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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 materials handling 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

Materials Handling
	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
	(
	(


	2. Quality and personal excellence
	Satisfactory Workplace Performance

	Indicative Tasks
	Yes
	No

	The trainee does:
· understand how the following contribute to the quality of the final product:

· material and component inputs

· safety requirements

· environmental requirements

· quality requirements

· work team activities

· individual tasks
	(
	(

	· identify and control safety and environmental hazards
	(
	(

	· continuously check their own work against the required standards
	(
	(

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

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

	· identify and investigate causes of faults
	(
	(

	· report faults, causes and/or recommendations
	(
	(

	· take prompt and appropriate corrective action
	(
	(

	· recommend preventative actions
	(
	(

	· collect, record, process and interpret data
	(
	(

	· identify production targets and the techniques used to measure performance
	(
	(

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

	· identify and suggest improvements
	(
	(

	· assist in problem solving and process improvement activities
	(
	(

	· seek help as needed
	(
	(


	3. Record keeping
	Satisfactory Workplace Performance

	Indicative Tasks
	Yes
	No

	The trainee does:
· identify what workplace records must be kept and why they must be kept
	(
	(

	· complete workplace reports and records accurately and concisely
	(
	(

	· manage workplace records correctly
	(
	(

	· access workplace records if requested or as required
	(
	(

	· maintain security of workplace records and report breaches
	(
	(

	· adjust workstation to meet ergonomic needs
	(
	(

	· operate and access computer/data systems
	(
	(

	· enter, check, edit, save and access electronic data
	(
	(

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

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


	4. Moving loads
	Satisfactory Workplace Performance

	Indicative Tasks
	Yes
	No

	The trainee does:
· identify loads and quantities to be moved
	(
	(

	· identify load characteristics (mass, volume, shape, balance, dimensions)
	(
	(

	· identify load contents (loose, liquid, dangerous, hazardous)
	(
	(

	· select appropriate lifting equipment 
	(
	(

	· check that equipment is safe before and after use and report and replace unsafe items of equipment
	(
	(

	· calculate safe working loads
	(
	(

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

	· prepare load destination
	(
	(

	· identify and control safety hazards
	(
	(

	· secure and move load safely, coordinating with others if required
	(
	(

	· complete job records for load shifted and equipment used
	(
	(

	· identify and take appropriate action to resolve problems 
	(
	(

	· record and/or report problems to appropriate personnel
	(
	(


	5.  Packaging
	Satisfactory Workplace Performance

	Indicative Tasks
	Yes
	No

	The trainee does:
· interpret packaging specifications and requirements
	(
	(

	· select appropriate technology for packaging products
	(
	(

	· identify and check packaging materials
	(
	(

	· identify product handling requirements
	(
	(

	· start and run  equipment as required safely
	(
	(

	· work safely and efficiently
	(
	(

	· label products accurately and correctly
	(
	(

	· store products safely and efficiently
	(
	(

	· complete workplace records
	(
	(

	· attach invoices and picking slips if required
	(
	(

	· maintain a clean and safe work area and equipment
	(
	(

	· identify and report problems and equipment faults
	(
	(

	· understand their role as an individual and team member in meeting company objectives and customer expectations
	(
	(

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

	· work within the quality system
	(
	(

	· identify and report quality problems
	(
	(

	· plan and organise their daily routine
	(
	(

	· seek help if required
	(
	(


	6.  Handling materials
	Satisfactory Workplace Performance

	Indicative Tasks
	Yes
	No

	The trainee does:
· identify material/product movement requirements from documentation
	(
	(

	· meet required material/product movement schedules
	(
	(

	· identify and select the correct materials/products
	(
	(

	· move material/product safely to the right place by the right time using the right equipment
	(
	(

	· check  material/product movements meet requirements
	(
	(

	· plan work sequence
	(
	(

	· identify and control safety hazards
	(
	(

	· recognise  material/product movement problems and take action
	(
	(

	· complete and check  material/product movement records
	(
	(


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

	MSAPMOHS100A
	Follow OHS procedures
	20

	MSAPMOHS110A
	Follow emergency response procedures
	20

	2. Quality and personal excellence

	MSACMT251A
	Apply quality standards
	30

	MSAPMSUP106A
	Work in a team
	30

	MSACMT250A
	Monitor process capability
	30

	MSAPMSUP200A
	Achieve work outcomes
	30

	3. Record keeping

	MSAPMSUP309A
	Maintain and organise workplace records
	20

	MEM16006A
	Organise and communicate information
	20

	MSAPMSUP210A
	Process and record information 
	30

	MSAPMOPS212A
	Use enterprise computers or data systems
	30

	4. Moving loads

	PMBHAN103C
	Shift materials safely by hand
	20

	MSAPMSUP205A
	Transfer loads
	20

	TDTD1097B
	Operate a forklift
	40

	5. Packaging

	MEM11006B
	Perform production packaging
	20

	MSAPMSUP204A
	Pack products or materials
	20

	MSAPMSUP100A
	Apply workplace procedures
	20

	6. Handling materials

	MEM11005B
	Pick and process order
	40

	MSAPMSUP201A
	Receive or despatch goods
	20

	MSAPMSUP273A
	Handle goods
	20

	MEM11007B
	Administer inventory procedures
	40
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