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1. Introduction and Foundations

Purpose of the Toolkit

The primary objective of this toolkit is to guide TVET instructors, curriculum developers, and
institutional leaders through the strategic shift from traditional, time-based instruction to
an industry-driven, competency-based education model. Traditional educational systems
often measure success by seat time, assuming all learners master concepts at the same
pace. In contrast, competency-based training focuses on the mastery of specific, observable

workplace skills.

This toolkit serves as a practical manual and resource repository. To use it effectively,
trainers should approach it as a step-by-step implementation guide. Rather than treating it
as a static manual, stakeholders can adapt its templates, rubrics, and frameworks to fit their
specific trade sectors, whether in manufacturing, automotive, information technology, or

hospitality.

Definition of Competency

Within a TVET framework, competency is defined as the integrated application of three core
dimensions required to perform a specific work task successfully to real-world industry

standards:

+ Knowledge (Cognitive): The theoretical understanding, technical facts, principles,
and mental processes needed to comprehend why a task is performed.

« Skills (Psychomotor): The physical execution, technical proficiency, tool handling,
and manual dexterity required to perform the task accurately.

o Attitudes (Affective): The professional behaviors, adherence to workplace safety

regulations, work ethics, teamwork, and responsibility demonstrated on the job.

True competency means a learner can execute these three elements simultaneously under

real working conditions, meeting the benchmarks expected by industry employers.

Benefits of CBT&A

A well-implemented Competency-Based Training and Assessment system delivers distinct

advantages across all key stakeholders in the technical education ecosystem:




For Trainees:
o Clear Learning Pathways: Transparent understanding of what skills must be
mastered, removing ambiguity from the learning process.
o Industry-Relevant Skills: Direct alignment with current marketplace
demands, increasing employability and career mobility.
o Flexible Progression: Opportunities to progress based on demonstrated

mastery rather than arbitrary classroom hours.

For Trainers and Instructors:
o Objective Metrics: Clear, observable performance criteria and rubrics that
eliminate bias in grading.
o Flexible Delivery: Ability to manage self-paced workshops, target individual
learning gaps, and focus attention where support is needed most.
o Enhanced Accountability: Direct proof of instructional effectiveness through
verified learner outcomes.
For Industry Employers:
o Work-Ready Graduates: Reduced onboarding and training costs because
graduates possess verified, practical competencies from day one.
o Active Partnership: Opportunities to shape training standards, ensuring

institutional outputs directly match corporate requirements.

Digital Integration and Blended TVET Delivery

Virtual Workbenches & Simulators: Integrating industry-standard simulation
software (e.g., CNC simulators, electrical circuit builders, automotive diagnostic
software) to allow safe, risk-free practice before live machinery engagement.
Learning Management Systems (LMS) for TVET: Utilizing digital platforms to host
modular Competency-Based Learning Materials (CBLMs), track individual learner
progression dashboards, and manage digital portfolio submissions.

Flipped Classroom Models in Workshops: Shifting theoretical instruction
(Information Sheets and technical videos) to online pre-work, maximizing precious
physical workshop hours exclusively for hands-on psychomotor skill application and

coaching.




« Digital Micro-Credentials and Badging: Issuing verifiable digital badges for specific
micro-competencies, allowing learners and trainers to showcase specialized

technical proficiencies online.

Industry Linkages, Internships, and Dual-System Training

o Enterprise-Based Training Partnerships: Establishing formal cooperation
agreements with local industries to coordinate dual vocational education and
training (DVET) pathways, splitting time between institutional workshops and real
factory floors.

« Trainer Industry Immersion Programs: Mandating periodic professional industrial
attachments for TVET instructors to update their technical skills, experience new
manufacturing technologies, and align teaching practices with current market
realities.

o Advisory Committee Engagement: Structuring regular meetings with sector-
specific employer advisory boards to review curriculum relevance, equipment
readiness, and graduate placement success.

« Workplace Mentor Training: Conducting capacity-building workshops for industry
supervisors and workplace mentors to ensure they understand how to coach,

supervise, and assess trainees during enterprise internships.

Inclusive TVET and Gender Mainstreaming

+ Designing Accessible Learning Environments: Adapting physical workstations,
machinery controls, and tools to accommodate trainees with diverse physical needs
or disabilities without compromising safety standards.

« Gender-Responsive Technical Training: Implementing strategies to attract, retain,
and support women and underrepresented groups in non-traditional technical trades
(e.g., welding, automotive, electrical installation).

« Addressing Language and Literacy Barriers: Embedding foundational literacy and
numeracy support directly into technical modules for learners struggling with
complex manuals or technical terminology.

o Creating Safe, Respectful Workshop Cultures: Enforcing institutional zero-
tolerance policies regarding harassment, bullying, or discrimination, ensuring an

equitable, empowering learning atmosphere for all participants.




Institutional Quality Assurance and Continuous Improvement

« Internal Quality Audits: Establishing scheduled peer reviews where TVET instructors
audit each other's workshop delivery, assessment validity, and CBLM documentation
against national standards.

o Graduate Tracer Studies: Implementing systematic tracking mechanisms to
measure employment rates, salary progression, job retention, and employer
satisfaction levels of program graduates 6 to 12 months post-completion.

o Continuous Curriculum Review Cycles: Establishing a formal feedback loop where
insights from tracer studies, industry advisory boards, and assessment moderation
sessions directly drive annual updates to training regulations.

« Trainer Professional Development Plans: Maintaining institutional competence
matrices for all instructors, identifying technical or pedagogical skill gaps, and

mapping out continuous upskilling pathways.

Change Management and Institutional Rollout

« Overcoming Resistance to Change: Strategies for institutional leaders to address
staff apprehension when transitioning away from traditional lecturing toward
competency-based, student-centric workshop models.

« Phase-In Implementation Roadmaps: Designing realistic multi-year rollout
schedules, starting with pilot departments before scaling CBT&A across entire
vocational training institutes.

« Resource and Budget Optimization: Planning capital expenditures for machinery
upgrades, consumable materials, and digital infrastructure to ensure long-term
financial sustainability.

« Stakeholder Communication Plans: Keeping government bodies, industry councils,
parents, and trainees informed and engaged throughout the institutional

transformation process.




2. Occupational Analysis and Standards Mapping

Industry DACUM (Developing a Curriculum) Process

The DACUM process serves as the foundational cornerstone for building a truly industry-

driven TVET curriculum. It is a rapid, highly effective occupational analysis method grounded

in the principle that expert workers can describe and define their jobs more accurately than

anyone else. Conducting a DACUM workshop requires bringing together a panel of 6 to 8

master practitioners currently working in the specific trade sector, facilitated by a trained

TVET curriculum specialist.

The step-by-step guidance for executing a successful DACUM workshop involves:

1. Preparation and Panel Selection

Defining the Occupational Scope: Before recruiting participants, the workshop
coordinator must establish clear parameters for the job role, determining whether
the analysis targets an entry-level worker, a mid-level technician, or an advanced
specialist.

Recruiting Industry Champions: Secure a panel of 6 to 8 master practitioners who
are actively employed in the trade sector. Ensure diversity across enterprise sizes
(small workshops to large industrial plants), geographical regions, and technological
maturity levels to avoid biased or narrow operational perspectives.

Logistics and Environment Setup: Prepare a distraction-free workshop room
equipped with a large visual wall space, sticky notes, markers, and specialized
DACUM chart boards. Appoint a neutral facilitator to guide the process and a

dedicated recorder to capture every statement accurately.

2. Orientation Session

Establishing the DACUM Philosophy: Open the workshop by explaining the
foundational premise: that expert worker can describe their jobs more accurately
than anyone else, and that the curriculum must mirror actual workplace realities
rather than academic theory.

Focusing on What Workers Do: Emphasize strictly that the panel must focus on

identifying the observable actions, duties, and tasks performed on the job, leaving




curriculum design, teaching methods, and instructional sequencing out of the
discussion entirely.

Setting Ground Rules: Encourage active participation, debate, and consensus-
building, ensuring that every expert panel member has an equal voice in defining the

occupational profile.

3. Defining General Areas of Responsibility (Duties)

Brainstorming Core Duty Clusters: The facilitator leads the panel in identifying the
major categories of work that make up the occupation. These represent the broad,
general areas of responsibility or major work functions.

Structuring the Job Role: Guide the experts until they establish a comprehensive set
of duty clusters, typically ranging from 6 to 12 core duties per job role (e.g, in
automotive repair, duties might include Engine Maintenance, Electrical Diagnostics,
Brake Systems Service, and Customer Service Management).

Sequencing and Categorization: Group and label these duties logically, placing them
across the top or down the left axis of the master DACUM chart as the primary

structural framework.

4. Identifying Specific Tasks

Granular Task Extraction: For each designated duty cluster, prompt the panel to
brainstorm all the specific, discrete activities a competent worker must execute.
Applying Action Verb Standards: Enforce strict grammatical rules where every
single task statement must begin with a precise, active, measurable verb (e.g.,
calibrate, inspect, replace, program, troubleshoot) followed by an object and a
gualifying context. Avoid passive verbs or vague descriptions.

Refining Task Statements: Review each suggested task collectively to eliminate
ambiguity, ensuring that every item represents a standalone work activity that has a

clear beginning and end.

5. Isolating Enabling Objectives

Deconstructing Critical Tasks: For complex or high-risk tasks, guide the panel to dig
deeper and identify the underlying requirements needed to perform the work

successfully.




o Cataloging Technical Inputs: Systematically list the specific tools, specialized
instruments, software, and raw material consumables required for each task cluster.
« Mapping Knowledge and Safety: Extract the essential theoretical concepts,
mathematics, scientific principles, communication skills, and critical workplace

health and safety (WHS) considerations tied directly to the job execution.
6. Validation and Synthesis

« Comprehensive Review: The facilitator reads through the completed draft matrix
row by row, allowing the expert panel to inspect the entire occupational map for
completeness and accuracy.

« Eliminating Redundancy: Identify and merge overlapping tasks, remove obsolete
practices, and ensure uniform level of detail across all duty clusters.

o Formal Authentication: Obtain final sign-off and consensus from the master
practitioners, sealing the completed DACUM matrix as an authenticated, industry-

approved standard ready for institutional curriculum development.

Translating Occupational Standards

Once raw industry data is captured via DACUM or direct industry engagement, it must be
translated into standardized institutional frameworks. This process bridges the gap

between messy workplace realities and structured educational program design.

The methodology for converting raw benchmarks into formal Training Regulations (TRs) or
Qualification Standards includes:

1. Clustering Competencies

« Synthesizing DACUM Output: Review the raw duties and tasks gathered during the
occupational analysis phase, grouping closely related, interdependent work
activities into coherent operational clusters.

« Establishing Core Competencies: Isolate the distinct technical skills, specialized
machinery operations, and trade-specific procedures that form the primary

economic value of the job role, designating them as the Core Competencies.




Integrating Common and Basic Competencies:

o Common Competencies: Group foundational skills shared across related
technical sectors (e.g, reading mechanical blueprints, using precision
measuring tools, basic electrical safety).

o Basic Competencies: Incorporate universal workplace skills required across
all industries, including communication, teamwork, mathematical problem-
solving, environmental awareness, and digital literacy.

Defining Qualification Levels: Assign each competency cluster to an appropriate
national or international qualification tier (e.g., National Certificate Level | through

IV) based on complexity, autonomy, and supervisory responsibility.

2. Writing Performance Criteria

Shifting from Intent to Action: Transform broad task statements into granular,
explicit performance criteria that remove any ambiguity regarding what successful
job execution looks like.

Structuring Measurable Benchmarks: Ensure every performance criterion follows a
strict structural formula defining what is done, how it is done, and the acceptable
standard of output (e.g., accuracy tolerances, time limits, or quality finishes).
Defining Operational Conditions: Explicitly state the working environment, tools,
equipment, documentation, and safety gear that must be present or utilized while
performing the task.

Avoiding Subjective Language: Eliminate vague descriptors like "adequate,”

"normal," or "satisfactory," replacing them with verifiable, objective indicators.

3. Establishing Evidence Guides

Defining Assessment Parameters: Create a comprehensive guide for assessors that
dictates how candidate competence must be proven, guaranteeing that evaluations
remain standardized across different training providers.

Specifying Direct Observation Needs: Outline the precise physical actions,
operational procedures, and safety sequences an assessor must watch for during
practical workshop demonstrations.
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Formulating Oral Questioning Banks: Design targeted probing questions to test the
candidate's underpinning theoretical knowledge, troubleshooting logic, and
decision-making rationale under hypothetical workplace scenarios.

Determining Required Artifacts: List the mandatory documentation, completed job
sheets, work logs, or project portfolios that a candidate must submit to substantiate

their claim of competence.

4. Validating with Sector Councils

Engaging Industry Stakeholders: Present the newly drafted Training Regulations and
Qualification Standards to formal sector skill councils, industry associations, and
employer representatives for critical review.

Ensuring Economic and Legal Relevance: Verify that the standardized competencies
reflect current labor market demands, technological advancements, and regulatory
compliance standards across the industry.

Incorporating Feedback and Adjustments: Modify performance criteria, tool
requirements, or module weightings based on empirical feedback from enterprise
leaders who hire and supervise graduates.

Formal Institutional Sign-Off: Secure official endorsement and legal authorization
from the governing vocational education board or national training authority, locking
the Training Regulations into place as the official baseline for national curriculum

delivery.

Mapping Matrix Templates

To ensure instructional alignment, curriculum designers must create clear mapping

matrices that connect high-level industry requirements down to individual classroom

activities. These practical tables prevent gaps in training and eliminate redundant content.

Below is a standard mapping matrix template structure used to link core competencies,

learning outcomes, and performance criteria:

Unit of | Specific Performance Underlying Assessment
Competency Learning Criteria (PC) Knowledge & Skills | Method
Outcome
(SLO)
Example: SLO I: | PC 1.1: Reservoir | Principles of
Maintain Inspect fluid levels are | hydraulics, fluid
fluid levels | checked  against | types, viscosity
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3. Curriculum and Learning Materials Design

Structuring Modular Curricula

Traditional linear curricula often force learners through long, rigid programs where they

must wait for a semester to end before progressing. In contrast, structuring a curriculum

modularly breaks down a full qualification into independent, standalone learning units. Each

module corresponds directly to a specific unit of competency identified during the

occupational analysis phase.

The methodology for designing modular curricula involves:

Expanded Methodology: Structuring Modular Curricula

1. Deconstructing the Qualification

Analyzing National Standards: Systematically review the approved national Training
Regulations, occupational profiles, or industry competency frameworks to isolate
individual units of competency.

Isolating Core Building Blocks: Break down complex qualifications into discrete,
manageable building blocks, ensuring every single competency unit translates
cleanly into a standalone learning module.

Mapping Interdependencies: |dentify prerequisite relationships between units,
determining which foundational technical skills must be understood before tackling

advanced diagnostic or operational tasks.

2. Determining Module Boundaries

Defining Clear Scope: Ensure every module has a sharply defined beginning and end,
complete with its own dedicated set of module learning outcomes, required
resources, and assessment criteria.

Enabling Micro-Credentialing: Structure modules so that a learner can study,
undergo assessment, and earn formal credit or certification for a single module
independently, without being forced to wait for the completion of an entire multi-

month qualification.
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Preventing Curriculum Overlap: Establish precise boundaries between modules to
eliminate redundant instructional content, ensuring every hour spent in the

workshop targets a distinct set of operational skills.

3. Sequencing Learning Pathways

Establishing Logical Progression: Arrange modules in a natural, ascending order of
technical complexity, starting with foundational competencies before advancing to
specialized operations.

Front-Loading Safety and Basics: Position critical safety protocols, workshop
discipline, basic hand tool handling, and measurement fundamentals in the initial
introductory modules.

Scaffolding Advanced Operations: Build subsequent modules progressively,
ensuring that skills mastered in earlier phases serve as a solid, practical springboard

for complex multi-step troubleshooting and system integration tasks.

4. Flexible Time Allocation

Calculating Notional Learning Hours: Assign realistic hours to each module based
on technical complexity, covering the total estimated time a typical learner needs
for theory study, workshop practice, and assessments.

Accommodating Variable Pacing: Design the schedule to support competency-
based progression, allowing fast learners to complete practical tasks rapidly and
move ahead without artificial bottlenecks.

Providing Targeted Remediation: Reallocate saved time to offer focused one-on-one
coaching, extra workshop practice, or remedial support sessions for trainees who

require additional time to achieve mastery.

Competency-Based Learning Material (CBLM) Architecture

Unlike traditional textbooks that focus heavily on passive reading, Competency-Based

Learning Materials (CBLMs) are self-directed, modular packages designed to guide a trainee

step-by-step through the mastery of a specific task. A standard CBLM package is built

around a rigorous architectural structure:

Information Sheets: These contain the theoretical content, technical background
notes, manufacturer manuals, diagrams, and scientific principles required for the

module. They provide the necessary cognitive foundation, ensuring trainees
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understand why a procedure is performed a certain way, rather than just memorizing
steps.

« Task Sheets & Job Sheets: These are the practical heart of the CBLM.

o Task Sheets focus on specific skill components or practice exercises,
providing clear objectives, required equipment lists, and step-by-step
procedures.

o Job Sheets represent complete, real-world work projects that integrate
multiple tasks, mirroring actual assignments a technician would handle on a
shop floor.

o Self-Checks and Answer Keys: Positioned after the information sheets and before
practical execution, these formative quizzes test cognitive understanding. Trainees
complete the self-checks independently and check their answers using the provided
key, verifying they grasp the theory before touching expensive equipment or handling

potentially hazardous materials.

Resource Mapping

A brilliant curriculum can fail in execution if the physical training environment lacks the
necessary physical inputs. Resource mapping is the systematic process of auditing and

specifying every physical element required to deliver a given module successfully.
The resource mapping process utilizes structured checklists covering:

+ Tools and Instruments: Hand tools, diagnostic scanners, multimeters, and precision
measuring devices required per workstation.

« Equipment and Machinery: Heavy machinery, work benches, ventilation systems, and
specialized hardware.

« Consumables: Raw materials that are used up during practice, such as welding rods,
sheet metal, lubricants, wiring, and safety gear.

« Facility Layouts: Spatial blueprints indicating proper workshop dimensions, safe
clearance zones around machinery, electrical load requirements, and lighting

standards to simulate a professional, safe industrial environment.
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4. Pedagogical Delivery and Facilitation

The Facilitator Role

From Sage on the Stage to Guide on the Side: Transitioning away from traditional,
teacher-centric lecturing toward a learner-centric approach, where the instructor
acts as a coach, mentor, and learning architect.

Empowerment Through Guidance: Encouraging critical thinking, problem-solving,
and hands-on discovery rather than rote memorization, allowing participants to take
ownership of their own technical competency development.

Active Engagement: Creating an interactive training environment by asking probing
open-ended questions, fostering peer-to-peer collaboration, and providing

continuous formative feedback during practical exercises.

Individualized vs. Group-Paced Learning

Managing Mixed-Ability Workspaces: Implementing flexible instructional strategies
that accommodate varying skill acquisition speeds within a single workshop setting
without leaving slower learners behind or stalling advanced participants.

Modular Task Allocation: Breaking down workshop activities into distinct,
manageable competency units so trainees can progress through self-paced learning
pathways using Competency-Based Learning Materials (CBLM).

Strategic Intervention: Monitoring workshop stations actively to identify
bottlenecks, offering targeted one-on-one coaching to struggling learners, and

assigning extension tasks to maintain engagement for fast completers.

Demonstration Techniques

1. The Four-Step Methodology

Maximizing Skill Transfer: Utilizing the structured Tell-Show-Do-Review (TSDR) framework
to bridge the gap between theoretical instruction and physical workshop execution, ensuring

maximum cognitive retention and psychomotor mastery.

Eliminating Ambiguity: Providing a standardized, repeatable instructional rhythm that
prevents skipped safety steps, reduces equipment mishandling, and builds trainee

confidence through guided practice.

16

—
| —



2. Tell (Preparation and Briefing)

e Capturing Complete Attention: Gathering all trainees in a semicircle around the

demonstration station with unobstructed sightlines before touching any tools or machinery.

o Setting Clear Objectives: Explaining precisely what operation will be performed, why it

matters on the job, and what the final acceptable standard of output looks like.

« Highlighting Critical Inputs: Explicitly detailing the required tools, personal protective
equipment (PPE), raw materials, and non-negotiable safety precautions before physical

action begins.
3. Show (Modeling the Skill)

o Demonstrating Normal Speed First: Executing the complete operation smoothly at normal
working speed so trainees observe the natural flow, rhythm, and professional pace of the
task.

e Breaking Down the Steps: Repeating the demonstration slowly, step-by-step, from the
learner's perspective (facing the same direction), ensuring hand placements and tool angles

are clearly visible.

o Calling Out Hazards and Pitfalls: Emphasizing critical safety checkpoints, common rookie

mistakes, and potential failure points explicitly as each step is performed.
4. Do (Supervised Practice)

¢ Immediate Execution: Having a designated trainee step up immediately to perform the task
while the memory of the demonstration is fresh, eliminating the lag time between

observation and practice.

e Verbalizing the Process: Requiring the trainee to narrate each step out loud as they execute
it, ensuring active cognitive alignment between what they are thinking and what their hands

are doing.

o Active Facilitator Monitoring: Standing close by to observe every movement, intervening
instantly if a safety violation or incorrect tool grip occurs, and allowing safe problem-solving

without taking over the task completely.
5. Review (Feedback and Evaluation)

e Constructive Debriefing: Conducting an immediate, supportive evaluation of the completed

task, allowing the trainee to self-critique first before providing professional observations.

o Validating Correct Technique: Praising specific elements executed correctly to reinforce

positive motor habits and build professional self-assurance.
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e Correcting Errors Instantly: Addressing any technical deviations or minor procedural flaws
right away, requiring the trainee to repeat the corrected step to lock in proper technique
before moving forward.

Safety and 5S Integration

o Culture of Prevention: Embedding workplace health and safety (WHS) protocols not
as a separate add-on, but as an intrinsic, non-negotiable component of every single
practical demonstration and hands-on session.

o The 55 Methodology Implementation: Instilling professional shopfloor organization
habits by integrating Sort, Set in Order, Shine, Standardize, and Sustain directly into
the daily workshop routine.

o Pre-Work and Post-Work Discipline: Enforcing proper Personal Protective
Equipment (PPE) inspection before tool handling begins, and requiring systematic

equipment cleanup and station restoration as part of the final review phase.
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5. Assessment Methodology and Quality Assurance

Principles of Assessment

+ Upholding the Four Pillars: Ensuring every assessment instrument strictly adheres
to the core international standards of validity, reliability, flexibility, and fairness.

« Validity: Guaranteeing that the assessment measures exact job performance and
directly reflects the specific workplace competencies and standards defined in the
curriculum.

« Reliability: Maintaining consistency so that different assessors, or the same
assessor at different times, will yield identical grading outcomes for the exact same
candidate performance.

¢ Flexibility: Adapting assessment methods to accommodate individual learning
styles, special needs, or unigue workplace environments without compromising
technical standards.

« Fairness: Removing cultural, gender, or personal bias by ensuring all candidates
receive transparent guidelines, identical instructions, and equal opportunities to

succeed.

Evidence Gathering Methods

o Direct Observation: Watching trainees execute a task in real-time within a workshop
or simulated environment to evaluate manual dexterity, proper tool handling, and
adherence to safety protocols.

+ Practical Demonstrations: Requiring candidates to complete a complete, multi-step
project or job assignment that proves their ability to integrate theory, tools, and
technigues under operational conditions.

o Oral Questioning: Asking targeted, probing questions during or immediately after a
practical test to verify underpinning theoretical knowledge, decision-making logic,
and troubleshooting rationale.

o Written Knowledge Tests: Utilizing targeted short-answer questions, multiple-
choice queries, or scenario analysis to evaluate cognitive comprehension of

technical principles, schematics, and safety regulations.

19

—
| —



Designing Rubrics and Checklists

Anatomy of Performance Checklists: Creating granular, step-by-step verification
tools containing binary Yes/No or Done/Not Done indicators for critical procedural
sequences.

Analytic Rating Scales: Developing multi-criteria scoring rubrics that grade specific
performance dimensions, such as dimensional accuracy, surface finish, speed, and
safety compliance.

Binary Competency Thresholds: Establishing clear, definitive grading boundaries
where a candidate is evaluated strictly as Competent (C) or Not Yet Competent
(NYC) based on pre-established benchmark criteria.

Critical Safety Error Rules: Enforcing absolute failure conditions where committing
a critical safety violation results in an immediate Not Yet Competent rating,

regardless of successful technical execution.

Recognition of Prior Learning (RPL)

Valuing Informal Experience: Implementing structured pathways to assess,
evaluate, and formally accredit skills, knowledge, and competencies acquired
through workplace experience, self-study, or informal apprenticeships.

The RPL Process Flow: Guiding candidates through initial self-assessment, evidence
collection (portfolios, employer letters, work samples), and targeted challenge tests
or competency interviews.

Bridging Gaps Efficiently: |dentifying specific skill gaps during the RPL assessment
and enrolling candidates only in targeted booster modules rather than repeating

entire programs.

Moderation and Validation

Collaborative Quality Control: Establishing formal, scheduled sessions where teams
of assessors review assessment tools, tasks, and graded candidate portfolios
together.

Pre-Assessment Validation: Critiquing newly drafted assessment items collectively
before use to ensure clarity, appropriate difficulty level, and alignment with industry
standards.
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o Post-Assessment Moderation: Cross-checking marginal or disputed grading
samples among peers to iron out assessor subjectivity and ensure uniform grading

standards across different classes and instructors.
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6. Appendices and Practical Templates

e Appendix A: Blank DACUM Chart Template

« Appendix B: Modular Course Outline Template

e Appendix C: Competency-Based Learning Material (CBLM) Template
e Appendix D: Practical Observation Checklist and Rating Rubric

« Appendix E: Glossary of TVET and CBT&A Terms
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Appendix A: Blank DACUM Chart Template

Section / Category

Details & Entries

Occupational Title

[Insert Job Title, e.g., Industrial Electrician]

Target Sector / Industry

[Insert Industry Sector, e.g., Electrical Power & Automation]

Workshop Date & Location

Date: DD/MM/YYYY | Location: [Insert Venue / City]

Facilitator & Recorder

Facilitator: [Name] | Recorder: [Name]

Expert Panel Members

No. Expert Name Designation / Role Company / Organization
1 [Namel] [Title] [Organization]
2 [Name] [Title] [Organization]
3 [Name] [Title] [Organization]
4 [Name] [Title] [Organization]
5 [Name] [Title] [Organization]
6 [Name] [Title] [Organization]

Duties and Task Matrix

Duty Cluster

Specific Tasks (Action Verb + Object + Context)

DUTY A:

[Enter General Duty Area]

A-1: [Enter Task Statement]
A-2: [Enter Task Statement]
A-3:[Enter Task Statement]
A-4: [Enter Task Statement]

DUTY B:

[Enter General Duty Areal

B-1: [Enter Task Statement]
B-2: [Enter Task Statement]
B-3: [Enter Task Statement]
B-4: [Enter Task Statement]

DUTY C:

[Enter General Duty Area]

C-1: [Enter Task Statement]
C-2: [Enter Task Statement]
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C-3: [Enter Task Statement]
C-4: [Enter Task Statement]

DUTY D: D-1: [Enter Task Statement]
D-2: [Enter Task Statement]
D-3: [Enter Task Statement]
[Enter General Duty Areal D-4: [Enter Task Statement]

Supporting Data and Enabling Elements

Category Description / Requirements

Tools, Equipment, & | « [List primary tools required]
Supplies

« [List specialized machinery or testing devices]

« [List essential consumables]

General Knowledge & | « [List underpinning theories, math, or science]
Attitudes

« [List required safety mindsets, work ethics, and behavioral

traits]

Future Trends & Emerging | « [List anticipated technological shifts or new industry standards

Skills affecting this occupation]
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Appendix B: Modular Course Outline Template

Course / Module
Section

Specification Details

Qualification / Program
Title

[Insert Full Program Title, e.g., National Certificate in Electrical

Installation]

Module Title & Code

Module Title: [Insert Name] | Code: [Insert Code Number]

Module Descriptor /

[Provide a brief summary of what this module covers, its industry

Description relevance, and what the trainee will achieve upon completion.]
Notional Learning | Total Hours: [e.g., 40 Hours] (Theory: [X] Hours | Practical/Workshop: [Y]
Hours Hours)

Prerequisites / Entry

Requirements

« [List any prior modules or basic skills required before entering this
module]

Module Learning Outcomes (MLOs)

No. | Module Learning | Associated Performance Criteria
Outcome (MLO)
Statement

1 le.g., Interpret | « Symbols conform to international standards.
electrical layout | « Circuit pathways are traced without error.
blueprints and
schematics
accurately.]

2 | [e.g, Select appropriate | « Cable gauge matches electrical load calculations.

wiring  tools, cables, | « Tools are inspected for safe operating condition.
and protective devices.]

bending  and

code.]

pulling according

3 [e.g. Execute conduit | « Bends are free of kinks or structural damage.

wire | « pylling tension remains within manufacturer limits.

to

Content & Delivery Mapping
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Learning Unit / | Theoretical Content | Practical Activities (Task | Recommended
Topic (Information Sheets) & Job Sheets) Hours

Unit 1. [Topic | « [Key theory point 1] « [Specific  practical | [X] Hours
Name] « [Key theory point 2] exercise or lab task]

Unit 2: [Topic | « [Key theory point 1] » [Specific  practical | [X] Hours
Name] exercise or lab task]

« [Key theory point 2]

—
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Resource and Assessment Requirements

Category Specifications

Required Tools & | « [List specialized equipment, multimeters, hand tools, safety gear]
Equipment

Consumable Materials « [List wires, connectors, fasteners, testing materials used up during
practice]
Assessment Methods « Direct Observation & Practical Skill Checklist

» Written Knowledge Examination

« Oral Questioning
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Appendix C: Competency-Based Learning Material (CBLM) Template

CBLM Section Specification Details

Sector / Program | [Insert Sector Name, e.g., Electronics and Electrical Technology]
Title

Unit of Competency | [Insert Official Unit Title, e.g., Assemble and Wire Electronic

Control Panels]

Module Title [Insert Module Name, e.g., Panel Wiring and Component

Integration]

Learning  Outcome | LO [X]: [Insert specific learning outcome statement]
(LO)

Section 1: Learning Instructions & Overview

o Purpose of this Module: [Briefly explain what the learner will be able to do upon
completing this specific learning package.]
o How to Use This Package:
1. Read the Learning Objectives and verify prerequisites.
2. Study the Information Sheet thoroughly and complete the associated Self-
Check.
3. Review the answer key to check your cognitive understanding.
4. Follow the Task Sheet instructions to perform the practical exercise under
instructor supervision.

5. Complete the final Job Sheet evaluation with your assessor.

Section 2: Information Sheet (Underpinning Knowledge)

« Information Sheet Number & Title: Info Sheet [X.1]: [Insert Topic Title]
« Learning Objective: [State what knowledge will be acquired]
o Technical Content & Notes:
o 1. Introduction / Theory: [Provide technical background, scientific principles,
and conceptual explanations.]
o 2.Standard Operating Procedures (SOP): [Detail standard industry practices,

wiring color codes, or assembly steps.]
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o 3. Manufacturer Specifications & Diagrams: [Insert technical schematics,
component charts, or data tables.]
« Self-Check Quiz:
o Q1 [Insert short answer or multiple-choice question testing the theory]
o Q2:[Insert scenario or calculation question]
o Self-Check Answer Key: [Provide correct answers and explanations for learner

verification]
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Section 3: Task Sheets & Job Sheets (Practical Execution)

Task Sheet Number & Title: Task Sheet [X.1]: [Insert Practical Exercise Title, e.g., Strip
and Terminate Control Wires]
Performance Objective: Given necessary tools and materials, the trainee must
terminate 10 control wires without core damage.
Tools, Equipment, and Materials Needed:

o [List specific hand tools, wire strippers, crimping tools, and terminal blocks]

Step-by-Step Procedure:

1. [Step 1: Inspect cable insulation and select appropriate stripping gauge slot.]
2. [Step 2: Strip insulation to specified length without nicking copper strands.]
3. [Step 3:Insert ferrule/terminal and crimp using calibrated tool.]
4. [Step 4: Perform physical pull test to verify mechanical integrity.]

Job Sheet (Complete Project Integration): [Describe a comprehensive workplace

task combining multiple task sheets into a single final deliverable project.]

Section 4: Performance Evaluation Checklist

Assessment Criteria for LO [X]:

No. | Performance Indicator / Core Action Step Yes /| No / | Assessor
Met Not Met | Comments
1 Personal Protective Equipment (PPE) worn | [] []
correctly before starting work.
2 | Correct tools and calibrated instruments |[] []
selected and inspected.
3 | Component mounting and wiring executed | [] []
strictly according to schematic diagram.
4 | Connections pass continuity and safety | [] []
insulation resistance tests.
5 | Work area cleaned, tools stored, and waste | [] []

disposed of following 5S standards.

Final Result for Module: [ ] Competent (C) [ ] Not Yet Competent (NYC)
Assessor Signature & Date: Date: DD/MM/YYYY
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Appendix D: Practical Observation Checklist and Rating Rubric

Assessment Section Specification Details

Qualification / Program | [Insert Program Title, e.g., National Certificate in Electrical

Title Installation]

Unit of Competency [Insert Unit Title, e.g. Install and Terminate Low-Voltage
Switchboards]

Candidate Name & ID Name: [Candidate Full Name] | ID: [Insert ID Number]

Assessor Name & Date Assessor: [Assessor Full Name] | Date: DD/MM/YYYY

Part 1: Binary Practical Observation Checklist

Instructions for Assessor: Observe the candidate during the practical demonstration. Mark

Yes if the step is executed correctly and safely, or No if it is omitted, incorrect, or unsafe.

No. | Performance Indicator / Core Procedural Step Yes /| No/ Not
Met Met

1 Selected and inspected appropriate Personal Protective

Equipment (PPE) before work entry.

2 Verified circuit de-energization using a calibrated multimeter
following Lockout/Tagout (LOTO) procedures.

3 Selected correct hand tools, power tools, and calibrated testing

instruments for the task.

4 Positioned and mounted circuit breakers and busbars securely

in accordance with schematic drawings.

5 Executed cable stripping, termination, and torquing of terminal

screws to manufacturer specifications.

6 Performed insulation resistance and continuity testing prior to

system re-energization.

O O o o o o o
O O O o oo o O

7 Restored work area, disposed of waste safely, and applied 5S

workplace organization principles.
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Part 2: Analytic Rating Rubric

Instructions for Assessor: Score the candidate across the four performance dimensions

below using the 1to 4 scale, where 1= Unsatisfactory, 2 = Developing, 3 = Competent, and 4

= Exemplary.
Performance | 1 -2 - | 3 - Competent | 4 - Exemplary | Score
Dimension Unsatisfactory | Developing | (Benchmark)
Technical Fails to | Completes | Executes the | Executes the |[/4]
Execution & | complete the | the task | task task flawlessly
Accuracy task; with minor | accurately with high
dimensions or | errors; following all | precision,
connections requires technical speed, and
are severely | coaching or | steps and | superior
outside rework to | specifications | craftsmanship.
tolerances. meet without
standards. | assistance.
Tool & | Mishandles Uses Selects and | Demonstrates | [/4]
Equipment tools, uses | correct handles all | expert tool
Handling incorrect tools  but | tools, mastery,
equipment, or | shows machines, and | efficient
creates hesitation, instruments workflow, and
potential awkward safely and | proactive
equipment arip, or | correctly. maintenance
damage risks. improper habits.
calibration
habits.
Safety & | Violates core | Requires Strictly Champions [/4]
Compliance | safety rules, | occasional | adheres to all | safety
(WHS) compromises safety workplace protocols,
personal or | reminders health, safety, | proactively
peer safety | regarding and LOTO | identifies
(critical error). | PPE or | regulations hidden hazards,
basic throughout. and enforces
hazard best practices.
[ =]




isolation
steps.
Workplace Leaves work | Cleans up | Maintains an | Exemplifies 5S | [ /4]
Organization | area cluttered, | only when | orderly principles
(5S) leaves tools | prompted workstation proactively,
scattered, or | by the | during  work | keeping the
ignores waste | assessor at | and restores | work area
disposal the end of | clean immaculate at
guidelines. the session. | conditions every stage.
upon
completion.

Part 3: Final Assessment Decision

o Total Analytic Score: [ /16]

o Critical Safety Error Observed? [ | Yes [ ] No (Note: Any "Yes" or any score of 1in

Safety automatically results in a "Not Yet Competent" outcome).

o Final Competency Determination:

o

of 3in all rubric dimensions)

o [ 1 Not Yet Competent (NYC) (Requires targeted remediation and

reassessment)

Assessor Feedback & Constructive Comments:

o Candidate Signature:

Date: DD/MM/YYYY

o Assessor Signature:

Date: DD/MM/YYYY

33

—

[ 1 Competent (C) (Meets all checklist items and achieves a minimum score

—t




Appendix E: Glossary of TVET and CBT&A Terms

Term

Definition

Assessment Validation

A quality assurance process where assessors review,
compare, and evaluate assessment tools, methods, and
evidence together to ensure consistent, reliable, and fair

grading standards.

Competence

The proven, integrated application of knowledge, skKills, and
professional attitudes required to perform a specific work

task successfully to real-world industry standards.

Competency-Based
Learning Material (CBLM)

Self-directed, modular instructional packages designed to
guide a trainee step-by-step through the mastery of a
specific occupational unit, including information sheets, task

sheets, and self-checks.

Competency-Based
Training and Assessment
(CBT&A)

An education and training model focused on the explicit
mastery of specific workplace skills and measurable

competencies rather than arbitrary classroom seat time.

DACUM

Curriculum)

(Developing a

A rapid, systematic occupational analysis method where a
panel of expert industry practitioners defines the duties and

tasks required for a specific job role.

Evidence Guide

A component of training regulations that outlines the specific
types, quality, and context of evidence required to prove a

candidate has achieved a competency.

Formative Assessment

Ongoing assessment conducted for learning during training
delivery to monitor progress, identify learning gaps, and

provide immediate feedback.

Lockout/Tagout (LOTO)

A crucial safety procedure used in technical workshops to
ensure that dangerous machines are properly shut off and
unable to be started up prior to the completion of

maintenance or repair work.

Modular Curriculum

A training program broken down into independent,
standalone learning units corresponding directly to specific

units of competency, allowing flexible progression.
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Performance Criteria

Precise, measurable benchmarks that state the exact
conditions and acceptable standards under which a

workplace task must be performed.

Recognition  of  Prior

Learning (RPL)

A formal assessment process that evaluates and credits
existing skills, knowledge, and competencies acquired by an
individual through informal work experience, self-study, or

prior life experience.

Summative Assessment

Comprehensive assessment conducted of learning at the end
of a module or program to determine if the candidate meets

industry standards for certification.

Technical and Vocational
Education and Training
(TVET)

Education and training processes providing knowledge and
skills for employment, encompassing technical trades,

vocational crafts, and workforce development.

Training Regulation (TR)

A formal document established with industry stakeholders
that outlines the competency standards, training standards,
and assessment guidelines for a specific vocational

gualification.

5S Methodology

A workplace organization system focused on five Japanese
terms: Sort, Set in Order, Shine, Standardize, and Sustain, used

to maintain a clean, safe, and efficient workshop.
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