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Category/type of resource

Assessment and /or recognition processes 

Purpose

This resource provides a sample employer confirmation to support the competency based completion of MSA30107 Certificate III in Process Manufacturing from MSA07 Manufacturing Training Package.
The target learner group are people working as process workers in a specialised process occupation.

The qualification consists of 21 units including 4 core units and 17 electives. The selection of electives is very broad to suit a wide application of the qualification across the process manufacturing industry and not specifically captured in a Certificate III level PMA, PMB or PMC qualification.

Audience

The intended audience for this resource is RTOs/trainers/assessors who are required to deliver and assess MSA30107 Certificate III in Process Manufacturing traineeships. 

How to use

This resource is a sample tool for employer confirmation of workplace performance of clusters of units that reflect workplace tasks and should be used to provide guidance for approaches to competency based completions for industry and RTOs.
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Confirmation of workplace performance

MSA30107 Certificate III in Process Manufacturing

Specialised Process
	Apprentice/Trainee name:
	

	Apprentice/Trainee number:
	

	Employer name:
	

	Employer contact:
	

	Date of contact:
	

	RTO representative:
	


	Employer confirmation

Your trainee has been assessed in clusters of units as agreed on the Training Plan. They can now be expected to undertake specific tasks and skills in the workplace. The cluster details are included at the end of this document. 

Use this checklist to assist you confirm with us that your trainee is working to industry standard in the workplace. This includes completing tasks in an acceptable period of time, performing the tasks regularly and to a consistent standard. 

To discuss the workplace performance of your trainee further please contact: <insert RTO contact details>


	1. Safety
	Satisfactory Workplace Performance

	Indicative Tasks
	Yes
	No

	The trainee does:
· check work area to identify safety hazards
	(
	(

	· follow safety procedures 
	(
	(

	· use personal protective and other safety equipment correctly
	(
	(

	· assess risks arising from hazards
	(
	(

	· follow procedures for risk control
	(
	(

	· recognise emergency situations and take appropriate action
	(
	(

	· suggest ways to make the workplace safer
	(
	(

	· report problems to appropriate personnel
	(
	(

	· complete hazard / incident reports
	(
	(

	· follow site safety and housekeeping standards 
	(
	(

	· handle chemicals/solvents safely
	(
	(

	· identify loads and quantities to be moved
	(
	(

	· identify the safest, most efficient and appropriate movement route
	(
	(

	· manually shift materials safely and store appropriately
	(
	(

	· record material movement
	(
	(

	· keep work area clean and tidy
	(
	(

	· clean plant and equipment
	(
	(


	2. Teamwork and personal excellence
	Satisfactory Workplace Performance

	Indicative Tasks
	Yes
	No

	The trainee does:
· understand their individual and team role in meeting company objectives and customer expectations
	(
	(

	· identify and follow relevant policies, plans and procedures
	(
	(

	· perform assigned job tasks
	(
	(

	· plan tasks
	(
	(

	· plan daily routine
	(
	(

	· seek help if needed
	(
	(

	· work well with others in a team
	(
	(

	· communicate effectively in a team
	(
	(

	· complete workplace documents accurately and correctly
	(
	(

	· read and interpret workplace information
	(
	(

	· receive and relay messages  accurately and correctly
	(
	(

	· work within the quality system
	(
	(

	· identify and report quality problems
	(
	(


	3. Operate equipment
	Satisfactory Workplace Performance

	Indicative Tasks
	Yes
	No

	The trainee does:

· identify work requirements
	(
	(

	· identify most appropriate equipment for the task
	(
	(

	· perform material, quality, production and equipment checks
	(
	(

	· move materials and products safely
	(
	(

	· control identified hazards as required
	(
	(

	· start up equipment and adjust process settings as required
	(
	(

	· perform quick changeover as required
	(
	(

	· inspect, check and test equipment, materials and products
	(
	(

	· identify and isolate faulty equipment, materials and products 
	(
	(

	· propose and if appropriate carry out equipment repairs 
	(
	(

	· anticipate and solve production problems
	(
	(

	· run the process consistently and smoothly
	(
	(

	· shut down equipment as required
	(
	(

	· complete reports and records accurately and concisely
	(
	(

	· clean work area and equipment
	(
	(

	· handle chemicals/solvents safely
	(
	(


	4. Process improvement
	Satisfactory Workplace Performance

	Indicative Tasks
	Yes
	No

	The trainee does:
· identify and control safety hazards
	(
	(

	· identify production targets
	(
	(

	· measure production performance against targets
	(
	(

	· complete reports and records accurately and concisely
	(
	(

	· recognise issues that effect production process efficiencies
	(
	(

	· work in a manner to minimise waste and maximise efficiency
	(
	(

	· monitor performance of process/equipment/materials usage against targets
	(
	(

	· participate in team based problem solving
	(
	(

	· use improvement tools to identify and solve problems
	(
	(

	· implement improvement strategies
	(
	(

	· monitor and evaluate improvement strategies
	(
	(


	5. Quality
	Satisfactory Workplace Performance

	Indicative Tasks
	Yes
	No

	The trainee does:
· continuously check their work against the required standards
	(
	(

	· use appropriate personal protective equipment
	(
	(

	· minimise waste and ensure safe disposal of waste
	(
	(

	· take accurate measures using the correct measuring device
	(
	(

	· check calibration and maintain measuring equipment as required
	(
	(

	· inspect and test materials, components and/or products against standards
	(
	(

	· record  measurements accurately
	(
	(

	· adjust workstation to meet ergonomic needs
	(
	(

	· operate and access computer/data systems including entering, checking, editing and saving electronic data
	(
	(

	· recognise computer/data system faults and take appropriate action
	(
	(

	· identify work requirements
	(
	(

	· identify and control hazards
	(
	(

	· check and maintain process as required
	(
	(

	· respond to requests for information in a timely manner
	(
	(

	· identify faulty materials, components and/or products
	(
	(

	· isolate faulty materials, components and/or products
	(
	(

	· take appropriate corrective action
	(
	(

	· recommend preventative actions
	(
	(

	· report faults and deviations and their identified causes
	(
	(

	· complete reports and records accurately and concisely
	(
	(


The following table details the units of competency that are included in each of the relevant clusters.

	Unit code
	Unit title
	Nominal hours

	1. Safety

	MSAPMOHS200A 
	Work safely 
	30

	MSAPMSUP101A 
	Clean workplace or equipment 
	20

	PMBHAN103C 
	Shift materials safely by hand 
	20

	2. Teamwork and personal excellence

	MSAPMSUP100A 
	Apply workplace procedures 
	20

	MEM16007A 
	Work with others in a manufacturing, engineering or related environment 
	10

	MSAPMSUP102A 
	Communicate in the workplace 
	20

	3. Operate equipment

	MSAPMOPS200A 
	Operate equipment 
	40

	MSAPMOPS100A 
	Use equipment 
	30

	PMBPROD300B
	Produce products
	40

	MSAPMOPS102A 
	Perform tasks to support production 
	30

	MSACMT220A
	Apply quick changeover procedures
	40

	MSAPMSUP303A 
	Identify equipment faults 
	40

	4. Process improvement

	MSAPMSUP200A 
	Achieve work outcomes 
	30

	MSAPMSUP300A 
	Identify and implement opportunities to maximise production efficiencies 
	40

	MEM15003B 
	Use improvement processes in team activities 
	40

	5. Quality

	MSACMT251A 
	Apply quality standards 
	30

	MSAPMOPS101A 
	Make measurements 
	30

	MSAPMSUP210A 
	Process and record information 
	30

	MEM15004B 
	Perform inspection 
	20

	PMLTEST300B 
	Perform basic tests 
	60

	MSAPMSUP230A 
	Monitor process operations 
	30
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