A strategy for the recognition of competence in the library and information services industry

9 Developing Recognition Statements Against
the Library Industry Competency Standards

A draft form which may provide a starting point for the applicant

The following list of competencies relates to library assistant and library technician
levels. The competencies have been arranged into blocks according to ASF
(Australian Standards Framework). A definition of each of the relevant levels is
given below (Library Assistant level is proposed at ASF3; Library Technician level
at ASF5).

Industry Definition

Competency

Level

ASF2 Alevel where application of skills is to a range of tasks, with

defined procedures and methods, and generally under supervi-
sion, eg through intermittent checking. Choice of actions is
usually clear but some judgement is needed, eg about appro-
priate procedures.

ASF3 Alevel where depth of knowledge and a broad range of skills is
applied in a particular area, and/or knowledge and skills are
applied to a range of tasks, under limited guidance. While
work is within established systems, procedures and methods,
some judgement is required to determine the extent and choice
of actions required. Responsibility for coordination of a work
area and/or group, and/or of a small budget may be required.

ASF4 A level where there is application of knowledge with depth in
some areas and a broad range of skills applied in a variety of
contexts. Judgement is required to determine between a range
of alternatives, and only general guidance is provided. There is
often responsibility for a work area, with or without responsi-
bility for the coordination of work of or with other and/or a
budget to administer.

ASF5 A level where there is self-directed application of a range of
knowledge and skills, within broad policy, in both varied and
highly specific contexts and/or a range of substantial knowl-
edge and skills are applied across a broad number of areas.
Significant judgement is required in planning systems and
services within work areas. Responsibility for organising and
leading in a work area may be involved. -

The following list of competencies states ALL competencies for ASF levels 2-5. You
do not need all these to be judged as competent in the workplace. The asterisked (*)
ones are common (ie core) competencies. Additional competencies will be required
for specific workplaces for assessment at the ASF levels, and for completion of the
Certificate IIl in Library and Information Studies and the Diploma of Library and
Information Studies.
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Against those competencies for which you believe you have sufficient knowledge,
skills and other attributes to work successfully in a library or information agency,
list the type of evidence you can provide (examples of work, portfolio, etc) and tick
the boxes marked V (verified) if you have evidence from a supervisor, employer, etc
about your skills and knowledge in this area. In using this draft form, your mentor
may wish to tick the A (authorised) column where they agree that sufficient
evidence has been provided.
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Working with Clients — Providing Direct Services and Keeping the
Client Informed

ASF Unit Key elements Evidence \) A Comments
Level (list type of (includes
& No evidence related
provided) modules)
ASF2 Assist clients 1. assisting clients see 17,28
Unitl  toaccess 2. providing information
library’s about services & facilities
services and 3. dealing with client
facilities comments & suggestions
Unit 2 Assist with 1. providing information
circulation 2. processing loans
services 3. implementing security
procedures
4. processing financial
transactions
Unit 3 Assist with 1. set up and maintain see 11, 18, 31
programs, displays
activities & 2. assist with display
promotion preparation
3. assist with programs
ASF3 Respond to 1. determine details needed see 16
Unit 10  requests from 2. locate & retrieve
other information
information 3. provide information
providers 4. undertake financial &

for material administrative procedures

Unit Contribute to 1. assist in preparation of see 3, 18, 31
1 promotion &  programs & activities

programs & 2. participate in activity and

activities for  follow up

clients
ASF3/4 Deliver 1. prepare trainees see 29
Unit 12*  training 2. instruct trainees

3. review training
4. provide practice
5. confirm standards

ASF4 Obtain 1. determine details required see 10
Unit 16 material from 2. locate information
remote 3. obtain and return information
sources for 4. undertake financial &
clients administrative procedures
Unit 17 Contribute to 1. determine client requirements seel, 28,49
client 2. provide information or refer
to access 3. assist clients to access reserves

information & remote sources
4, assist clients to access information
directly
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ASF Unit Key elements Evidence v Comments
Level (list type of (includes
& No evidence related
provided) modules)
Unit 18 Provide 1. identify the need for and see 3,11, 31
promotion feasibility of programs/
& programs  activities
and activities 2. plan programs/activities
for clients 3. organise resources
4. conduct programs/
activities
5. evaluate programs/
activities
6. complete administration
& reporting
ASF5 Provide 1. determine client information see 1,17
Unit28 clients with  requirements
access to 2. determine assistance &
required search strategy
information 3. use information sources to
meet requirements
4. assist clients to access
required information
5. package information
Unit 29* Provide 1. prepare for training see 12
training 2. deliver training
3. review training
4. maintain records
Unit 30  Establish & 1. plan client community links
maintain 2. establish and maintain links
consultation 3. respond to client comments
with client & complaints
groups
Unit31 Promote the 1. develop public/client see 3,11, 18
library and community networks
library 2. represent the library to the
services client community
3. organise special promotions
4. organise and coordinate the
production of promotion
displays & materials
Unit 32 Provide client 1. identify target client groups

education

& education needs

2. plan for client education activity
3. deliver activity

4. review & evaluate
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Working with Information — Acquire, Organise, Maintain Information in
a Suitable Environment

ASF Unit Key elements Evidence \) A Comments
Level (list type of
& No evidence
provided)
ASF2 Assist in 1. maintain client focus see 21, 38
Unit4  making 2. work with databases
information
accessible
for clients
Unit 5 Process & 1. prepare newly acquired
prepare material
information 2. undertake basic processing
for access of information
3. repair material
Unit 6 Assist with 1. maintain attractive & see 22, 40
maintenance  pleasant environment
of service 2. arrange material to
area classification used
3. contribute to maintenance
of equipment
4. maintain materials &
supplies
5. assist with maintenance
of security & behaviour
requirements
ASF2/3  Assistinthe 1. recognise & report unsafe/
Unit7*  provision of unsatisfactory work conditions
a safe 2. respond appropriately to
library incidents concerning staff
environment & clients
ASF3 Contribute 1. determine details required see 19
Unit13  to the & suppliers
acquisition 2. order material
of information
Unit14  Access & 1. accession material see 19
process 2. contribute to information
information  processing
ASF4 Acquireand 1. determine acquisition details see 13,27, 33
Unit19  process 2. acquire information
information 3. maintain relationship &
for access arrangements with suppliers

4. resolve problems/issues
5. carry out administrative
procedures

6. accession information
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ASF Unit Key elements Evidence Comments
Level (list type of
& No evidence
provided)
Unit20  Undertake 1. undertake cataloguing/ see 36
cataloguing  classification of material
activities 2. provide cataloguing
support
Unit 21* Maintain 1. maintain client service see 4, 38
accessibility 2. make effective use of
of information equipment & technology
Unit22 Maintain 1. maintain service area see 6, 40
service area requirements
environment, 2. maintain physical
resources &  requirements of service area
equipment 3. maintain facilities for
storage & display
4. implement & monitor
maintenance of equipment
operation & functions
5. maintain requirements for
acceptable behaviour
6. implement & monitor
security processes
ASF5 Coordinate 1. contribute to library’s policies see 34
Unit 33  selectionand 2. collate and review proposals
acquisition of for acquisition
information 3. propose and/or act on selections
Unit 34  Contribute 1. identify information required
to collection 2. review information available
development for access
3. identify & assess options for
obtaining information
4. contribute to review of
collection
5. recommend or act on information
acquisition or disposal
Unit 35 Organise 1. anticipate need & organise
information  required information
for client 2. develop & maintain simple
access database
3. contribute to maintenance &
improvement of databases
4. contribute to review of
new systems
Unit 36 Catalogue 1. analyse material see 20
& classify 2. catalogue material
material 3. classify material
4. contribute to maintenance
& development of
cataloguing practices
Unit37  Analyse & 1. identify requirements see 36
describe for description
material 2. analyse material

3. describe material and format
4. monitor & review practices
& procedures
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ASF
Level
& No

Unit

Key elements Evidence
(list type of
evidence
provided)

Comments

Unit 38*

Improve
accessibility of
information

1. respond to requests
for assistance

2. increase awareness of
services & sources of
networked information
3. contribute to
development of policy
and processes

4. make effective use of
tools & methods

see 4, 21

Unit 39

Initiate &
carry out
projects

1. propose project

2. identify methodology
3. determine resources &
timescale

4. undertake project

5. evaluate project

Unit 40

Manage
maintenance
of library
environment

1. evaluate maintenance
requirements, costs, etc

2. provide for maintenance
& repair

3. implement purchase
processes

4. organise & coordinate
installation of equipment,
fitting, furniture

5. minimise consumption
rates & energy usage

see 6,22

Unit 41

Maintain &
modify
technological
applications

1. maintain processes relevant
to technology

2. monitor & evaluate
application use

3. identify & rectify bugs

4. effect installation of hardware
& software

5. modify applications

6. assist & train users

Unit 42

Contribute
to planning
& acquisition
of computer
systems

1. determine functional
requirements

2. determine other requirements
3. assess the ability of relevant
existing systems to meet needs
4. recommend action
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Working with Others — Working in a Service Environment; Being
Effective in a Changing Environment

ASF Unit Key elements Evidence Vv Comments
Level (list type of
& No evidence
provided)
ASF2/3  Work with 1. participate in work see 23
Unit 8*  others group /process
2. contribute to the flow of
work information & ideas
3. contribute to maintenance
& improvement of work
communication
4. deal with work issues,
problems & conflicts
Unit9* Contribute 1. accept responsibility for see 24, 44
to own own work
work 2. contribute to service
performance 3. monitor & maintain
& learning acceptable work
performance
4. make efficient use of
equipment & systems
5. participate in identifying
& meeting own learning needs
6. participate in workplace
change & development
Unit15 Coordinate 1. organise work in a small area see 25, 26,43
activities and/or oversee work of a
of a small small group
area or 2. maintain safe working practices
small work 3. compile & maintain records
group
ASF 4/5 Contribute 1. contribute to effective working see 8
Unit 23*  to effective groups & processes
working 2. conduct meetings
relationships 3. facilitate group discussions
4. maintain & improve work
communication
5. negotiate with others
ASF4 Maintain 1. organise own work see 9,44
Unit24 own work, 2. maintain acceptable standard
work of work
performance 3. address areas for development
& learning & learning
4. contribute to workplace change
& development
Unit25 Organise & 1. implement policies & procedures see 15, 26, 43
coordinate 2. organise & coordinate resources
work 3. contribute to review, acquisition,
activities use of equipment

4. establish & maintain interaction
with others

5. contribute to workplace change
& development
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ASF
Level
& No

Unit

Key elements

Evidence
(list type of
evidence
provided)

Comments

Unit 26

Organise

& coordinate
the work of
others

1. provide information,

advice & support to staff

2. contribute to the monitoring
& maintenance of effective
work performance

3. contribute to the
identification & development
of staff potential

4. contribute to implementation
& monitoring of relevant
legislative & work requirements
5. contribute to staff selection

& recruitment

6. compile & maintain staff records

see 15, 25,43

Unit 27

Provide
research
assistance

1. confirm research objectives &
required outcomes
2. collect & analyse information
3. present findings

see 45

Unit 43

Lead a
team

1. contribute to development of
team objectives & priorities

2. develop & maintain team
approach

3. contribute to development &
maintenance of cooperative &
effective team working processes
4. contribute to development &
application of team & work
competencies

5. contribute to achievement of
legislative & work requirements
6. contribute to staff recruitment
& selection

see 15, 25, 26

Unit 44*

Manage

own work,
development
& learning

1. develop & maintain relevant
knowledge base/framework in a
changing environment

2. manage own work

3. address areas for development
& learning

4. contribute to change &
development

see 9, 24

Unit 45

Collect,
analyse &
evaluate
information
for research

1. identify sources & availability
of information

2. collect information to achieve
research objectives

3. analyse & evaluate researc
information

4. report the results of research

see 27
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Developing Recognition Statements Against the
Modules in the Diploma in Library and Information
Studies

A draft form which may provide a starting point for a person seeking to join a
study program

The following statements are provided to assist you to prepare information for
assessment against the learning outcomes of modules in the Certificate IIl in
Library and Information Studies and the Diploma in Library and Information
Studies. You should consult Guide B and the full course documentation for further
details.

Against those modules and learning outcomes for which you believe you have
sufficient knowledge, skills and other attributes to work successfully in a library or
information agency, list the type of evidence you can provide (examples of work,
portfolio, etc) and tick the boxes marked V (verified) if you have evidence from a
supervisor, employer, etc about your skills and knowledge in this area. The A
(authorised) column could be used by your mentor or other person to indicate they
agree that your proposed evidence could be sufficient.

Cert. Module Summarised Evidence V A Comments
] Learning Outcomes (list type of
evidence
provided)
LIS The ¢ characterise the Evidence of work in
001 Information information industry at least 2 different
Industry ¢ examine clients & types of libraries;
service expectations Examples of client
® compare services & service
facilities
LIS Information e analyse own information Evidence of logical
002 Literacy needs approach to
¢ Jocate information locating
¢ use information information;
efficiently & effectively Examples (eg
¢ package information bibliographies
LIS Information e characterise nature & Examples of use
003 asaProduct wuses of information of information
¢ compare information packages;
packages knowledge of
¢ select & use standard legal and ethical
issues

elements of description

e discuss legal, ethical &
procedural issues in using
information
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Cert. Module Summarised Evidence vV A Comments
n Learning Outcomes (list type of
evidence
provided)
LIS  Collection * identify suitable housing Examples of repair
004 Maintenance & storage facilities & damage
¢ identify preventive prevention work;
measures to avoid damage knowledge of
® assess & repair items classification
® process items arrangements
¢ shelve materials
¢ perform routine
stocktakes
LIS Lending ¢ explain principles & Evidence of
005  Services I procedures in operating circulation work,
circulation systems using both manual
¢ undertake lending & automated
activities systems;
* maintain a closed knowledge of
reserve system interlibrary loan
¢ undertake interlibrary activities
loan activities
* maintain financial
records
* operate a serials
circulation system
LIS Bibliograph- e retrieve bibliographic skills in using
006 ical Control data SISBD & MARC
¢ explain bibliographic coding; in
control retrieving and
¢ use standards to locate, using
retrieve and transfer bibliographical
bibliographic records & authority
* use authority data information

LIS Materials * receive newly Examples of
007  Receipt purchased items receipt problems
¢ record receipt
¢ identify & handle
receipt problems
LIS Library * explain acquisition Examples of work
008  Ordering process in acquisitions
Procedures ¢ order materials area
* manage all records
LIS Library ¢ outline role of Examples of
009 Promotion & promotion & publicity promotional
Display 1 ¢ create display & strategies you
promotional materials devised; samples
¢ amend, maintain, update of display work
displays & signage
LIS Multimedia * demonstrate OH&S issues Demonstration of
010 Equipment ® set up & operate use & control of
& Usage multimedia & AV equipment multimedia & AV
* monitor equipment us equipment

* propose purchases
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Cert. Module Summarised Comments
in Learning Outcomes (list type of
evidence
provided)
ABD OH&Sin ¢ describe relevant Example of
507 the Library = OH&S laws & practices checklist used for
Industry ¢ plan & conduct a hazard hazard inspection;
inspection copy of accident
* identify safe work report completed
practices & emergency by applicant
procedures
¢ describe occupational
welfare structure & services
NCS Work Team e participate in small group Examples of group
004 Communic- discussion to reach presentation or
ation agreement similar (using 2
¢ cooperate with team to types of media)
plan & prepare simple
presentation
* make a job related
presentation
NG Managing ¢ establish & maintain trust Examples of
MS  Effective & support of subordinates successful
106  Working ¢ establish & maintain trust strategies in a
Relations & support of immediate team situation
manager
e establish & maintain
effective work relationships
with peers
NCS Dealing ¢ use communication skills Examples of
018  with to effectively interact with management of
Customers customers & clients a difficult client
& Clients ¢ use communication skills
effectively to deal with
difficult situations
NCS Dealing ¢ identify signs, stages & Examples of
005  with possible causes of conflict strategies used to
Conflict in workplace handle conflict
® propose strategies to deal in a work
with workplace conflict environment
¢ use communication skills
that facilitate constructive
responses to workplace
conflict
LIS Introduction e prepare for instruction Samples of materials
011 to e formulate an instruction developed by
Instruction session applicant for
in Library ¢ deliver & evaluate training sessions,
Use eg learning plans,
evaluation sheets
LIS  Working ¢ investigate career paths Copy of recent
012  inthe ¢ investigate education application written
Information & training by applicant
Industry ¢ apply for a job to suit

your career path
® participate in job
interview & critically review
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Cert. Module Summarised Evidence Comments
]l Learning Outcomes (list type of
evidence
provided)
ITF  Word * use paragraph formatting Examples of
304 Processing- commands word processed
Operations * use wp tools (find documents
search & replace, spell
checker, grammar
checker, etc)
® use page formatting
options
* manage electronic files
ITF  Spreadsheet e create & modify Examples of
305 Operations  worksheets incorporating spreadsheets
mathematical, statistical, compiled by
financial, date & logical applicant
functions
* create, save, print graphs
* create & edit spreadsheets
with absolute & relative cell
references
¢ design worksheets
ITC Computer * identify & describe major No specific
301 System components of computer documentation
Basics * assemble microcomputer
¢ install operating system &
applications software
¢ analyse & compare
measurement of performance
LIS Database ¢ explain reasons for selection Samples of data
013  Searching of databases retrieved from
& Retrieval e search a range of databases database searches
¢ record & transmit for specific
information electronically client requests
LIS Industry ¢ work effectively as part Evidence of
014 Placementl of ateam significant period
¢ work in accordance with of library /
OH&S procedures & EO information
practices agency work

e deliver instruction
¢ demonstrate appropriate
level of technical skills

LIS Library ¢ propose promotional Written plan for a
015 Promotion & activities inside & outside special promotion
(E) Display 2 library or activity, with
¢ plan a special promotion costings, timelines
or activity & evaluation
* prepare, implement & '
evaluate
LIS Literature & ¢ explain the role of
016  the Library literature in libraries
(E) User ¢ develop & use a frame

work for handling clients’
literature requests

¢ locate literary information

211



A strategy for the recognition of competence in the library and information services industry

Cert. Module Summarised Evidence VvV A Comments
1} Learning Outcomes (list type of
evidence
provided)
LIS Community e develop strategies to
017 Information locate & access alternate
(E) & sources of information
Networking  in a community
¢ develop network of
information providers
® document referral &
networking techniques
LIS Client * respond, with respect,
018 Groups & to requests for information
(E)  Information from a range of client groups
Needs ® assess their information
needs
¢ develop & evaluate
strategies to satisfy their
information needs
NCS Writing ¢ plan complex workplace submission of
006  Workplace documents at least 2 complex
(E)  Documents e write complex workplace documents
documents needed
LIS  Australian e characterise roles &
019  Political responsibilities of three
(E) Processes &  levels of Australian
Information  government

* summarise political,
legal and administrative
processes of government

¢ examine impact of
legislation on management

of information
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Dip
loma

Module

Summarised
Learning Outcomes

Evidence \'
(list type of
evidence

provided)

Comments

LIS
020

Basic
Reference
Skills

¢ use appropriate ready
reference resources to
locate & provide
information

¢ determine & implement
appropriate search
strategies to answer ready
reference questions

¢ communicate with clients
& interpret needs

* maintain records
appropriate to the
reference environment

¢ apply standards,
procedures, legal &
ethical requirements, etc
in receipt of information

Examples of
strategies used

to fulfil client
requests; examples
of completed
results

LIS
021

Research
Sources &
Strategies

¢ identify potential
information sources to
satisfy client needs

¢ evaluate information
sources of reliability,
currency, validity &
relevance

¢ conduct reference
interview to determine
the information needs
of the client

¢ undertake search
strategies using a range
of sources

* package information to
suit client needs

Examples of
material compiled
in response to
requests; examples
of research
strategies

LIS
022

Lending
Services 2

¢ explain local, national &
international policies for
interlibrary lending

¢ select sources for
interlibrary lending &
document delivery

¢ generate & dispatch
interlibrary loan &
document delivery
requests

e undertake financial
transactions

* manage incoming ILL
& document supply
materials

no specific
documentation

LIS
023

Biblio-
graphical
Description
& Access

e construct bibliographical
descriptions with access
points adapting nationally
accepted standards to suit
client needs

* create & maintain name
authority records

¢ undertake catalogue
support & maintenance
activities

Examples of
cataloguing
activity
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Dip Module Summarised Comments
loma Learning Outcomes
LIS Library e classify standard library Examples of
024  Classificat-  materials cataloguing
ion ¢ demonstrate classification activity
procedures for nonstandard
library materials
LIS  Subject ¢ explain subject access Examples of
025  Access & control cataloguing
¢ provide subject access to activity
standard library materials
¢ implement authority
control procedures
LIS Cataloguing ¢ establish & maintain Examples of
026  Procedures  cataloguing procedures cataloguing
to suit need of client group activity
® copy catalogue a range
of materials
¢ encode bibliographic
records using standard
communications format
¢ compile/create full
bibliographic records for
a range of materials
LIS Library ® acquire material for a see LIS007 &
027  Acquisitions library collection LIS008;
¢ match methods of Sample
acquisition to categories procedures
of library materials followed
* monitor supplier
performance
¢ manage the financial
records relating to
acquisition
LIS Collection ¢ investigate the role see LIS027;
028  Develop- of a collection Sample collection
ment development policy development
e prepare a selection policy used;
& disposal proposal copy of selection &
disposal proposal
LIS Managingan ¢ plan & allocate work Written
029 Information activities to meet library recommendations
Agency objectives or proposals;
Environm’t e establish standards, individual/group
measurements & controls work goals;
to monitor assessment individual/group
of the work of operatives work plans
e contribute to review, developed by
evaluation & acquisition applicant

of equipment, fittings
& furniture

214



A strategy for the recognition of competence in the library and information services industry

Dip Module Summarised Evidence V. A Comments

loma Learning Outcomes (list type of

evidence
provided)

LIS Information e identify existing services see LIS020;

030  Access for for a range of client Recommendation
Client groups or proposal
Groups ¢ evaluate existing library to address

services for selected client needs
client groups

¢ recommend ways to

address selected client

needs in a library’s

overall policy & planning

strategies

NG Managing ¢ identify impact of, & Documentation

MS  Operations  obstacles to change, & used in

105 - Change evaluate & recommend implementation of

effective processes for a change process
change

NG Managing ¢ identify current A current personal

MS  Self competencies & areas development plan

209 for development against

agreed criteria

¢ identify strategies &
engage in actions to
extend & enhance
personal competence

LIS Client ¢ identify client groups see LISO11;

031 Education & & their training needs Documentation
Training * prepare & delivery an identifying

educational/instruction training role;
session to meet client examples of
needs materials

* review & evaluate produced by
client instruction sessions applicant

ABD OH&S ¢ identify & describe Written plan

569  Management incentives to improve developed by
in the OH&S performance in applicant for
Library the workplace implementing an
Industry ¢ outline the development OH&S

of hazard management management
strategies for your system in
workplace workplace;
¢ describe elements of examples of
an effective OH&S codes, standards,
management system etc used.
¢ develop a plan for the
implementation of an
OH&S management
system
® examine program
evaluation
NCS Client ¢ plan for establishing see NC5004,005
011 Interaction and maintaining a working Written plan (eg
relationship with clients memo to
¢ establish a working supervisor
relationship with a client proposing

strategies; timeline
diagram, etc
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Dip
loma

Module

Summarised
Learning Outcomes

Evidence \'} A Comments
(list type of
evidence

provided)

ITG
401

Data
Communic-
ations

Applications

¢ define common terms

¢ use selected data
communications systems
¢ describe role of
communications
hardware components

¢ outline communications
services available

¢ explain functions &
operation of LAN

LIS
032

Industry
Placement 2

¢ develop a project plan

¢ refine the project
parameters

¢ execute the project plan
& analyse the outcomes

* communicate the project
outcomes

Submission of
project relating
to workplace
activities

LIS
033

Research
Project

¢ develop an overall plan
for research project

¢ research information to
support a client’s
information needs

® assemble & provide
information to satisfy
client’s needs

see LIS021
Submission of
research project

LIS
034

Specialist
Information
Resource
Developm’t
& Access

¢ investigate & evaluate
selected specialised
collections against library
policies in relation to their
development,
organisation, control &
ease of access

* investigate & evaluate
options for improved
collection development

& control of a specialised
library collection

¢ evaluate client access to,
and use of, specialised
collections

see LIS027

Written evaluation
of a specialised
library collection
with
recommendations

LIS
035
(E)

Promoting
an
Information

Agency

¢ examine the scope &
importance of promotion
for a selected agency

¢ relate the principles of
information agency
promotion & marketing
to selected information
agencies

¢ organise, coordinate &
evaluate the production
of promotion displays &
materials for a selected
information agency

see LIS015;
Evidence of
organisation and
mounting of
promotional
activities
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Dip
loma

Module

Summarised Evidence Vv A Comments
Learning Outcomes (list type of

evidence

provided)

LIS
036

(E)

Preservation
of Materials

¢ identify preventive see LIS004
measures to avoid or
alleviate damage to
library materials caused
by environmental
factors

¢ identify problems
associated with storage,
housing & use of library
materials & undertake
remedial action

® assist in the
implementation of a
disaster management/
recovery program

LIS -
37

(E)

Indexing &
Abstracting

* explain indexing & see L1S025
abstracting purposes & Samples of work
techniques

¢ prepare indexes to

selected materials

* prepare abstracts from

a range of materials

ITB
415

User Needs
Analysis

¢ describe the role of the User needs
user & user request in analysis
developing an information documentation
system developed by
* document user’s applicant
information processing

requirements

® document potential

solutions to satisfy user’s

requirements

® conduct a user needs

analysis & document

findings &

recommendations
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Definitions relating to Recognition and RPL

compiled by Roberta Talbot, Launceston Institute of TAFE
(Full citations are located in the Bibliography)

Accreditation

is a process of giving official recognition or approval to a course, a program, or a
provider of courses/programs (but increasingly to courses/programs, not
providers). (A to Z of RPL, 1992)

Accreditation

Recognition and acceptance of the academic standards of a course or program of
study by an outside accrediting agency, association or body. Accreditation relates to
approval.

(Broadmeadows College of TAFE, 1991)

Accreditation of prior learning

is a process that enables people of all ages, backgrounds and attitudes to receive
formal recognition for skills and knowledge they already possess. It is built on the
premise that people can and do learn throughout their entire lives and that much of
this informal and uncertificated learning can be equated with the skills and
knowledge expected of learners completing more traditional and formal learning
programs. (Simosko, 1991, p.11)

Accredited course

A program of study, which has been recognised or accepted by an accrediting
agency as meeting the standards of the award to which it leads, and as adopting
methods of delivery likely to achieve the specified outcomes.

(Broadmeadows College of TAFE, 1991)

Advanced standing
An arrangement to recognise credits in a course before the course begins.
(Broadmeadows College of TAFE, 1991)

refers to the amount of exemption from a unit or units of an educational program
granted to a student on the basis of previous study, relevant work experience or like
skills.

(National Board of Employment, Education and Training, 1989)

Articulation

is the arrangement of study/training programs to allow or encourage individuals
to move from one to the other, either horizontally (ie to move from one field or
specialisation to another) or vertically (ie to move through a hierarchy of
qualifications). '

(A to Z of RPL,1992)

The linking of different courses so that a person can move from one to another
without unnecessarily repeating previously learned material. For this project, it
includes those skills and experiences that are gained outside a formal course
environment, but which can be assessed for purposes of formal recognition.
Articulation relates to access.

(Broadmeadows College of TAFE, 1991)
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refers to the specific design of education and training programs which facilitate and
maximise opportunities for credit transfer.
(National Board of Employment, Education and Training, 1989)

Assessment

is a process of forming a judgement (formal or informal) using evidence about a
performance or product against a benchmark.

(A to Z of RPL, 1992)

Assessment of informal learning
is the assessment of what individuals have learned outside a formal course of study
or training.

Assessment of prior learning
is assessment of what individuals know or can do before and/or via a formal
course of study or training. (A to Z of RPL, 1992)

Award
an officially recognised qualification. (A to Z of RPL, 1992)

Benchmark
is what we assess against, the basis of comparison. An implicit or explicit picture or
profile of what is required.

An acknowledged level of achievement which can be used as a reference point. In
RPL terms a benchmark is an established standard against which a person’s prior

learning can be measured or judged.
(Broadmeadows College of TAFE, 1991)

Broadbanding

The grouping together of related work functions into broader categories to reduce
the level of demarcation.

(Broadmeadows College of TAFE, 1991)

College-level learning

is generalizable, conceptual, and contains an appropriate mix of theoretical and

practical knowledge.

1) The student identifies experiences that have occurred since high school that
probably included (or led to) learning.

2) The student is assisted in translating the experiences into one or more potential
college level learning’s.

3) The student is assisted in articulating and documenting the college-level
learning (usually in the form of a paper or an oral examination accompanied by
an extended outline.

4) A qualified evaluator evaluates the documentation of the learning, and
recommends the awarding of credit (if warranted).

5) The college awards college credit for the documented learning.

(Smith & McCormick 1992)

Competency

is the ability to perform the activities within an occupation, function or role to the
standard required in employment.

(A to Z of RPL, 1992)

Refers to the standards and levels at which skills or tasks are performed.
(Broadmeadows College of TAFE, 1991)
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Credential

is a formal record of completion of a formal program of study or learning, not
necessarily to qualify for entry to a particular occupation.

(A toZ of RPL, 1992)

Credit
is a formal record of ‘points’ toward a qualification or credential.
(A toZ of RPL, 1992)

The value given within a course for relevant work or previous study, which
replaces study that would otherwise have to be undertaken.
(Broadmeadows College of TAFE, 1991)

Credit transfer

is an acceptance of a credit earned in one program, institution or system by other
programs, institutions or systems.

(A to Z of RPL, 1992)

is the granting of advanced standing by institutions to students on the basis of
previous study undertaken in another institution.
(National Board of Employment, Education and Training, 1989)

Criteria

The elements or measures which should be used to judge the worth of accumulated
knowledge and experience. These measures may vary. Depending on the skills,
knowledge or attitude to be assessed.

(Broadmeadows College of TAFE, 1991)

Formal industry training

The training of employees in industry where the roles and responsibilities of
trainers and learners can be defined. Normally it implies a structure which provides
a continuing progression through a unit or course of study specifically applicable to
the needs of an individual company. It may include both on and off-the-job training
components. In many companies, this would be classified as formal off-the-job
training and defined on-the-job training.

(Broadmeadows College of TAFE, 1991)

Informal industry training

The training of employees, in industry, where the trainer may be any person who is
able to impart the necessary skills and knowledge at a time and place relevant to
the immediate needs of the learner. In many companies this would be classified as
undefined on-the-job experience.

(Broadmeadows College of TAFE, 1991)

Integrated off-and on-the-job training and assessment programs

are those in which off-the-job training providers collaborate with on-the-job
training providers to produce comprehensive knowledge, skills and attitude
development required for competent performance.

(Misko & Guthrie, 1996)

Learning outcomes

The skills and knowledge gained from a unit, module or course. The learning
outcomes reflect the competencies required. In RPL terms, the learning outcomes
are the benchmark against which a person’s prior learning is measured.
(Broadmeadows College of TAFE, 1991)
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Life experience

The set of experiences which a person accumulates through interacting within the
prevailing social environment. Normally it implies development of a set of skills
which assist this interaction, such as occupational, communication, problem-
solving, decision-making and social skills. For this project, it is those skills, areas of
knowledge and attitudes which can be translated into a direct relationship with
industry and vocational training.

(Broadmeadows College of TAFE, 1991)

Model

This can be defined as a style of structure or design to be followed. In RPL terms,
the word Model encompasses the various components of structure, detail and
principle which together provide guidance for recognising the worth of training
and experience. (Broadmeadows College of TAFE, 1991)

Multi-skilling
The process by which individuals gain additional broad or specific skills.
(Broadmeadows College of TAFE, 1991)

Prior knowledge:

* This can mean that people sometimes possess qualifications that are
comparable to particular educational qualifications, without being really aware
of it.

The concept of experience as a source of prior knowledge.

® The contemporary educational system is often confronted with people who, in
one way or another, have a great deal of know-how and experience
accumulated by means of previous study, work experience or experience of life
itself.

* People do learn from their experience, and the results of that learning can be
reliably assessed and certified for college credit (Kolb, 1984).

¢ Learning from ... experience may be called experiential learning. It is a series of
activities and events in which a person makes concrete experience, skills and
insights in his own (Erkamp, 1981).

* Experiential learning is defined as learning in which the learner is directly in
touch with the realities being studied. It is contrasted with learning in which
the learner only reads about, hears about, talks about, or writes about these
realities, but never comes in contact with them as part of the learning process.
(Keeton and Tate 1978).

¢ Regardless of where learning occurs it is considered experiential if the person
has learned by carrying out actions in a work, leisure of family setting; seeing
the effects of those actions, arriving at an understanding of a general principle;
and applying this principle in new circumstances. (Coleman, 1976).

e Prior experiential learning (unsponsored learning), which includes both
intentional learning, such as self-directed study or non-credit courses, and
incidental learning, from paid or unpaid work as well as other life experiences.
(Ekstrom, 1983)

® Sponsored experiential learning such as field work and internship, which takes
place away from the classroom but is planned and/or supervised by a faculty
member. (Ekstrom, 1983)

Recognition

refers to any process of accreditation, credit transfer, assessment or registration
which is used to attest to the acquisition of competencies by individuals.
(National Training Board, 1992)
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Recognition of Prior Learning or RPL
gives people a chance to have their knowledge or skill assessed — no matter where
or when or how the learning was done. (A to Z of RPL, 1992)

gives formal recognition or ‘credit’ for assessed knowledge or skill.
(AtoZ of RPL, 1992)

is the acknowledgment of the full range of an individual’s skills and knowledge —
irrespective of how it has been acquired.
(Broadmeadows College of TAFE, 1991)

is the acknowledgment of skills and knowledge obtained through:
*  formal training (conducted by industry or education)

*  work experience (including informal training)

*  life experience

(Broadmeadows College of TAFE, 1991)

recognises what you have already learned from other courses, from life experiences,
from work experience and from any training provided at work, and measures it
against the course you or want to do. If what you have learned at work or
elsewhere is relevant to the course, you may not have to do those parts of the
course again. (Broadmeadows College of TAFE, 1991)

The acknowledgment of skills and knowledge obtained through formal training
(industry and education), work experience and/or life experience.
(Broadmeadows College of TAFE, 1991)

refers to the acknowledgment of skills and knowledge held as a result of formal
training, work experience and/or life experience.
(National Framework for the Recognition of Training)

refers to determination on an individual basis of the competencies obtained by a
person through previous formal or in-formal training, work experience and/or life
experiences. It can lead to advanced standing that a learner is entitled to in relation
to a training course.

(National Training Board, 1992)

‘is grounded in the assumption that the student can

1) demonstrate that learning occurred,

2) demonstrate that the learning is at college-level,

3) articulate the nature and extent of the learning to the satisfaction of a qualified
evaluator.’

(Smith & McCormick, 1992)

Skills audit
is a process of developing a description/analysis of skills held in a workplace, a
firm, or an industry. (A to Z of RPL, 1992)

The identification of skills held by employees.
(Broadmeadows College of TAFE, 1991)

Standard
is a statement of the kind and level of performance and/or knowledge required.

(A to Z of RPL, 1992)
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Work experience

Work activities undertaken in the workplace; acquisition of skills, knowledge and
attitudes is related to tasks, processes and the work environment. It may include
informal industry training self-directed learning by doing.

(Broadmeadows College of TAFE, 1991)
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