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Glossary of Terms
Training Package: A training package is a set of nationally endorsed standards and
qualifications for recognising and assessing people's skills in a specific industry, industry
sector or enterprise.
Training packages are a key feature of Australia's national vocational education and training
(VET) system. They are used as the basis for most of the programs delivered in the VET system,
including Australian Apprenticeships, training courses offered by TAFE and private training
organisation, VET in schools’ programs, recognition of existing skills, and occupational
licensing.
Training packages are designed to enable diverse and relevant vocational learning outcomes,
and to regulate training outcomes through nationally recognised qualifications.
Despite the name, training packages do not describe how people should be trained. Rather,
they provide the nationally endorsed industry standards against which training can be
developed and flexibly delivered to meet particular local, individual, industry and enterprise
requirements. Training packages are developed with industry and are not owned by an
individual training provider.
The aims of training packages are:
• To help the VET system achieve a better match between skills demand and supply
• To encourage flexible and relevant workforce development and learning
• To provide for the national recognition of the vocational outcomes of learning
• To guide and support individuals in their choice of training and career.
Training and Assessment Strategy: the framework that guides the learning requirements
and the teaching, training and assessment arrangements of a VET qualification. It is the
document that outlines the macro-level requirements of the learning and assessment process.
(Source: Standards for NVR Registered Training Organisations 2011, p. 8.) The Training and
Assessment Strategy will explain how Scala Institute will meet the requirements of the
‘training package’.
Assessment: The process of collecting evidence and making judgements on whether
competency has been achieved, to confirm that an individual can perform to the standard
expected in the workplace, as expressed by the relevant endorsed industry/enterprise
competency standards of a Training Package or by the learning outcomes of an VET accredited
course. (Source: Standards for NVR Registered Training Organisations 2011, p. 4.)
Training Plan: The Training Plan provides detailed information on training and assessment
agreed to by the employer, the apprentice/trainee and the RTO. This information ensures that
all parties are making informed decisions about the services required and the respective
obligations in the delivery of these services. A Training Plan provides details of the
arrangements and underpins the Training Contract. It is an important document that the
employer, apprentice and RTO must sign and provides a record of intent and progress during
the apprenticeship/traineeship.
Constant & Never-Ending Improvement (CANI): The process by which Scala Institute
ensures that the quality of the training services provided are continually monitored and
reviewed and where appropriate, improved. (Flow chart available upon request)
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Purpose of the Training & Assessment Strategy
This Training and Assessment Strategy (TAS) has been designed to explain why and how Scala
Institute facilitates outcomes for our students.
This document will demonstrate how we meet the requirements of the training packages we
are nationally registered to deliver; highlight how our qualified team facilitate the learning and
assessment of this program; and, explain the consultation we have undertaken to ensure we
meet and exceed industry, enterprise and student needs and expectations.
Scala Institute Objectives
Scala Institute’s objective is to meet the needs of our stakeholders, whilst, as a Registered
Training Organisation, adhering to the requirements of the training packages we deliver and
Standards for Registered Training Organisations 2015 we are registered against.
This strategy specifically relates to the nationally recognised SIR30216 (Certificate III in Retail)
qualification, which forms part of the SIR07 Training Package.
Developed with the experience of the Scala Institute team, industry research, direct
consultation and, an ongoing Constant and Never-Ending Improvement (CANI) cycle to ensure
our practices remain current, relevant and effective.
The Scala Institute has comprehensive resource materials, face-to-face development
workshops and assessment instruments that will be used in conjunction with this strategy to
develop and assess our students’ competence toward the SIR30216 Certificate III Retail
qualification.
Refer to the Workplace Development Plan for information on where and how this Training and
Assessment Strategy will be applied within in the workplaces Scala Institute partners with.
Please also refer to Students Individual Training Plan for detailed information regarding
specifics of an individual’s program, the suggested methodologies and proposed timelines for
completion.
Industry Consultation - why we do what we do…
Scala Institute has undertaken a highly detailed and thorough consultation, review and
validation process for our approach to training and assessment. This process required Scala
Institute to determine the needs of the retail industry; the primary needs, challenges and
opportunities for numerous enterprises within the retail sector; and, the core needs for
students that may engage in our programs.
Overwhelmingly, we found the need to contextualise our training and assessment practices
and tools to ensure maximum engagement, relevance and application for students. As a result,
Scala Institute was able to develop a holistic solution to training and assessment that meets the
requirements of the Certificate III in Retail package, whilst providing a fantastic solution to all
stakeholders needs.
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Target Group - Who is this program and strategy intended for?
Scala Institute’s Certificate III in Retail qualification is targeted to individuals that are in active
employment, performing such roles as frontline sales assistant, customer service
representative, shop assistant, retail supervisor, team leader or senior sales assistant within
the retail sector. The required engagement terms will be established and agreed to upon
commencement with the Scala Institute.
In the case that individuals are not currently engaged in active retail employment, but would
like to attain a nationally recognised qualification, Scala Institute will provide referrals to other
RTO's or to potential employers to assist their journey as much as possible.
What is the Review Strategy?
Scala Institute are committed to constantly reviewing our policies, procedures, programs and
our training and assessment materials. Our Constant and Never-Ending Improvement cycle
ensures Scala Institute systematically seeks feedback from trainees and employers as well as
our own trainers and assessors at regular intervals throughout each program and calendar
year.
In addition to the extensive initial consultation, design and validation that has taken place, the
Training and Assessment Strategy is continually reviewed with each new employer to ensure
currency and relevance and, where required, the TAS is adjusted to suit the specific needs of
the employers and students.
To assist with continuous improvement processes, students are given opportunities to provide
feedback during the course and after each assessment item. They are also given a satisfaction
survey at the completion of each year. Information on the survey processes are detailed in the
Scala policy and procedures.
This feedback is discussed at weekly meetings and actioned through our continuous
improvement cycle.
Special Learning Needs
Scala Institute has flexibility within the training and assessment methods throughout the
program to support any special learning needs of students. If a student identifies any specific
learning needs upon enrolment, the Scala Institute will tailor their individual Training Plan to
assist with their needs.
Additionally, all trainers and assessors are contactable if special learning needs arise
throughout the duration of the program. Alternatively, a student may refer to the training
and/or assessment materials for additional special need allowances if required.
Language, Literacy & Numeracy Support
Requirements in these areas are highlighted during the student enrolment process. A student’s
ability to accurately complete the LLN form, without assistance, along with their ability to
maintain employment within the Retail sector provide sufficient basic language, literacy and
numeracy skills that will allow them to undertake the qualification.
If a student does require specific LLN assistance, Scala Institute will provide a referral service
to Government agencies that can assist with Language, Literacy and Numeracy Support and
their individual Training Plan may be adjusted to ensure appropriate needs are supported to
complete the program successfully.
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About the Scala Institute Retail Program
About the Retail Training Package
The SIR07 v3.4 training package comprises a number of qualifications, this Training and
Assessment Strategy covers the Certificate III in Retail (SIR30216) qualification, which
requires 8 Core Units of Competency and 5 Elective Units of Competency, for a total of 13 Units
of Competency to be completed in order to gain the full qualification.
In order for Scala Institute to issue students with a formal qualification, it must adhere to the
rules of the relevant training package. Each Training Package:
•

Provides a consistent and reliable set of components for training, recognising and
assessing people’s skills, and may also have optional support materials
• Enables nationally recognised qualifications to be awarded through direct assessment
of workplace competencies
• Encourages the development and delivery of flexible training which suits individual
and industry requirements
• Encourages learning and assessment in a work-related environment which leads to
verifiable workplace outcomes.
If a participant successfully completes some, but not all of the required 13 units of competency,
a Statement of Attainment will be issued for any Units of Competency completed.

About the Certificate III in Retail Qualification
This qualification reflects the role of individuals who have the primary responsibility of
engaging the customer, maintaining daily store operations and delivering on organisational
expectations. They have sound knowledge of product and service offerings. These individuals
possess a range of well-developed skills where discretion and judgement is required. They
work with some independence under limited supervision. Some individuals working at this
level are responsible for supervising other team members and monitoring day-to-day
workplace operations.
Individuals with this qualification are able to perform roles such as frontline sales assistant,
customer service representative, shop assistant, retail supervisor, team leader and senior sales
assistant.
Qualification Pathways
The qualification provides a pathway to work in a diverse range of retail settings including
specialty retailers, supermarkets, department stores and quick service restaurants (as listed in
the SIR30216 R1 Training Package).
----------------------------------------------------Further Training Package information can be found at:
http://training.gov.au/Training/Details/SIR07
http://training.gov.au/Training/Details/SIR30216
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How will Scala Institute approach Training & Assessment?
Employees within the Retail Sector are expected to undertake various tasks, duties and
responsibilities for their employer. As a Retail Development company and Registered Training
Organisation, Scala Institute works closely with employers and employees (our students) to
assess the competence of the employees toward a nationally recognised a qualification.
In order for a student to demonstrate sufficient evidence to be successfully assessed as
competent, some students may need to develop and apply additional knowledge, skills or
performance to meet the requirements of the training package; this is where Scala Institute
will provide specific learning and development programs to students.
For some students, they may already be able to demonstrate sufficient competencies toward
parts, or all, of the qualification, which may make assessment the primary focus for successful
completion. This may include undertaking assessment only activities, or Recognition of Prior
Learning (RPL), without the need to undertake specific learning or development activities.
We explain how Scala Institute will deliver this training and assessment in further detail within
this document.
Who will facilitate Training & Assessment?
It’s critical that we support, train and assess our students with a highly-qualified team of
trainers and assessors and the Scala Institute follow a robust system to ensure just that.
Firstly, Scala Institute only engage Trainers and Assessors that possess:
•
•
•

the vocational competencies at least to the level being delivered and assessed
current industry skills directly relevant to the training and assessment being provided,
and
current knowledge and skills in vocational training and learning that informs their
training and assessment.

In addition, training and assessment may only be delivered by persons who have:
•
•

Certificate IV in Training and Assessment (TAE40110 or TAE40116) or
a diploma or higher-level qualification in adult education

Trainers and Assessors who do not possess the appropriate qualifications and/or experience,
may only deliver training under the supervision of qualified trainers and assessors.
Scala Institute also ensures each Trainer and Assessor undertakes a minimum of 40 hrs of
currency commitment within the industry and 30 hrs of professional development each
calendar year. Each Trainer and Assessor is audited against these requirements every 6
months, with their skills, knowledge and performance comprehensively mapped against each
Unit of Competency to ensure currency and experience in every criterion they may be required
to train and assess.
This provides our employers and students with the confidence that the Scala Institute team are
highly experienced, and qualified to support students on their qualification journey every step
of the way.
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Units of Competency
The following is a list of the units of competency available from the SIR07 V3 training package
that the Scala Institute has available for students undertaking a SIR30216 Certificate III in
Retail Qualification.
In consultation with the employers and students upon course enrolment, Scala Institute will
customise the Training Plan to consist of the 8 Core Units of Competency and select 5 of the
most relevant elective units for each student to complete the packaging rules for this
qualification. This plan will form the foundation of the program structure for training and
assessment of the qualification, the proposed time frames and methodologies applied.
The Training Plan will be completed and signed by Scala Institute, the student and employer
upon commencement and reviewed periodically until the qualification has been issued.

Core Units (Mandatory Units of Competency)
SIRXCEG001

Engage the customer

SIRXCEG002

Assist with customer difficulties

SIRXCEG003

Build customer relationships and loyalty

SIRXCOM002

Work effectively in a team

SIRXIND001

Work effectively in a service environment

SIRXRSK001

Identify and respond to security risks

SIRXSLS001

Sell to the retail customer

SIRXWHS002

Contribute to workplace health and safety

Elective Units (5 Units of Competency to be selected to make up the full qualification)
SIRXIND002

Organise and maintain the store environment

SIRXIND003

Organise personal work requirements

SIRXIND005

Develop personal productivity

SIRXMKT001

Support marketing and promotional activities

SIRXPDK001

Advise on products and services

CHCDIV001

Work with diverse people

SIRRINV001

Receive and handle retail stock

* Additional elective Units of Competency from the Training Package may be offered by consultation

© 2017 The Scala Institute #60168

SIR30216 // Training & Assessment Strategy // v1.2 05_17

Page 9 of 16

Our Approach to Training and Development
The Scala believes that learning should never stop. Regardless of how much skill and
experience someone has, given the fast erosion of traditional jobs and the uncertain nature of
what ‘work’ may look like in the future for many of us; adopting a mindset of constant and
never-ending improvement (CANI) is one of the greatest gifts a person can commit to
themselves in their professional career.
With that in mind, Scala has developed an immersive learning and development program
designed to:
• Cover the key aspects of retailing as dictated by industry and the training package
• Meet students where they are at - by building upon their current skills and knowledge
and identifying personal growth opportunities
• Develop an appreciation and hunger for the power of transferrable skills
• Develop a strong foundational understanding of the skills and knowledge needed to
excel in the retail industry and how this will help them in their future employment
Designing a Training & Development Plan
Despite our desire and belief that we can and should further develop every student we engage,
we are aware that it is a primary role of the Scala Institute, as an accredited RTO, to assess our
students against the benchmarks of the national training package as developed by government
and industry.
As such, we commence every student experience with an evaluation of their current skills and
knowledge. With this information, the student and Scala Institute are able to tailor their
Training Plan to address and develop any gaps.
A student who already possesses competencies as indicated by the training package, may
nominate to proceed directly to the assessment and/or RPL phase and forego much, or all, of
the training and development.
If we engage a student who we believe already possesses competency in some, or all, of the
requirements of the qualification; their Training Plan will be adjusted as required.
Training Modules
The Scala Institute Retail Development Program has been developed on robust holistic training
and assessment methodologies. This has allowed Scala Institute to design ‘Development
Modules’ which provide immersive learning across a subset of topics that compliment and
build upon each other, while remaining contextualised and relevant to industry and day-to-day
employment activities.
Upon commencing a program with Scala Institute, all stakeholders will agree on which
Development Modules are to be delivered throughout the program, in the sequence they will
be delivered and, the timing of deployment to the students.
This approach allows our programs to meet the needs of the employers and students in
relation to:
• areas of most concern;
• their personal calendar of events;
• seasonal changes to business; or,
• any other aspect that should be taken into consideration.
For a list of the Development Modules offered by the Scala Institute, please refer to the
“Retail Program Overview”.
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Nominal Duration
A workplace traineeship for a Certificate III in Retail (SIR30216) is often assigned a nominal
duration (completion time) of anywhere between 12 to 36 months.
As this is a competency based qualification Scala Institute will typically complete the individual
Training Plan and assess full competency in the qualification in between 12 to 18 months.
Workshops
Central to the Scala learning and development methodology is the concept of regular group
face-to-face gatherings, commonly referred to as ‘workshops’.
These workshops serve many purposes, with some of the main ones being:
• Creating a supportive and inclusive learning experience
• Encouraging the development of personal leadership and interpersonal skills
• Giving regular engagement opportunities
• Structured and planned learning topics designed to strategically compound
development
• Contextualisation of learning to the current nature and needs of the workplace and
industry
Scala Institute are fundamentally passionate about the development of our students not only
for the 'now’, but for the ‘future’.
As requested through our industry consultation, the Workshops will be typically conducted in
3-hour blocks, and spaced 6 to 8 weeks apart. Scheduled between the hours of 8am-9pm
Monday to Thursday, Scala Institute provides at least a month in advance notice, to inform the
day, time and venue that suits the needs of the students and the workplace.
Should the assigned venue not be available as scheduled, an alternative training time, location
and day will be set.
Learning Resources
To assist in supporting student learning, the Scala Institute has developed a library of
resources that are made available to student as their Training Plan dictates.
These resources may include (but are not limited to):
• Workbooks
• Online learning modules
• Recommended reading
• Videos
• Workplace support tools
Please refer to the Workplace Development Plan and/or individual Training Plans for specific
resources made available and/or required to adequately deliver and assess an individual unit
of competency (example: Study Guide, Assessment Tools and Trainers Manual).
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Our Approach to Assessment
Holistic Assessment
Our thorough consultation made it clear that industry and students required an extensive
holistic assessment approach in order to effectively engage and assess the students. That
means that in most situations we will be able to assess a student’s competency against a
collection of (complete or part thereof) Units of Competency simultaneously rather than just
progressing unit by unit through the qualification.
As our industry validation confirmed, a holistic approach to training and assessment has many
advantages to the student. Primarily, there is a lot less repetition of assessment activities and
the sequence of assessment tasks is much more expansive, consistent and relevant than would
be otherwise permitted by the packaging rules.
Customising Assessments
At the commencement of each student’s program an assessment pathway is agreed upon. This
is designed to provide clarity to all parties about what and how assessment will take place.
More so, at this initial stage, and at regular intervals throughout, we will work with each
student to customise assessment tasks to best relate to their current workplace, previous
experience and current job role.
True assessment is always best achieved when time is allowed for the student to implement
learning and collect evidence of their development and growth; and this is best achieved by
linking assessment to:
•
•
•
•

on-the-job tasks;
current job role requirements;
identified areas for personal development and growth; or,
specific skill gaps.

It should also include reflective exercises designed to recognise success and identify areas of
further growth opportunities.
The needs of our client/candidate must be considered when deciding on a method to use.
Commonly, these needs include:
•
•
•
•
•
•
•
•

a need to have a concrete understanding of the assessment process
language, literacy, numeracy requirements
provision of personal support services, for example
reader, interpreter, attendant carer, scribe, adaptive
technology or special equipment
flexible assessment sessions to allow for fatigue or medication
physical environment adjustments
considerations given to age, gender, beliefs, traditional practices, and religious
observances.

What is the RPL (Recognition of Prior Learning) Strategy?
For information regarding RPL, and/or credit transfer, please refer to our Code of Practice*.
Students would be required to complete the RPL application form* and be assessed according
to the outline.
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Assessment Clusters
In line with our training and development methodology, we have designed our retail program
to encourage students to undertake assessment in ‘clusters’.
This approach links assessment to the relevant learning journey, and helps the student
demonstrate competency for Units of Competency at regular stages as they move through the
entire program.
Having the added benefit of providing a journey of consistent development and achievement
and provides opportunity for the volume of learning to be developed and applied. This fluid
approach to training and assessment has been a crucial part to Scala Institute achieving
phenomenal student engagement and completion rates, while also helping our business
partners improve their employee retention rates.
Principles of Assessment
The Scala Institute combines 5 key principles of assessment:
• Validity
• Reliability
• Flexibility
• Fairness
• Sufficiency
These principles will be addressed in the:
• design, establishment and management of the assessment system for this Training
Package
• development of assessment tools, and
• the conduct of assessment
Rules of Evidence
The rules of evidence guide the collection of evidence that address the principles of validity
and reliability, guiding the collection of evidence to ensure that it is:
• Valid
o Address the elements and performance criteria
o Reflect the skills, knowledge and context described in the competency standard
o Demonstrate the skills and knowledge are applied in real or simulated
workplace situations
• Sufficient
o Demonstrate the candidate's current skills and knowledge
o Comply with current standards
• Current
o Demonstrate competence over a period of time
o Demonstrate competence that is able to be repeated
o Comply with language, literacy and numeracy levels which match those
required by the work task (not beyond)
• Authentic
o Be the work of the candidate
o Be able to be verified as genuine
Further information on the principles of assessment and rules of evidence can be found at:
http://training.gov.au/Training/Details/SIR07
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Assessment Pathways
This qualification has been extensively mapped by the Scala Institute to ensure our holistic
approach to the assessment of competence can be achieved and maintained.
As such, the Scala Institute has developed a clear assessment pathway which includes
workbooks, face-to-face seminars, online assessment activities, work based projects,
observations, review meetings, third party testimonies, and more.
This assessment pathway can be used as a template for a student to progress seamlessly
through their assessment if they enter the program with little previous experience or
demonstrable skills
Keep in mind, the purpose of assessment is to collect evidence to allow an assessor to form a
judgement about performance. So, as long as the principles of assessment and the rules of
evidence are followed, it does not really matter what happens before the evidence is collected.
With this in mind, it makes a whole lot of sense for us to tailor assessment methods to reflect
the things that are done in real life situations. Since the rules of evidence tell us that we have to
choose methods that ensure that the evidence is appropriate and relevant to the competencies
being assessed, real life activities can give us an opportunity to make assessment more
authentic for ourselves and the candidate, and most likely help our candidate reach their goal
of competence. Doing things in this way ensures that our evidence is valid and current.
Portfolio of Evidence
For a student to be assessed as competent in this Qualification, they will generally need to
demonstrate their skills and knowledge over a period of time. Evidence can be presented in a
number of ways as follows:
•
•
•

Direct Evidence – things that we, as assessor, observes first-hand, e.g., observation,
work samples
Indirect Evidence – things that someone else has observed and reported to us, egg,
third party reports
Supplementary Evidence – other things that can indicate performance, such as
training records, questions, written work, portfolios

During the program, an assessor may:
•
•
•
•
•
•
•

Ask questions about the work they have done
Observe them carrying out specific tasks
Ask other people to comment on their work
Take into account feedback about their work
Ask them to demonstrate your skills
Ask them to complete designed assessment activities
Give them a final assessment to complete

However, at the end of the day, we encourage each student to develop a Portfolio of Evidence
that they can use to provide evidence of their various competencies. This approach allows the
student to draw on their individual strengths and experience to help build a picture of their
competence as relating to the assessable outcomes of this qualification.
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For a detailed list of what may be included in a Portfolio of Evidence please refer to the Scala
Institute’s Guide to Developing a Portfolio of Evidence
This guide will provide information of how to collect and use traditional assessment
instruments including, (but not limited to):
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Completing Workbooks
Workshop Attendance
Verbal Questioning
Written Answers
Position Descriptions
Personal Resume’s / Recognising Past Experience
Workplace Observations
Maintaining a Journal
Online Assessment Tools
Third Party Testimonials
Supervisor Reports
Projects & Activities
Collecting Workplace Data & Reports
Building a Skills Matrix
Photos
Videos
Customer Testimonials
Prior Qualifications
Certificates of Attendance or Completion

Systematic Validation, how do we ensure quality and consistency…
Validation is a quality review process that confirms our assessment system can consistently
produce valid assessment judgements. A valid assessment judgement is one that confirms a
student holds all the knowledge and skills described in a training product.
Utilising the review and feedback from industry representatives and qualified trainers and
assessors, the process involves confirming that submitted assessment tools have produced
valid, reliable, sufficient, current and authentic evidence. This evidence allows our RTO to
make reasonable judgements about whether training product requirements have been met.
As validation activities are generally conducted after assessment is complete, Scala Institute’s
validation process involves reviewing a statistically valid sample of the assessments and
making recommendations for future improvements to the assessment tool, process and/or
outcomes through our CANI process, if applicable.
In the design of this Training and Assessment Strategy, Scala Institute engaged a range of
enterprises and industry representatives to validate the training and assessment strategy,
practices and materials. Please refer to the “Industry Consultation” section for a list of engaged
industry and enterprise representatives.
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Industry Consultation
Industry consultation is a significant part of the Scala Institute’s CANI process. Combining the
extended industry experience of the Scala Institute team, interviews with hundreds of
workplace employers across Australia and feedback from trainees, the Training and
Assessment strategy evolves to constantly meet the changing needs of our stakeholders.
This Training and Assessment Strategy, the Workplace Development Planning tool, the
individual Training Plan tool, a selection of learner resources, workshop run sheets, assessment
instruments and marking guides were all presented to our consultants and compared to the
training package requirements.
Through extensive comparison, discussion, feedback and review, this Training and Assessment
Strategy was finalised and approved for release.
Below is a list of primary references of recent industry consultations, with which this Training
and Assessment strategy has been designed and validated.

Industry / Type

Organisation &
Representative

Contact Information

Apprenticeship
Network Provider
(ANP)

MEGT Tasmania

Phone: 0409 120 726

Damian Peirce

Email: Damian_Peirce@megt.com.au

Scala Partner

State Manager

Retail Chain

Shiploads

Phone: 0419 209 586

(300 employees)

Ashley Wilson

Email: ashleyw@shiploads.com.au

Scala Client

Managing Director

Grocery Chain

Hill Street Grocer

Phone: 0428 891 066

(597 Employees)

Keith Scott

Email: keith@hillstreecgrocer.com

Scala Client

HR Manager

Food Chain

Breadd

Phone: 0438 292 209

(57 Employees)

Kate Banks-Gorton

Email: kate@breadd.com.au

Scala Client

Business Owner

Retail Consulting Firm
(Works with over
1000Employees)
Scala Partner

Advance Workforce

Phone: 0438 278 391

Nic Stephen

Email: nic@advanceworkforce.com.au

CEO & Founder

In addition, consultations in the retail sector have included area representatives, state
managers and franchisees, and a range of Apprenticeship Network Providers throughout
Australia, at all levels, where feedback to our approach has also been very positive.
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