
Introduction to?[Unit of Competency]

(Replace “?[Unit of Competency]?” with the specific title of the unit you are studying – e.g.,

“Workplace Communication”, “Basic Electrical Safety”, “Customer Service”, etc.)

1. Overview

Element Description

Purpose
Summarise why this unit exists and what it aims to achieve for learners and

workplaces.

Scope Outline the main areas covered (knowledge, skills, attitudes).

Target

Audience
Typical learners (e.g., apprentices, new hires, up?skilling staff).

Prerequisites Any required prior knowledge, qualifications, or experience.

Credit/Duration Typical credit points or estimated learning hours.

2. Learning Outcomes

Outcome format: “Demonstrate the ability to …”

1. Outcome 1 – Key capability or skill the learner will be able to perform.

2. Outcome 2 – Another essential ability linked to the unit.

3. Outcome 3 – Further demonstration of competence.

(Add or remove outcomes to match the actual unit.)

3. Core Concepts & Key Topics

Topic Core Ideas Typical Activities

3.1?[Topic Title]

• Main principle 1

• Main principle 2

• Relevant terminology

• Discussion / case study

• Practical demonstration
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Topic Core Ideas Typical Activities

3.2?[Topic Title]

• Process steps

• Safety considerations

• Legal / regulatory context

• Simulation

• Role?play

• Worksheet

3.3?[Topic Title]

• Tools & equipment

• Quality criteria

• Troubleshooting methods

• Hands?on practice

• Observation checklist

3.4?[Topic Title]

• Communication protocols

• Documentation standards

• Reporting formats

• Written assignment

• Group presentation

(Repeat rows as needed.)

4. Required Skills & Competencies

Skill Description Evidence of Competence

Skill A Ability to perform … Observation, checklist, or product

Skill B Ability to interpret … Written test, scenario response

Skill C Ability to maintain … Logbook, audit record

Skill D Ability to collaborate … Peer review, group project

5. Assessment Overview

Assessment Type Weighting Method Pass Criteria

Knowledge Test 30%
Multiple?choice / short

answer
? 70% correct

Practical

Demonstration
40%

Workplace simulation or lab

task
Meets all performance criteria

Project / Portfolio 20%
Compile evidence of tasks

completed

Satisfactory evidence for each

outcome

Oral Interview 10%
Question & answer with

assessor

Demonstrates understanding &

reflection
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Note: Specific assessment tools may vary by training provider.

6. Resources & Reference Materials

Resource Format How to Use

Unit Handbook / Training

Package
PDF / printed Core reference for outcomes and criteria

Industry Standards / Regulations
Websites,

PDFs

Ensure compliance and up?to?date

practice

**
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