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Explanation of National Occupational Skills Standards (NOSS) 
 
These NOSS have been developed by the ITC to be used by any person who is currently working 
as a Community Development Worker, or who wishes to be trained as a Community Development 
Worker. 
  
NOSS are developed by industry and are based around the functions of a job. That is, they are 
developed by people who do the job and they specify the skills, knowledge and attitude that are 
applied by a person to complete the job. NOSS measure a person’s ability to perform tasks to a 
standard of performance required in the workplace. NOSS are endorsed by the NATTB. They are 
national standards and can be used by any industry employing Community Development Worker, 
or any training institution who wishes to provide training to Community Development Workers.   
 
NOSS can be used for things such as: 

! providing benchmarks for training courses and issuing of qualifications 
! providing benchmarks for assessment of skills and knowledge 
! work organisation and developing job descriptions  
! formally recognising existing skills and knowledge held by people in both formal and 

informal employment 
! identifying training needs 

 
Some Definitions 
 
NOSS define the skills, knowledge and attitude required for effective performance in the workplace. 
Standards are expressed in outcome terms and have a standard format comprising Unit, Elements, 
Performance Criteria, Range Statement and Evidence Guide.  
 
Each unit of competency identifies a discrete workplace requirement. It is generally regarded as 
the job function of a single person. 
 
An Element of Competency is the basic building block of the Unit of Competency. Elements are 
expressed as an outcome, and an individual is assessed against the Element and must 
demonstrate they have the skills, knowledge and attitude to carry out that task or duty. 
 
Performance Criteria are evaluative statements which specify what is to be assessed and the 
required level of performance. They specify the activities, skills, knowledge and attitude that 
provide evidence of competent performance for each element. 
 
The Range Statement is part of a competency standard, which sets out a range of contexts in 
which performance can take place. The Range Statement helps the assessor to identify the 
specific industry or enterprise application of the unit of competency. A Range Statement is a part of 
the format of a competency standard and provides a context for the unit of competency, describing 
essential operating conditions that may be present with training and assessment, depending on the 
work situation, needs of the candidate, accessibility of the item, and local industry and regional 
contexts. As applicable, the meanings of key terms used in the performance criteria will also be 
explained in the range statement 
 



The Evidence Guide is part of a unit of competency. Its purpose is to guide assessment of the unit 
of competency in the workplace and a training environment. The evidence guide specifies the 
context of assessment, the critical aspects of evidence and the required or underpinning 
knowledge and skills. The evidence guide relates directly to the performance criteria and range 
statement defined in the unit of competency 
 
Assessment 
 
To perform to the standard required in industry, an individual will need to demonstrate competency 
to the level specified in each Unit of Competency, i.e., he/she will need to show they have the level 
of skills, knowledge and attitude required by industry. 
 
Assessment means the process of collecting evidence and making judgements on whether 
competency has been achieved, to confirm that an individual can perform to the standard expected 
in the workplace as expressed in the relevant Unit of Competency. 
 
An assessment judgement involves an assessor evaluating whether the evidence is current, valid, 
authentic and sufficient to make an assessment decision 
 
The assessment system is a controlled and ordered process designed to ensure that assessment 
decisions made in relation to many individuals, by many assessors, in many situations, are 
consistent, fair, valid and reliable. 
 
Levels 
 
NOSS are allotted one of four levels. Below are descriptors of the four levels to be used in the 
development of NOSS in PNG across all occupations. They take into account international best 
practice in skill standards as well as the existing level descriptors used in PNG.  The table does not 
represent a national qualifications framework, but is merely a guide to developers of NOSS 
 
In the table below, Level One refers to the skills and knowledge used as an assistant to a more 
skilled worker. It may also describe some of the skills and knowledge used in the informal sector.  
 
Level Two refers to the skills and knowledge used by a person working as part of a team to 
complete work tasks. Often they will be assisted by someone with level one skills and knowledge. 
 
Level Three would be someone capable of completing a wide range of work tasks by themselves. 
An example is a tradesperson. Some problem solving is also involved, which implies a higher level 
of theoretical knowledge.  
 
Level Four may be a front line supervisor such as a team leader or crew leader. It may also apply 
to more complicated work tasks that require a high level of theoretical understanding to complete. 
There would be a significant amount of problem solving that requires a depth of theoretical 
knowledge. Often the jobs in this area will be outside the traditional trade areas or be at a level that 
supervises tradespeople or a person who often works alone 
 
 



 
 Knowledge Workplace Application  
Level 1 ! Recall facts 

! Recall general knowledge  
! Routine jobs under supervision 
! Established work procedures followed  
! Repetitive and familiar work  
! Assisting more skilled workers   

Level 2 ! Recall facts 
! Recall main ideas in a field  

! Work in defined routines and strategies  
! Select appropriate work methods and tools 

and equipment  
! Frequent supervision 
! Follow instructions  

Level 3 ! Apply knowledge that includes 
knowledge of processes, techniques, 
materials, tools and equipment, 
terminology and sufficient theory to 
solve problems  

! Conceptual and technical knowledge 

! Routine and non routine work 
! Problem solving – predictable areas  
! Applying technical skills to a job 
! Interpretation of work procedures/processes 
! Direct the work of others in technical areas 
! May work alone 
! Minimal or no supervision 
! Plan own work      

Level 4 ! Practical and theoretical knowledge 
used in a wide range of activities  

! Highly specialised knowledge  
! Knowledge of work procedures  

! Routine and non routine work 
! Develop and interpret work procedures and 

processes 
! Solve problems – predictable and 

unpredictable 
! Guide the work of others 
! Responsible for own work  
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UNIT 
TITLE: 

    Conduct Community Awareness 

UNIT 
CODE: 

    CDW 101 

 
 

ELEMENTS OF 
COMPETENCE  

PERFORMANCE CRITERIA 

  
Prepare for Awareness Visit 1.1 Collect information about the place to 

be visited 
1.2 Identify and get in touch with key 

people   
1.3 Put together awareness materials and 

information   
1.4 Prepare a work plan for awareness 

visit   
 

  
Undertake community entry 2.1 Confirm and meet with key people   

2.2 Determine and respond to cultural and 
gender role differences within the 
group in a respectful and sensitive 
manner 

2.3 Introduce role and purpose in visiting  
2.4 Assess whether awareness activity is 

acceptable 
2.5 Assess whether awareness materials 

are appropriate for awareness activity 
to continue 

2.6 Complete all community entry 
activities in accordance with 
occupational health and safety 
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Organise the group   Determine and respond to cultural and 

gender role differences in a respectful 
and sensitive manner 

Communicate effectively with people   
Assist key people to establish appropriate 

groups in preparation for  awareness 
activities to begin  ) 

Assess whether awareness activity is 
acceptable 

Assess whether awareness materials are 
appropriate for awareness activity to 
continue 

Complete all organising activities in 
accordance with occupational health 
and safety and safe working practices 

4. Provide relevant information to the   
group   

4.1 Assess whether awareness materials 
are appropriate for awareness activity 
to continue 

4.2 Display and effectively communicate 
relevant information   

4.3 Utilise interpersonal skills   which are 
suited to community practices, 
standards and expectations  

4.4 Complete all organising activities in 
accordance with occupational health 
and safety and safe working practices 

  
5. Report on awareness activity   5.1 Maintain “diary” of activities and 

movements according to SOPs – 
standard operating   

5.2 Communicate awareness outcomes 
clearly 

5.3 Report the methods used in the field 
including measurable information  ) 

5.4 Provide an analysis of outcomes   
5.5 Provide recommendations for future 

action for similar activity, based on 
analysis 
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RANGE 
STATEMENT: 

This unit describes the skills and knowledge required to 
conduct awareness through working with communities, groups, 
clans, and key people within these groupings 

Working with the 
group may include 
activities associated 
with raising 
awareness for: 
 

Health promotion (includes sanitation and water, HIV and 
AIDS, Mother-Child-Health, nutrition, family planning, 
Mental health) 

Special Needs  - health and education 
Forestry 
Fisheries (sea rights, marine resource rights) 
Land  (ownership, tenure, mobilisation) 
Income generation projects 
Eco-tourism 
Agriculture 
Environmental protection 
Rights and responsibilities (human rights, child rights, animal 

rights) 
Law and justice 
Government (electoral processes, representation, legislation) 
Community eduction (formal and non-formal) 
Community service delivery 
Community projects 
Community action 
Community planning  
Consultative and planning committees 
Sectoral development initiatives 

  
Opportunities for 
community members 
and groups to 
participate in 
awareness may 
include: 
 

•  Formal and informal systems 
•  Focus groups on relevant issues 
•  Inviting participation on committees e.g. ward 

development, water and sanitation, health, etc 
•  Through publications (various media – radio, newspapers, 

etc) 
•  Group facilitation 
•  Peer education 
•  Presentations, workshops and meetings 
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Key people may 
include: 
 

Advocacy groups (e.g. promoting or opposing particular issues 
such as environmental protection, women’s rights, etc) 

People who have visited the community before 
Keepers of records of the community 
Policy and decision makers in the specific community 
School teachers and Boards of Management 
Health Workers 
Disadvantaged peoples 
Individuals, groups or communities most likely to be affected 

by strategies or action plans 
Community leaders (e.g. clan leaders, big-men, church leaders, 

village magistrates, P&GO officers, elders) 
Business leaders 
People with formal and informal representative roles 

  
Information and 
resources may 
include: 
 

Awareness materials (posters, pamphlets, flip charts, video, 
computers, white boards, blackboards) 

locally improvised materials 
Local knowledge and informants 
Staff skills and time 
Information on funding availability 
Financial support for awareness activity 
Facilities (sleep, eat, etc) 
Skills/administrative support  
Physical transport, venues, material, equipment 
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EVIDENCE 
GUIDE: 

 

Most important 
parts of assessment: 
 

Candidates will need to demonstrate the ability to carry out a 
range of activities to make sure there is participation by 
groups and individuals  

  
Required 
knowledge: 
 

Community development principles and practices 
Cultural, social and political differences between and within 

groups 
How government policies or strategies relate to the awareness 

activity (this may include one or more of the five National 
goals and directive principles) 

Funding or support sources available (including both 
contribution from local people, and contributions from 
outside) 

Purpose or reasons for reporting and keeping records 
Workplace strategies for HIV/AIDS prevention 
Workplace strategies for ensuring workers living with 

HIV/AIDS are treated fairly in the workplace 
Basic health and hygiene principles 

Essential skills: 
 

Collect information on the people and place  
Ability to use and adapt a range of presentation methods 

appropriate to a variety of situations  
Promotion and sharing of ideas and information 
Ability to come up with a budget plan (resources needed) for 

visit 
Ability to communicate clearly and sensitively to a wide range 

of people (includes verbal and non-verbal skills. People 
may include different ethnic groups, men or women, 
different clans…) 

Ability to communicate using a variety of media (may include 
face-to-face, radio, TV, CD, video, etc.) 

Report writing and analytical skills (reports may be verbal, 
written or electronic) 

Negotiation, liaison, networking 
Facilitation 
Use appropriate language in a variety of situations 
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Resource needed for 
assessment: 
 

Demonstration of competency includes the ability to work with 
key people and focus groups in the community.  Assessors 
must have access to appropriate formal and informal groups 
and individual people for assessment purposes 

  
Context of 
assessment: 

This unit will most appropriately assess in the workplace or in 
a simulated workplace and under the normal range of 
workplace conditions. 
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UNIT 
TITLE: 

MONITOR COMMUNITY ACTIVITY 

UNIT 
CODE: 

CDW – 102  

ELEMENTS OF 
COMPETENCE  

PERFORMANCE 
CRITERIA 

  
1. Prepare monitoring visit 1.1 Confirm and meet with key 

people 
1.2 Determine and respond to 

cultural and gender role 
differences within the group in a 
respectful and sensitive manner 

1.3 Introduce role and purpose in 
visiting 

1.4 Assess whether visit is acceptable 
1.5 Assess whether materials are 

appropriate for activity to 
continue 

1.6 Complete all community entry 
activities in accordance with 
occupational health and safety 

 
2. Conduct community entry 2.1        Confirm and meet with key 

people 
2.2        Determine and respond to 

cultural and gender role 
differences within the group in a 
respectful and sensitive manner 

2.3          Introduce role and purpose in 
visiting  

2.4         Confirm whether visit is 
acceptable 

2.5         Confirm whether implementation 
materials are appropriate for 
activity to continue 

2.6        Complete all community entry 
activities in accordance with 
occupational health and safety 
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3. Organize the community 3.1 Determine and respond to 

cultural and gender role 
differences in a respectful and 
sensitive manner 

3.2 Communicate effectively with 
people 

3.3 Assist key people to establish 
appropriate groups in preparation 
for implantation activities to 
begin  

3.4  Complete all organising 
activities in accordance with 
occupational health and safety, 
and safe working practices 

  
4. Monitor activities 4.1      Review agreed activity as per plan 

4.1       Review activity resources as per 
plan 

4.3       Review budget for activities as 
per  plan 

4.4       Review activity implementation 
schedule 

4.5       Facilitate monitoring with the 
group 

4.6       Check progress against indicators 
as agreed in plan  

4.7       Collect data on progress and 
impact 

4.8       Discuss monitoring outcomes 
with  group 

4.9       Assist group to decide on 
possible action following 
discussion 

4.10     Assist communities to discuss 
and identify lessons learnt to 
develop 

4.11     Develop alternative strategies for 
improvement  

4.12     Assist community/group to revise 
the plan if needed 

4.13      Complete all activities in 
accordance with occupational 
health and safety, and safe 
working practices 
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5.Report 5.1        Maintain verbal or written diary 
of activities and movements 
according to SOP 

5.2        Report  methods used in the field 
5.3        Report progressive indicators and 

challenges  
5.4         Provide an analysis of successful 

outcome/major difficulties, and 
possible reasons 

Provide recommendations for future 
action based on suggested 
activities  
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RANGE 
STATEMENT: 

This unit describes skills and knowledge required for 
monitoring purposes. 

  
 
Monitoring 
Activities may 
include: 

 
Schools 
Water Supply 
Youth  
income generation  
Health (includes sanitation and water, HIV and AIDS, 

Mother-Child-Health, nutrition, family planning, 
Mental health) 

Special Needs  - health and education 
Leadership  
Good governance 
Basic financial management 
Forestry 
Fisheries (sea rights, marine resource rights) 
Land  (ownership, tenure, mobilisation) 
Income generation 
Information Technology and communications 
Eco-tourism 
Agriculture (crops, livestock) 
Environmental protection 
Rights and responsibilities (human rights, child rights, 

animal rights) 
Law and justice 
Government (electoral processes, representation, 

legislation) 
Community education (formal and non-formal) 
Community service delivery 
Community projects 
Community action 
Community planning  
Consultative and planning committees 
Sectoral development initiatives 
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Key people may 
include: 
 

Advocacy groups (e.g. promoting or opposing particular 
issues such as environmental protection, women’s 
rights, etc) 

Keepers of records of the community 
Policy and decision makers in the specific community 
School teachers and Boards of Management 
Health Workers 
Disadvantaged peoples 
Community leaders (e.g. clan leaders, big-men, church 

leaders, village magistrates, P&GO officers, elders) 
Business leaders 
People with formal and informal representative roles 

 
  
Information and 
resources may 
include 

Activity Plan, awareness  materials (posters, flip charts, 
video, computers, white boards, blackboards) 

Locally improvised materials 
Local knowledge and informants 
Staff skills and time 
Information on funding availability 
Financial support for training activity 
Facilities (sleep, eat, etc) 
Skills/administrative support  
Physical transport, venues, material, equipment 
A budget plan (resources needed) for visit 
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EVIDENCE 
GUIDE: 

 

  
Critical aspects of 
assessment: 
 

Community worker will need to demonstrate the capacity to 
monitor and undertake a range of activities to ensure 
appropriate participation by groups and individuals in 
community based activities 

  
Essential 
knowledge: 
 

Monitoring methods and their principles and practices 
Funding sources and their policies and strategies for 

encouraging community input and participation 
Health promotion  
Workplace strategies for HIV/AIDS prevention 
Workplace strategies for ensuring workers living with 

HIV/AIDS are treated fairly in the workplace. 
  
Essential skills: 
 

Report writing 
Evaluate effectiveness of monitoring methods used in 

community based activities 
Budgeting 
Negotiation, liaison, networking 
Facilitation 

  
Resource 
implications: 
 

Demonstration of competency will include the ability to work 
with key people or stakeholders in the community.  
Assessors should allow for access to appropriate structures, 
people or organisations for assessment purposes 

  
Context of 
assessment: 
 

This unit will be assessed in the workplace  and other relevant 
situations 
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UNIT 
TITLE: 

FACILATE IMPLEMENTATION GROUP 
ACTIVITY 

UNIT 
CODE: 

CDW – 103  

 
 

ELEMENTS OF 
COMPETENCE  

PERFORMANCE 
CRITERIA 

  
1. Prepare for Implementation visit 1.1        Confirm and meet with key 

people 
1.2        Determine and respond to 

cultural and gender role 
differences within the group in a 
respectful and sensitive manner 

1.3        Assess whether implementation 
materials are appropriate for the 
visit 

1.4        Complete all preparation 
activities in accordance with 
occupational health and safety 

  
2. Conduct community entry 2.1        Confirm and meet with key 

people 
2.2        Determine and respond to 

cultural and gender role 
differences within the group in a 
respectful and sensitive manner 

2.3        Introduce role and purpose in 
visiting  

2.4         Confirm whether visit is 
acceptable 

2.5         Confirm whether implementation 
materials are appropriate for 
activity to continue 

2.6         Complete all community entry 
activities in accordance with 
occupational health and safety 
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3. Organize the community 3.1        Determine and respond to 
cultural and gender role 
differences in a respectful and 
sensitive manner 

3.2        Communicate effectively with 
people  

3.3        Assist key people to establish 
appropriate groups in preparation 
for implantation activities to 
begin  

3.4        Complete all organising activities 
in accordance with occupational 
health and safety, and safe 
working practices  

  
4. Confirm and Implement activities   
   

4.1       Confirm objective with the group 
4.2       Confirm activities to be 

implemented (as per plan) 
4.3        Confirm resources (local 

resources, incoming resources, 
labour, funds) for implementation 
(agreed in the plan) 

4.4        Confirm implementation 
schedule (timing) 

 4.5       Facilitate and encourage the 
group to participate fully to 
implement agreed activities 

4.6        Complete all activities in 
accordance with occupational 
health and safety, and safe 
working practices 

5. Report  5.1        Maintain verbal or written diary 
of activities and movements 
according to SOP (standard 
operating procedures) 

5.2        Report  methods used in 
implementation  

5.3        Provide  summary of 
implemented activities  
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RANGE 
STATEMENT: 

This unit describes skills and knowledge required to implement 
participatory group activities 

  
 
Group activities 
may include: 

  
•  School projects 
•  Water Supply 
•  Youth projects  
•  Health (includes sanitation and water, HIV and AIDS, 

Mother-Child-Health, nutrition, family planning, 
Mental health) 

•  Special Needs  - health and education 
•  Leadership  
•  Good governance 
•  Basic financial management 
•  Forestry 
•  Fisheries (sea rights, marine resource rights) 
•  Land  (ownership, tenure, mobilisation) 
•  Income generation 
•  Information Technology and communications 
•  Eco-tourism 
•  Agriculture (crops, livestock) 
•  Environmental protection 
•  Rights and responsibilities (human rights, child rights, 

animal rights) 
•  Law and justice 
•  Government (electoral processes, representation, 

legislation) 
•  Community education (formal and non-formal) 
•  Community service delivery 
•  Community projects 
•  Community action 
•  Community planning  
•  Consultative and planning committees 
•  Sectoral development initiatives 
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Key people may 
include: 
 

•  Local project or activity leaders 
•  Resource providers (suppliers, donors, sponsors) 
•  Advocacy groups (e.g. promoting or opposing 

particular issues such as environmental protection, 
women’s rights, etc) 

•  Keepers of records of the community 
•  Policy and decision makers in the specific community 
•  School teachers and Boards of Management 
•  Health Workers 
•  Disadvantaged peoples 
•  Community leaders (e.g. clan leaders, big-men, church 

leaders, village magistrates, P&GO officers, elders) 
•  Business leaders 
•  People with formal and informal representative roles 

 
Information and 
resources may 
include 

•  Activity Plan 
•  Locally improvised materials 
•  Local knowledge and informants 
•  Staff skills and time 
•  Information on funding availability 
•  Financial support for implementation 
•  Facilities (sleep, eat, etc) 
•  Skills/administrative support  
•  Physical transport, venues, material, equipment 
•  A budget plan (resources needed) for visit 
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EVIDENCE 
GUIDE: 

 

  
Critical aspects of 
assessment: 
 

Field worker will demonstrate the ability to implement a range 
of activities with appropriate participation by groups and 
individuals  

  
Essential 
knowledge: 
 

Community development methods and their principles and 
practices 

Funding sources and their policies and strategies for 
encouraging community input and participation 

budget and funding allocation 
Workplace strategies for HIV/AIDS prevention 
Workplace strategies for ensuring workers living with 

HIV/AIDS are treated fairly in the workplace. 

  
Essential skills: 
 

Able to understand and interpret the plan to be implemented 
Reporting (may be verbal or written) 
Follow and calculate budget, and acquit 
Negotiation, liaison, networking 
Facilitation 

Context of 
assessment: 
 

This unit will be assessed in real work situations 

Resources needed 
for assessment: 
 

Demonstration of competency will include the ability to work 
with key people or stakeholders in the community.  Assessors 
should allow for access to appropriate structures, people or 
organisations for assessment purposes. 
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UNIT TITLE: FACILITATE AGREEMENT 

UNIT CODE: CDW – 104  

ELEMENTS OF 
COMPETENCE  

PERFORMANCE 
CRITERIA 

  
1. Prepare for agreement visit 1.5 Collect information about the 

place to be visited 
1.6 Identify and get in touch with key 

people   
1.7 Put together awareness materials 

and information   
1.8 Prepare a work plan for 

awareness visit   
  

2. Undertake Community Entry 2.1 Confirm and meet with key   people   
2.2 Determine and respond to cultural and 

gender role differences within the 
group in a respectful and sensitive 
manner 

2.3 Introduce role and purpose in visiting  
2.4 Assess whether agreement activity is 

acceptable 
2.5 Assess whether agreement materials 

are appropriate for agreement activity 
to continue 

2.6 Complete all community entry 
activities in accordance with 
occupational health and safety 
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3. Organise the Group 3.1 Determine and respond to 
cultural and gender role 
differences in a respectful and 
sensitive manner 

3.2 Communicate effectively with 
people   

3.3 Assist key people to establish 
appropriate groups in preparation 
for  agreement activities to begin  

3.4 Assess whether agreement 
activity is acceptable 

3.5 Assess whether agreement 
materials are appropriate for 
agreement activity to continue 

3.6 Complete all organising activities 
in accordance with occupational 
health and safety and safe 
working practices 

  
4. Facilitate the discussion 

 
4.1 Demonstrate problem solving 

technics  
4.2 Identify key people 
4.3 Brainstorm and identify problems 

/ issues  
4.4 Assist key people to organise 

small group discussion and 
presentation 

4.5 Demonstrate ability to listen and 
speak clearly  

4.6 Facilitate the process of reaching 
agreement or solution 

4.7 Complete all agreement 
discussion in accordance with 
occupational health and safety 
and safe working practises 

5. Report on the discussion outcome 
 

5.1 Communicate discussion 
outcomes clearly 

5.2 Report the methods used in the 
field including measurable 
information  ) 

5.3 Provide an analysis of outcomes 
5.4 Provide recommendations for 

future action for similar activity,  
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RANGE 
STATEMENT: 

This unit describes the skills and knowledge required to 
facilitate agreement through working with communities, 
groups, clans, and key people within the communities. 

Working with the 
group may include 
activities associated 
with raising 
agreement for: 
 

Health promotion (includes sanitation and water, HIV and 
AIDS, Mother-Child-Health, nutrition, family planning, 
Mental health) 

Special Needs  - health and education 
Forestry 
Fisheries (sea rights, marine resource rights) 
Land  (ownership, tenure, mobilisation) 
Income generation projects 
Eco-tourism 
Agriculture 
Environmental protection 
Rights and responsibilities (human rights, child rights, animal 

rights) 
Law and justice 
Government (electoral processes, representation, legislation) 
Community eduction (formal and non-formal) 
Community service delivery 
Community projects 
Community action 
Community planning  
Consultative and planning committees 
Sectoral development initiatives 

  
Opportunities for 
community members 
and groups to 
participate in 
reaching agreement 
may include: 
 

•  Formal and informal systems 
•  Focus groups on relevant issues 
•  Inviting participation on committees e.g. ward 

development, water and sanitation, health, etc 
•  Presentations, workshops and meetings 
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Key people may 
include: 
 

Advocacy groups (e.g. promoting or opposing particular issues 
such as environmental protection, women’s rights, etc) 

People who have visited the community before 
Keepers of records of the community 
Policy and decision makers in the specific community 
School teachers and Boards of Management 
Health Workers 
Special needs (Disadvantaged peoples) 
Individuals, groups or communities most likely to be affected 

by agreement or action plans 
Community leaders (e.g. clan leaders, big-men, church leaders, 

village magistrates, P&GO officers, elders) 
Business leaders 
People with formal and informal representative roles 

  
Information and 
resources may 
include: 
 

Agreement materials (agreement procedures, ) 
Local knowledge and informants 
Staff skills and time 
Information on funding availability 
Financial support for facilitating agreement activity 
Facilities (sleep, eat, etc) 
Skills/administrative support  
Physical transport, venues, material, equipment 
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EVIDENCE 
GUIDE: 

 

Critical aspect of 
assessment must 
include: 

•  The Community Development Worker must 
demonstrate problem solving practices and knowledge. 
This requires assessment of the CDW facilitating 
agreement in the workplace or communities, and also 
assessment of their reporting on the agreement 
outcomes. 

•  The Community Development worker will need to be 
able to facilitate a process where appropriate 
people/stakeholders are free to discuss their successes 
and failures, challenges and achievements in relation to 
the activities that have been undertaken.  

•  The Community Development worker will also need to 
be able to facilitate a participatory process of critical 
analysis so that the Community Development Worker 
and the stakeholders can draw lessons from the activity 
outcomes that will inform and have impact on future 
activities. 

•  The Community Development Worker needs to be able 
to report the process use in reaching the agreement in a 
form that can be clearly understood. 

  
Most important 
parts of assessment: 
 

Candidates will need to demonstrate the ability to carry out a 
range of activities to make sure there is participation by 
groups and individuals  

 
Required 
knowledge: 
 

Community development principles and practices 
Cultural, social and political differences between and within 

groups 
Problem solving techniques (cultural sensitivity brainstorming, 

small group processes, etc. 
Funding or support sources available (including both 

contribution from local people, and contributions from 
outside) 

Purpose or reasons for reporting and keeping records 
Workplace strategies for HIV/AIDS prevention 
Workplace strategies for ensuring workers living with 
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HIV/AIDS are treated fairly in the workplace 
Basic health and hygiene principles 
 

Essential skills: 
 

Collect information on the people and place  
Ability to use and adapt a range of presentation methods 

appropriate to a variety of situations  
Promotion and sharing of ideas and information 
Ability to communicate clearly and sensitively to a wide range 

of people (includes verbal and non-verbal skills – body 
language skills). People may include different ethnic 
groups, men or women, different clans…) 

Report writing and analytical skills (reports may be verbal, 
written or electronic) 

Negotiation, liaison, networking 
Listening skills 
Public Relations skills 
Facilitation skills 
Use appropriate language in a variety of situations 
 

Resource 
implication: 
 

Demonstration of competency includes the ability to work with 
key people and focus groups in the community.  Assessors 
must have access to appropriate formal and informal groups 
and individual people for assessment purposes  

  
Context of 
assessment 

This unit will be assessed in the workplace or in a simulated 
workplace under the normal range of workplace conditions 
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UNIT 
TITLE: 

ASSIST GROUPS TO DEVELOP AND PRODUCE 
PLANS 

UNIT 
CODE: 

CDW - 201 

ELEMENTS OF 
COMPETENCE  

PERFORMANCE 
CRITERIA 

  
1. Prepare for planning visit 1.1 Collect information about the 

place to be visited  
1.2 Develop relevant training 

materials 
1.3 Prepare a training schedule for 

visit 
1.4 Get in touch with key people 
 

2. Community Entry 2.1 Confirm and meet with key 
people Determine and respond to 
cultural and gender role 
differences within the group in a 
respectful and sensitive manner 

2.2 Introduce role and purpose in 
visiting  

2.3 Confirm whether activity is 
acceptable Confirm whether 
materials are appropriate for 
activity to continue 

2.4 Complete all community entry 
activities in accordance with 
occupational health and safety 

 
3. Organise people into manageable and 
workable groups 

3.1        Introduce role and purpose to 
people 

3.2        Determine and respond to 
cultural and gender role 
differences in a respectful and 
sensitive manner 

3.3        Ensure that there is a workable 
relationship established with all 
target groups 
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3.4        Assist key people to establish 
appropriate groups in preparation 
for planning activities to begin  

3.5        Communicate effectively with 
people  

3.6        Make sure that the groups are 
ready 

3.7        Communicate the major 
framework of the specific plans 
correctly 

3.8        Complete all activities in 
accordance with occupational 
health and safety, and safe 
working practices 

 
4.Assist communities develop plans 
 

4.1        Explain and provide the tools for 
the group to develop plans 

4.2        Explain the reasons and purpose 
of planning 

4.3        Explain the form that the final 
plan will take 

4.4        Negotiate plan based on previous 
community needs assessment  

4.5        Put information together into the 
agreed format 

4.6        Assist group members to finalise 
plan  (draft) 

4.7       Complete all activities in 
accordance with occupational 
health and safety, and safe 
working practices 

4.8        Complete all activities in 
accordance with occupational 
health and safety, and safe 
working practices 
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5. Interpret the plan 5.1        Help people to recognise and 

understand meanings of different 
parts of the plan (words, symbols, 
signs, numbers, designs, etc) 

5.2        Assist people to review the 
advantages and disadvantages of 
the plans  

5.3        Facilitate and negotiate 
agreement on the final plan   

5.4        Complete all activities in 
accordance with occupational 
health and safety, and safe 
working practices 

6. Reports planning process to 
organisation (i.e. the CDW’s 
organisation) 

6.1 Maintain “diary” of activities and 
movements according to SOPs – 
standard operating procedure 

6.2 Communicate planning outcomes 
clearly 

6.3 Report the methods used in the 
field including measurable 
information 

6.4 Provide an analysis of planning 
outcomes (contributing factors, 
major successes, major 
difficulties, reasons for these) 

6.5 Provide recommendations for 
future action (e.g. funding 
support for the plan) 
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RANGE 
STATEMENT: 

This unit describes the skills and knowledge required to 
facilitate the development of plans with a group 

  
Working with the 
group may include 
activities associated 
with planning and 
developing plans 
for: 
 

Health promotion (includes sanitation and water, HIV and 
AIDS, Mother-Child-Health, nutrition, family planning, 
Mental health) 

Special Needs  - health and education 
Forestry 
Fisheries (sea rights, marine resource rights) 
Land  (ownership, tenure, mobilisation) 
Income generation projects 
Eco-tourism 
Agriculture 
Environmental protection 
Rights and responsibilities (human rights, child rights, animal 

rights) 
Law and justice 
Government (electoral processes, representation, legislation) 
Community eduction (formal and non-formal) 
Community service delivery 
Community projects 
Community action 
Community planning  
Consultative and planning committees 
Sectoral development initiatives 

  
Opportunities for 
community members 
and groups to 
participate in 
planning may 
include: 
 

•  Formal and informal planning 
•  Focus groups on relevant issues 
•  Inviting participation on committees e.g. ward 

development, water and sanitation, health, etc 
•  Group facilitation 
•  Peer groups 
•  Presentations, workshops and meetings 
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Key people may 
include: 
 

Advocacy groups (e.g. promoting or opposing particular issues 
such as environmental protection, women’s rights, etc) 

People who have visited the community before 
Keepers of records of the community 
Policy and decision makers in the specific community 
School teachers and Boards of Management 
Health Workers 
Disadvantaged peoples 
Individuals, groups or communities most likely to be affected 

by strategies or action plans 
Community leaders (e.g. clan leaders, big-men, church leaders, 

village magistrates, P&GO officers, elders) 
Business leaders 
People with formal and informal representative roles 

Information and 
resources may 
include: 
 

Planning materials (action plans, Gantt charts, network 
diagrams, electronic software, etc) 

Locally improvised materials and tools (eg PRA diagrams) 
Local knowledge and informants 
Staff skills and time 
Information on funding availability 
Financial support for planning activity 
Facilities (sleep, eat, etc) 
Skills/administrative support  
Physical transport, venues, material, equipment 
Developmental training 
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EVIDENCE 
GUIDE: 

 

  
Most important 
parts of assessment: 
 

•  Field Worker will need to demonstrate the ability to carry 
out a range of activities to help groups produce realistic 
plans 

  
Required 
knowledge: 
 

Community development principles and practices 
Planning principles and processes 
Cultural, social and political differences between and within 

groups 
Funding or support sources available (including both 

contribution from local people, and contributions from 
outside) 

Purpose or reasons for developing plans 
Workplace strategies for HIV/AIDS prevention 
Workplace strategies for ensuring workers living with 

HIV/AIDS are treated fairly in the workplace 
Basic health and hygiene principles 
Community/group profile 
Action plans, Gantt charts, network diagrams, electronic 

software such as Microsoft Project, etc 
  
Essential skills: 
 

Collect information on the people and place  
Ability to use and adapt a range of presentation methods 

appropriate to a variety of situations  
Promotion and sharing of ideas and information 
Ability to come up with a budget plan (resources needed) for 

visit 
Ability to communicate clearly and sensitively to a wide range 

of people (includes verbal and non-verbal skills. People 
may include different ethnic groups, men or women, 
different clans…) 

Ability to communicate using a variety of media (may include 
face-to-face, radio, TV, CD, video, etc.) 

Report writing and analytical skills (reports may be verbal, 
written or electronic) 

Negotiation, liaison, networking 
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Facilitation 
Use appropriate language in a variety of situations 
Organise group or community activities, meetings, activities  
Production of a realistic plan 
Ability to use action plans, Gantt charts, network diagrams, 

electronic software such as Microsoft Project, etc 
  
Resource 
implication: 
 

Demonstration of competency includes the ability to work with 
key people and focus groups in the community to develop 
plans.  Assessors may have access to appropriate formal and 
informal groups and individual people to assist them in their 
assessment 

  
Context of 
assessment: 
 

This unit will be assessed in the field, on the job (in real life 
situations) 
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UNIT 
TITLE: 

Transfer skills and knowledge to group 
members (trainer) 

 

UNIT 
CODE: 

CDW – 202  

 
 

ELEMENTS OF 
COMPETENCE  

PERFORMANCE 
CRITERIA 

  
1. Prepare for training 1.1 Collect information about the 

place to be visited  
1.2 Develop relevant training 

materials   
1.3 Prepare a training schedule for 

visit  
1.4 Get in touch with key people  

  
2. Conduct community entry 2.1 Confirm and meet with key 

people 
2.2 Determine and respond to 

cultural and gender role 
differences within the group in a 
respectful and sensitive manner  

2.3 Introduce role and purpose in 
visiting   

2.4 Confirm whether activity is 
acceptable Confirm whether 
training materials are appropriate 
for activity to continue 

2.5 Complete all community entry 
activities in accordance with 
occupational health and safety 
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3. Organise the community 3.1        Determine and respond to 

cultural and gender role 
differences in a respectful and 
sensitive manner 

3.2        Communicate effectively with 
people 

3.3        Assist key people to establish 
appropriate groups in preparation 
for training activities to begin  

3.4        Complete all organising activities 
in accordance with occupational 
health and safety, and safe 
working practices  

  

4. Conduct Training Activity  4.1        Effectively communicate relevant 
information or skills to 
appropriate social groups using a 
variety of presentation methods 

4.2        Utilise interpersonal skills which 
are suited to community 
practices, standards and 
expectations  

4.3        Evaluate the training activity 
4.4        Provide information on further 

training opportunities  
4.5 Provide a training report 
4.6 Complete all training activities in 

accordance with occupational 
health and safety, and safe 
working practices 
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RANGE 
STATEMENT: 

This unit describes the skills and knowledge required to 
conduct non-discriminatory and accessible training activities 

  
Working with the 
group may include 
training activities 
in: 
 

Health (includes sanitation and water, HIV and AIDS, Mother-
Child-Health, nutrition, family planning, Mental health) 

Special Needs  - health and education 
Leadership  
Good governance 
Basic financial management 
Forestry 
Fisheries (sea rights, marine resource rights) 
Land  (ownership, tenure, mobilisation) 
Income generation 
Information Technology and communications 
Eco-tourism 
Agriculture (crops, livestock) 
Environmental protection 
Rights and responsibilities (human rights, child rights, animal 

rights) 
Law and justice 
Government (electoral processes, representation, legislation) 
Community eduction (formal and non-formal) 
Community service delivery 
Community projects 
Community action 
Community planning  
Consultative and planning committees 
Sectoral development initiatives 
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Opportunities for 
people to 
participate in 
training activities 
may include: 
 

•  Formal and informal training 
•  Different levels of literacy 
•  Workshopping ideas and skills 
•  Using interest groups for different issues 
•  Inviting participation on committees e.g. ward 

development, water and sanitation, health, etc 
•  Contributing to publications (various media – radio, 

newspapers, etc) 
•  Group facilitation 
•  Peer training 
•  Presentations, workshops and meetings 

  
Key people may 
include: 

Advocacy groups (e.g. promoting or opposing particular issues 
such as environmental protection, women’s rights, etc) 

Keepers of records of the community 
Policy and decision makers in the specific community 
School teachers and Boards of Management 
Health Workers 
Disadvantaged peoples 
Community leaders (e.g. clan leaders, big-men, church leaders, 

village magistrates, P&GO officers, elders) 
Business leaders 
People with formal and informal representative roles 

  
Information and 
resources may 
include: 
 

Training materials (posters, pamphlets, flip charts, video, 
computers, white boards, blackboards) 

Locally improvised materials 
Local knowledge and informants 
Staff skills and time 
Information on funding availability 
Financial support for training activity 
Facilities (sleep, eat, etc) 
Skills/administrative support  
Physical transport, venues, material, equipment 
A budget plan (resources needed) for visit 
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Information to 
training groups 
about further 
training 
opportunities may 
include: 
 

•  Social clubs 
•  Informal business development  
•  Education and training institutes and bodies 
•  Strategies to increase access to facilities 
•  Government departments 
•  Donor agencies 
•  Business houses 
•  Churches 
•  NGOs, CBOs, Faith Based Organisations and Landowner 

Associations 
•  Resources developers 
Research Institutes 

  
  
 

EVIDENCE 
GUIDE: 

 

  
Essential 
Knowledge: 

 

Thorough understanding of the topic of training 
Community development principles and practices 
Cultural, social and political differences between and within 

groups 
How government policies or strategies relate to the training 

activity (this may include one or more of the five National 
goals and directive principles) 

Funding or support sources available (including both 
contribution from local people, and contributions from 
outside) 

Purpose or reasons for reporting and keeping records 
Workplace strategies for HIV/AIDS prevention 
Workplace strategies for ensuring workers living with 

HIV/AIDS are treated fairly in the workplace 
Basic health and hygiene principles 
Community/group profile 
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Essential Skills: Collect information on the people and place  

Ability to use and adapt a range of presentation methods 
appropriate to a variety of situations  

Promotion and sharing of ideas and information 
Ability to communicate clearly and sensitively to a wide range 

of people (includes verbal and non-verbal skills. People 
may include different ethnic groups, men or women, 
different clans…) 

Ability to communicate using a variety of media (may include 
face-to-face, radio, TV, CD, video, etc.) 

Report writing and analytical skills (written or electronic) 
Negotiation, liaison, networking 
Facilitation 
Use appropriate language in a variety of situations 

  
Resource 
Implications 

 

Demonstration of competency includes the ability to work with 
key people and focus groups in the community.  Assessors 
must have access to appropriate formal and informal 
groups and individual people for assessment purposes 

  
 

Context of 
assessment 

 

This unit will be assessed in the field, on the job (in real 
training situations) 
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UNIT 
TITLE: 

CONDUCT COMMUNITY MAPPING AND 
NEEDS ANALYSIS 

UNIT 
CODE: 

CDW – 203  

ELEMENTS OF 
COMPETENCE  

PERFORMANCE 
CRITERIA 

1 Prepare for Community Mapping 
and Needs Analysis 

1.1         Prepare a work plan for  
community mapping 

1.2         Identify and get in touch with 
key people  

1.3         Put together community 
mapping materials and 
information 

  
2 Undertake community entry 2.1        Confirm and meet with key 

people 
2.2         Determine and respond to 

cultural and gender role 
differences within the group in a 
respectful and sensitive manner 

2.3         Introduce role and purpose in 
visiting  

2.4        Establish a working relationship 
so that people are aware of the 
FW’s role and reason for visit, 
and key people are also able to 
make clear their roles –range 
statement) 

2.5         Assess whether community 
mapping and needs analysis 
activities are acceptable 

2.6        Assess whether community 
mapping materials are 
appropriate for activity to 
continue 

2.7         Complete all community entry 
activities in accordance with 
occupational health and safety 
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3. Organise community 3.1 Determine and respond to cultural 
and gender role differences in a 
respectful and sensitive manner 

3.2 Communicate effectively with 
people  

3.3 Assist key people to establish 
appropriate groups in preparation 
for  community mapping activities 
to begin  

3.4 Complete all activities in 
accordance with occupational 
health and safety, safe working 
practices and workplace 
procedures 

  
4. Conduct Community Mapping / 
Assessment  

 

4.1      Conduct community mapping 
activities using relevant materials 
and resources 

4.2     Identify and confirm group needs 
in  consultation with key people 

4.3     Complete all activities in  
accordance with occupational 
health and safety, safe working 
practices and workplace procedures 

 
  

5. Report 5.1 Compile  report of mapping results 
list of community needs for 
implementation 

5.2 Maintain data and movements of 
activities  according to SOP 

5.3 Provide report on mapping 
activities  
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RANGE 
STATEMENT: 

This unit describes the skills and knowledge required to 
conduct community mapping and needs analysis 

  
Activities may 
include: 

•  School activities 
•  Water Supply 
•  Youth activities  
•  Health (includes sanitation and water, HIV and AIDS, 

Mother-Child-Health, nutrition, family planning, 
Mental health) 

•  Special Needs  - health and education 
•  Leadership  
•  Good governance 
•  Basic financial management 
•  Forestry 
•  Fisheries (sea rights, marine resource rights) 
•  Land  (ownership, tenure, mobilisation) 
•  Income generation 
•  Information Technology and communications 
•  Eco-tourism 
•  Agriculture (crops, livestock) 
•  Environmental protection 
•  Rights and responsibilities (human rights, child rights, 

animal rights) 
•  Law and justice 
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Key people may 
include: 
 

•  Local project or activity leaders 
•  Resource providers (suppliers, donors, sponsors) 
•  Advocacy groups (e.g. promoting or opposing 

particular issues such as environmental protection, 
women’s rights, etc) 

•  Keepers of records of the community 
•  Policy and decision makers in the specific community 
•  School teachers and Boards of Management 
•  Health Workers 
•  Disadvantaged peoples 
•  Community leaders (e.g. clan leaders, big-men, church 

leaders, village magistrates, P&GO officers, elders) 
•  Business leaders 
•  People with formal and informal representative roles 

 
Information and 
resources may 
include 

•  Locally improvised materials 
•  Local knowledge and informants 
•  Staff skills and time 
•  Information on funding availability 
•  Financial support for community mapping  
•  Facilities (sleep, eat, etc) 
•  Skills/administrative support  
•  Physical transport, venues, material, equipment 
•  A budget plan (resources needed) for visit 
 

EVIDENCE 
GUIDE: 

 

  

Most 
important 
parts of 
assessment 

Field Worker will demonstrate the ability to carry out a range 
of activities to make sure there is participation by groups and 
individuals in community mapping 
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Required 
knowledge 

Community development principles and practices 
Cultural, social and political differences between and within 

groups 
How government policies or strategies relate to the community 

mapping activities (this may include one or more of the 
five National goals and directive principles) 

Funding or support sources available (including both 
contribution from local people, and contributions from 
outside) 

Purpose or reasons for reporting and keeping records 
Workplace strategies for HIV/AIDS prevention 
Workplace strategies for ensuring workers living with 

HIV/AIDS are treated fairly in the workplace 
Basic health and hygiene principles 
 

Essential skills: 

 

Collect information on the people and place  
Use and adapt a range of social and resource mapping methods 

appropriate to a variety of situations. Use participatory 
tools 

Sharing of ideas and information 
Interpret a budget (resources needed) for carrying out mapping 
Communicate clearly and sensitively to a wide range of people 

(includes verbal and non-verbal skills. People may include 
different ethnic groups, men or women, different clans…) 

Report writing and analytical skills (reports may be verbal, 
written or electronic) 

Negotiation, liaison, networking 
Facilitation 
Use appropriate language in a variety of situations 

 
 
Resource 
implication: 

 

 
 
Demonstration of competency includes the ability to work with 
key people and focus groups to do community mapping.  
Assessors must have access to appropriate formal and informal 
groups and individual people for assessment purposes 

Context of 
assessment: 

This unit will be assessed in the field, on the job (in real life 
situations) 
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UNIT 
TITLE: 

Evaluate activity outcomes 

UNIT 
CODE: 

CDW – 204  

ELEMENTS OF 
COMPETENCE  

PERFORMANCE 
CRITERIA 

1. Prepare for evaluation visit 1.1        Collect information about the 
place to  be visited 

1.2        Review past reports  
1.3        Prepare a schedule for visit 
1.4        Contact key people 

2. Community Entry 2.1 Confirm and meet with key 
people 

2.2 Determine and respond to 
cultural and gender role 
differences within the group in a 
respectful and sensitive manner 

2.3 Introduce role and purpose in 
visiting  

2.4 Confirm whether activity is 
acceptable 

2.5 Confirm whether evaluation tools 
are appropriate  

2.6 Complete all community entry 
activities in accordance with 
occupational health and safety 

3. Organise group 3.1        Determine and respond to 
cultural and gender role 
differences in a respectful and 
sensitive manner 

3.2         Communicate effectively with 
people  

3.3         Assist key people to establish 
appropriate groups in preparation 
for evaluation activities to begin 

3.4        Complete all organising activities 
in accordance with occupational 
health and safety, and safe 
working practices 
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4. Conduct field evaluation of activity 
outcomes 

4.1        Communicate effectively 
(listening and speaking) with 
stakeholders 

4.2         Identify appropriate people for 
involvement and consultation in 
different evaluation tasks 

4.3        Use appropriate evaluation tools 

4.4        Facilitate participatory evaluation 
by key people 

6. Report evaluation of  
      activity outcomes 

5.1 Maintain “diary” of activities and 
movements according to SOPs – 
standard operating procedure 

5.2 Report evaluation findings 
clearly 

5.3 Report the methods used in the 
evaluation visit  

5.4 Provide an analysis of outcomes 
(contributing factors, major 
successes, major difficulties, 
reasons for these) 

5.5 Provide recommendations for 
future action for similar activity, 
based on the analysis  
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RANGE 
STATEMENT: 

This competency covers the skills and knowledge required for 
evaluating activity outcomes. 

Evaluation of activity outcomes is carried out to allow support 
organisations and community groups (community, village, 
clan, association, etc) to learn lessons from what they have 
done so that they may use that knowledge in their future 
activities. 

Evaluation occurs once activities have been implemented and 
completed (or have come to a halt). Evaluation of activity 
outcomes occurs for organisations and groups that have 
implemented a community development initiative 

  
Working with the 
group may include 
activities associated 
with evaluation for: 
 

Health promotion (includes sanitation and water, HIV and 
AIDS, Mother-Child-Health, nutrition, family planning, 
Mental health) 

Special Needs  - health and education 
Forestry 
Fisheries (sea rights, marine resource rights) 
Land  (ownership, tenure, mobilisation) 
Income generation projects 
Eco-tourism 
Agriculture 
Environmental protection 
Rights and responsibilities (human rights, child rights, animal 

rights) 
Law and justice 
Government (electoral processes, representation, legislation) 
Community eduction (formal and non-formal) 
Community service delivery 
Community projects 
Community action 
Community planning  
Consultative and planning committees 
Sectoral development initiatives 
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Opportunities for 
community members 
and groups to 
participate in 
evaluation may 
include: 
 

•  Formal and informal systems 
•  Focus groups on relevant issues 
•  Inviting participation on committees e.g. ward 

development, water and sanitation, health, etc 
•  Through publications (various media – radio, newspapers, 

etc) 
•  Group facilitation 
•  Peer education 
•  Presentations, workshops and meetings 
 

Key people may 
include: 
 

•  Advocacy groups (e.g. promoting or opposing 
particular issues such as environmental protection, 
women’s rights, etc) 

People who have visited the community before 
Keepers of records of the community 
Policy and decision makers in the specific community 
School teachers and Boards of Management 
Health Workers 
Disadvantaged peoples 
Individuals, groups or communities most likely to be affected 

by strategies or action plans 
Community leaders (e.g. clan leaders, big-men, church leaders, 

village magistrates, P&GO officers, elders) 
Business leaders 
People with formal and informal representative roles 
 

Information and 
resources may 
include: 
 

Awareness materials (posters, pamphlets, flip charts, video, 
computers, white boards, blackboards) 

locally improvised materials 
Local knowledge and informants 
Staff skills and time 
Information on funding availability 
Financial support for awareness activity 
Facilities (sleep, eat, etc) 
Skills/administrative support  
Physical transport, venues, material, equipment 
needs assessment, planing, monitoring and implementation 

reports 
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EVIDENCE 
GUIDE: 

 

Critical aspect of 
assessment must 
include: 

•  The Field Worker must demonstrate evaluation 
practices and knowledge. This requires assessment of 
the Field Worker carrying out evaluation field work, 
and also assessment of their reporting on the 
evaluation. 

•  The field worker will need to be able to facilitate a 
process where appropriate people/stakeholders are free 
to discuss their successes and failures, challenges and 
achievements in relation to the activities that have been 
undertaken.  

•  The field worker will also need to be able to facilitate a 
participatory process of critical analysis so that the 
Field Worker and the stakeholders can draw lessons 
from the activity outcomes that will inform and have 
impact on future activities. 

•  The Field worker needs to be able to report the 
evaluation in a form that can be clearly understood, and 
that demonstrates a clear understanding of the process 
and purpose of evaluation. 

Most important 
parts of assessment: 
 

Candidates will need to demonstrate the ability to carry out a 
range of activities to make sure there is participation by 
groups and individuals  

Required 
knowledge: 
 

Community development principles and practices 
Cultural, social and political differences between and within 

groups 
Evaluation techniques (questionnaires, buzz groups, 

brainstorming, small group processes, etc.) 
How government policies or strategies relate to the evaluation 

activity (this may include one or more of the five National 
goals and directive principles) 

Funding or support sources available (including both 
contribution from local people, and contributions from 
outside) 

Purpose or reasons for reporting and keeping records 
Workplace strategies for HIV/AIDS prevention 
Workplace strategies for ensuring workers living with 

HIV/AIDS are treated fairly in the workplace 
Basic health and hygiene principles 
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Essential skills: 
 

Collect information on the people and place  
Ability to use and adapt a range of presentation methods 

appropriate to a variety of situations  
Promotion and sharing of ideas and information 
Ability to communicate clearly and sensitively to a wide range 

of people (includes verbal and non-verbal skills. People 
may include different ethnic groups, men or women, 
different clans…) 

Ability to communicate using a variety of media (may include 
face-to-face, radio, TV, CD, video, etc.) 

Report writing and analytical skills (reports may be verbal, 
written or electronic) 

Negotiation, liaison, networking 
Facilitation 
Use appropriate language in a variety of situations 

Resource 
implication: 
 

Demonstration of competency includes the ability to work with 
key people and focus groups in the community.  Assessors 
must have access to appropriate formal and informal groups 
and individual people for assessment purposes 

  
Context of 
assessment 

•  This unit will most appropriately assessed in the workplace 
or in a simulated workplace and under the normal range of 
workplace conditions 
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TITLE: 

Training of Trainers   

UNIT 
CODE: 

CDW – 301  

 
 

ELEMENTS OF 
COMPETENCE  

PERFORMANCE 
CRITERIA 

  
1. Develop session plans 1.1 Prepare a schedule for each 

training module conducted (could 
be daily, weekly, monthly or 
yearly) 

1.2 Determine the objectives of each 
training session 

1.3 Determine the performance 
criteria for each training session 

1.4 Determine the assessment 
instruments to be used for 
assessment of each training 
session 

1.5 Determine the content (topics) for 
each training session 

1.6 Collect the materials and 
equipment needed for the training 
session 

1.7 Determine the student’s activities 
for the training session that meet 
the objectives, and their duration  
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2. Demonstrate the practice of Adult 
Learning 
 
 

2.1 Explain the principles of how 
adults learn 

2.2 Demonstrate multi-Sense 
Learning 

2.3 Explain and demonstrate the 
Experiential Learning Cycle 

2.4 Demonstrate facilitation skills 
2.5 Demonstrate the ability to work 

with small groups 
2.6 Demonstrate the ability to 

conduct a training needs analysis 
2.7 Demonstrate the ability to write 

training programs in competency 
based training (outcomes) format 

2.8 Explain and demonstrate the use 
of competency standards 

2.9 Explain and demonstrate the use 
of competency based assessment 
principles, practices and 
techniques 

2.10 Carry out all work in accordance 
with OH&S and safe working 
practices 

  
3. Demonstrate various training 
techniques 

3.1        Demonstrate Presentation 
techniques 

3.2        Demonstrate brainstorming 
techniques 

3.3        Conduct small group activities 
3.4        Conduct role plays 
3.5        Use case studies as a learning 

technique 
3.6        Explain and assist students to 

develop action plans as a learning 
tool 

3.7        Conduct field visits 
3.9        Demonstrate the use of visual 

aids 
3.10       Carry out all work in accordance 

with OH&S and safe working 
practices 
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4. Evaluate the training program 4.1 Demonstrate the ability to obtain 

student feedback during the 
training session 

4.2 Design, use and analysis a 
training course evaluation 
instrument 

4.3 Peer and mentor feedback 

RANGE 
STATEMENT: 

This unit describes the skills and knowledge required to 
conduct training of Trainers 

  
Working with the 
group may include 
the following 
activities: 
 

•  Self directed learning 
•  Participative learning 
•  Reflective learning 
•  Experiential learning 
•  Providing feedback to students 
•  Listening, seeing and doing activities 
•  Analysis of lessons learned 
•  Developing action plans 
•  Setting training objectives 
•  Structuring the learning activities to 
•  meet the objectives 
•  Timekeeping and bringing people back 
•  to attention 
•  Giving instructions 
•  Making sure everyone is participating 
•  Giving information and opinions 
•  Clarifying and summarising main 
•  points 
•  Making decisions  
•  Facilitating small group work 
•  Setting clearly the direction of the course 
•  Planning the content of the course to meet the training 

needs of the participants 
•  Select the best training techniques to use 
•  Keep the training program on track 
•  Evaluate the success of the training program 
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Opportunities for 
key individuals, 
groups  to 
participate in 
training of trainers 
may include: 
 

•  Formal training programs 
•  Workshops  

Key people include: 
 

•  Trainers  
•  Mentors 
•  Colleagues 
•  Supervisors 
•  Other organisations 
 

Information and 
resources may 
include: 
 

Training  materials (posters, pamphlets, flip charts, white 
boards, blackboards, butcher’s paper, competency 
standards, training notes, session plans) 

Audio visual aids (computer, videos, OHP, PowerPoint 
presentation) 

Staff skills and time 
Information on funding availability 
Financial support for training activity 
Facilities (sleep, eat, etc) 
Skills/administrative support  
Physical transport, venues, material, equipment 

 

EVIDENCE 
GUIDE: 

 

  
Most important 
parts of assessment: 
 

Candidates will need to demonstrate the ability to carry out a 
range of activities to make sure there is participation by 
groups and individuals  
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Essential skills Demonstrate facilitation skills 

Demonstrate the ability to conduct a training needs analysis 
Demonstrate the ability to write training programs in 

competency based training (outcomes) format 
Demonstrate the ability to conduct competency based 

training 
Demonstrate the ability to conduct competency based 

assessment.  
Demonstrate a variety of Presentation techniques 
Demonstrate brainstorming techniques 
Conduct small group activities 
Conduct role plays 
Use case studies as a learning technique 
Explain and assist candidates to develop action plans as a 

learning tool 
Conduct field visits 
Demonstrate the use of visual aids 

 
  
Underpinning 
knowledge 

Explain the principles of how adults learn 
Explain multi-Sense Learning 
Explain and the Experiential Learning Cycle 
Explain competency standards 
Explain the dynamics of working with small groups 
Explain the dynamics of competency based assessment 
Describe OH&S and safe working practices 

Resource 
implication: 
 

•  Demonstration of competency includes the ability to 
work with key people and focus groups in the 
community as a trainer/facilitator.  

•  Assessors must have access to appropriate formal and 
informal groups and individual people for assessment 
purposes.  

•  Assessors should also have access to the normal 
equipment used by trainers, such as blackboards, 
butchers paper, writing materials, audio visual aids, etc. 

Context of 
assessment: 

•  This unit can be assessed in the field, on the job, or 
simulated in a classroom 

 
 
 
 
 


