HRIS database and retrieve relevant informationAgree on selection criteria for the information management system with relevant groups and individuals

2.2 Use payroll function in HRIS
2.3 Use recruitment and retention functions in HRIS2.2 Ensure that selection criteria for the system has the capability to meet organisation’s objectives, policies and budget parameters

2.4 Use other required functions in HRIS according to organisational policies and procedures 2.3 Evaluate potential systems against the criteria
2.4 Undertake cost benefit and risk analysis in relation to the systems which meet the selection criteria
2.5 Establish preferences for the system and provide selection report to senior managers
2.6 Ensure preferred system is capable of being customised to meet organisation and user requirements

	3 Implement human resource information system
	3.1 Develop implementation plan with users, other relevant groups and individuals
3.2 Confirm implementation plan’s roles and responsibilities with individuals and groups involved
3.3 Assign resources to meet implementation plan timeframe, quality and other objectives
3.4 Modify implementation schedule to resolve any problems arising
3.5 Ensure groups and individuals contribute to implementation in accordance with plan objectives

	34. Monitor and evaluate performanceuse of human resource information systemHRIS
	34.1 Monitor own use of information systemHRIS performance  and prepare performance reports 
34.2 Obtain feedback from users relevant stakeholder about the system performance
4.3 Benchmark system performance and technical specifications against other systems, and latest trends and developments
34.43 Analy seIdentify performance gaps and current strategies andrecommend introduce 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

	Interprets textual information obtained from a range of sources and determines how content may be applied to individuals and organisational requirements

	Writing
	Demonstrates clear writing skills by selecting appropriate conventions and stylistic devices to express precise meaning relevant to context and audience

	Oral Communication
	Draws on a repertoire of open questioning and active listening to obtain feedback and confirm requirements
Uses appropriate terminology and non-verbal features to explain requirements 

	Numeracy
	Completes basic calculations to determine time taken to complete work within predetermined timelines
Prepares basic estimates, cost benefit and risk analyses according to pre-existing budgets

	Navigate the world of workSelf-management
	Adheres to all relevant organisational policies and procedures, and considers own role in terms of its contribution to broader goals of work environment
Accepts responsibility for planning and sequencing complex tasks and workload, negotiating key aspects with others 
Monitors progress of plans and schedules, and reviews and changes them to meet new demands and priorities

	Interact with othersTeamwork
	Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group interaction

	Get the work doneProblem solving
	Accepts responsibility for planning and sequencing complex tasks and workload, negotiating key aspects with others 
Monitors progress of plans and schedules, and reviews and changes them to meet new demands and priorities
Applies systematic and analytical decision-making processes for complex and non-routine situations
Uses evaluation and analysis as a means to continuously improve work practices and processes



[bookmark: O_704009]Unit Mapping Information

No equivalent unit. Supersedes but is not equivalent to BSBHRM502 Manage human resource management information systems.
[bookmark: O_704016]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492929][bookmark: _Toc23972368][bookmark: _Toc19787169][bookmark: _Toc24285241]Assessment Requirements for BSBHRM414 Use human resources information systems BSBHRM502 Manage human resource management information systems
[bookmark: O_704011][bookmark: O_704012]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:
assess written reports on human resource management information systems (HRIS) use different functions of a HRIS on at least five occasions.

In the course of the above, the candidate must: 
monitor use of HRIS and recommend improvementsdevelop and implement a plan for a new HRIS in close consultation with others   
collect data to input into HRIS.
review the new system and make improvements where required. 
[bookmark: O_704013]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 features and functions of a HRIS
key methods of describe monitoring , measuring and evaluation techniques for a range ofuse of human resource management functions
outline procurement procedures, including preparation of a technical brief
list the various types of HRIS available and their respective capabilities and limitations
summarise key organisational protocols and processes applicable to managing using a HRIS
relevant organisational policies and procedures.

[bookmark: O_704014]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:
documentation andworkplace resources normally used in the workplacerelevant to performance evidence
case studies and, where possible, real situations
workplace relevant policies and procedures
relevant legislation, regulations and codes of practice.

[bookmark: O_704017]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: _Toc19787170][bookmark: _Toc23492930][bookmark: _Toc23972369][bookmark: _Toc24285242][bookmark: O_700861]BSBHRMEMS41502 Develop and implement strategies to source and assess candidatesCoordinate recruitment and onboarding
[bookmark: O_700862]Application
This unit describes the skills and knowledge required to develop and implement strategies to source candidates and to assess their suitability for available positions.
It applies to individuals working in a support role in an employment services agencyhuman resources job role, as well as those for whom recruitment and onboarding are part of their broader duties. 
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_700865]Unit Sector
Technical Skills – Human Resources
[bookmark: O_700866]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 for recruitment1 Develop strategies to source candidates
	1.1 Establish recruitment requirements and authority to fill position
1.2 Contribute to development of job descriptions that accurately reflect the role requirements according to relevant policies, procedures and legislative requirements
1.3 Consult with relevant stakeholders about job descriptions, selection criteria and workforce strategy
1.4 Implement strategies to assist in sourcing candidates according to organisational policies and procedures
1.5 Review and evaluate strategies for effectiveness1.1 Undertake research to identify potential candidate channels
1.2 Identify a range of strategies to assist in sourcing candidates
1.3 Review and evaluate strategies for effectiveness
1.4 Develop advertisement copy to align with client requirements, job specifications and place accordingly to attract candidates

	2. Screen and interview potential candidates2 Screen and interview potential candidates
	2.1 Conduct preliminary screening with candidates in according to legislative requirements
2.2 Organise and conduct interviews and selection activities
2.3 Carry out skills assessment relevant to the position
2.4 Obtain relevant additional information from candidates2.1 Undergo preliminary screening with candidates in a fair and equitable manner, in compliance with relevant legislation
2.2 Organise and conduct interviews and employment appraisal assessments in accordance with organisational policy and best practice
2.3 Undertake general assessment of raw skills as required, depending on the position
2.4 Obtain additional information from candidates as required

	3. Assess and select candidates3 Assess and select candidates
	3.1 Consult with relevant stakeholders to conduct assessment and selection process according to organisational policy and legislative requirements
3.2 Assess candidates against specified selection criteria and referee reports
3.3 Prepare recommendations for relevant stakeholders and document according to organisational procedures3.1 Conduct assessment and selection process in accordance with organisational policy and legislative requirements, and in consultation with the client
3.2 Judge information obtained from each candidate against specified selection criteria and note any additional influencing factors
3.3 Align candidate suitability to specific client requirements and job specifications, in consultation with the client
3.4 Prepare selection recommendations for the client and document in accordance with organisational procedures

	4. Manage candidate outcomes4 Manage candidate outcomes
	4.1 Inform all candidates of selection decisions
4.2 Provide feedback to candidates according to organisational policies and procedures
4.3 Secure preferred candidate’s agreement 
4.4 Coordinate necessary documentation according to organisational procedures, observing confidentiality and privacy requirements4.1 Inform all candidates of selection decisions in a timely manner
4.2 Provide feedback to unsuccessful candidates
4.3 Provide successful candidate with briefing and coaching for interview with client
4.4 Negotiate placements with candidate and client

	5. Onboard successful candidate
	5.1 Advise relevant stakeholders of new appointment, including start date
5.2 Make necessary administrative arrangements for pay and employee record keeping
5.3 Coordinate successful candidate’s onboarding according to 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
	Interprets a range of textual information from a variety of sources and analyses and reviews for compliance and suitability   

	Writing
	Prepares concise notes to help synthesise information sourced during research 
Produces reports and other business communication for a range of contexts and audiences using relevant language and structure

	Oral Communication
	Asks questions and listens carefully to gather, interpret or evaluate information 
Participates in verbal exchanges using clear language and appropriate tone to provide relevant information and feedback   

	Self-managementNavigate the world of work
	Applies workplace protocols, legislation or regulations relevant to own responsibilities
Selects and uses appropriate conventions and protocols when communicating with candidates or clients
Takes responsibility for planning and implementing tasks for efficient and effective outcomes

	Interact with otheTeamworkrs
	Selects and uses appropriate conventions and protocols when communicating with candidates or clients
Participates in conversations relevant to role responding, explaining, negotiating and persuading as required 

	Get the work doneProblem solving
	Takes responsibility for planning and implementing tasks for efficient and effective outcomes
Uses systematic, analytical processes to evaluate information and make decisions



[bookmark: O_700869]Unit Mapping Information
Supersedes and is equivalent to BSBHRM405 Support the recruitment, selection and induction of staff.
Supersedes but is not equivalent to:
BSBEMS401 Develop and implement business development strategies to expand client base
BSBEMS402 Develop and implement strategies to source and assess candidates
BSBEMS403 Develop and provide employment management services to candidates
BSBEMS404 Manage the recruitment process for client organisations
BSBSMB417 Recruit staff.

[bookmark: O_700876]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: _Toc19787171]

[bookmark: _Toc23492931][bookmark: _Toc23972370][bookmark: _Toc24285243][bookmark: O_700871]Assessment Requirements for BSBHRM415 Coordinate recruitment and onboardingBSBEMS402 Develop and implement strategies to source and assess candidates

[bookmark: O_700872]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 3, plan for recruitment, screen and assess candidates and finalise the process on at least three occasions, plan for recruitment, screen and assess candidates and finalise the process.
coordinate onboarding for at least three candidates.

In the course of the above, the candidate must: 
produce a written or verbal presentation on strategies for sourcing candidates\
demonstrate the process for screening and interviewing a candidate 
provide a written report or demonstration of an assessment of a candidate’s skills and selection recommendation
communicate effectively with clients and successful and unsuccessful candidates
review job descriptions
use job descriptions to support sourcing, selecting and appointing suitable staff

consult with relevant stakeholders to gain approvals
develop selection criteria and interview questions in consultation with relevant stakeholders

participate in interviews and other selection techniques including assessing candidates against selection criteria to short list them
obtain referees’ reports

advise unsuccessful candidates of the results
secure preferred candidate’s agreement and provide an employment contract
.coordinate onboarding activities.
[bookmark: O_700873]
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 economic, social and industry trends affecting employment levels
describe the key provisions of relevant legislation, regulations, standards and codes of practice that affect employment agencies
describe a range ofcommon interview techniques and recruitment sourcing methods
describe the range of organisational products and services supplied by employment agencies
common methods of attracting candidates.
· interviewing techniques and other selection processes.

[bookmark: O_700874]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 policies and procedures relevant to performance evidence
· 
· position descriptions
· legislation, regulations, Codes and Standards relevant to staff recruitment, selection and onboarding.
· 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
office equipment and resources
examples of workplace documents used in employment services agencies.
[bookmark: O_700877]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc19787174][bookmark: _Toc23492934][bookmark: _Toc23972371][bookmark: _Toc24285244][bookmark: O_701635]BSBHRM416FIA302 Process payroll
[bookmark: O_701636]Application
This unit describes skills and knowledge required to process payroll from provided data using manual and computerised payroll systems.
It applies to individuals employed in a range of work environments who are responsible for payroll functions within an organisation. They may work as individuals providing administrative support within an enterprise, or may be other members of staff who have been delegated payroll responsibilities.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_701639]Unit Sector
Technical Skills – Human Resources
[bookmark: O_701640]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. Record payroll data
	1.1 Check payroll data and clarify discrepancies with designated personsrelevant stakeholder
1.2 Enter employee pay period details and any deductions and allowances in payroll system in accordance withaccording to source documentsorganisational requirements
1.3 Calculate individual employees payment due to individual employees to reflect standard pay and variations in accordance withaccording to employee source data

	2. Prepare payroll
	2.1 Prepare payroll within designated timelines and in accordance withaccording to organisational policy and procedures and designated timelines
2.2 Reconcile total wages for pay period, check or and correct irregularities or refer to designated personsrelevant stakeholder for resolution
2.3 Make arrangements for payment in accordance withaccording to organisational and individual requirements
2.4 Obtain authorisation of payroll and individual pay advice in accordance withaccording to organisational requirements
2.5 Produce, check and store payroll records in accordance withaccording to organisational policy and security procedures
2.6 Follow security procedures for processing payroll and for maintaining payroll records

	3. Handle payroll enquiries
	3.1 Respond to payroll enquiries in accordance withaccording to organisational and legislative requirements
3.2 Provide information in accordance withaccording to organisational and legislative requirements
3.3 Ensure all enquiries outside area of responsibility and knowledge are referred to designated persons for resolution
3.4 Complete additional information or follow‑up action within designated timelines in accordance withaccording to organisational policy and procedures



[bookmark: O_701641]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 a range of textual information to determine activities required

	Writing
	Accurately records textual information and maintains personal and banking details using format, language and structure in context

	Oral Communication
	Explains financial issues clearly using terminology and tone appropriate to audience
Uses questioning and listening skills in verbal exchanges to clarify information 

	Numeracy
	Uses a limited range of mathematical calculations to calculate and reconcile amounts and arrange/ and compare numerical information

	Navigate the world of workSelf-management
	Adheres to legislative requirements and organisational policies and procedures relevant for own work
Takes responsibility for own workload and monitors adherence to specified goals and timelines
Uses digital technologies to access, record, store, organise and compile data as required

	Interact with othersTeamwork
	Selects the appropriate mode of communication for a specific purpose
Collaborates with others to achieve predetermined goals

	Get the work doneProblem solving
	Takes responsibility for own workload and monitors adherence to specified goals and timelines
Recognises and takes responsibility for resolving problems relevant to own role
Takes responsibility for routine low-impact decisions within familiar situations
Uses digital technologies to access, record, store, organise and compile data as required 



[bookmark: O_701643]Unit Mapping Information
Supersedes and is equivalent to BSBFIA302 Process payroll.

[bookmark: O_701650]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc19787175]
[bookmark: _Toc23492935][bookmark: _Toc23972372][bookmark: _Toc24285245][bookmark: O_701645]Assessment Requirements for BSBHRM416 Process payrollBSBFIA302 Process payroll
[bookmark: O_701646]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 and perform payroll calculations in accordance withaccording to all legislative and organisational requirements, and predetermined timelines on at least three occasions.

In the course of the above, the candidate must: 
respond to routine payroll enquiries
refer enquiries outside area of responsibility to an appropriate authority.
[bookmark: O_701647]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 the key provisions of relevant legislation, standards and codes of practice that may affect payroll operations
outline relevant organisational policies and procedures
key features of list the different types of payroll systems
processes associated with Single Touch Payroll (STP).

[bookmark: O_701648]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 workplace equipment and resources relevant to performance evidence
computer with relevant software
payroll data ((samples or actual).
case studies and, where possible, real situations.

[bookmark: O_701651]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 guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492936][bookmark: _Toc23972373][bookmark: _Toc19787176][bookmark: _Toc24285246][bookmark: O_703916]BSBHRM417 Support human resources functions and processesBSBHRM404 Review human resource functions

[bookmark: O_703917]Application
This unit describes the skills and knowledge required to undertake research that supports work across a range of human resource functional areas.
It applies to individuals who require a broad understanding of human resource functions, associated policy frameworks and the administrative requirements to support these functions and policies.
No licensing, legislative or certification requirements apply to this unit at the time of publication. 
[bookmark: O_703920]Unit Sector
Technical Skills – Human Resources
[bookmark: O_703921]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. Research Identify human resources functions
	1.1 ReviewIdentify business strategy and human resource strategy, clarify human resource issues for review, and document scope of review
1.2 Identify different local, state or territory, national and international human resource networks for human resource professionals
1.3 Identify information sources for to obtain human resource data and information
1.4 Select a research strategy suitable to the topic and consult with relevant personnel
1.5 Undertake research and review research findings

	2. Review policy and procedures frameworks
	2.1 Identify Locate policies and procedures relevant to the organisation
2.2 Analyse strengths and weaknesses of organisation’s policies and procedures
2.3 Consider legislation, regulations and standards that apply to the policies and procedures and the organisation
2.34 Identify sustainability issues that relate to human resource functions

	3. Apply ethical framework
	3.1 Review ethical requirements associated with the human resource function under review
3.2 Consider Apply ethical obligations of human resource personnelstakeholder working in the area under review

3.3 Document behaviours associated with working ethically in the area under review

	4. Analyse human resource metrics
	4.1 Select appropriate relevant technology to gather workforce data and information to review human resource functions
4.2 Identify and use different sources of workforce data
4.3 Collate and analyse data and establish key trends and critical information

	5. Report research outcomes
	5.1 Identify options for change relevant suited to the organisation’s culture, and any possible change barriers
5.2 Identify and evaluate any possible change barriers
5.32 Collate, analyse and document key findings of the review
5.43 Write report on outcomes of research 
5.54 Develop recommendations for change


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 evaluates and applies content from a range of structurally complex texts 

	Writing
	Develops a range of documentation using tone, structure and language suited to context and audience

	Oral Communication
	Asks questions to gather information and listens carefully to evaluate information 
Uses appropriate vocabulary and tone in consultation process 

	Self-management Navigate the world of work
	Takes personal responsibility for following explicit and implicit policies, procedures and legislative requirements
Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomes
Makes routine decisions and implements standard procedures for routine tasks, using formal decision-making processes for more complex and non-routine situations

	Problem solving
	Contributes to continuous improvement of current work practices by applying basic principles of analytical and lateral thinking

	Teamwork Interact with others
	Selects and uses appropriate conventions and protocols when communicating with relevant personnelstakeholder
Forms connections with others who can contribute to effective work outcomes 

	Get the work doneTechnology
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficiency and effective outcomes
Makes routine decisions and implements standard procedures for routine tasks, using formal decision-making processes for more complex and non-routine situations
Contributes to continuous improvement of current work practices by applying basic principles of analytical and lateral thinking
Uses the main features and functions of digital tools to complete work tasks and access information



[bookmark: O_703924]Unit Mapping Information
Supersedes and is equivalent to BSBHRM404 Review human resource functions.

[bookmark: O_703931]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492937][bookmark: _Toc23972374][bookmark: _Toc19787177][bookmark: _Toc24285247][bookmark: O_703926]Assessment Requirements for BSBHRM417 Support human resources functions and processesBSBHRM404 Review human resource functions

[bookmark: O_703927]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:
prepare reports reviewingsupport key human resource functions for an organisation or work area, applying all ethical, organisational and legislative considerations. 

In the course of the above, the candidate must:
use appropriate technology to collect and analyse workforce data.
[bookmark: O_703928]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 the key provisions of legal and compliance requirements that apply to the organisation
summarise relevant organisational policiesy and procedures frameworks  
summarise relevant ethical parameters
explain howkey features of information technology can help used to analyse human resource metrics
outline the roles and responsibilities of human resource practitioners
types of human resources networks including local, state or territory, national and international
..

[bookmark: O_703929]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 and human resource strategies
human resource policies and procedures, including ethical framework
relevant legislation, regulations and codes of practice 
workforce data. 
business technology
interaction with others.

[bookmark: O_703932]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: _Toc23492938][bookmark: _Toc23972375][bookmark: _Toc19787178][bookmark: _Toc24285248][bookmark: O_645368]BSBHRM5121 Facilitate performance development processes Develop and manage performance management processes
[bookmark: O_645369]Application
This unit describes the skills and knowledge required to develop and facilitate implementation of performance management development processes and to coordinate individual or group learning and development to encourage effective employee performance.
This unit applies to individuals who are authorised to establish effective performance management development processes for an organisation and who may have staff reporting to them. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_645372]Unit Sector
Technical Skills – Human Resources
[bookmark: O_645373]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. Develop integrated performance-management processesPlan facilitation of performance development process
	1.1 Analyse organisational strategic and operational plans to iIdentify relevant policies and objectives to be addressed in integrated performance-management processesprocess
1.2 Develop objectives for performance- management development processes to support organisational strategy and goals and to build organisational capability
1.3 Design methods and processes for line managers to develop key performance indicators for those reporting to them
1.4 Develop organisational timeframes and processes for formal performance-management sessions
1.5 Ensure performance-management processes are flexible enough to cover the range of the organisation’s employment situations 
1.63 Consult with key relevant stakeholders about the processes and agree on process features
1.7 Gain support for implementation of the performance-management processes

	2. Facilitate Coordinatethe implementation of performance- management development processes
	2.1 Train relevant groups and individuals to ways to monitor performance, identify performance gaps, provide feedback and manage talent 
2.2 Work with line managers to ensure that performance is monitored regularly and that intervention occurs where relevant as required and complies withaccording to organisational policies and legal requirements
2.3 Support line managers to counsel coach and discipline employees who continually perform below standard
2.4 Articulate Communicate dispute resolution processes where necessaryrelevant, mediating between line managers and employees
2.5 Provide support to terminate employees who fail to respond to interventions according to according to legislative requirements and organisational protocols policies and proceduresand legislative requirements
2.6 Ensure recorded outcomes of performance -managementdevelopment sessions are accessible and stored securely and accessible to relevant stakeholders, according to organisational policy
2.7 E Regularly evaluate and improve suggest improvements to all aspects of performance -managementdevelopment processes in keeping withaccording to organisational objectives,  and policies and procedures

	3. Coordinate individual or group learning and development 
	3.1 Design and develop learning and development plans and strategies to encourage effective employee performance
3.2 Deliver learning and development plans according relevant to agreed timeframes, ensuring achievement of specified outcomes
3.3 Contract appropriate relevant providers for performance development, as identified by plans and according according toto organisational policy
3.4 Monitor learning and development activities to ensure compliance with quality assurance standards
3.5 Negotiate remedial action with providers, where necessaryrelevant
3.6 Generate reports to advise appropriate relevant managers on progress and success rates of activities


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 and critically analyses organisational strategic and operational plans to identify relevant policies and objectives to be addressed

	Writing
	Uses broad vocabulary, grammatical structure and conventions appropriate to text when developing objectives, designing methods and processes and reporting

	Oral communication
	Conveys information using language, format and style appropriate to a specific audience
Uses listening and questioning to extract main ideas from oral texts or to confirm and clarify understanding

	Numeracy
	Selects from, and applies, mathematical and problem solving strategies when reporting on success rates of activities

	Self-management Navigate the world of work
	Understands and interprets organisational policies and procedures in order to formulate processes relevant to own role requirements
Monitors adherence to legal and regulatory rights and responsibilities for self and possibly others 
Accepts responsibility for planning, scheduling and sequencing complex tasks to meet organisational and legislative requirements

	Teamwork Interact with others
	Selects and implements appropriate communication protocols to liaise with personnelstakeholder in a range of work contexts
Supports line managers to achieve goals, playing an active role in facilitating effective group interaction, influencing direction and taking a leadership role on occasion
Negotiates with others to achieve agreeable outcomes playing an active role in facilitating consensus in contentious situations

	Problem solving Get the work done
	Takes responsibility for developing, implementing  and monitoring processes and strategies to manage performance
Accepts responsibility for planning, scheduling and sequencing complex tasks to meet organisational and legislative requirements
Uses systematic, analytical processes in complex, non-routine situations, setting goals, gathering relevant information, and identifying and evaluating options against agreed criteria 
Uses digital systems and tools to store, access and organise digital information

	Technology
	Uses digital systems and tools to store, access and organise digital information



[bookmark: O_645376]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to BSBHRM512 Develop and manage performance management processes.

[bookmark: O_645383]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492939][bookmark: _Toc23972376][bookmark: _Toc19787179][bookmark: _Toc24285249]Assessment Requirements for BSBHRM521 Facilitate performance development processes BSBHRM512 Develop and manage performance management processes
[bookmark: O_645378]
[bookmark: O_645379]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, monitorplan and review facilitate an organisational  performance management development process for an organisation or work area which supports business goals. 
including analysing the organisational strategic and operational plan

In the course of the above, the candidate must: 
design methods for the development of key performance indicators and formal performance management sessions by line managers
consult with stakeholders to gain support
design, develop, coordinate and implement individual and group learning and development
train line managers and other relevant people to manage performance
provide support to line managers to effectively manage performance issues, including dispute resolution and termination of employment
develop approaches to improve performance and address identified performance gaps.
[bookmark: O_645380]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 list characteristics of a learning organisation
organisational outline policies and legislation relevant to performance management
key aspects of summarise grievance procedures
explain models for giving feedback and options for skill development
methods fordescribe options in the designing of performance management development processes 
outline organisational role of performance management in relation to broader human resources and business objectives
common methods of monitoring performance. .

[bookmark: O_645381]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 strategic and operational plans
workplace policies and procedures relevant to performance evidence
relevant legislation, regulations and codes of practice.
case studies and, where possible, real situations
interaction with others.

[bookmark: O_645384]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: _Toc23492940][bookmark: _Toc23972377][bookmark: _Toc19787180][bookmark: _Toc24285250][bookmark: O_1001617]BSBHRM522 Manage employee and industrial relations BSBWRK520 Manage employee relations
[bookmark: O_1001622]Application
This unit describes the skills and knowledge required to manage employee relations (ER) and industrial relations (IR) matters in an organisation. It involves developing and implementing employee and industrial relationsER and IR policies and plans and managing conflict resolution negotiations. 
It applies to those who are authorised to oversee industrial relationsIR and manage conflict and grievances in an organisation. They will have a sound theoretical knowledge base in human resources management and industrial relationsIR as well as current knowledge of ER and industrial relationsIR trends and legislation.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_1001621]Unit Sector
Technical Skills – Human Resources
[bookmark: O_1001620]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. Develop employee and industrial relationsER and IR policies and plans
	1.1 Analyse strategic plans and operational plans to dDetermine long term employee relationsER in accordance withaccording to organisational objectives 
1.2 Analyse existing employee relationsER performance in relation to workforce objectives
1.3 Evaluate options in terms of cost-benefit, risk-analysis and current legislative requirements
1.4 Work withConsult relevant internal stakeholders to and develop industrial relationsIR policies and plans 
1.5 Identify the skills and knowledge needed relevant for by management and the workforce to effectively implement these strategies and policies

	2. Implement employee relationsER and IR policies and plans
	2.1 Develop an implementation plan and a contingency plan for the employee relationsER and IR policies and strategies 
2.2 Make arrangements for Organise training and development for identified needs requirements to support the employee relationsER and IR plan
2.3 Undertake associated employee relations activities to reach agreementAgree on changes required by the organisational policies or implementation plan
2.4 Document procedures for addressing grievances and conflict
2.5 Identify and communicate key procedures for addressing grievances and conflict to stakeholders
2.6 Review employee relationsER and IR policies and plans to and establish whether they are meeting their intended outcomes

	3. Manage negotiations to resolve conflict
	3.1 Develop and deliver training to individuals in conflict-management techniques and procedures
3.2 Identify, and where possible relevant alleviate or eliminate, sources of conflict or grievance according to legal requirements
3.3 Evaluate documentation and other information sources to and clarify issues in dispute and ensure completeness, balance and relevance 
3.4 Obtain expert or specialist advice and/or refer to precedents, if required
3.5 Determine desired negotiation principles outcomes, negotiation strategy and negotiation timeframes
3.6 Advocate the organisation’s position in negotiation accordance with the view to reaching a resolution that aligns to organisational objectives
3.7 Document, and if necessarywhere required certify, the agreed outcomes with the relevant jurisdiction
3.8 Take remedial action whereRectify where groups or individuals fail to abide by agreements


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, critically analyses and applies appropriate strategies to construct meaning from complex texts 

	Writing
	Displays knowledge of required structure and layout, employing broad vocabulary, grammatical structure and conventions appropriate to purpose and audience

	Oral communication
	Conveys information using language and non-verbal features appropriate to the audience
Employs listening and questioning techniques to clarify and confirm understanding

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

	Initiative and enterpriseNavigate the world of work
	Modifies or develops organisational policies to achieve organisational goals and comply with legislative requirements 
Keeps up to date on changes to legislation or regulations relevant to own rights and responsibilities and considers implications of these

	Interact with othersTeamwork
	Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group interaction, influencing direction and taking a leadership role on occasion
Actively builds networks that include key people with expert skills and knowledge 
Uses a range of strategies to facilitate an acceptable outcome for all parties where conflicts occur

	Get the work doneProblem solving
	Sequences and schedules complex activities, monitors implementation and manages relevant communication 
Uses analytical techniques to identify issues and generate possible solutions, seeking input from others as required, before making decisions or implementing solutions 
Draws on the diverse perspectives of others to gain insights into current practices and opportunities for change 



[bookmark: O_1001618]Unit Mapping Information
Supersedes and is equivalent to BSBWRK520 Manage employee relations.

[bookmark: O_1001611]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492941][bookmark: _Toc23972378][bookmark: _Toc19787181][bookmark: _Toc24285251]Assessment Requirements for BSBHRM522 Manage employee and industrial relations BSBWRK520 Manage employee relations
[bookmark: O_1001613]
[bookmark: O_1001616]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, and implement ER and IR policies for an organisation or work area
plan and manage conflicts. analyse organisational documentation to determine long-term employee relations objectives and current employee relations performance

In the course of the above, the candidate must: 
analyse organisational documentation and determine long-term ER objectives and current ER performance 
occasion collaborate with others to develop and review industrial relationsIR policies and plans
develop implementation and contingency plans for industrial relationsIR policies
identify the skills and knowledge needed to implement the plan and organise training and development for self and staff
document and communicate strategies and procedures for eliminating and dealing with grievances and disputes
train others in conflict-resolution techniques
manage industrial relationsIR conflicts, including advocating the organisation’s position during negotiations and documenting, implementing and following up agreements.
[bookmark: O_1001615]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 relevant industrial relationsIR legislation or regulations
kKey features of enterprise and workplace bargaining processes
kKey features of relevant entities in the current Australian industrial relationsIR system, including courts and tribunals, trade unions and employer bodies
kKey sources of expert ER and industrial relationsIR advice
Key features of relevant organisational policies and procedures
kKey features of organisational objectives
key aspects of cost-benefit, risk-analysis and current legislative requirements.
.

[bookmark: O_1001614]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:
awards and enterprise bargaining agreements
relevant legislation, regulations, standards and codes 
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_1001612]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492942][bookmark: _Toc23972379][bookmark: _Toc19787182][bookmark: _Toc24285252][bookmark: O_646660]BSBHRM523 Coordinate the learning and development of teams and individuals
[bookmark: O_646661]Application
This unit describes the skills and knowledge required to encourage and support the development ofcoordinate a the learning and development of teams and individuals learning environment in which work and learning come together. Particular emphasis is on the development coordination of strategies to facilitate and promote learning and to monitor and improve learning performance.
It applies to individuals who have a prominent role in encouraging, supporting and facilitatingcoordinating the development of a learning environment in which workwork, and learning come together. 
At this level work will normally be carried out within complex and diverse methods and procedures, which require the exercise of considerable discretion and judgement, using a range of problem solving and decision makingdecision-making strategies.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_646664]Unit Sector
Technical Skills – Human Resources
[bookmark: O_646665]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. Coordinate Ccreateion of learning opportunities
	1.1 Identify potential formal and informal learning opportunities  
1.2 Identify learning needs requirements of individuals in relation to theaccording to need srequirements of the team and/or enterpriseof organisation and available learning opportunities  
1.3 Develop andCoordinate implementation of learning plans as an integral part of individual and team performance plans  
1.4 Develop Coordinate strategies to and ensure that learning plans reflect the diversity of needs  
1.5 Ensure organisational procedures maximise support individual and team access to, and participation in, learning opportunities 
1.6 Ensure effective liaison occursConsult with training and development specialists and contributes to learning opportunities which enhance individual, team and organisational performance  

	2. Facilitate and promoteCoordinate learning
	2.1 Develop Coordinate strategies to ensure that workplace learning opportunities are usedused and that team members are encouraged to share their skills and knowledge to encourage a learning culture within the team  
2.2 Implement organisational procedures to ensure workplace learning opportunities contribute to the development of appropriate workplace knowledge, skills and attitudes  
2.23 Coordinate Iimplementation of policies and procedures to encourage team members to assess their own competencies and to identify their own learning and development needs  
2.4 3 Share Communicatethe benefits of learning with others in the team and organisation 
2.5 4 Recognise workplace achievement by timely and appropriate relevant recognition, feedback and rewards   

	3. Monitor and improve learning effectiveness
	3.1 Use strategies to ensure that team and individual learning performance is monitored to determine the type and extent of any additional work‑based support required and any Work Health and Safety (WHS) issues  
3.2 Use feedback from individuals and teams to identify and introduce recommend improvements in future learning arrangements 
3.3 Suggest Make adjustments, negotiated with training and development specialists, for improvements to the efficiency and effectiveness of learning
3.4 Use processes to ensure that rRecord s and reports of competency are documented and maintained within the organisation’s systems and procedures to inform future planning   learning and development of teams and individuals


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

	Learning
	Develops strategies to develop learning plans of self and others to meet a diversity of needs within organisational constraints
Transfers skills and knowledge to a variety of learning development contexts

	Reading
	Interprets textual information obtained from a range of sources and determines how content may be applied to individuals and to organisational requirements

	Writing
	Uses information from a range of sources to develop and document plans, strategies and feedback in accordance withaccording to organisational requirements
Maintains records using correct technical and organisational vocabulary

	Oral Communication
	Present information and opinions using language and features appropriate to the audience and context
Uses questioning and listening techniques to identify learning needs and obtain feedback 

	Initiative and enterprise Navigate the world of work
	Recognises and responds to both explicit and implicit organisational procedures and protocols and legislative/ and regulatory requirements
Understands how own role meshes with others and contributes to broader goals

	Interact with othersTeamwork
	Selects the appropriate form, channel and mode of communication for a specific purpose relevant to own role
Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group interaction, influencing direction and taking a leadership role on occasion
Recognises the importance of building rapport to establish effective working relationships
Applies a range of communication strategies to encourage others to share their knowledge and skills and reflect on the effectiveness of the interaction

	Problem solvingGet the work done
	Uses logical processes to plan, implement and monitor learning in the workplace
Systematically gathers and analyses relevant information and evaluates options to make informed decisions
Evaluates outcomes of decisions to identify opportunities for improvement
Uses digital tools to organise, store, integrate and share relevant information 

	Technology
	Uses digital tools to organise, store, integrate and share relevant information



[bookmark: O_646668]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to BSBLED501 Develop a workplace learning environment.

[bookmark: O_646675]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492943][bookmark: _Toc23972380][bookmark: _Toc19787183][bookmark: _Toc24285253]Assessment Requirements for BSBHRM523 Coordinate the learning and development of teams and individuals
[bookmark: O_646670]
[bookmark: O_646671]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:
collaboratively review performance development needs of individuals and teams
coordinate learning and development for at least one team 
coordinate learning and development for at least one individual.


In the course of the above, the candidate must: plan professional development for individuals and teams that enhances organisational performance
coordinate the developdevelopment and implementation of learning plans
liaise with training and development specialists
recognise workplace achievement by giving feedback, recognition and rewards
monitor and recommend improvements for workplace learning 
record and report workplace learning outcomes.
[bookmark: O_646672]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 management of relationships can achieve a learning environment
identify principles and techniques involved in the management and organisation of:
adult learning
coaching and mentoring
consultation and communication
improvement strategies
leadership
learning environment and learning culture
monitoring and reviewing workplace learning
problem identification and resolution
record keeping and management methods
structured learning
work‑based learning.

[bookmark: O_646673]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 workplace organisational policies and procedures
workplace equipment and resources relevant to performance evidence.
case studies and, where available, real situations
interaction with others.

[bookmark: O_646676]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: _Toc23492944][bookmark: _Toc23972381][bookmark: _Toc19787184][bookmark: _Toc24285254][bookmark: O_645387]BSBHRM52413 Coordinate workforce plan implementationManage workforce planning
[bookmark: O_645388]Application
This unit describes the skills and knowledge required to manage coordinate planning implementation of a workforce planin relation to an organisation’s workforce, including researching requirements, coordination of planning and  developing objectives and strategies, implementing initiatives and monitoring and evaluating trends. 
It applies to individuals who are human resource managers practitioners or staff members with a role in a policy or planning unit that focuses on workforce planning.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_645391]Unit Sector
Technical Skills – Human Resources
[bookmark: O_645392]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. Research workforce requirements
	1.1 Review current data on staff turnover and demographics
1.2 Assess factors factors that may affect impacting workforce supply
1.3 Establish the organisation’s requirements for a skilled and diverse workforce

	2. Develop Coordinate workforce objectives and strategies
	2.1 Review Consult relevant shareholders on organisational strategy and establish aligned objectives for modification or retention of the workforce 
2.2 Coordinate Consider strategies to address unacceptable high staff turnover, if required 
2.3 Define Coordinate objectives to retain required relevant skilled labour
2.4 Define Agree objectives for workforce diversity and cross-cultural management with relevant stakeholders
2.5 Define Determine strategies to source skilled labour
2.6 Communicate objectives and rationale to relevant stakeholders
2.7 Obtain agreement and endorsement for objectives and establish targets
2.8 Develop contingency plans to cope with extreme situations

	3. Coordinate Iimplementation of initiatives to support workforce planning objectives
	3.1 Coordinate Implement action to supportimplementation of agreed objectives for recruitment, training, redeployment and redundancy 
3.2 Develop Identify and implement strategies to assist workforce to deal with organisational change and coordinate implementation
3.3 Develop and implementIdentify strategies to assist in meeting the organisation’s workforce diversity goals and coordinate implementation
3.4 Coordinate Iimplementation of succession planning system to and ensure desirable workers are developed and retained
3.5 Implement programs to ensure workplace is an employer of choice

	4. Monitor and evaluate workforce trends
	4.1 Review workforce plan against patterns in existing employee and workforce changes
4.2 Monitor labour supply trends for areas of over and‑ or under‑ supply in the external environment
4.3 Monitor effects of labour trends on the demand for labour within own organisation
4.4 Coordinate Ssurvey of organisational climate to and gauge collect worker satisfaction results
4.5 Consult with relevant stakeholders and Rrefine objectives and strategies in response to internal and external changes
 and make recommendations in response to global trends and incidents
4.6 Regularly review Monitor government policy on labour demand and supply
4.7 Evaluate effectiveness of change processes against agreed objectives


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 and critically analyses organisational strategy and data on staff turnover and demographics 

	Writing
	Uses broad vocabulary, grammatical structure and conventions appropriate to audience and context to develop strategies, plans or reports

	Oral communication
	Conveys information using language, format and style appropriate to a specific audience

	Numeracy
	Extracts and evaluates the mathematical information and applies mathematical and problem-solving strategies when monitoring labour trends and surveying organisational climate

	Navigate the world of workInitiative and enterprise 
	Understands and interprets organisational goals r to develop processes, objectives or strategies relevant to own role requirements
Selects and implements appropriate communication protocols to liaise with stakeholder in a range of work contexts

	Interact with others
	Selects and implements appropriate communication protocols to liaise with personnel in a range of work contexts

	Self-managementGet the work done
	Sequences and schedules complex activities, monitors implementation and manages relevant communication when researching requirements and developing workforce objectives and strategies
Makes a range of critical and non-critical decisions in relatively complex situations, taking a range of constraints into account when assessing factors affecting workforce supply
Anticipates potential problems and uses analytical or lateral thinking processes to formulate contingency plans 
Uses a range of digital tools  to collect data, and to extract, organise and share information 

	Problem solving
	Anticipates potential problems and uses analytical or lateral thinking processes to formulate contingency plans
Makes a range of critical and non-critical decisions in relatively complex situations, taking a range of constraints into account when assessing factors affecting workforce supply 



[bookmark: O_645395]Unit Mapping Information
Supersedes and is equivalent to BSBHRM513 Manage workforce planning. 

[bookmark: O_645402]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492945][bookmark: _Toc23972382][bookmark: _Toc19787185][bookmark: _Toc24285255]Assessment Requirements for BSBHRM52413 Coordinate workplace plan implementationManage workforce planning
[bookmark: O_645397]
[bookmark: O_645398]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 relevant organisational requirements, coordinate planning and implementation of initiatives and monitor relevant trends.
review and interpret information from a range of internal and external sources to identify:
current staff turnover and demographics
labour supply trends factors that may affect workforce supply
organisation’s workforce requirements objectives and strategies

In the course of the above, the candidate must: 
manage workforce planning including developing, implementing, monitoring and reviewing strategies to meet workforce needs 
review relevant trends and supply and demand factors that will impact on an organisation’s workforce
develop a workforce plan that includes relevant research and specific strategies to ensure access to a skilled and diverse workforce., in consultation with relevant stakeholders 
review and interpret information from a range of internal and external sources, in order to identify:
current staff turnover and demographics
labour supply trends factors that may affect workforce supply
organisation’s workforce requirements objectives and strategies.
[bookmark: O_645399]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 explain current information about external labour supply relevant to the specific industry or skill requirements of the organisation
key features of outline industrial relations relevant to the specific industry
describe labour force analysis and forecasting techniques
common programs that ensure workplace is an employer of choice
key aspects of: 
staff turnover and demographics factors 
sources of skilled labour 
contingency plans 
strategies to assist in meeting the organisation’s workforce diversity goals..

[bookmark: O_645400]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:
an appropriate range ofworkplace documentation and resources normally used in the workplacerelevant to performance evidence
organisational strategic and operational plans
relevant organisational policies and procedures.
business technology.

[bookmark: O_645403]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: _Toc23492946][bookmark: _Toc23972383][bookmark: _Toc19787186][bookmark: _Toc24285256][bookmark: O_704077]BSBHRM52506 Manage recruitment selection and onboarding induction processes

[bookmark: O_704078]Application
This unit describes the skills and knowledge required to manage all aspects of recruitment selection and induction onboarding processes in accordance withaccording to organisational policies and procedures.
It applies to individuals or human resource personnel who take responsibility for managing aspects of selecting new staff and orientating those staff in their new positions. It is not assumed that tThe individual will may be directly involved in the selectionrecruitment processes themselves or coordinating the process, although this may well be the case.
No licensing, legislative or certification requirements apply to this unit at the time of publication. 
[bookmark: O_704081]Unit Sector
Technical Skills – Human Resources
[bookmark: O_704082]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. Develop recruitment, selection and inductiononboarding policies and procedures
	1.1 Analyse strategic and operational plans and policies to iIdentify relevant policies and objectives according to strategic and operational plans and policies
1.2 Develop Identify existing recruitment , selection and inductiononboarding policies and procedures and supporting documents 
1.3 Review Assess options for technology to improve efficiency and effectiveness of recruitment and selection process
1.4 Update existing policies and procedures according to organisational requirements
1.5 Obtain support for policies and procedures from senior managersrelevant stakeholders
1.65 Trial Create forms and documents supporting policies and procedures and make necessary adjustments, where required
1.76 Communicate policies and procedures to relevant staff and provide training, if requiredwhere required

	2. Manage Rrecruitment and select staffprocess
	2.1 Determine future human resource needs requirements in collaboration with relevant managers and sectionsstakeholders
2.2 Ensure current position descriptors and person specifications for vacancies are used by managers and othersrelevant stakeholders involved in recruitment , selection and inductiononboarding processes
2.3 Support Provide access to training and other forms of support to all persons involved in recruitment and selection processrelevant stakeholders in recruitment process according to recruitment policies and procedures
2.4 Ensure advertising of vacant positions complies with legislation and organisational policyies and proceduresand legal requirements
2.5 Utilise Consult and use specialists where necessaryrequired
2.6 Ensure selection procedures are in accordance withaccording to legislation and organisational policy and legal requirementspolicies and procedures
2.7 Ensure processes for advising applicants of selection outcome are followed
2.8 Ensure job offers and contracts of employment are executed promptly, and new appointments are provided with relevant advice about salary, terms and conditions

	3. Manage staff inductiononboarding
	3.1 Provide access to training and ongoing support to relevant stakeholdersfor all persons engaged in staff induction 
3.2 Check Ensure inductiononboarding processes are followed across the organisation
3.3 Oversee management of probationary employees and provide them with feedback until their employment is confirmed or terminated
3.4 CollectObtain feedback from participants and relevant managers stakeholders on extent inductiononboarding process is meeting itsaccording to its objectives
3.5 Make refinements toUpdate inductiononboarding policies and procedures according to feedback


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 evaluates and applies content from a range of complex texts to determine legislative and business requirements

	Writing
	Demonstrates clear writing skills by selecting appropriate conventions and to express precise meaning relevant to context and audience 

	Oral Communication
	Draws on a repertoire of open questioning and active listening when seeking feedback from others
Uses appropriate terminology and non-verbal features to present information and clarify understanding

	Numeracy
	Analyses numerical information to determine employees’ remuneration packages 
Makes basic calculations to ensure work output is delivered in a timely manner

	Initiative and enterpriseNavigate the world of work
	Understands and adheres to relevant organisational policies and procedures
Develops or updates organisational policies to meet organisational objectives
Considers own role in terms of its contribution to broader goals of work environment
Analyses outcomes of decisions to identify improvement opportunities
Seeks expert advice and skills training where required



	Interact with others
	Seeks expert advice and skills training where required
Selects appropriate mode of communication for a specific purpose relevant to own role
Uses effective communication skills to liaise with a range of people across the organisation 

	Get the work done
	Plans and implements tasks required to deliver timely outcomes, negotiating some key aspects with others
Monitors implementation of plans and adjusts as necessary
Considers whether and how often others should be involved, using consultative or collaborative processes as an integral part of the decision-making process
Analyses outcomes of decisions to identify improvement opportunities
Actively identifies systems, devices and applications with potential to meet current and future needs 

	Teamwork
	Considers whether and how often others should be involved, using consultative or collaborative processes as an integral part of the decision-making process

	Planning and organising
	Plans and implements tasks required to deliver timely outcomes, negotiating some key aspects with others
Monitors implementation of plans and adjusts as necessary


[bookmark: O_704085]Unit Mapping Information
Supersedes and is equivalent to BSBHRM506 Manage recruitment selection and induction processes.

[bookmark: O_704092]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492947][bookmark: _Toc23972384][bookmark: _Toc19787187][bookmark: _Toc24285257]Assessment Requirements for BSBHRM52506 Manage recruitment and onboardingselection and induction processes
[bookmark: O_704087]
[bookmark: O_704088]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 the recruitment and onboarding process for an organisation or work areadevelop or critically analyse a policy and procedures framework for recruitment, selection and induction
.

In the course of the above, the candidate must: 
update organisational policies and procedures for recruitment and onboarding
identify the need for recruitment
prepare and oversee appropriate documentation required for recruitment
select and advise job applicants appropriately 
manage the inductiononboarding process
comply with relevant legislation and organisational requirements.
[bookmark: O_704089]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 describe recruitment and selection methods, including assessment centres
explain the concept of outsourcing
describe thekey features of purpose of employee contracts and industrial relations
summarise relevant legislation, regulations, standards and codes of practice that may affect recruitment ,and selection and inductiononboarding 
explain why terms and conditions of employment are an important aspect of recruitment
explain the relevance ofkey features of psychometric and skills testing programs to for recruitment
relevant advice required in contracts of employment
key features of relevant organisational policies and procedures.

[bookmark: O_704090]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:
an appropriate range ofworkplace documentation and resources normally used in the workplacerelevant to performance evidence
relevant organisational policies and procedures
relevant legislation, regulations and codes of practice. 
business technology.

[bookmark: O_704093]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: _Toc19787188][bookmark: _Toc23492948][bookmark: _Toc23972385][bookmark: _Toc24285258][bookmark: O_731489]BSBHRMFIM5026 Manage payroll
[bookmark: O_731488]Application
This unit describes the skills and knowledge required to establish and monitor security procedures for managing organisational payroll services and to calculate and process salary payments, group taxation and related payments.
It applies to individuals, employed in a range of work environments, who are required to establish and work with payroll systems and may have responsibility for managing payroll systems and calculations.
No licensing, legislative or certification requirements apply to this unit at the time of publication
[bookmark: O_731487]Unit Sector
Technical Skills – Human Resources
[bookmark: O_731486]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 procedures for payroll management of payroll
	1.1 Establish procedures that ensureEnsure the confidentiality and security of payroll information
1.2 Ensure procedures guarantee substantiation of claims for allowances 
1.3 Establish control measures to sSafeguard organisation’s financial resources in accordance withaccording to legislative and organisational requirements
1.4 Establish systems to ensure statutory obligations are met and records are kept for the period determined by government legislation

	2. Prepare payroll data
	2.1 Use nominated industrial awards, contracts and government legislation to cCalculate gross pay and annual salaries 
2.2 Calculate statutory and voluntary deductions using government and employee documentation
2.3 Provide payroll data to payroll processor for calculation within designated timelines

	3. Authorise payment of salaries
	3.1 Check payroll, and authorise salaries and wages for payment in accordance withaccording to organisational policy and procedures
3.2 Reconcile salaries, wages and deductions in accordance withaccording to organisational policy and procedures
3.3 Deal withHandle salary, wage and related enquiries in accordance withaccording to organisational policy and procedures

	4. Administer salary records
	4.1 Process declaration forms for new and existing employees in accordance withaccording to Australian Taxation Office requirements
4.2 Forward periodic deductions to nominated creditors within designated timelines
4.3 Prepare and dispatch payments to government authorities accurately and in accordance withaccording to relevant government legislation
4.4 Calculate and transcribe group tax amounts and make payments in accordance withaccording to taxation procedures
4.5 Prepare and reconcile employee group certificate amounts from salary records


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 and interprets information from organisational policies, legislative and industry-related material 

	Writing
	Records data accurately using relevant format, style and language suited to context and audience    
Prepares specific information which clearly conveys an understanding of outcomes and uses terminology appropriate to present to relevant personnelstakeholder    

	Oral Communication
	Articulates information concisely using appropriate terminology, tone and style
Uses questioning and listening techniques to exchange and clarify information   

	Numeracy
	Uses a wide range of mathematical calculations to analyse and compare numeric information
Makes calculations to ensure work is completed according to predetermined deadlines

	Initiative and enterpriseNavigate the world of work
	Monitors adherence to legal and regulatory responsibilities and organisational policies and procedures
Recognises and applies the protocols governing what to communicate with who, and how, in a range of work contexts

	Interact with others
	Recognises and applies the protocols governing what to communicate with who, and how, in a range of work contexts

	Self-management Get the work done
	Uses logical processes in planning, implementing and evaluating routine and non-routine tasks in achieving goals and timelines
Uses analytical skills to identify discrepancies and attempts to resolve the issues within the context of own responsibilities 
Makes a range of critical and non-critical decisions in relatively complex situations, taking a range of factors into account
Understands the importance of secure information and privacy in relation to own work and takes responsibility for identifying and managing risk factors

	Problem solving
	Uses analytical skills to identify discrepancies and attempts to resolve the issues within the context of own responsibilities 
Makes a range of critical and non-critical decisions in relatively complex situations, taking a range of factors into account



[bookmark: O_731484]Unit Mapping Information
Supersedes and is equivalent to BSBFIM502 Manage payroll.

[bookmark: O_731490]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc19787189][bookmark: _Toc23492949][bookmark: _Toc23972386][bookmark: _Toc24285259]Assessment Requirements for BSBHRMFIM5026 Manage payroll
[bookmark: O_731482]
[bookmark: O_731481]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:
· document steps undertaken to establish payroll systemon at least one occasion establish procedures for payroll management
· on at least two occasions prepare payroll, authorise payment and administer salary records.

In the course of the above, the candidate must: 
· document steps undertaken to establish payroll system
· use data and calculations to reconcile salaries, wages and deductions in accordance withaccording to all legislative and organisational requirements
· create accurate payroll management records.
[bookmark: O_731480]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 provisions of relevant legislation, standards, regulations and codes of practice that may affect aspects of payroll operations
· key features of outline organisational policies and procedures across the full range of tasks for the required payroll processes
· key methods of calculating gross pay and annual salary using nominal awards, contracts and government legislation
· processes associated with Single Touch Payroll (STP).

[bookmark: O_731479]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 workplace equipment and resources relevant to performance evidence
· workplace relevant organisational policies and procedures
· samples of financial data
· business technology
· payroll system.
· case studies and, where available, real situations.

[bookmark: O_731491]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: _Toc23492950][bookmark: _Toc23972387][bookmark: _Toc19787190][bookmark: _Toc24285260]BSBHRM52701 Coordinate Manage human resource functions and processesservices
[bookmark: O_703963]
[bookmark: O_703964]Application
This unit describes the skills and knowledge required to plan, manage and evaluate delivery ofto coordinate human resource servicesfunctions and processes, integrating business ethics. 
It applies to individuals with responsibility for coordinating a range of human resource servicesfunctions and processes across an organisation. They may have staff reporting to them.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_703967]Unit Sector
Technical Skills – Human Resources
[bookmark: O_703968]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 strategies for delivery of human resource servicesfunctions and processes
	1.1 Coordinate the aAnalyseysis of business strategy and operational plans to and determine human resource requirements 
1.2 Review external business environment and likely impact on organisation’s human resource requirements
1.3 Consult line and senior managersrelevant stakeholders to identify relevant human resource needs requirements in their areas
1.4 Review organisation’s requirements for diversity in the workforce
1.5 Develop options for delivery of human resource servicesfunctions and processes that comply with legislative requirements, organisational policies and business goals
1.6 Develop and agree on strategies and action plans for delivery of human resource servicesfunctions and processes 
1.7 Agree and document roles and responsibilities of human resource team, line managers, and external contractors

	2. Manage Coordinate the delivery of human resource servicesfunctions and processes 
	2.1 Develop and cCommunicate information about human resource strategies,  and servicesfunctions and processes to internal and external stakeholders
2.2 Develop and nNegotiate service agreements between with the human resource team, service providers and client groups
2.3 Document and communicate service specifications, performance standards and timeframes 
2.4 Identify and arrange coordinate training support if required 
2.5 Agree on, and arrange coordinate monitoring of quality assurance processes
2.6 Ensure that servicesfunctions and processes are delivered by appropriate providers, according to service agreements and operational plans
2.7 Identify and rectify underperformance of human resource team or service providers
2.8 Identify appropriate return on investment of providing human resource services

	3. Evaluate human resource service deliveryfunctions and processes 
	3.1 Establish Coordinate systems for gathering and storing information needed to provide human resource servicesfunctions and processes
3.2 Coordinate Ssurvey of clients to determine level of satisfaction
3.3 Capture Collectongoing client feedback and use in for the review processes
3.4 Analyse feedback and surveys and rRecommend changes to human resource service functions and processesdelivery
3.5 Obtain approvals to variations in service delivery from appropriatrelevant managers
3.6 Support agreed change processes across the organisation

	4. Manage Coordinate integration of business ethics in human resource practices
	4.1 Ensure personal behaviour is consistently ethical and reflects values of the organisation
4.21 Ensure code of conduct is observed across the organisation, and its expectations are incorporated in human resource policies and practices
4.23 Observe Identify confidentiality requirements in dealing with all human resource information
4.34 Deal Handlepromptly with unethical behaviour according to organisational policies and procedures
4.45 Ensure all persons responsible for human resource functions understand requirements regarding their ethical behaviour


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 evaluates and applies content from a range of structurally complex texts 

	Writing
	Develops a range of documentation using tone, structure and language suited to context and audience

	Oral Communication
	Asks questions to gather information and listens carefully to evaluate information 
Uses appropriate vocabulary and tone in negotiations

	Numeracy
	Makes basic calculations to ensure work output meets predetermined timeframes
Selects from an expanding range of mathematical    strategies when analysing investment policies

	Self-management Navigate the world of work
	Considers and adheres to organisational policies and procedures when developing plans and strategies
Monitors adherence to legislative and organisational requirements    
Appreciates the implications of ethical, legal and regulatory responsibilities related to own work
Considers own role in terms of its contribution to broader goals of the work environment

	Interact with others
	Recognises the importance of taking audience, purpose and contextual factors into account when making decisions about what to communicate to whom, why and how
Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group interaction 

	Get the work done
	Develops plans for complex, high-impact activities with organisational implications   
Uses systematic, analytical processes to solve problems in complex, non-routine situations
Uses analytical processes to decide on a course of action, establishing criteria for deciding between options, and seeking input and advice from others 
Uses digital technologies and systems safely, legally and ethically when gathering, storing and accessing information 



[bookmark: O_703971]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to:
BSBHRM501 Manage human resource services
BSBHRM510 Manage mediation processes
BSBHRM511 Manage expatriate staff.

[bookmark: O_703978]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc19787191][bookmark: _Toc23492951][bookmark: _Toc23972388][bookmark: _Toc24285261]Assessment Requirements for BSBHRM52701 Manage Coordinate human resource functions and servicesprocesses
[bookmark: O_703973]
[bookmark: O_703974]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 and manage coordinate human resource delivery functions and processes for an organisation or work area within legislative,   organisational and business ethics frameworks.

In the course of the above, the candidate must: 
communicate effectively with a range of senior relevant personnelstakeholders at various levels of seniority
identify and arrange training support where appropriate 
calculate human resource return on investment within the organisation.
[bookmark: O_703975]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 the key provisions of legal and compliance requirements that apply to managing human resources   
summarise the relevant organisational’s code of conductpolicies and procedures
key features of explain human resource strategies and planning processes and their relationship to business and operational plans
key methods of describe performance and contract management
explain howkey features of feedback is and how it is used to modify the delivery of human resources.

[bookmark: O_703976]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 strategy and operation plans
business technology
legislation, regulations and codes of practice relevant to staff recruitment, selection and inductionhuman resources processes.
interaction with others.

[bookmark: O_703979]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: _Toc19787192]

[bookmark: _Toc23492952][bookmark: _Toc23972389][bookmark: _Toc24285262]BSBHRM52805 CoordinateManage remuneration and employee benefits
[bookmark: O_731519]
[bookmark: O_731518]Application
This unit describes the skills and knowledge required to implement coordinate an organisation’s remuneration and benefit plans. It incorporates all functions associated with remuneration, including packaging, salary benchmarking, market rate reviews, bonuses and the legislative aspects of remuneration and employee benefits.
It applies to individuals who are human resource managers practitioners responsible for overseeing an organisation’s remuneration process.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_731517]Unit Sector
Technical Skills – Human Resources
[bookmark: O_731516]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. Develop organisation’s remuneration strategy
	1.1 Analyse strategic and operational plans to determineIdentify the scope of remuneration and benefits plans in consultation with relevant stakeholders 
1.2 Undertake rResearch on current practice, recent developments and legislative parameters for remuneration strategy
1.3 Develop options remuneration and employee benefits options for consideration by relevant stakeholders  managers
1.4 Assist in Ppresenting options showing and describingthe link to organisational strategic objectives 
1.5 Ensure Agree and record remuneration policies and incentive plans are agreed and recorded
1.6 Ensure organisation is positioned as an employer of choice and regarded as a desirable workplace

	2. Implement Coordinate remuneration and employee benefits strategy
	2.1 Research occupational groups to dDetermine those which are occupational groups that are industrial agreement based
2.2 Ensure organisation is competitive in its particular occupational groupAccess or undertake market rates surveys regularly to ensure the organisation’s required level of competitiveness for particular occupational groups is maintained
2.3 Align remuneration and benefits plans with performance management system
2.4 Ensure remuneration and employee benefits isemployees receive at least their minimum entitlements according to legal requirements and organisational policies and procedureslegal requirements
2.5 Ensure salary packages comply with organisational policies and legal requirements, including fringe benefits tax (FBT) and superannuation
2.56 Ensure incentive arrangements, if includedrelevant, comply with the organisation’s remuneration strategy

	3. Review and update remuneration strategy
	3.1 Consult managers and employees about the effectiveness of the remuneration strategy
3.2 Amend strategy and plans as necessary to meet organisational policies and legal requirements


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
	Evaluates and integrates facts and ideas to construct meaning from a range of text types

	Writing
	Develops complex material for specific audiences using clear language and appropriate structure to convey explicit information, requirements and recommendations 

	Oral Communication
	Draws on a repertoire of open questioning and active listening skills when consulting others
Uses appropriate terminology and non-verbal features to present information or clarify understanding 

	Numeracy
	Analyses numerical information to determine employee remuneration and benefits according to a clear set of parameters 

	Initiative and enterprise Navigate the world of work
	Adheres to relevant organisational policies, procedures and legislative requirements   
Considers own role in terms of its contributions to broader goals of the work environment

	TeamworkInteract with others
	Uses effective presentation and collaboration skills to show options, negotiate agreement and gain feedback on policies 

	Get the work doneSelf-management 
	Accepts responsibility for planning and sequencing complex tasks and workload, negotiating key aspects with others, taking into account capabilities, efficiencies and effectiveness
Applies systematic and analytical processes to determine appropriate models of remuneration and benefits for particular occupational groups and individuals
Uses evaluation and analysis of feedback to decide on improvements  to strategy

	Problem solving
	Uses evaluation and analysis of feedback to decide on improvements to strategy



[bookmark: O_731514]Unit Mapping Information
Supersedes and is equivalent to BSBHRM505 Manage remuneration and employee benefits.

[bookmark: O_731520]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc19787193][bookmark: _Toc23492953][bookmark: _Toc23972390][bookmark: _Toc24285263][bookmark: O_731512]Assessment Requirements for BSBHRM52805 Manage Coordinate remuneration and employee benefits

[bookmark: O_731511]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  remuneration strategies for different at least two different occupational groups. 

In the course of the above, the candidate must: 
manage remuneration and benefits in accordance withaccording to all legislative and ethical requirements and operational policies 
apply awards and agreements to remuneration processes
apply requirements of the Australian Taxation Office in relation to income tax, superannuation reporting, FBT and bonus payments.
[bookmark: O_731510]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 remuneration principles or models and approaches
explain the ethical practices relating to remuneration and benefits strategies
outline variouscommon remuneration or employee benefits 
describe ways to position an organisation an ‘employer of choice’
outline award structures for industrial agreements
summarise organisational policies and procedures affecting remuneration strategies
identify relevant legislation, regulations and standards that may affect remuneration strategies 
list the requirements of the Australian Taxation Office in relation to:
income tax
superannuation reporting
FBT and bonus payments.

[bookmark: O_731509]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:
an appropriate range ofworkplace documentation and resources normally used in the workplacerelevant to performance evidence
relevant organisational policies and procedures
relevant legislation, regulations and codes of practice. 
business technology.

[bookmark: O_731521]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 guides are found in VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc19787194][bookmark: _Toc23492954][bookmark: _Toc23972391][bookmark: _Toc24285264][bookmark: O_704115]BSBHRM52907 Manage Coordinate separation or and termination processes
[bookmark: O_704116]Application
This unit describes the skills and knowledge required to deal coordinatewith redeployment, resignation, retirement, dismissal and redundancy, including the conduct of exit interviews.
It applies to individuals who take responsibility for overseeing aspects of managing the voluntary and involuntary termination of employment. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_704119]Unit Sector
Technical Skills – Human Resources
[bookmark: O_704120]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. Assist dDevelopment of policies and procedures for separation/termination of employment
	1.1 Undertake research to determineResearch features of best practice systems of separation and t/termination and the legal requirements
1.2 Consult Undertake consultation with relevant managers stakeholders prior to introduction of new forms, procedures or systems
1.3 Assist in Develop determining policies, procedures and supporting documentation for all forms of separation/terminationseparation and termination 
1.4 Ensure procedures for dismissal or termination respect employees, provide strict confidentiality and comply with legislationare according to legislative requirements and organisational policies and procedures
1.5 Obtain support for separation/terminationseparation and termination policies and procedures from senior managersrelevant stakeholders
1.6 Communicate policies and procedures, and provide supporting documents to relevant personnelstakeholders 
1.7 Use Seek and use feedback to make refinementsrefine to policies, procedures and supporting documents for separation and termination

	2. Manage Coordinate separation/terminationseparation and termination processes
	2.1 DevelopFacilitate the development of a redundancy or redeployment plan
2.2 Manage Coordinate redundancies and redeployment and provide relevant information about processes so work outcomes are not compromised
2.3 Provide outplacement or other assistance in accordance withaccording to organisational policies and legal requirements
2.4 Ensure dismissals for incapacity to perform or misconduct comply with legislative requirements and organisational requirementspolicies and procedures
2.5 Ensure human resource staff, managers and supervisors have necessary skills and knowledge to take disciplinary action
2.6 Review workforce data for predicted numbers of people retiring and make necessary plans
2.7 Review and evaluate separation/terminationseparation and termination procedures regularly and introduce suggest improvements

	3. Manage Coordinate exit interview process
	3.1 Ensure Provide separating employees are offered opportunity to participate in exit interviews
3.2 Ensure Create clear process for exit interviews is clear and that staff are skilled to conduct them
3.3 Ensure Record and depersonalise data from exit interviews
 is recorded and depersonalised 
3.4 Analyse data from exit interviews to eEstablish trends and patterns and introduce suggest improvements across the organisation according to data from exit interviews


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

	Learning
	Ensures staff have necessary skills and training to oversee employees terminations

	Reading
	Critically evaluates and applies content from a range of texts to determine legislative and business requirements   

	Writing
	Records results of research for personal use
Uses a range of writing skills and techniques to create or edit organisational documentation in required format for a range of audiences
Creates records in required format and structure

	Oral Communication
	Uses appropriate terminology and non-verbal features when consulting others and presenting information 
Uses open questioning and active listening skills when seeking feedback from others

	Numeracy
	Undertakes basic mathematical calculations to review and manipulate workforce data

	Initiative and enterprise Navigate the world of work
	Identifies and adheres to legislative and organisational requirements relevant to role
Develops or updates policies and procedures to achieve organisational goals 
Monitors adherence to organisational policies and procedures 

	Teamwork Interact with others
	Collaborates with others to achieve outcomes, playing an active role in facilitating understanding of procedures

	Problem solvingGet the work done
	Plans and implements tasks to achieve outcomes in accordance withaccording to legislative and organisational requirements   
Uses systematic processes to gather and analyse the data needed to make decisions that affect the organisation 
Uses consultation and analytical thinking to decide on improvements to work practices and processes 



[bookmark: O_704123]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to BSBHRM507 Manage separation or termination.

[bookmark: O_704130]Links
Companion Volume implementation guides are found in VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc19787195][bookmark: _Toc23492955][bookmark: _Toc23972392][bookmark: _Toc24285265][bookmark: O_704125]Assessment Requirements for BSBHRM52907 Manage Coordinate separation andor termination processes

[bookmark: O_704126]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 createdevelopment of at least three different policies and procedures to manage all aspects of employment termination according to legislative and organisational requirements
on at least two occasions coordinate separation or termination of an employee.  

In the course of the above, the candidate must: 
communicate effectively with employees to ensure they are aware of their rights and responsibilities   
ensure staff have an appropriate skill-sets to conduct terminations
use data from exit interviews to suggest organisational improvements.
[bookmark: O_704127]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 identify and describe disciplinary procedures
key features of describe employment contracts including terms and conditions
relevant outline procedures and grounds for dismissal, suspension, voluntary termination, retirement and redundancy
summarise relevant industrial relations and employee dismissal legislation
methods of obtaining feedback and suggesting improvements to organisational operations.

[bookmark: O_704128]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:
an appropriate range of workplace documentation and resources normally used in the workplacerelevant to performance evidence
relevant organisational policies and procedures
relevant legislation, regulations and codes of practice. 
business technology
interaction with others
case studies and, where possible, real situations.
 
[bookmark: O_704131]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 guides are found in VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: _Toc19787196]

[bookmark: _Toc23492956][bookmark: _Toc23972393][bookmark: _Toc24285266]BSBHRM5309 Manage Coordinate rehabilitation or return to work programs

Application
This unit describes the skills and knowledge required to o coordinate process and analyse wWorkers’ compensation Compensation and sick leave claims. It also covers the establishment coordination of rehabilitation needs and return to work programs and their monitoring, review and evaluation.
It applies to individuals who manage coordinate claims and ensure that the organisation provides appropriate support for the worker.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Technical Skills – Human Resources
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 Coordinate claims
	1.1 Ensure that the organisation has and maintains a current Workers’ Compensation insurance policy (or equivalent) as required byaccording to the applicablerequired legislation
1.2 Process claims in accordance withaccording to organisational policies, procedures and legal and insurance requirements
1.3 Facilitate Ddispute of claims where insurer or organisational requirements are not met
1.4 Notify rehabilitation provider in accordance withaccording to organisational policies and procedures
1.5 Advise claimants as to whether their claim has been accepted
1.6 Analyse claims to identify the nature of the illness/injury and prepare required report/s 
1.7 Identify projected period of absence and where rehabilitation assistance is required and ensure arrangements are made in the work team to deal with absence

	2. Establish Coordinate rehabilitation or rehabilitation/return to work programcess
	2.1 Ensure consultation occurs between rehabilitation provider and treating doctor, relevant managers and employee
2.2 Ensure consultation occurs between rehabilitation provider, relevant managers and employee
2.32 CoordinateConsider job redesign, reduced hours and alternative duties in the light of according to medical advice
2.34 Design a rehabilitation or /return to work program to achieve a successful return to work
2.45 Obtain approval for return to work program by relevant managers
2.56 Establish Coordinate rehabilitation program with employee
2.67 Undertake Coordinate risk analysis in relation to proposed program and  mitigate risk where appropriate
2.78 Commence program as close to the time of the accident or /illness as possible

	3. Monitor/evaluate  rehabilitation / return to work program
	3.1 Encourage regular feedback/communication between provider, supervising manager and employee
3.2 Organise Coordinate regular contact and support between provider and employee 
3.3 Identify breaches of the return to work program and take suggest remedial action promptly
3.4 Refer return to work program to workers compensation authorities where breaches occur
3.5 Modify return to work program where appropriate required 
if it is not delivering the required outcomes
3.6 Evaluate each rehabilitation or /return to work program at its conclusion and implement suggest recommendations for system improvement where appropriate


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
	Evaluates and integrates facts and ideas to construct meaning from a range of text types

	Writing
	Records results of analysis in required formats
Prepares correspondence to a range of individual in required format
Uses vocabulary, grammatical structure and appropriate organisational conventions to ensure rehabilitation and return to work programs are effectively documented

	Oral Communication
	Uses appropriate vocabulary and non-verbal features   in discussions with employees, insurance companies and rehabilitation providers when dealing with claims

	Numeracy
	Uses basic numeracy skills to determine the appropriate amount of hours for a return to work program
Selects and uses appropriate mathematical problem-solving strategies to undertake risk analysis and to evaluate the rehabilitation program

	Navigate the world of workInitiative and enterprise
	Ensures knowledge of legislative requirements and products is kept up to date in order to provide accurate information
Takes full responsibility for following policies, procedures and legislative requirements and identifies organisational implications of new legislation or regulation
Seeks to improve policies and procedures to better meet organisational goals

	Interact with othersProblem solving
	Uses appropriate protocols and practices to communicate with a range of stakeholders
Implements strategies to discuss health matters sensitively with a range of people 
Encourages collaboration between relevant stakeholders 
Makes critical decisions in complex situations, taking a range of variables into consideration


	Get the work donePlanning and organising
	Plans and organises complex tasks to ensure that that claims are properly processed and to keep the claimant informed 
Monitors progress of plans and schedules and reviews and changes them to meet new demands and priorities
Makes critical decisions in complex situations, taking a range of variables into consideration 
Evaluates and analyses results of decisions to identify opportunities for improvement 



Unit Mapping Information
Supersedes and is equivalent to BSBHRM509 Manage rehabilitation or return to work programs.

Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc19787197][bookmark: _Toc23492957][bookmark: _Toc23972394][bookmark: _Toc24285267]Assessment Requirements for BSBHRM5309 Manage Coordinate rehabilitation or return to work programs
[bookmark: O_645340]
[bookmark: O_645341]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 process and analyse workers compensation claims 
on at least two occasions coordinate rehabilitation or return to work process.


In the course of the above, the candidate must:
process and analyse sick leave claims
establish, implement, monitor and review acoordinate rehabilitation needs and return to work program including 
identifying breaches 
liaising between the claimant, workers compensation authority, rehabilitation provider, doctor and workplace
determining the extent to which the program meets its objective in respect to timeframes, success rates, cost and impact on the organisation    
assist in conducting a risk analysis of a return to work program and mitigate identified risks including
assessing the likelihood of a negative event preventing the program meeting its objectives and the likely consequences of such an event 
action taken to reduce or eliminate identified risk
assess the strengths and weaknesses of the organisation’s approach to rehabilitation return to work programs
apply relevant legislation to return to work programs.

[bookmark: O_645342]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 aspects of rehabilitation concepts and return to work procedures
identify and describe relevant legislation from all levels of government that affects rehabilitation and return to work programs 
outline the role of workers Workers’ compensation Compensation authorities and tribunal procedures
methods to process claims.

[bookmark: O_645343]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 normally used in the workplacerelevant to performance evidence
case studies and, where possible, real situations
relevant workplace policies and procedures
relevant legislation, regulations and codes of practice.

[bookmark: O_645346]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: _Toc23492958][bookmark: _Toc23972395][bookmark: _Toc19787198][bookmark: _Toc24285268][bookmark: O_707525]BSBHRMLED53102 Coordinate health and wellness Manage programs that promote personal effectiveness
[bookmark: O_707526]Application
This unit describes the skills and knowledge required to manage coordinate programs with a health and wellbeing focus. The unit addresses management coordination of the range of programs that would typically be associated with health and wellbeing such as stress management, smoking cessation, exercise, and Employee Assistance Programs (EAPs).
It applies to individuals who take responsibility for managing staff health and wellbeing wellness programs or activities.
It also has particular relevance for managers of human resources or diversity programs, frontline managers and specialist consultants responsible for promoting a balance between work demands and personal life. It is not assumed tThe individual will may not be directly involved in delivering the programs.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_707529]Unit Sector
Technical Skills – Human Resources
[bookmark: O_707530]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. Research and analyse employee health issues
	1.1 Identify and collect information on employee health issues from appropriate relevant internal and external sources   
1.2 Review findings and their implications for the organisation and business objectives   
1.3 Consult relevant stakeholders and Ddevelop options for addressing identified health issues   
1.4 Obtain support from senior managers forAgree preferred option with required stakeholders

	2. Plan health and wellbeing wellness program
	2.1 Develop program scope and objectives in consultation with appropriate relevant industry consultants, colleagues and managers 
2.2 Plan and create administrative structure and resources for program   
2.3 Establish program responsibilities and clearly communicate to all stakeholders 
2.4 Consult relevant stakeholders and Pplan communications and marketing strategies in conjunction with stakeholders 
2.5 Establish suitable evaluation methods, develop a n overall program management plan and communicate this plan to stakeholders 

	3. Implement, administer and monitorCoordinate program
	3.1 Prepare policy documents, implement and monitor and coordinate strategies in conjunction with program team members   
3.2 Provide Coordinate appropriate support, assistance and mentorship to relevant personnelstakeholders   
3.3 Implement and mMonitor tracking systems according to program guidelines   
3.4 Reach program milestones within agreed timelinesaccording to program management plan and provide regular progress reports to stakeholders 

	4. Evaluate and improve program
	4.1 Use agreed evaluation methods to assess effectiveness of program at specific stages   
4.2 Communicate information from program evaluation process to stakeholders
4.3 Incorporate evaluation process and outcomes into continuous improvement strategies, enterprise agreements and future corporate plans


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
	Compares and contrasts information and demonstrates an understanding gained from a variety of sources such as marketing and communication plans

	Writing
	Integrates information from a number of sources and develops content using clear language that supports the purpose and context 

	Oral Communication
	Applies appropriate strategies to communicate main ideas in a range of contexts, and listening and questioning techniques to confirm understanding

	Initiative and enterprise Navigate the world of work
	Recognises, responds and contributes to   organisational procedures and protocolss
Understands how own role meshes with others and contributes to broader goals

	Teamwork Interact with others
	Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group interaction, influencing direction and taking a leadership role
Recognises importance of building rapport to establish effective working relationships

	Problem solvingGet the work done
	Uses logical processes, and an increasingly intuitive understanding of context, to plan, organise, implement and monitor programs 
Systematically gathers and analyses all relevant information and evaluates options to make informed decisions
Evaluates outcomes of decisions to identify opportunities for improvement


[bookmark: O_707533]Unit Mapping Information
Supersedes and is equivalent to BSBLED502 Manage programs that promote personal effectiveness.

[bookmark: O_707540]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492959][bookmark: _Toc23972396][bookmark: _Toc19787199][bookmark: _Toc24285269]Assessment Requirements for BSBHRMLED53102 Manage Coordinate health and wellness programs that promote personal effectiveness
[bookmark: O_707535]
[bookmark: O_707536]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:
collaboratively plan, implement and implement coordinate a health and wellbeing wellness program for an organisation or work area.


In the course of the above, the candidate must: 
collaboratively develop an overall program management plan
provide feedback to stakeholders on:
program responsibilities
program milestones
evaluation outcomes
prepare policy documents
provide coordinate appropriate required support to relevant personalstakeholders
monitor and review program
incorporate outcomes into organisational strategies.

[bookmark: O_707537]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 identify a range of employee health issues and options for improving health outcomes
locate and name relevant industry consultantssources of specialist advice
key outline steps to create a program management plan
explain why it is important tomethods for monitoring program progress.

[bookmark: O_707538]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 workplace documentation, equipment and resources relevant to performance evidence.
case studies and, where available, real situations
interaction with others.

[bookmark: O_707541]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 guides are found in VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23972397][bookmark: _Toc19787200][bookmark: _Toc23492960][bookmark: _Toc24285270]BSBHRM611LED805 Contribute to organisational performance developmentPlan and implement a mentoring program

[bookmark: O_707760]Application
This unit describes the skills and knowledge required to develop and implementcontribute to a organisational performance development, through contribution to planning, development and coordination of performance development programsmentoring program for a particular section or group within an educational organisation, or for a specific business purpose or objective within an enterprise whose core business is not education, or as a collaborative partnership spanning more than one organisation (such as to advance occupational or industry-specific skill needs).
It applies to individuals who contribute to planning, develodevelopingp, implementcoordinating, monitoring and evaluatinge a mentoring programorganisational performance development that results in learning forged through a defined and active learning partnership with a mentor. The program should develop and use tools that enhance both the learning and the phased relationship, and it should be monitored and evaluated to ensure it explores and meets relevant stakeholder’sthe mentee’s  learning needs.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_707763]Unit Sector
Technical Skills – Human Resources
[bookmark: O_707764]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. Contribute to Pplanning of mentoring program organisational performance development
	1.1 Determine benefits of, and need for, a mentoring program  organisational performance development 
1.2 Define organisational performance development mentoring program purpose and objectives   
1.3 Develop organisational performance development mentoring program plan with appropriate outcomes, in consultation with key stakeholders   
1.4 Establish relevant management structures and wider support requirements   
1.5 Determine organisational performance development mentoring program modes and methods   
1.6 Determine methods and resources required to report organisational performance development mentoring program outcomes 

	2. Contribute to Ddevelopment of program tools and materials to support mentoring program
	2.1 Develop range of tools and resources appropriate toaccording to organisational performance development mentoring program modes and methods   
2.2 Establish organisational performance development mentor and mentee stakeholder selection criteria, procedures and tools   
2.3 Establish formal requirements for mentor-mentee relationship and communicate these requirements to all parties  
2.34 Establish rules, procedures and requirements encompassing key accountabilities and responsibilities    
2.5 Develop means to report and collate outcomes from organisational performance developmentmentor–mentee relationship 

	3. Coordinate Facilitate organisational performance development mentor and mentee relationships
	3.1 Implement strategies for recruiting and accurately matching mentors with mentees    
3.2 Induct mentors and mentees into program  
3.31 Ensure plans required for personal growth are developed by mentors and mentees  relevant stakeholders 
3.4 Cultivate rapport, mutual trust and teamwork in mentoring relationship  
3.25 Consider and address cultural differences and diversity issues in all organisational performance development mentor-mentee communications 
3.36 Use data and reporting tools supporting program toand monitor organisational performance developmentmentor-mentee relationship
3.4 Coordinate organisational performance development plan

	4. Evaluate organisational performance development mentoring program
	4.1 Complete organisational performance development mentoring record-keeping and reporting requirements using agreed technology, reporting processes and procedures  according to organisational policies and procedures 
4.2 Evaluate organisational performance development mentoring program against agreed outcomes and report through relevant management structures   
4.3 Document improvement opportunities for future organisational performance development mentoring programs based on program evaluation 


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 textual information obtained from a range of sources and determines how content may be used to meet requirements 

	Writing
	Communicates complex relationships between ideas and information by creating reports 
Documents results of mentoring program using required organisational formats

	Oral Communication
	Uses appropriate language to provide information and encourage discussions 
Applies listening and questioning techniques to check and confirm understanding

	Self-management Navigate the world of work
	Adheres to organisational policies and procedures

	Planning and organising Interact with others
	Tailors communication to achieve its purpose, demonstrating understanding of needs of particular audiences 
Collaborates with others to set and facilitate shared outcomes 
Invests time and energy in building rapport with others as an integral part of interactions
Plans, organises and implements tasks required for mentoring program, including coordinating schedules for interviews and sessions with others
Identifies and analyses issues to aid in decisions about appropriate modes, methods and resources

	Problem solving 
	Evaluates outcomes of decisions, considering results from a range of perspectives and identifying key concepts and principles that may be adaptable to future situations

	Technology Get the work done
	Plans, organises and implements tasks required for mentoring program, including coordinating schedules for interviews and sessions with others
Identifies and analyses issues to aid in decisions about appropriate modes, methods and resources
Evaluates outcomes of decisions, considering results from a range of perspectives and identifying key concepts and principles that may be adaptable to future situations
Uses digital tools to store, access and organise information about the mentoring program 



[bookmark: O_707767]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to:
BSBLED805 Plan and implement a mentoring program
BSBLED806 Plan and implement a coaching strategy
BSBLED807 Establish career development services
BSBLED808 Conduct a career development session
BSBLED809 Identify and communicate trends in career development
BSBLED810 Develop human capital.

[bookmark: O_707774]Links
Companion Volume implementation guides are found in VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc23492961][bookmark: _Toc23972398][bookmark: _Toc19787201][bookmark: _Toc24285271][bookmark: O_707769]Assessment Requirements for BSBHRM611LED805 Contribute to organisational performance developmentPlan and implement a mentoring program

[bookmark: O_707770]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 a contribute to the overall performance development mentoring program plan in consultation with of an organisation or work areaothers. 

In the course of the above, the candidate must: including:
establishing a management structure
determineing support structures
establishing methods and resources to achieve designated outcomes
mentor and mentee selection process
develop appropriate tools and resources for a organisational performance development mentoring program
establish organisational performance development mentor-mentee policies and procedures
coordinate organisational performance development mentor-mentee communications
evaluate and document results of organisational performance development mentoring program.
[bookmark: O_707771]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 purposes and benefits of an organisational performance development mentoring program
outline the components of aan organisational performance development mentoring program plan
explain organisational performance development mentoring program design principles
explain the roles in of an organisational performance development mentor and a mentee
explain criteria that could be used to screen and match mentors and mentees
identify legislation and organisational policies relevant to organisational performance developmentmentoring, including confidentiality and privacy requirements
explain how resource requirements vary according to the mentoring program mode 
key describe how mentoring program data is collected and where data is stored
outline methods for evaluating and reporting on organisational performance development mentoring programs. 

[bookmark: O_707772]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
relevant legislation and workplace documents workplace documents and resources relevant to performance evidence.
case studies and, where available, real situations
interaction with others.

[bookmark: O_707775]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: O_708092][bookmark: _Toc23492964][bookmark: _Toc23972399][bookmark: _Toc24285272]BSBHRM604 Manage employee relationsBSBHRM612 Contribute to the development of employee and industrial relations strategies
[bookmark: O_708094][bookmark: O_708101][bookmark: O_708096][bookmark: O_708097][bookmark: O_708098][bookmark: O_708099][bookmark: O_708102][bookmark: O_645426]Application
This unit describes the skills and knowledge to contribute to the development and maintain maintenance of a positive and productive workplace environment. It covers all aspects of employee  relations (ER) and industrial relations (IR) impacting on managers at the strategic level.
It applies to individuals who are non-specialist human resource managers and covers a broad range of employee relationsER and IR activities.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_645429]Unit Sector
Technical Skills – Human Resources
[bookmark: O_645430]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. Implement Contribute to employee relationsER and IR strategy developmenty and policies for own work area
	1.1 Ensure employee relationsER and IR strategyies isare consistent with organisational strategic objectives
1.2 Contribute to Ddevelopment strategies and policies through the application of a risk management approach and extensive consultation and participation by relevant groups and individualswith relevant stakeholders
1.3 Ensure strategyies and policies take account of equal opportunity, family/work relationships and promote the absence of discrimination and/or harassment
1.4 Contribute to Ddevelopment of risk management strategies which take account of the withdrawal of labour and other potential outcomes of disputes
1.5 Identify any ppotential areas of conflict and ensure strategies and policies take account of theare according to objectives of relevant groups and individuals

	2. Build and maintainContribute to a productive culture
	2.1 Negotiate awards, agreements, and contracts which balanceaccording to organisational objectives and employee rights and obligations
2.2 Identify and meetEnsure all legal and organisational requirements within the conditions of employment are according to legal and organisational requirements 
2.3 ConsultUndertake regular and timely consultation and communication with  individuals and relevant groups
2.4 Develop policies and practices tohat facilitate employee recruitment, retention and satisfaction
2.5 Provide induction programs and training to that develop competence and confidence and to ensure work is performed safely and effectively
2.6 Provide opportunities forSupport employees to understand their role and how it contributes to the achievement of organisational objectives
2.7 Develop, regularly review and update individual and team development plans 
2.8 Evaluate and revise employee relationsER and IR policies regularly

	3. Resolve employee relationsER and IR problems
	3.1 Establish processes for early intervention to and identify and minimise problems or grievances
3.2 Communicate problem solving processes to, and obtain support from , all relevant groups and individualsstakeholders
3.3 Provide Coordinate training to that develops competence in conflict management, negotiation and dispute resolution
3.4 Obtain specialist advice where appropriate or where formal hearings are requiredwhere required
3.5 Ensure processes are fair, equitable and consistent according towith all r relevant awards agreements and legislation
3.6 Ensure problem solving processes provide for external mediation and conciliation, and arbitration where appropriaterequired

	4. Manage Contribute to diversity policies
	4.1 Develop plans for the promotion of diversity within the organisation in consultation with relevant stakeholders
4.2 Openly promote Promote the importance of diversity and its benefits within the organisation
4.3 Develop diversity education and communication plans to promote and encourage diversity

4.4 Develop and implement processes to deal withthat rectify diversity issues according to organisational policies and procedures events which inhibit the organisation from meeting its diversity objectives


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 and interprets relevant information and ideas in a range of complex texts relating to employee relationsER and IR 
Recognises relevant information within job specifications and work processes 

	Writing
	Demonstrates sophisticated writing skills by selecting appropriate conventions and stylistic devices to express precise meaning to manage employee relationsER and IR

	Oral Communication
	Presents information and opinions using language and non-verbal features appropriate to audience
Uses verbal and listening skills to obtain specialist advice as well as promoting diversity within the organisation

	Numeracy
	Selects and interprets mathematical information embedded in a range of tasks and texts

	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 ensure organisational policies, procedures and regulatory requirements are being met
Monitors and reviews the organisations policies, procedures and adherence to legislative requirements to implement and manage change

	Interact with othersTeamwork
	Selects and uses appropriate conventions and protocols when communicating with staff at various levels
Influences and fosters a collaborative culture facilitating a sense of commitment and workplace cohesion
Shares knowledge, information and experience openly as an integral part of the working relationship
Understands diversity and seeks to integrate diversity into the work context
Recognises potential for conflict and, working with others, develops organisational processes to deal with conflict

	Get the work doneInitiative and enterprise
	Sequences and schedules a range of complex activities, monitors implementation and manages relevant communication 
Makes high impact decisions in a complex and diverse environment, using input from a range of sources 
Anticipates potential problems and formulates plans to deal with them, as they arise 
Gathers and analyses data and seeks feedback to improve plans and processes

	Planning and organising
	Sequences and schedules a range of complex activities, monitors implementation and manages relevant communication 

	Problem solving
	Makes high impact decisions in a complex and diverse environment, using input from a range of sources 
Anticipates potential problems and formulates plans to deal with them, as they arise 




[bookmark: O_645433]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to BSBHRM604 Manage employee relations.
[bookmark: O_645440]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10




[bookmark: _Toc23492965][bookmark: _Toc23972400][bookmark: _Toc19787207][bookmark: _Toc24285273]Assessment Requirements for BSBHRM61204 Contribute to the development of employee and industrial relations strategies Manage employee relations
[bookmark: O_645435]
[bookmark: O_645436]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:
consult with relevant stakeholders to contribute to development, implementimplementation, monitoring and reviewing at least three different employee relationsER and IR strategies and policies.

In the course of the above, the candidate must:  including:
contribute to the diversity
recruitment
induction
training and development 
performance management 
development of an employee relationsER and IR risk management strategy
negotiate employment awards, agreements and contracts 
maintain high standards of performance in respect to equal opportunity and the management of diversity
manage conflict and early intervention in respect to employee grievances and problems.

[bookmark: O_645437]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 identify human resource specialist assistance requirements
describe thekey principles of relevant industrial agreements
determine key result areas of the organisation
outline organisational plans (strategic, tactical and operational) for human resource planning
identify and summarise organisational policies and procedures relevant to performance evidencerelating to balancing family/work relationships
outline external and internal organisational support services for employees 
key explain performance measurement systems utilised within the organisation
outline relevant legislative and regulatory requirements 
key aspects of outline staff development strategies
organisational explain unfair dismissal rules and due process
risk management strategies 


key aspects of organisational objectives.

[bookmark: O_645438]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 documents and resources relevant to performance evidence
organisational strategic and operational plans
workplace policies and procedures relevant to performance evidence
legislation, regulations, codes of practice and industrial awards relevant to the business.
business technology
interaction with others.
 
[bookmark: O_645441]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: _Toc23492966][bookmark: _Toc23972401][bookmark: _Toc19787208][bookmark: _Toc24285274][bookmark: O_707623]BSBHRM613 LED802 Contribute to the development of learning and development strategies Lead learning strategy implementation
[bookmark: O_707624]Application
This unit describes the skills and knowledge required to provide professional leadership in contribute to improving organisational learning, and the quality of training and assessment products and services.
It also covers leading contributing to strategy formation; designing, developing and implementing an organisational learning strategy; and reviewing and improving overall organisational learning and development. 
It applies to individuals working in an enterprise where learning is used to build capabilities and contribute to organisational strategies, business plans, goals and values. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_707627]Unit Sector
Technical Skills – Human Resources
[bookmark: O_707628]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 leadershipContribute to learning and development strategy formation
	1.1 Evaluate approaches methodsto of learning and workplace developmenttraining against organisational strategic requirements
1.2 Analyse the contributionimpact of organisational learning and development to on competitivenessorganisation, and confirm consultwith key relevant stakeholders
1.3 Examine and review options for deploying quality policies and processes in organisational learning
1.4 Analyse and plan requirements for an organisational learning strategy to support organisational strategic and policy requirements
1.5 Analyse and plan technological and systems requirements for an organisational learning strategy
1.6 Analyse and align organisational learning strategy with human resources and learning requirements and plans 

	2. Contribute to Ddesign and developof organisational learning and development strategy
	2.1 Design, collaboratively with relevant stakeholders, organisational learning and development strategy to achieve instructor, learner and organisational strategic requirements
2.2 Include relevant units of competency, modules from accredited courses or non‑accredited training specifications in organisational learning strategy
2.3 Develop flexible organisational learning strategies to permit and promote responsiveness of the organisation to changed circumstances and priorities
2.24 Design and develop flexible learning, development and assessment strategies to support organisational strategic requirements
2.35 Establish processes and procedures for allocating and managing resources and staff , required to implement organisational learning strategy
2.46 Structure compliant assessment and recognition policies and processes appropriate according to organisational strategic requirements
2.57 Contribute to Sstructure of procurement and supply policies and processes appropriate according to organisational strategic requirements

	3. Implement organisational learning strategy
	3.1 Implement organisational learning strategy appropriate to organisational requirements
3.2 Validate organisational assessment methods and assessment tools consistent with learning and wider operational needs
3.3 Source learning resources compliant with specific international, national, industry and workplace needs
3.4 Review policies and procedures for continuing relevance, operational effectiveness and to identify any gaps
3.5 Systematically evaluate strategic outcomes attained through organisational learning strategy and update policies and procedures accordingly

	34. Review organisational learning and development
	34.1 Develop procedures to systematically liaise with educators, learners and others to and monitor how well learning and development strategies and learning and development resources achieve organisational learning targets
34.2 Monitor and inIncorporate nationalorganisational  policy and system changes into organisational learning and development strategies and practices
34.3 Modify or design learning and development strategies and learning resources to support implementation of improved learning policies and procedures

	45. Recommend Iimprovements to organisational learning strategy formation strategies
	45.1 Evaluate end‑to‑end implementation of organisational learning strategy
45.2 Review performance of resources and people supporting organisational learning strategy implementation
45.3 Construct and present plans for improving organisational learning strategy formation


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, analyses and evaluates a range of textual information to assist in determining and developing strategies and to manage organisational requirements

	Writing
	Records results of analysis using clear and comprehensible language and layout
Creates a range of formal texts incorporating specific requirements in required format

	Oral Communication
	Uses vocabulary and features appropriate to audience when presenting information and ideas
Uses listening and questioning techniques to seek opinions and confirm understanding

	Initiative and enterprise Navigate the world of work
	Takes a lead role in the development and review of organisational policies and procedures to meet compliance obligations and organisational strategic requirements
Keeps up-to-date with changes to relevant legal requirements and considers implications of these when negotiating, planning and undertaking work

	Interact with othersTeamwork
	Selects and uses appropriate communication practices to present ideas and encourage participation from all levels of personnelstakeholder

	Planning and organising Get the work done
	Uses logical processes, and an increasingly intuitive understanding of context, to plan, implement and review learning strategies
Plans, identifies and assembles resources required to complete tasks
Systematically gathers and analyses relevant information and evaluates options to make informed decisions
Evaluates outcomes of decisions to identify key concepts and principles that may be adaptable in future



[bookmark: O_707631]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to:
BSBLED802 Lead learning strategy implementation
BSBLED803 Implement improved learning practice
BSBLED804 Review enterprise e-learning systems and solutions implementation.

[bookmark: O_707638]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc23492967][bookmark: _Toc23972402][bookmark: _Toc19787209][bookmark: _Toc24285275][bookmark: O_707633]Assessment Requirements for BSBHRM613LED802 Contribute to the development of learning and development strategiesLead learning strategy implementation

[bookmark: O_707634]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 and evaluate models and approaches to organisational learning to support strategic requirementscontribute to the development of a learning and development strategy for two different organisations or work areas.

In the course of the above, the candidate must: 
examine and review organisational policies and procedures relevant to training and assessment
develop consultation and communication processes to support and encourage personnelstakeholder input into design, implementation and review of organisational learning and development strategyy including:
planning technological and systems requirements
creating in-built flexibility for change in organisational priorities 
implementing appropriate processes
initiate and implement learning program partnerships in line with relevant regulatory, employment and organisational requirements
source learning resources or assessment tools, and modify if required, to meet requirements of organisational learning strategies
implement plans for improving organisational learning strategies.
[bookmark: O_707635]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 authoritative responsibilities and parameters within the organisation
describe consultation and communication processes to support and encourage organisational input into policy and procedure development processes
common list contemporary approaches to to assessment instrument and strategy design
describe contemporarymethods for organisational learning and development strategy design and development
relevant outline continuous improvement processes associated with organisational learning and development strategiesy
explain implementation processes and their impact on an organisation
identify locations, types and sources of relevant organisational documentation
common list organisational evaluation strategies
identify organisational learning theory
describe quality management compliance requirements as it relates to organisational learning
outline a range of international e‑learning compliance regimes
list relevant authority compliance requirements and obligations, for example under the Australian Quality Training Framework (AQTF) and Standards for Registered Training Organisations (where applicable)
identify legislation, codes of practice and national standards relevant to job role
organisational outline technology and systems requirements to support an organisational learning strategy
relevant units of competency, modules from accredited courses or non‑accredited training specifications in organisational learning strategy
.

[bookmark: O_707636]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
office workplace equipment documents and resources relevant to performance evidence
business technology
case studies and, where available, real situations
interaction with others
information on current training and assessment requirements.

[bookmark: O_707639]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: _Toc23492968][bookmark: _Toc23972403][bookmark: _Toc19787210][bookmark: _Toc24285276]BSBHRM61402 Contribute to strategic workforce planning Manage human resources strategic planning
[bookmark: O_645406]
[bookmark: O_645407]Application
This unit describes the skills and knowledge required to contribute to development, implementation and maintenance ofain a strategic approach to managing human resourcesworkforce planning in an organisation ensuring that the organisation has the structure and staff to meet current and foreseeable business and performanceorganisational objectives.
It applies to individuals employed as human resource managers practitioners after a firm grounding has been established in a range of human resource activitieswith knowledge of human resources and organisational objectives.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_645410]Unit Sector
Technical Skills – Human Resources
[bookmark: O_645411]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. Research planning requirements
	1.1 Analyse strategic plans to determine human resource strategic workforce direction, objectives and targets
1.2 Undertake additional environmental analysisAnalyse organisational environment and to identify emerging practices and trends that may impact on human resource management in the organisation
1.3 Identify future labour needs, skill requirements and options forsources of sourcing labour supply
1.4 Consider Identify new technology and its impact on job roles and job design
1.5 Review recent and potential changes to industrial and legal requirements

	2. Contribute to deDevelopment of strategic workforce plan 
human resource strategic plan
	2.1 Consult relevant managers about their human resourceworkforce preferences
2.2 Agree on human resourceworkforce philosophies, values and policies with relevant managers
2.3 Develop strategic objectives and targets for human resource workforce services
2.4 Examine options for the provision of human resourceworkforce services and analyse costs and benefits 
2.5 Identify appropriate technology and systems to support agreed human resourceworkforce programs and practices
2.6 Contribute to Write a strategic human resourceworkforce plan and obtain senior management support for the plan
2.7 Develop risk management plans to support the strategic workforcehuman resource plan

	3. Support iImplementation of strategic workforce plan 
human resource strategic plan
	3.1 Work with others relevant stakeholders and ensureto see that the plan is implemented according to organisational objectives
3.2 Monitor and review the plan 
3.3 Recommend adaptions Adapt to plan should to account for changing circumstances change
3.4 Evaluate and review performance against plan objectives


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
	· Organises, evaluates and applies content from a range of structurally complex texts relating to human resource strategic planning

	Writing
	· Communicates complex ideas relating to strategic objectives, matching style of writing to purpose and audience

	Oral Communication
	· Establishes and maintains complex and effective spoken communications in a broad range of contexts with relevant managers to determine resources preferences, philosophies and values.

	Numeracy
	· Selects and interprets mathematical information that may be embedded in a range of tasks and texts to analyse costs and benefits as well as dealing with budgets and risk management plans

	Navigate the world of workInitiative and enterprise
	· Ensures knowledge of legislative requirements and products is kept up to date in order to provide accurate information
· Develops and implements strategies that ensure organisational policies, procedures and regulatory requirements are being met

	Planning and organisingInteract with others
	· Selects and uses appropriate conventions and protocols when communicating with managers at various levels
· Participates in conversations relevant to role responding, explaining, negotiating and persuading as required
· Sequences and schedules complex activities, monitors implementation and manages relevant communication when developing the strategic plan

	Get the work doneProblem solving
	· Sequences and schedules complex activities, monitors implementation and manages relevant communication when developing the strategic plan
· Makes a range of critical and non-critical decisions in relatively complex situations, analysing data and taking a range of factors into account when researching planning requirements and developing the plan
· Gathers and analyses data and seeks feedback to improve plans and processes
· 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_645413]Range of Conditions
This section specifies different work environments and conditions that may affect performance. Essential operating conditions that may be present (depending on the work situation, needs of the candidate, accessibility of the item, and local industry and regional contexts) are included. It is restricted to essential operating conditions and any other variables essential to the work environment.
	Options for sourcing labour supply must include consideration of:
	· employing a range of recruitment options
· hiring casual labour
· hiring new graduates or trainees
· employing off shore workers
· outsourcing
· using contractors or consultants.

	Human resource plan must include:
	· budget
· priorities
· objectives
· timeframes.



[bookmark: O_645414]Unit Mapping Information
Supersedes and is equivalent to BSBHRM602 Manage human resources strategic planning.

[bookmark: O_645421]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc19787211][bookmark: _Toc23492969][bookmark: _Toc23972404][bookmark: _Toc24285277]Assessment Requirements for BSBHRM61402 Manage human resources strategic planningContribute to strategic workforce planning 
[bookmark: O_645416]
[bookmark: O_645417]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:
contribute to the development, implementation and maintenance of a strategic workforce plan analyse information from a range of internal and external sources to determine:for an organisation or work area.
· 
· human resource strategic direction, objectives and targets 
· trends and emerging practices that may have an impact on human resource management
· relevant technology 
· recent and potential changes to industrial and legal requirements
· future labour needs and skills requirements
· options for sourcing labour
· organisation’s preferences regarding human resources

In the course of the above, the candidate must:
· analyse information from a range of internal and external sources to determine:
workforce strategic direction, objectives and targets 
trends and emerging practices that may have an impact on workforce
relevant technology 
recent and potential changes to industrial and legal requirements
future labour needs and skills requirements
options for sourcing labour
organisation’s preferences regarding workforce
consult and communicate effectively with relevant stakeholders to and collaboratively develop, implement, monitor and review a strategic human resourceworkforce plan including: 
budget
priorities
agreed objectives, targets, programs and practices based on cost-benefit analysis
timeframes
risk management
evaluation against objectives.

[bookmark: O_645418]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 human resource practices and functions
· explain the relevant legislative, regulatory and industrial requirements for the businessorganisation
· outline common options for sourcing labour including:
· recruitment options
· casual labour
· new graduates or trainees
· off shore workers
· outsourcing
· contractors
· consultants 
· explain the impact of technology on job roles in the organisation or work area
· outline labour market options for sourcing labour supply
· describe the requirements features of a strategic workforce plan
· modern philosophies, values and policies applicable to the human resources profession.

[bookmark: O_645419]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 documents and resources relevant to performance evidence
· relevant legislation, regulations and codes of practice 
· the business strategic and operational plan
· relevant workplace policies and procedures.
· interaction with others.

[bookmark: O_645422]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
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[bookmark: O_700617]
[bookmark: O_700618]Application
This unit describes the skills and knowledge required to conduct high level strategic diversity workforce planningcontribute to the development of diversity and inclusion strategies for an organisation. This includes developing objectives and strategies, and implementing initiatives and monitoring and evaluating trends and processes. 
It focuses on making provision for inclusivity to ensure that training, employment and promotional opportunities are provided to all cohorts of the Australian population in an attempt to actively leverage diversity in the workplace. 
This unit also covers the research associated with labour markets, labour market programs and the requirement to match organisational needs with employee skills and knowledge.  
It applies to individuals who assess factors that may affect the supply of workers; align workforce objectives with business organisational plans; and design strategies and succession plans to ensure a competent,  and appropriately diverse and inclusive workforce is available to meet anticipated changes. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_700621]Unit Sector
Technical Skills – Human Resources
[bookmark: O_700622]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. Research opportunities for workforce diversity   
	1.1 Review current organisational practices for   recruiting, training, and promoting staff
1.2 Review current data on staff turnover, workforce demographics and local, regional and international population demographics
1.3 Identify and assess factors that affect current and future supply of workers
1.4 Assess opportunities for diversity within the organisation 
1.5 Provide recommendations that support valuing and leveraging diversity to improve organisational practices and meet regulatory requirements

	2. Develop Develop diversity and inclusion workforce objectives and strategies in collaboration with others
	2.1 Establish Agree objectives to enhance diversity and inclusion within the organisation with required stakeholders
, including considerations such as the modification or retention of the workforce to enhance inclusivity and training and development opportunities for all cohorts
2.2 Consult and Eestablish management strategies that support valuing and leveraging diversity and inclusion
2.3 Communicate objectives and rationale to relevant stakeholders 
2.4 Obtain agreement and endorsement for diversity and inclusion objectives and collaboratively establish targets 
2.5 Improve overall organisational diversity practices byContribute to  developingment of required contingency strategies in areas of identified need, that incorporate unrepresented and underrepresented population cohorts    

	3 Implement initiatives to support diversity workforce planning objectives 
	3.1 Implement action to support agreed objectives that aim to increase opportunities for unrepresented or underrepresented population cohorts 
3.2 Incorporate the need for skilled labour to meet organisational needs and the possible use of government labour market programs for training and development purposes into implementation initiatives 
3.3 Implement strategies that leverage diversity to assist in meeting the organisation’s workforce diversity objectives 
3.4 Implement a succession planning system to ensure workers from diverse backgrounds are developed and retained
3.5 Implement appropriate programs, to ensure compliance with regulatory and ethical requirements 
3.6 Implement programs that support valuing and leveraging diversity in the workplace 

	3.4 Monitor and evaluate workforce trends
	34.1 Review workforce planning objectives   against exiting employees, workforce changes and the local population
34.2 Monitor labour supply trends for areas of over or under supply in the external environment with a view to correcting cohort representational issues within the organisation’s workforce 
34.3 Monitor effects of labour trends on demand for labour
34.4 Refine objectives and strategies in response to internal and external changes and make recommendations in response to global diversity issues
34.5 Regularly review government policy on labour demand and supply, focussing on opportunities for unrepresented or underrepresented population cohorts 
34.6 Evaluate effectiveness of change processes against agreed objectives in order to promote the leveraging of diversity in the workplace


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
	Sources, evaluates and critiques ideas and information from a range of complex texts to assist with decisions, change management, and to manage organisational requirements
Monitors reported information to evaluate progress of workforce diversity progress

	Writing
	Records insights and results of analysis using clear, concise language
Researches and prepares plans for relevant stakeholders incorporating appropriate vocabulary grammatical structure and conventions    

	Oral Communication
	Presents information using language and non-verbal features appropriate to audience

	Navigate the world of workSelf-management
	Works autonomously making high level decisions to achieve and improve organisational goals 
Develops and implements strategies that inform organisational policies, procedures and meet regulatory requirements 

	Interact with othersTeamwork
	Selects and uses appropriate conventions and protocols when communicating with stakeholders in a range of work contexts

	Get the work donePlanning and organising
	Develops plans to manage complex activities with strategic implications 
Identifies key factors that impact on decisions and their outcomes, drawing on experience, competing priorities and decision-making strategies where appropriate 
Coordinates and analyses all relevant information to inform decisions with the potential to affect organisational outcomes
Systematically monitors diversity initiatives to identify opportunities for improvement

	Problem solving
	Coordinates and analyses all relevant information to inform decisions with the potential to affect organisational outcomes



[bookmark: O_700625]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to:
BSBDIV801 Conduct strategic diversity workforce planning
BSBDIV802 Conduct strategic planning for diversity learning practices.

[bookmark: O_700632]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
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[bookmark: O_700627]
[bookmark: O_700628]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 two occasions, contribute to the development of diversity and inclusion strategies for an organisation or work area.

In the course of the above, the candidate must:
research opportunities for workforce diversity and inclusion
develop organisational workforce diversity and inclusion objectives and strategies
implement at least  three initiatives to support workforce diversity
critically analyse existing organisational workforce diversity and inclusion objectives with evaluation of their effectiveness and recommendations for improvement.	
[bookmark: O_700629]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:
discuss organisational workforce diversity and inclusion policies including:
regulatory requirements
rationale for workforce diversity within an organisation
policies that promote the leveraging of diversity   
issues that can be linked to diversity
outline strategies that support leveraging organisational diversity and inclusion
common describe diversity planning methodologies
describe how workforce trends affecting workforce planning methodologies
describe organisational diversity characteristics including:
cultural background and ethnicity
age
gender and gender identity
ability
sexual orientation
religious belief
language
educationcultures
beliefs
traditions and practices
equal opportunity
diversity as a business advantage.

[bookmark: O_700630]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 documents and resources relevant to performance evidence 
relevant legislation, regulations and codes of practice
relevant organisational records, policies and procedures.
case studies and, where possible, real situations
interaction with others.

[bookmark: O_700633]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
