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Mentors Report 

COMPETENCY: CHCCOM302C Communicate appropriately with clients and colleagues


LEVEL: Certificate III in Theology /Christian Ministry

STUDENT NAME:
ID:


	Element of Competency
	Performance criteria
	Assign-ment
	Essay
	Multiple Choice
	Student Journal
	Study Guide
	Other

	CHCCOM302C 1 

Exercise effective communication techniques


	1.1
Reflect an understanding and respect for individual differences and needs in all forms of communication with clients and colleagues 
	
	
	
	
	
	

	
	1.2      Introduce oneself appropriately
	
	
	
	
	
	

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

	
	1.4
Use touch and other non verbal means of communication as appropriate
	
	
	
	
	
	

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

	CHCCOM302C 2 

Follow routine instructions


	2.1
Carry out workplace instructions within agreed time frames 
	
	
	
	
	
	

	
	2.2
Seek clarification to understand work instructions, when required
	
	
	
	
	
	

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

	CHCCOM302C  3 

Complete reports as required
	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
	
	
	
	
	
	


Overall:   (Please UNDERLINE)   Competency Achieved/ Competency Not Yet Achieved
Comments: Other indicates that the student has shown competency of various areas of ministry


Mentor  Name:………………………….…………..…    Signature:…………………………………..      Date:………………………………..
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