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Community Services Training Package 

Distance education, by its very nature is among the most rewarding and yet challenging of all forms of education.  The student is required to seek out knowledge and answers to the issues from their own resources.  For that very reason many who begin fail to complete their studies as they feel alone and without help.

We want you to know that you are not alone.  You can contact us at any time by telephone            02 9829 1340 or by fax, 02 9829 1420 or by email to principal@internetbiblecollege.com and we will respond to you.  We will help you and guide you to the best of our ability.  However it is imperative that you understand that you can make contact with us and that you do so no matter how “small” the issue may seem to be.  We are pleased to help.

Introduction:

This unit is one of the two a practical units that are required to complete your Certificate.  
To complete your course you will need to be involved in an activity, ideally within your church or fellowship group, and be under the mentorship of your Pastor or his delegate for you.  For instance you may be involved in the “Children’s Ministry” or the “Youth Group” or any other dept. of the church.  It is advisable that you remain within that particular group for the period in which you are undertaking this level of your studies so that you may build your skills as you go.  If you do not have a mentor then the principal of Vision International College will be your mentor.

If you are not involved in a church or fellowship group then you will need to be involved in some other kind community based group in order to develop the practical skills that you must show and or develop competency. 
We encourage you to contact us at any time if you are in any way unsure of the tasks set before you.  We appreciate that as a distance education student you may feel alone and without support; however this need not be the case.  You can contact us by telephone at 02 9829 1340 or by email on principal@internetbiblecollege.com, or by mail through PO Box 84, Macquarie Fields, NSW, 2564. 
You are required to provide at least 2 Evidences of Competency for the course.  “Evidence of Competency” is the proof that you can do the tasks required of you efficiently enough to be deemed competent.  There are two areas from which you are required to gain this competency.

1. We strongly suggest that you complete the multiple choice assessment that comes with the text book supplied with the unit to strengthen it. 

2. Provide documentary evidence that you have addressed the issues raised in the Issues to be addressed outlined below.  

This may seem a lot of work however with a little thought and discipline you will easily complete the tasks that are set.  If you have any problems or concerns please feel free to contact myself or your pastor or mentor for whatever assistance or advice you may need.
For the purpose of the Certificate IV level your reporting and documentation to us will be at the level of someone who is involved with the group but not in oversight, even though you may actually be in oversight.

This particular unit “BSBCMN402A Develop work priorities”, requires you to show how you identify the demands and responsibilities of your work or ministry, you will need to show how you can monitor your own work so that you can identify your own strengths and weaknesses, and then also show how you organise to get the help that you need in the areas where you realise that you are in need of training.  
To help you gather the evidence required we suggest that you collate the information over a period of not less than 2 months and compile it with a report addressing the issues below.  This information with the multiple choice questionnaire from your text book should provide sufficient evidences of competency.
Issues To Be Addressed 
1. BSBCMN402A .1
Plan and complete own work schedule

2. BSBCMN402A .1
Monitor own work performance

3. BSBCMN402A .1
Coordinate professional development

You can address the issues in various ways however a comprehensive essay or report will most probably address them for you.

We have provided you with some guidance in this document to assist you as you try to gain competency.  
In addition to your own work by way of a report or a detailed essay we suggest that you provide as much information as you are able from your experience. This supporting information can come in the form of the suggested list below.  Please note this is a suggestion only and is in not exhaustive.
1. Case studies, in such a case remove all identifying evidences such as names or ID numbers

2. Relevant workplace documents you have completed or  used or 

3. Relevant workplace documents you have created for the purpose of addressing issues,

4. Third party reports from a supervisor, your pastor or mentor that affirms your skills. 

5. An electronic diary or journal that can be printed out or sent with your documentation

6. Any other supporting document
7. Copies of tickets, boarding passes, itinerary of journeys undertaken  in the course of your study

8. Itinerary of a mission trip showing actual involvement.

9. Photographs with date stamp.  
10. Transcripts of messages delivered

11. Invitations to minister and the manner in which the program developed,

12. Video, CD or other electronic evidence.
Supporting evidence in one area can often be applied in other areas also, it is most appropriate to use such supporting documentation in this way, but it is imperative that you identify the areas that the evidence is to be applied.  The college cannot assume to know where supporting evidences should be applied.

Supporting evidence in one area can often be applied in other areas also, it is most appropriate to use such supporting evidence in this way, but it is imperative that you identify the areas that the evidence is to be applied in the report itself, a numeric system is most helpful provided that the evidence bears a corresponding number.  For example within your report you may use a statement such as “the teaching program (Item 2)”.  If the teaching program is attached and has “Item 2” clearly identified we will know where to find it and apply it no matter how many times you might use the statement the teaching program (Item 2).  

If you have used relevant newspaper advertising you might use a statement such as “newspaper add (Item 4)” in your report.  A copy of the newspaper add with the words (Item 4) on it will provide similar related evidence for your list of supporting evidences.  The college cannot assume to know where supporting evidences should be applied.  

You are strongly urged to keep a record of every document, file, record, receipt, photograph or any other supporting evidence, no matter how trivial it may seem to be, that is related in any way to your project as it may become a vital piece of evidence of your competency.  The more evidences you can provide the less explanation you will need to offer.  You may not need to present them all and they can be discarded if not needed.

The Competencies

We realise that the jargon used, that must be addressed, is confusing for some people.  To assist you to understand the jargon we have provided the issues for you in “plain English” and we have italicised them.  YOU ONLY NEED TO ANSWER THE QUESTIONS OR STATEMENTS THAT ARE ITALICIZED
BSBCMN402A .1
Plan and complete own work schedule

Good planning is critical to the future development of your ministry both for yourself and for the people you work with.  With a view to that principle answer the following points:

1. Workgroup plans are prepared to reflect consideration of resources, client needs and workgroup targets

Describe how you plan your work schedule, how do you decide what resources are needed you need to do the task, what are the needs do your group, what should your group achieve?
2. Work objectives and priorities are analysed and incorporated into personal schedules and responsibilities

Explain how you decide the priority of your objectives so that you can deal with them in your schedule?
3. Factors affecting the achievement of work objectives are identified and contingencies established and incorporated into work plans

Identify the issues, positive and negative, that affect your ability to achieve your objectives, explain how you deal with them in your plans?
4. Business technology is used efficiently and effectively to manage and monitor planning completion and scheduling of tasks

What kind of business technology do you use to manage and monitor your work?
BSBCMN402A .1
Monitor own work performance

One of the most effective ways of self development is to honestly monitor and assess your own performance.  The ability to do so will give you the ability to achieve any goal you set yourself.  Failure to do so will hinder your own ability to grow to recognise and take control of issues as they happen

1. Personal performance standards are identified and analysed through self-assessment and feedback from others on the achievement of work objectives

Explain how you analyse your performance.
How did you decide where to get your standards?
2. Feedback on performance is actively sought from colleagues and clients and evaluated in context of individual and group requirements

Develop a questionnaire that others can use to give you feedback on your work.

What other forms of feedback did you receive from others?
3. Variations in the quality of service and products are routinely identified and reported in accordance with organisational requirements
The quality of what you do will constantly vary due to many factors.
How do you record and report these differences?  
How do you identify these differences and incorporate unexpected good results?

How do you deal with unexpected poor results?

BSBCMN402A .1
Coordinate professional development

Planning and monitoring is vital, but so also is the co-ordination of those factors.  With that in mind address the following issues

1. Personal knowledge and skills are assessed against competency standards performance descriptions to determine development needs and priorities

Explain how you are able to determine how well you meet the requirements of your ministry.

2. Opportunities for improvement and sources of learning are researched and planned in liaison with colleagues

Explain how you researched options for self development with other colleagues.
3. Feedback is used to identify and develop ways to improve competence within available opportunities

Provide evidence of feedback that is used to help you to improve ministry.
4. New skills are identified and professional development activities are accessed and completed to facilitate continuous learning and career development

How do you access personal training and development courses, provide examples.
5. Records and documents relating to achievements and assessments are stored and maintained in accordance with organisational requirements

Where are records and documents concerning the development of your skills stored?
Submitting Assignments

Please Note:

1. You may and should feel free to contact us at any time regarding your program by email or telephone.  We are available to help you at any time.

2. We will accept evidence in electronic or hard copy format.

3. Please be sure to note our formatting requirements found in our student helps and hints booklet.

4. All electronic evidences can be forward to us in Word or .PDF format to exams@visionchristiancollege.com.au  
5. Hard copies should be posted to Vision International College,  PO Box 84, Macquarie Fields, NSW, 2564, Australia. 

6. Only send photocopies of the material.  Do not send originals.  If you do not keep the originals and your work is lost in the mail you will need to resubmit your work.  The college cannot take any responsibility for assessment material lost in the mail.

It is strongly suggested that you advise us by email or telephone of any information that is posted to us.  If that information is not received in a reasonable time we will be able to advise you so that it can be resubmitted. 
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