
 

 

 

 

 

 
BSB20120 Certificate II in Workplace Skills 
 

COURSE DELIVERY AND ASSESSMENT INFORMATION 

Consistent with the qualification packaging rules, the following units (core and elective) will be delivered: 
• 5 core units 
• 5 elective units  

The assessment methods used for each unit are identified as:   
• Knowledge questions  
• Performance tasks 
• Projects 

 

Unit Code Unit Title 
Unit  

Status 
Face-to-face 

delivery hours 
BSBCMM211 Apply communication skills Core 40 

 
BSBOPS201 Work effectively in business environments  Core  30 
BSBPEF202 Plan and apply time management Core 20 
BSBSUS211 Participate in sustainable work practices 

 

Core 20 

BSBWHS211 Contribute to the health and safety of self and others 
 

Core 20 

BSBPEF201 Support Personal wellbeing in the workplace Elective 50 

BSBPEF302 Develop Self Awareness Elective 30 

BSBTEC202 Use digital technologies to communicate in a work environment Elective 20 

BSBPEF101 Plan and prepare for work readiness Elective 20 

BSBTWK201 Work effectively with others Elective 40 

 Total face-to-face delivery hours    

 
Out-of-class activities (homework, research, activities, assessment) 8 
hours x 32 weeks 

  

 TOTAL VOLUME OF LEARNING TOTAL 290 
 
  



 

Target audience: 
existing skills, 
knowledge experience   

VPC students, who have not yet entered the workforce, or are in Part Time work whilst 
still at school and are developing the necessary skills in preparation or enhancement of 
skill for work. 

Delivery mode 
Face to Face delivery and assessment. Weekly workshops, and additional SME 
workshops on demand. 

AQF guide, duration, and 
volume of training 

The AQF volume of learning indicates that a Certificate II qualification is typically 0.5-1 
years. In developing this Training and Assessment Strategy, the volume of learning is 
appropriate for the target audience. The workshop delivery time frame allows RTO to 
teach the students the theory required. It is also important to note that many units 
have similar themes such as legal requirements or diversity themes therefore reducing 
the requirement of overall delivery time.  
The course is delivered as: 
• 32 weeks total duration delivered as 6-8 -hour Face to Face workshop  
• recommendation of 1 hour per week of self-paced study  
• Overall volume of learning is approximately 290 hours. 
The student study time will vary for each learner depending on:  

• The students existing skills and knowledge  
• The pace as which the learner reads, analyses, and comprehends new 

information.   
• The pace at which each learner can research information.  
• Their experience in using information technology.  

Their ability to prepare and produce industry standard assessment tasks 

Duration and scheduling Students will be accepted on demand, with enrolments accepted all year round 

Resources and 
equipment 

Details of specific resources, including equipment and materials essential for 
assessment are included under Assessment Conditions in the Assessment 
Requirements of each unit of competency. An RTO Trainer and Assessor Guide has 
been developed for each Unit of Competency and this ensures that the Trainer is 
organised with the necessary resources and equipment for the delivery of each unit. In 
addition, these resources would need to be checked if the training is to be conducted 
offsite from RTO. 

Resources for Trainers  Staff involved in the delivery and assessment of this qualification have access to:  
• Training Package, qualification, units of competency and assessment guidelines  
• Trainer, assessor and student support materials and resources relating to the units of 
competency that are being delivered and assessed  
• The necessary facilities and equipment needed to conduct the course 
• Links to relevant legislation and regulatory requirements. 

Quality assessment Workforce Plus has an assessment system that ensures assessment (including 
recognition of prior learning) complies with the training package and is conducted in 
accordance with the Principles of Assessment and Rules of Evidence. 

Principles of assessment include: 

 Fairness  
 Flexibility 
 Validity  
 Reliability 

Rules of assessment include:  
 Validity  
 Sufficiency 
 Authenticity  
 Currency  

Adjustments to cater for different learner characteristics.  



Timing of assessments Assessments due at end of each unit and must be completed before commencing 
next unit. Catch up sessions will be allocated on demand 

Simulated work 
environment: 

The Training and Assessment Strategy allows for a simulated work environment as 
specified in the assessment methods, 

Foundation Skills  Foundation skills is the term used to cover the Australian Core Skills Framework plus the 
Core Skills for Work Framework. There are 11 Foundation skills: 
• Initiative and enterprise 
• Learning 
• Numeracy 
• Oral Communication 
• Planning and Organising 
• Problem Solving 
• Reading 
• Self-Management 
• Teamwork 
• Technology 
• Writing 

Students will develop their knowledge and skills in these areas in their training. The 
foundation skills essential to performance are explicit in the performance criteria of the 
Units of Competency. 

Partnering 
Arrangements 

Workforce Plus has a partnering arrangement with Bass Coast Specialist School and 
South Gippsland Specialist School.  

 
 


	COURSE DELIVERY AND ASSESSMENT INFORMATION
	Target audience: existing skills, knowledge experience  
	Delivery mode
	AQF guide, duration, and volume of training
	Duration and scheduling
	Resources and equipment
	Resources for Trainers 
	Quality assessment
	Timing of assessments
	Simulated work environment:
	Foundation Skills 
	Partnering Arrangements


