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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:

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 3 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.  
3. At least one details 3rd party report affirming your effectiveness in these areas of competency.
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 Diploma 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.

In this unit “CHCORG11B Lead And Develop Others”, you are required to show how you will use new and existing information to lead and develop others in your specified area of ministry.  You will need to take into account  your own leadership skills and how to maximise performance for yourself and those you lead, manage work relationships, develop and enhance the skills of those under you to a point of leadership.

To help you gather the evidence required we suggest that you collate the information over a period of not less than 3 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
CHCORG11B 1 Provide leadership, direction and guidance to the organisation

CHCORG11B 2 Maximise own performance outcomes

CHCORG11B 3  Manage effective work relationships

CHCORG11B 4 Manage and improve the performance of individuals

CHCORG11B 5 Support, participate and review group development

CHCORG11B 6  Support and develop managers

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, along with the multiple choice questionnaire from your text book should provide sufficient evidences of competency.
Gathering Evidence.

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
CHCORG11B 1 Provide leadership, direction and guidance to the organisation

You must show in reasonable detail the ways in which you, as the leader of your group have offered leadership and offer guidance to those who are working under and/or with you.
1. Briefings on work goals, plans and operational issues are provided regularly to work groups to minimise role ambiguity and maximise effectiveness.

Provide examples of your briefings, these can be minutes of meetings, examples of diary entries, a project development plan or job descriptions.  Any form of formal documentation that show you help your team to understand their role and work together.
2. Encouragement is provided to develop new and innovative work practices and strategies to optimise work outcomes and better meet client needs.

Provide examples of the methods you use to encourage your staff to do their work more effectively

3. A high standard of performance and practice is modelled to staff.

How do you demonstrate a high standard of practice to your staff?
4. Leadership and supervision appropriate to changing priorities and situations is provided and takes into account the differing needs and backgrounds of individuals, the requirements of the task and client needs.

How do you demonstrate your flexibility to changing needs of those you minister to and with?
5. Diversity in knowledge, skills and approaches of individuals is utilised to enhance work outcomes.
Individual team members can bring a diverse range of skills to a task, many of them equally effective as another.  What principles do you have in place that allow different people to approach a task in their own way or bring new skills to the team?
6. Principles and practices of equal employment opportunity, occupational health and safety and participative work practices are modelled and promoted to staff.

Provide evidence of the way you use equal opportunity principles as you deal with people.  For example you must not show any kind of favouritism to one or discrimination against another

CHCORG11B 2 Maximise own performance outcomes

You need to be aware of your own abilities so that you can constantly improve the results of your own work.

1. Effective time and work management techniques including monitoring workflow and outcomes are used to meet priorities and achieve identified objectives
What time management methods do you use?
2. Work is planned and progress monitored to minimise effects of unexpected outcomes

When planning your workload, how do you allow for unexpected results that effect your ministry positively or negatively so that your ministry does not fail, give an example.
3. All work undertaken complies with established policies and procedures especially those relating to anti discrimination and occupational health and safety 

Where do you find anti-discrimination and OHS policies?

4. Work practices are reviewed and revised regularly to assist achievement of identified objectives
How often do you check your work practices to ensure they are up to date and safe?
5. Opportunities are sought and taken for continuous self development/learning.
What have you done in the last 12 months do develop your skills, eg. Courses, seminars, training conferences attended 
CHCORG11B 3  Manage effective work relationships
Effective work relationships increasingly demand communication between the management, the staff and workers or volunteers.  Many organisations fail because of the lack of communication in the sense of providing direction and also in receiving feedback from other staff and workers.  Often the most effective innovation come from within the group with hands on experience.

1. The link between the function of the group, the goals of the organisation and the responsibilities of individuals are clearly articulated and communicated to staff routinely
How do you keep your staff up to date with their responsibilities?
2. Participative decision making processes are used routinely to allocate responsibilities and develop, implement and review work of the group.
Provide examples where you allow the group to be involved in the decision making process.
3. Where relevant, conflict is identified and resolved with minimum disruption to workgroup function and in accordance with organisational procedures

How do you resolve problems within the group
4. Allocation of tasks is within the competence of staff and is supported by appropriate delegation and training.
How do you ensure that the task given to a staff or volunteer is with their ability?
5. Interpersonal styles and methods are adjusted to the social and cultural context

How do you ensure that your staff are sensitive the needs of those around them
6. Communication and interaction with colleagues and management reflects a variety of appropriate techniques

List the techniques you use to interact with your staff
CHCORG11B 4 Manage and improve the performance of individuals

It is vital to manage the performance of those who work with you so that you gain the best results and to ensure that the staff  or volunteers are happy in their role.

1. The performance of the group in achieving objectives is monitored, reviewed regularly and used as the basis for further allocation of work

How often do you formally monitor the work of the staff, what do you do to monitor it.
2. Individual outcomes are monitored and reviewed in consultation with the workgroup to measure and assess progress against objectives and identify issues for attention or further work.
Show how you work with the group when assessing and individual’s performance.  If required how do you re-allocate a worker to a new task.

3. Work practices are revised as required to achieve workgroup and corporate goals

How often do you revise work practises?
4. Performance problems are addressed in a fair, constructive and timely manner in accordance with relevant guidelines, procedures and natural justice

Give examples of how your address problems in a fair and constructive manner
5. Individual and group progress is monitored and regular feedback provided to optimise achievement of organisational objectives

What kind of feedback do you receive from the group to improve what they do
6. Support is provided to the work group to develop mutual commitment and cooperation
What kind of support do you offer the group to develop their skills

7. Workgroup effectiveness is promoted and encouraged through active participation in group activities and communication processes
What group activities do you use to encourage the group to work together?  These may be formal meetings such a staff meeting, conferencing an informal meetings such as a social events.
CHCORG11B 5 Support, participate and review group development

The skills within your group will grow and develop as a result the ability of your group to meet needs will develop and the opportunity to increase your effectiveness will also grow.  This process can be made more effective, or diminished, by the level of support your offer your team and the manner in which you review the effectiveness, processes and procedure you use.
Provide an example of a formal staff development plan that shows how the staff member can identify their training options, show anticipated training days, seminars or courses on the plan. Take into account the issues raised in points 1 to 6 below.   A properly constructed training plan will suffice to answer the whole of this section.
1. Development plans are put in place for each staff member with relevant development activities identified.
2. An action plan to meet individual and group training and development needs is developed, agreed and implemented

3. Staff are encouraged and supported in applying skills and knowledge in the workplace
4. Relevant specialist training which is required is identified and delivered, if required

5. Appropriate training is arranged and provided to meet individual and organisational needs
6. Staff are encouraged and supported to attend training courses and to take up other development opportunities 

CHCORG11B 6  Support and develop managers

The continued training and development of managers and their skills within the organisation are vital to the ongoing strength of your organisation.

1. Managers are provided with personal and career development opportunities from within and outside of the organisation
What internal and external and external training options are made available to your team?
2. Regular meetings are held with managers to review, adjust and develop strategies and priorities
How often do you have management planning meetings?  
Provide evidence if the form of minutes or diary entries.
3. Priority tasks are agreed and achievement of work plans is monitored to maximise organisational effectiveness

Provide evidence if the form of minutes or diary entries.
4. The overall performance of managers is monitored and feedback provided regularly in an appropriate manner

Provide evidence if the form of minutes or diary entries.
5. Opportunities are provided for targeted professional development
Show a staff training plan for a manager
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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