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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” 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 unit “CHCCOM302C Communicate appropriately with clients and colleagues”, you will need to demonstrate competency over the range of communication methods used in your ministry (eg oral, written notes, memos, letters etc) and include communication with those you minister to and to those you minister with.  Use oral communication skills required to fulfil job roles as specified by the ministry oversight.  Demonstrate skills in asking questions, providing clear information, listening to and understanding workplace instructions, and clarifying workplace instructions when necessary
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. Exercise effective communication techniques

2. Follow routine instructions

3. Complete reports as required
Please feel free to contact our office if you are unsure of the requirements and we will be pleased to assist you in any way we can.

Gathering Evidence.

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

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 documentation 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 with the report a statement such as “the teaching program (item 2)” may be found.  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 “(Item 2) is found. The college cannot assume to know where supporting evidences should be applied.  

Your 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.

We realise that the jargon used, that must be addressed, is confusing for some of our students.  To assist you to understand the jargon we have provided the issues for you in “plain English” and we have italicised them.  ONLY ANSWER THE QUESTIONS IN ITALICS

1. Exercise effective communication techniques

The success of a ministry is partly dependant on good communication skills.  These skills cover many areas and the skills vary considerably with the kind of relationship you have with the people you are dealing with..  This particular skill level examines the communications, oral and written between yourself and  those you minister to and those you minister with. 
1.1
Reflect an understanding and respect for individual differences and needs in all forms of communication with clients and colleagues 


How do you show the correct level of respect to this you communicate with?

1.2
Introduce oneself appropriately


Provide examples of letters or reports you have made that demonstrate the manner in which you introduce yourself and your role in the ministry with those you ministry to and those you minister with

1.3
Ensure communication is clear and relevant to situation/activities undertaken


How can you be sure that your communications are clear?
1.4
Use touch and other non verbal means of communication as appropriate


What are “appropriate” methods of touching and non verbal communication?

1.5
Seek, obtain and implement advice about communication difficulties with clients or colleagues from supervisor or appropriate person 


Who do you turn to for help when you are having communication difficulties

2. Follow routine instructions

The ability to carry out routine instructions is vitally important, not only to the success of the tasks at hand but, as a demonstration of our ability to accept and interpret instructions as much as our own ability to learn how to communicate with others.


2.1
Carry out workplace instructions within agreed time frames. 


2.2
Seek clarification to understand work instructions, when required


Provide a reasonably detailed report from a supervisor indicating your ability to not only complete the tasks given to you in the time frame required, but also showing your ability to ask for help or clarification when you are unclear of your instructions.


2.3
Refer difficulties in carrying out instructions to supervisor or appropriate person.


Describe the process you use to refer a problem to a supervisor, use a real example showing the instruction, they difficulty you had understanding it, how your referred the problem to a supervisor and the outcome.
3. Complete reports as required

Properly compiled reports are a vital part of the success of any business or ministry. Through them we are best able to analyse and understand what has happened and prepare for what will happen.  Mistakes made can e bide notified and learned from.

3.1
Complete reports to the standard expected in the workplace


3.2
Complete reports within identified time frames

3.3
Ensure reports are clear and accurate
Where do you find the guidelines for your reports?  How often do you submit them?  The Report you will create to answer these questions will be and effective example of your report writing skills.

Please feel free to contact our office if you are unsure of the requirements and we will be pleased to assist you in any way we can.

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.  

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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