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Competency Standards for Caribbean Vocational Qualifications (CVQ)

CCATA20105 Level 2 in Fashion Designing
Unit Number Unit Title Mandatory/Elective | Hours
THHCORO0011A Work with colleagues and customers Mandatory 20
THHCORO0021B Follow health, safety and security Mandatory 20
procedures
ITICORO011A Carry out data entry and retrieval Mandatory 40
procedures
BSBSBMO0021A Craft personal entrepreneurial strategy Mandatory 50
ATAGARO0241A Finish work Mandatory 30
ATAGARO0032A Apply quality standards to work Mandatory 15
ATAGARO0452A Organise and plan own work to achieve Mandatory 10
planned outcomes
ATAGARO742A Set up and operate industrial sewing Mandatory 90
machines
ATAFADOO32A Develop fashion design details Mandatory 45
ATAFADOO82A Research fashion design ideas Mandatory 25
ATAFADOOG2A Produce design prototype Mandatory 80
ATAGARO0421A Merchandise products Elective 5
ATAGAR0461A Package goods Elective 5
ATAGARO0561A Place tickets and labels with cut work Elective 4
ATAGARO0541A Perform simple cut work Elective 50
ATAGARO0601A Press work Elective 15
ATAGARO041A Assemble Garment Elective 200
ATAGARO0322A Lay up work Elective 30
ATAGARO0172A Cut work Elective 40
ATAGARO0762A Produce embroidered products Elective 150
ATAGARO752A Produce printed products Elective 150
ATAFADOO43A Create design prototypes Elective 150
ATAFADOOS53A Evaluate Design prototypes Elective 25
ATAFADOQ73A Select and source supplies Elective 10
ATAGARO0413A Measure, lay-up and cut custom made Elective 100

garments

To obtain this qualification, all Mandatory competencies plus a minimum of two level one

electives, one Elective from level two and two electives from level three must be achieved.

Nominal Training Hours (Institutional Delivery) include total hours of Mandatory competencies
and electives selected.
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Legend to Unit Code

Example: ATAGAR0343A
AT A GAR 0343 A

Industry or Sector J -|-— Version Control

Sub-Sector Competency Level

Occupational Area Competency Number

KEY: COR - Mandatory; BSB — Business Services (Business); GAR — Garment
SBM - Small Business Management; ATA — Apparel & Textiles (Apparel);
ITI - Information Technology (Information Technology); THH — Tourism &
Hospitality (Hospitality)
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THHCORO0O011A Work with colleagues and customers

THHCORO0011A: Work with colleagues and customers

Competency Descriptor: This unit deals with the interpersonal, communication and customer
service skills required by all people working in the tourism and
hospitality industries.

Competency Field:  Hospitality

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Communicate in the workplace 1.1 Communications with customers and colleagues are
conducted in an open, professional and friendly manner.

1.2 Appropriate language and tone is used.
1.3  Effect of personal body language is considered.
1.4  Sensitivity to cultural and social differences is shown.

1.5  Active listening and questioning are used to ensure
effective two-way communication.

1.6  Potential and existing conflicts are identified and solutions
sought with assistance from colleagues where required.

2. Provide assistance to internal 2.1 Trust, support and respect is shown to team members in
and external customers day to day work activities.

2.2 Cultural differences within the team are accommodated.
2.3  Work team goals are jointly identified.

24 Individual tasks are identified, prioritised and completed
within designated time frames.

2.5  Assistance is sought from other team members when
required.

2.6  Assistance is offered to colleagues to ensure designated
work goals are met.

2.7 Feedback and information from other team members is
acknowledged.

2.8  Changes to individual responsibilities are re-negotiated to
meet reviewed work goals
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THHCORO0O011A Work with colleagues and customers

RANGE STATEMENTS
This unit applies to all tourism and hospitality sectors.

Depending upon the organisation and the Customers with specific needs may include:
specific situation customers may include but
are not limited to: those with disability

special cultural needs
unaccompanied children
parents with young children

single women

e members of other tourism and hospitality
industry sectors

internal individuals or groups

local residents

visitors

media

workmates/colleagues

EVIDENCE GUIDE

Competency is to be demonstrated by effectively applying interpersonal, communication and
customer service skills in accordance with the performance criteria and the range listed within the range
of variables statement.

(1) Critical Aspects and Evidence

e evidence should include a demonstrated ability to communicate effectively with customers
and colleagues (including these with special needs) within the range of situations required for
the relevant job role

¢ evidence of competency should relate to different communication and customer service
contexts and may need to be collected over a period of time

o the focus of this unit will vary depending upon the cultural context of the workplace.
Assessment should take account of the variances and special requirements that apply in
particular situations

(2) Pre-requisite Relationship of Units

This is a core unit that underpins effective performance in all other units. It is recommended that
this unit is assessed/trained in conjunction with other operational and service units.

(3) Underpinning Knowledge and Skills

Knowledge Skills
Knowledge of: The ability to apply:

listening skill

questioning techniques

non verbal communication skills
understanding of teamwork principles

e needs and expectations of different
customers as appropriate to industry sector
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THHCORO0O011A Work with colleagues and customers

(4)

()

(6)

Resource Implications
The following resources should be made available:

o fully equipped hospitality and tourism environment (simulated or actual enterprise)

Method of Assessment

Competency shall be assessed while work is undertaken under direct supervision with regular
checks, but may include some autonomy when working as part of a team. Competencies in this
unit may be determined concurrently. Assessment must be in accordance with the performance
criteria.

Context of Assessment

This unit may be assessed on or off the job. Assessment should include practical demonstration
either in the workplace or through a simulation. This should be supported by a range of methods

to assess underpinning knowledge.

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.

e Carries out established | ¢ Manages process o Establishes principles and
processes e Selects the criteria for procedures

e Makes judgement of the evaluation process | e Evaluates and reshapes
quality using given process
criteria o Establishes criteria for

evaluation

Collect, analyse and organise information Level 1

Communicate ideas and information Level 1

Plan and organise activities Level 1

Work with others and in team Level 1

Use mathematical ideas and techniques Level -

Solve problems Level -

Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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THHCORO0021B Follow health, safety and security procedures
THHCORO0021B: Follow health, safety and security procedures
Competency Descriptor: This unit deals with the skills and knowledge required to follow

health, safety and security procedures. This unit applies to all
individuals working in the tourism and hospitality industries. It
also covers basic first aid

Competency Field:  Hospitality

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Follow workplace procedures on 1.1
health, safety and security

1.2

1.3

2. Deal with emergency situations 2.1

2.2

23

24

25

3. Maintain safe personal 3.1

presentation standards

4, Provide feedback on health, safety 4.1
and security

4.2

Health, safety and security procedures are correctly followed
in accordance with enterprise policy and relevant regulations
and insurance requirements.

Breaches of health, safety and security procedures are
identified and promptly reported.

Any suspicious behaviour, packages or occurrences are
promptly reported to the designated person.

Emergency and potential emergency situations are promptly
recognised and required action is determined and taken with
scope of individual responsibility.

Emergency procedures are correctly followed in accordance
with enterprise procedures.

Basic first aid is performed following recommended
procedures.

Assistance is promptly sought from colleagues and/or other
authorities where appropriate.

Details of emergency situations are accurately reported in
accordance with enterprise policy.

Personal presentation takes account of the workplace
environment and health and safety issues.

Issues requiring attention are promptly identified.

Issues are raised with the designated person in accordance
with enterprise and legislative requirements.
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THHCORO0021B

Follow health, safety and security procedures

RANGE STATEMENTS

This unit applies to all tourism and hospitality sectors.

Health, safety and security procedures may
include but are not limited to procedures for:

emergency, fire and accident

hazard identification and control

use of personal protective clothing and
equipment

safe sitting, lifting and handling

security of documents, cash, equipment,
people

key control systems

Basic first aid is applied to:

Workplace environment and health and safety

cuts

simple burns (water, steam, fire)
bruises

choking

sprains

issues include but are not limited to:

appropriate personal grooming and hygiene

appropriate clothing and footwear

EVIDENCE GUIDE

Competency is to be demonstrated by applying health, safety and security procedures in
accordance with the performance criteria and the range listed within the
range of variables statement.

(1

(2)

Critical Aspects and Evidence

Emergency situations may include but are not
limited to:

bomb threats
deranged customers
accidents

robbery

fire

armed hold up
floods

earthquakes

First aid applications include:

bandages

cold pack

Heimlich maneuver
removing/lifting injured persons

Evidence should include a demonstrated understanding of the importance of working in
accordance with health, safety and security procedures, and of the potential implications of

disregarding those procedures

Pre-requisite Relationship of Units

This is a core unit that underpins effective performance in all other units. It is recommended that
this unit is assessed/trained in conjunction with other operational and service units.
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THHCORO0021B Follow health, safety and security procedures

(3) Underpinning Knowledge and Skills

Knowledge Skills

Knowledge of: The ability to:

e industry/sector insurance and liability o follow health, safety and security
requirements in relation to individual procedures in tourism and hospitality

o staff responsibilities workplaces

e relevant occupational health and safety e identify major causes of workplace
regulations in relation to obligations of accidents relevant to the work
employers and employees environment

e common health, safety and activity o identify and appropriately deal with
procedures in tourism and hospitality security risks in the work
workplaces environment

e major causes of workplace accidents
relevant to the work environment
e Basic first aid applied to cuts, simple
burns (fire, water, steam); bruises,
choking, sprains
(4) Resource Implications

The following resources should be made available:

e hospitality environment (simulated or actual enterprise)
(5) Method of Assessment

Competency shall be assessed while work is undertaken under direct supervision with regular
checks, but may include some autonomy when working as part of a team.

Competencies in this unit may be determined concurrently.

Assessment must be in accordance with the performance criteria.

(6) Context of Assessment

This unit may be assessed on or off-the-job. Assessment should include practical demonstration
either in the workplace or through a simulation. This should be supported by a range of methods
to assess underpinning knowledge.
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THHCORO0021B Follow health, safety and security procedures

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.

e Carries out established | ¢ Manages process o Establishes principles and
processes e Selects the criteria for procedures

¢ Makes judgement of the evaluation process e Evaluates and reshapes process
quality using given e Establishes criteria for evaluation
criteria

Collect, analyse and organise information | Level 1

Communicate ideas and information Level 1

Plan and organise activities Level 1

Work with others and in team Level 1

Use mathematical ideas and techniques Level 1

Solve problems Level 1

Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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ITICORO011A

Carry out data entry and retrieval procedures

ITICORO011A: Carry out data entry and retrieval procedures

Competency Descriptor: This unit deals with the skills and knowledge required to operate
computer, to enter, manipulate and retrieve data and to access
information and communicate via the Internet.

Competency Field: Information Technology and Communications - Operations

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Initiate computer system 1.1

1.2

1.3
1.4
1.5
2. Enter data 2.1

2.2

2.3

2.4

2.5

2.6

2.7

Equipment and work environment are correctly checked
for readiness to perform scheduled tasks.

The hardware components of the computer and their
functions are correctly identified.

Equipment is powered up correctly.

Access codes are correctly applied.

Appropriate software is selected or loaded from the menu.
Types of data for entry correctly identified and collected.

Input devices selected and used are appropriate for the
intended operations.

Manipulative procedures of Input device conform to
established practices.

Keyboard/mouse is operated within the designated speed
and accuracy requirements.

Computer files are correctly located or new files are
created, named and saved.

Data is accurately entered in the appropriate files using
specified procedure and format.

Data entered is validated in accordance with specified
procedures.
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ITICORO011A

Carry out data entry and retrieval procedures

2.8

2.9
3. Retrieve data 3.1
3.2
3.3
3.4

3.5

3.6

3.7
4, Amend data 4.1
4.2

4.3

4.4

5. Use document layout and data 5.1
format facilities

5.2

5.3

54

5.5

Anomalous results are corrected or reported in
accordance with specified procedures.

Back-up made in accordance with operating procedures.
The identity and source of information are established.
Authority to access data is obtained where required.
Files and data are correctly located and accessed.
Integrity and confidentiality of data are maintained.

The relevant reports or information is retrieved, using
approved procedure.

Formats to retrieved report or information conform to
requirements.

Copy of the data is printed where required.

Source of data/information for amendment is established.
Data to be amended is correctly located within the file.
The correct data/Information is entered, changed or
deleted using appropriate input device and approved
procedures.

The Integrity of data is maintained.

Requirements for document are verified where necessary.

The given format and layout are appropriately applied.

Facilities to achieve the desired format and layout are
correctly identified, accessed and used.

Data manipulating facilities are used correctly.

Format reflects accuracy and completeness.
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ITICORO011A Carry out data entry and retrieval procedures

6. Monitor the operation of 6.1 The system is monitored to ensure correct operation of
equipment tasks.
6.2 Routine system messages are promptly and correctly
dealt with.
6.3 Non-routine messages are promptly referred in

accordance with operating requirements.

6.4 Error conditions within level of authority are dealt with
promptly, and uncorrected errors are promptly reported.

6.5 Output devices and materials are monitored for quality.

7. Access and transmit information 7.1 Access to the Internet is gained in accordance with the
via the Internet provider’s operating procedures.

7.2 Evidence of the ability to negotiate web sites to locate and
access specified information and other services is
efficiently demonstrated.

7.3 E-Mail is sent and retrieved competently.
8. Close down computer system 8.1 The correct shut down sequence is followed.
8.2 Problem with shutting down computer is reported
promptly.

8.3 All safety and protective procedures are observed.
8.4 The system integrity and security are preserved.

9. Maintain computer equipment 9.1 Cleaning materials and/or solutions used meet specified
recommendation.

9.2 The equipment is cleaned as directed.

9.3 Wear and faults identified are promptly reported to the
appropriate personnel.
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ITICORO011A

Carry out data entry and retrieval procedures

RANGE STATEMENT

This unit applies to activities associated with essential operations linked to using and maintaining basic

computer equipment.
Equipment:

e install supplied computer
o install supplied peripherals

Input devices:

keyboard
mouse
scanner
microphone
camera

Software systems to include for:

e word processing
o spread sheet
e internet access

Files save on:

e network
e magnetic media
e personal PC

Work environment:

e equipment

o furniture

e cabling

e power supply
Data:

e textual

e numerical

e graphical

File operations:

Naming, updating, archiving, traversing field and
records in database, use of search, sort, print

Maintenance:

e cleaning: enclosures, screen, input devices,
output devices
e checking cables, etc
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ITICORO011A Carry out data entry and retrieval procedures

EVIDENCE GUIDE

Competency is to be demonstrated by the ability to accurately carry out basic data entry and retrieval
operations on a computer system in accordance with the performance criteria and the range listed within

the range of variables statement.

(1) Critical Aspects and Evidence
It is essential that competence be observed in the following aspects:

Initiate the use on the equipment.

Use document layout and data format facilities.
Locate and access data.

Use file operations.

Manipulate input devices.

Key-in and format reports.

Access to the internet.

(2) Pre-requisite Relationship of Units

e Nil
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ITICORO011A

Carry out data entry and retrieval procedures

3 Underpinning Knowledge and Skills

Knowledge
Knowledge of:

o safety for working with and around
computers
e computer hardware and software
systems
e procedure for initiating and closing
down computer
e the operation of the data entry
0 management system
e methods of locating files
organisation’s standards applicable to
0 accessing files
files operations and their applications
file operation in database setting
creating, locating and saving files
using input devices
using data checking devices
formatting functions of software
layout function of software
graphic productions and manipulation
regard for accuracy and security of
0 information
e functions on the internet

(4) Resource Implications

Skills
The ability to:

identify computer hardware
manipulate data input devices
access data

use file operations

key-in and format reports and letters
retrieve data

amend data

print data

save data

search and receive data from the internet
send and receive E-Mail

Files saved on network, magnetic media, and personal Computer

Input devices: Keyboard, mouse, other selection devices

(5) Method of Assessment

Competency shall be assessed while work is undertaken under direct supervision with regular
checks, but may include some autonomy when working as part of a team.

Competencies in this unit may be determined concurrently. Assessment must be in accordance

with the performance criteria.
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ITICORO011A Carry out data entry and retrieval procedures

(6) Context of Assessment

This unit may be assessed on or off the job. Assessment should include practical demonstration
either in the workplace or through a simulation. A range of methods to assess underpinning
knowledge should support this

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process e Establishes principles and
processes e Selects the criteria for procedures
e Makes judgement of the evaluation process e Evaluates and reshapes
quality using given process
criteria e Establishes criteria for
evaluation
Collect, analyse and organise information Level 1
Communicate ideas and information Level -
Plan and organise activities Level 1
Work with others and in team Level 1
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level -

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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BSBSBMO0012A Craft personal entrepreneurial strategy
BSBSBMO0012A: Craft personal entrepreneurial strategy
Competency Descriptor: This unit deals with the skills and knowledge required to craft an

entrepreneurial strategy that fits with the attitudes, behaviours,
management competencies and experience necessary for entrepreneurs to
meet the requirements and demands of a specific opportunity.

Competency Field: Small Business Operations

ELEMENT OF COMPETENCY

1. Demonstrate knowledge of the
nature of entrepreneurship

2. ldentify and assess
entrepreneurial characteristics

3. Develop self-assessment
profile

PERFORMANCE CRITERIA

1.1

1.2

1.3

1.4

15

2.1

2.2

2.3

2.4

3.1

3.2

Concepts associated with entrepreneurship are clearly
defined.

Factors, which influence entrepreneurship in and outside of
Jamaica, are correctly identified and explained.

The importance of entrepreneurship to economic
development and employment is explained clearly.

The findings of research conducted on entrepreneurial
ventures and successes in the Caribbean region are clearly
presented in an appropriate format.

Differences between wage employment and entrepreneurial
ventures are correctly stated.

Relevant research is carried out and required entrepreneurial
characteristics identified.

Entrepreneurial characteristics identified are assessed and
ranked.

An understanding of the process and discipline that enable
an individual to evaluate and shape choices and to initiate
effective action is correctly demonstrated.

Factors that will help an entrepreneur to manage the risk and
uncertainties of the future, while maintaining a future
orientated frame of mind, are identified.

Self-assessment tools/methods to identify personal
entrepreneurial potential are identified and properly used.

The ability to apply creativity, problem-solving techniques and
principles to solve business related problems are
demonstrated.
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BSBSBMO0012A

Craft personal entrepreneurial strategy

3.3

4. Craft an entrepreneurial 4.1
strategy

4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

4.10

411

412

Feedback from others for the purpose of becoming aware of
blind spots and for reinforcing or changing existing
perceptions of strengths/ weaknesses is appropriately
obtained.

A profile of the past that includes accomplishments and
preferences in terms of life and work styles, coupled with a
look into the future and an identification of what one would
like to do is developed.

Commitment, determination and perseverance; orientation
towards goals; taking initiative and accepting personal
responsibility; recognizing management competencies and
identifying areas for development are determined.

Written guidelines to obtain feedback that is solicited, honest,
straightforward, and helpful but not all positive or negative are
developed to facilitate reviews.

Framework and process for setting goals which demand time,
self-discipline, commitment, dedication and practice are
developed.

Goals established are specific and concrete, measurable,
relate to time, realistic and attainable.

Priorities, including identifying conflicts and trade-offs and
how these may be resolved are established.

Potential problems, obstacles and risks in meeting goals are
identified.

Specified action steps that are to be performed in order to
accomplish goals are identified.

The method by which results will be measured is indicated.

Milestones for reviewing progress and tying these to specific
dates on a calendar are established.

Sources of help to obtain resources are identified.

Evidence of the ability to review process and periodically
revise goals is demonstrated.
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BSBSBMO0012A

Craft personal entrepreneurial strategy

RANGE STATEMENT

At this stage of the entrepreneurial process the entrepreneur must be able to conduct a self-assessment
profile, examine the frame work for self assessment, develop a personal entrepreneurial strategy, identify
data to be collected in the self-assessment process and learn about receiving feedback and setting goals.

Concepts associated to include:

risk
entrepreneurship
macro-screening
micro-screening
competition

wage employment

The entrepreneur must be able to:

understand the extreme complexity in predicting
or aligning him/herself to specific careers in an
environment of constant change

determine the kind of entrepreneur he or she
wants to become based on attitudes, behaviours,
competencies, experience and how these fit with
the requirements and demands for a specific
opportunity

evaluate thoroughly his or her attraction to
entrepreneurship

effectively develop personal plan

utilize available information that will enhance his
or her ability to achieve success

Influencing factors to include:

market conditions

markets — demand/supply
global trends

level of economic activities
funding

economic stability

social stability

resources availability

The entrepreneur may encounter setbacks if
the planning process is not effectively pursued.

Pitfalls may include:

proceeding without effective planning
which may result in commitment to
uncertainty

personal plans fail for the same reasons as
business plans including frustration if the
plan appears not to be working
immediately and the challenges of
changing behaviour from an activity-
oriented routine to one that is goal oriented
developing plans that fail to anticipate
obstacles, and those that lack progress
commitment to a premature path with the
desirability of flexibility can lead to disaster
milestones and reviews
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BSBSBMO0012A Craft personal entrepreneurial strategy

EVIDENCE GUIDE

Competency is to be demonstrated when the entrepreneur is able to undertake a personal
entrepreneurial assessment exercise to determine if he or she possesses the necessary credentials to be
a successful entrepreneur. This stage of the entrepreneurial process is critical since experience has
shown that the founder is one of the deciding forces if the venture is to succeed and prosper.

)

(2)

3)

(4)

Critical Aspects of Evidence

The entrepreneur will be assessed by his/her action in developing an orchestrated plan in order to
effectively pursue the business concept.

Pre-requisite Relationship of Units

e Nil

Underpinning Knowledge and Skills

Knowledge Skills
Knowledge of: The ability to:

e personal entrepreneurial profile
systems

determine barriers to entrepreneurship

minimize exposure to risk

o effective management systems: exploit any available resource pool
marketing, operations/productions, tailor reward systems to meet a particular
finance, administration, law situation

e how to measure feedback effectively plan and execute activities

* the method of developing a personal use computer technology to undertake

plan assessments
0 and a business plan
e understanding the difference between
entrepreneurial culture and
management culture

Resource Implications
The following resources should be made available:

Personal computer with access to the Internet and appropriate software that will enable one to
conduct the necessary analysis using the Internet.
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BSBSBMO0012A Craft personal entrepreneurial strategy

(5) Method of Assessment
A useful method of assessment is to determine if the venture can stand up to the test of critical
evaluation.

(6) Context of Assessment

This stage of the entrepreneurial process is assessed when comparisons are made between
actual outcomes and plans/projections.

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1 Level 2 Level 3

e Carries out established e Manages process e Establishes principles and
processes e Selects the criteria for procedures

o Makes judgement of the evaluation process e Evaluates and reshapes process
quality using given e Establishes criteria for evaluation
criteria

Collect, analyse and organise information Level 1

Communicate ideas and information Level 1

Plan and organise activities Level 1

Work with others and in team Level 1

Use mathematical ideas and techniques Level 1

Solve problems Level 1

Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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ATAGARO0241A: Finish work

Competency Descriptor: This unit covers the skills required to finish completed work in the
production of garments, furnishings or other associated articles in
situations that require decision making within defined procedures.

Competency Field: Garment Production

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Prepare workstation 1.1 Workbench and seating are set up or prepared in
accordance with safety standards and enterprise
procedures.

1.2 Components are laid out in correct proximity and sequence
in accordance with enterprise procedures and customer
specifications.

2. Finish work 2.1 Finishing operations are performed in accordance with
customer specifications and enterprise procedures.

2.2 Garment or article is checked against specifications to
ensure correct sizing and attention to loose threads,
missing buttons and attachments.

2.3 Boxing, packing, bagging, folding and hanging are
performed in accordance with enterprise requirements.

2.4 Faults are reported and/or returned to appropriate section
for repair in accordance with enterprise and quality
standards.

2.5 Production and other records are completed in accordance
with enterprise procedures.

3. Despatch assembled garments 3.1 Completed garments or articles are directed or transferred
to the required pressing, storage or despatch area in
accordance with enterprise procedures.

4, Implement workplace healthand 4.1  Workplace health and safety policies and procedures are
safety practices followed.

4.2 Action is taken in accordance with workplace policies and
procedures to prevent accidents and to eliminate risks to
personal safety.
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Finish work

RANGE STATEMENT

The Range Statement provides details of the scope of the Elements and Performance Criteria to allow for
differences in the practice of youth work including knowledge and situational requirements. The Range
Statement also provides a focus for assessment and relates to the unit as a whole.

General context:

e Work is performed under some supervision,
generally within a team environment

o Work is assessed in accordance with
manual handling procedures and relevant
health and safety precautions

Occupational health and safety policies and
procedures may include:

e personal protective wear and equipment
used in accordance with workplace
procedures

e safe materials handling practices

e rest breaks

o workstation arranged in accordance with
occupational health and safety including
ergonomic requirements

o marked walkways are followed in workplace

e equipment is stored when not in use in
accordance with workplace procedures

o workstation is kept clean and free of
obstacles at all times in accordance with
workplace procedures

e floor and workstation are kept clear of
remnants, threads, lint, dust and rubbish in
accordance with workplace procedures

Finishing operations may involve:

clipping

checking

spotting

sorting

turning

attaching swing tickets/labels

Worksite environment may include:

e Work may be conducted in a large scale
production or small business situation

o Workplace activities associated with completing
a sequence of related finishing operations on
garments and/or other related articles

Components may include:

tags

trims

completed garments

a degree or complexity of finishing operations

dependent on enterprise and/or customer

requirements

e data recording, either using keyboard or
manual recording applications

e interaction/interface between other workplace

departments

Sources of information/documents may include:

organisation work orders and/or procedures
organisational or external personnel
customer instructions/information

quality and Australian standards and
procedures

e job procedures and work instructions
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Finish work

Workplace context may include:

Work organisation procedures and practices
relating to finishing operations for garments
and other associated articles

Standard work practice including the storage,
safe handling and disposal of chemicals
Reporting actions include verbal and written
communication in accordance with
organisational policies and procedures
Communication may be oral, written and can
include simple data

Being responsible for the maintenance of own
work quality and being required to contribute to
the quality improvement of team or section
output, where necessary

Safety, environmental, housekeeping and
quality are as specified by machine/equipment
manufacturers and the enterprise

EVIDENCE GUIDE

Competency is to be demonstrated by the ability to finish work in accordance with the performance

criteria and the range of variables listed within the Range Statement.

(1)

(2)

Critical Aspects of Evidence

Assessment must confirm appropriate knowledge and skills to:

deal with faults appropriately
maintain accurate records

Pre-requisite Relationship of Units

e Nil

attach correct components to garments and articles
complete a sequence of related finishing operations
ensure finished garment meets specifications
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Finish work

(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

relevant OH&S practices, policies and
procedures

characteristics of typical fabrics and
other materials used in garment
assembly

quality standards and garment
handling procedures

safety and environmental aspects of
relevant organisation processes
correct sequencing of components
required finishing procedures
industry and product processes and
equipment

workplace procedures

reporting procedures

(4) Resource Implications

Skills
The ability to:

set up safe work area

maintain good housekeeping practices

complete all required finishing

operations

report and/or deal with faults

appropriately

maintain accurate records

communicate effectively within the

workplace

apply defined or established

procedures

receive and/or document and transfer

information

e maintaining standards

e completing tasks

e identifying improvements

e applying safety precautions
relevant to the task

show evidence of application of relevant

workplace procedures including:

e hazard policies and procedures
including codes of practice

e job procedures and work
instructions

e quality procedures (where existing)

e security procedures

e waste, pollution and recycling
management processes

action taken promptly, accidents and

incidents reported in accordance

enterprise procedures

recognise and adapt appropriately to

cultural differences in the workplace,

including modes of behaviour and

interactions among staff and others

work systematically with attention to

detail without damage to goods,

equipment or personnel

Access to real or appropriately simulated garment finishing situations including work areas,
materials, equipment, and information on relevant safety procedures, quality standards,

organisation procedures and product requirements.
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(5) Method of Assessment

Competency should be assessed through direct observation and questions related to
underpinning knowledge.

Competency will be assessed under general guidance, checking at various stages of the process
and at completion of the activity against performance criteria and specifications.
(6) Context of Assessment

Assessment may occur on the job or in an appropriately simulated environment.

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process e Establishes principles and
processes e Selects the criteria for procedures
e Makes judgement of the evaluation process o Evaluates and reshapes
quality using given process
criteria o Establishes criteria for
evaluation
Collect, analyse and organise information Level 1
Communicate ideas and information Level 1
Plan and organise activities Level 1
Work with others and in team Level 1
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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ATAGARO0032A: Apply quality standards to work
Competency Descriptor: This unit covers the skills and knowledge required to apply quality
standards to work operations. It involves assessment of own input and
output to the work environment and investigation of deviations from
quality standards
Competency Field: Apparel and Sewn Products

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Assess own work 1.1
1.2
1.3
1.4
2. Assess quality of received 2.1

component parts

22

2.3

24

25

Completed work is continuously checked against
workplace standards relevant to the operation being
undertaken.

An understanding is demonstrated of how the work
activities and completed work relate to the next production
process or processes and to the final appearance of the
products concerned.

Faulty pieces or final products are identified and isolated.

Where required, the faults and any identified causes are
recorded and/or reported to the supervisor concerned in
accordance with workplace procedures.

Received materials, component parts or final products are
continuously checked against workplace standards and
specifications for such things as size, colour, fabric,
alignment and finish.

An understanding is demonstrated of how the received
materials or component parts relate to the current
operation and how they contribute to the final appearance
of the product.

Faulty material or component parts related to the
operator's work are identified and isolated.

Where required, the faults and any identified causes are
recorded and/or reported to the supervisor concerned in
accordance with workplace procedures.

Causes of any identified faults are identified and corrective
action taken in accordance with workplace procedures.
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Apply quality standards to work

3. Measure parts

4. Record information on
production indicator

5. Investigate causes of quality
deviations
RANGE STATEMENT

3.1

41

4.2

5.1

5.2

Materials, component parts or products are measured, as
required, using the appropriate measuring instruments in
accordance with workplace procedures.

Record of materials, component parts or products
measured, is accurate and in accordance with workplace
procedures.

Basic information on the quality and other indicators of
production performance is recorded in accordance with
workplace procedures.

Causes of deviations from specified quality standards for
materials, component parts or final products are
investigated and reported, as required, using the
appropriate measuring techniques in accordance with
workplace procedures.

Suitable preventative action is recommended based on
workplace quality standards and the identified causes of
deviations from specified quality standards of materials,
component parts or final products.

The Range Statement provides details of the scope of the Elements and Performance Criteria to allow for
differences in the practice of youth work including knowledge and situational requirements. The Range
Statement also provides a focus for assessment and relates to the unit as a whole.

General context:

Products may include:

textiles

clothing

footwear

wool yarn

cotton yarn
hide/skin/leather products
headwear and millinery
laundry

dry cleaned items

Quality parameters may include:

finish

fit

size

product variations
materials

alignment

colour

damage and imperfections
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Apply quality standards to work

Quality checks may include:

e visual inspection
e physical measurements
e checks against patterns, templates and guides

Workplace context may include:

e work organisation procedures and practices
relating to the manufacture and quality
outcomes for products

o standard work practice

e reporting actions include verbal and written
communication in accordance with
organisational policies and procedures

e communication may be oral, written or visual
and can include simple data

o safety, environmental, housekeeping and
quality are as specified by
materials/machine/equipment manufacturers,
and the enterprise

Worksite environment may include a large scale
production or small business situation

Quality standards may relate to:

materials

component parts
final product
production processes

EVIDENCE GUIDE

Data entry/recording may include:

e keyboard
e written (including ticks or signs)
e verbal

Sources of information/documents may include:

quality standards and procedures

work instructions, patterns and designs
organisation work procedures
manufacturer's instructions for materials
and equipment

organisational or external personnel

e customer/s requirements

Competency is to be demonstrated by the ability to apply quality standards to work in accordance with the
performance criteria and the range of variables listed within the Range Statement.

(1) Critical Aspects of Evidence

Assessment must confirm appropriate knowledge and skills to:

e interpret, relevant work instructions, standards and specifications appropriate to the

assessee's work

e check and measure the relevant quality parameters
o interpret the results of quality checks in terms of specifications, patterns and work standards
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Critical Aspects of Evidence (Cont'd)

take required action where standards of materials, component parts, final product or work
processes are found to be unacceptable

detect errors and use initiative and judgement to take appropriate action in accordance with
workplace procedures maintain accurate records

(2) Pre-requisite Relationship of Units

Nil

(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

e relevant quality standards, policies and procedures

¢ relevant production processes, materials and products

e characteristics of materials used in the relevant enterprise production processes

o safety and environmental aspects of relevant production processes

e relevant measurement techniques and quality checking procedures

e workplace procedures

e reporting procedures

Skills

The ability to:

e interpret work instructions, specifications, standards and patterns appropriate to the
assessee's work

e carry out relevant visual inspections of materials, component parts and final products

e carry out relevant physical measurements

e maintain accurate work records in accordance with procedures

e carry out work in accordance with OH&S policies and procedures

e meet work specifications

e communicate effectively within defined workplace procedures

interpret and apply defined procedures in the context of:
- interpreting work instructions,
specifications, standards and patterns appropriate to the assessee's work
- describing consequences
- completing tasks
- identifying improvements within
defined procedures
- applying safety precautions relevant
to the task
- assessing operational capability of
specified equipment used and work processes
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Underpinning Knowledge and Skills (Cont’d)

Skills

The ability to:

show evidence of application of relevant workplace procedures including:

e quality procedures

e hazard policies and procedures including codes of practice relevant to their job within
defined procedures

e job procedures and work instructions

e waste, pollution and recycling management processes within defined procedures

recognise and adapt appropriately to cultural differences in the workplace, including modes of

behaviour and interactions among staff and others in accordance with workplace procedures

complete work systematically with attention to details without damage to goods, equipment or

personnel

(4) Resource Implications

Access to real or appropriately simulated production situations including areas, materials,
equipment, and information on work specifications/patterns, relevant safety procedures, quality
standards, organisation procedures and customer requirements

(5) Method of Assessment

Competency is demonstrated by performance of all stated criteria according to the range of
variables applicable to the workplace.

Evidence should be gathered attesting to the achievement of competence by the candidate to the
standard required for each element and unit of competency.

(6) Context of Assessment

Evidence is best gathered using the products, processes and procedures of an individual
workplace context.

In order to ensure consistency of performance, evidence should be collected over a set period of
time which is sufficient to include dealings with an appropriate range and variety of situations.
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Apply quality standards to work

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency

that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.

e Carries out e Manages process Establishes principles and
established processes | ¢ Selects the criteria for procedures

e Makes judgement of the evaluation process Evaluates and reshapes process
quality using given Establishes criteria for evaluation
criteria

Collect, analyse and organise information Level 1

Communicate ideas and information Level 1

Plan and organise activities Level 1

Work with others and in team Level 1

Use mathematical ideas and techniques Level 1

Solve problems Level 1

Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.

Copyright © 2008 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the

publishers.
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ATAGARO0452A: Organise and plan own work to achieve planned
outcomes
Competency Descriptor: This unit covers the skills and knowledge required to organise own

work when working independently on production operations in a
factory or home-based or outside factory environment

Competency Field: Apparel and Sewn Products

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Confirm and interpret work 1.1
requirements

1.2
2. Develop personal workplace 2.1
plan
2.2
2.3
3. Communicate with relevant 3.1
personnel
3.2
4. Access resources 4.1
5. Coordinate work 5.1
5.2
53
54

Work requirements are confirmed with relevant personnel.

Work requirements are interpreted in accordance with
workplace procedures.

The steps required to complete the work are identified and
confirmed with other personnel.

Quality requirements of the client organisation are
confirmed and interpreted.

Critical deadlines, outcome objectives and sequence of
operations are established and documented in accordance
with workplace procedures.

Relevant personnel in the client organisation are identified
and contacted.

Operation plan is confirmed or altered in accordance with
workplace procedures.

Specified resources are identified and accessed in
accordance with work plan.

Work assessed in accordance with planned steps and
quality criteria.

Work is regularly checked against specifications,
established deadlines and identified quality standards and
action is taken to rectify work, which is not in accordance
with requirements.

Problems are identified and investigated in accordance
with workplace procedures.

Problems are rectified or reported in accordance with
workplace procedures.
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6. Keep records of work 6.1  Record system is established in accordance with
workplace requirements.

6.2 Records are kept in accordance with record system

procedures.
7. Implement workplace healthand 7.1  Workplace health and safety precautions and procedures
safety practices are identified and followed.

7.2  Action is taken in accordance with workplace procedures
to prevent accidents and to eliminate risks to personal
safety.

RANGE STATEMENT

The Range Statement provides details of the scope of the Elements and Performance Criteria to allow for
differences in the practice of youth work including knowledge and situational requirements. The Range
Statement also provides a focus for assessment and relates to the unit as a whole.

Competence must be demonstrated in working largely independently and being accountable for own
results including:

e carrying out assigned tasks
e coordinating processes

e setting and working to deadlines
[ ]

Worksite environment may include: Production areas may include:

o afactory or home-based or outside factory
situation

e competence must be demonstrated in the
planning, organising and coordination of
production operations

¢ machines may include any machine used in
garment production

textile production

clothing production

footwear production
hide/skin/leather production
headwear production and millinery
laundry operations

dry cleaning operations

Occupational health and safety precautions and procedures may include:

personal protective wear and equipment used in accordance with standard workplace practice

safe materials handling practices correctly followed in accordance with standard workplace practice

rest breaks taken in accordance with standard workplace practice

workstation arranged in accordance with occupational health and safety including ergonomic

requirements

equipment stored when not in use in accordance with standard workplace practice

o workstation kept clean and free of obstacles at all times in accordance with standard workplace
practice

o floor and workstation kept clear of remnants, dust and rubbish etc. in accordance with standard

workplace practice
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Workplace context may include:

e Work organisation procedures and practices relating to the planning, organising and coordination of
production operations.

¢ Reporting actions include verbal and written communication in accordance with organisational
policies and procedures

o Communication may be oral, written and can include simple data

e Being responsible for the maintenance of own work quality and being required to contribute to the
quality improvement of work output, where necessary.

e Safety, environmental, housekeeping and quality as specified by machine/equipment manufacturers
and regulatory authorities.

EVIDENCE GUIDE

(1) Critical Aspects of Evidence
Assessment must confirm appropriate knowledge and skills to:

confirm and interpret work specifications

establish and apply required quality procedures and required work steps
organise and set up workstation

identify and deal with problems arising in own work

coordinate own work

set and work to deadlines

apply workplace health and safety policies in work operations

maintain accurate records

(2) Pre-requisite Relationship of Units

e Nil
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Organise and plan own work to achieve planned outcomes

(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

relevant OH&S practices, policies and
procedures

production processes

operating procedures for production
machines

characteristics of typical materials and
products used in production

quality standards and material/product
handling procedures

safety and environmental aspects of
relevant production processes
workplace procedures for home-based
environments

reporting procedures for factory and
home-based environments

(4) Resource Implications

Skills
The ability to:

handle, receive and assemble
material/products

maintain accurate work records in
accordance with procedures

carry out work in accordance with
OHA&S policies and procedures

solve problems in own work

interpret and meet work specifications
communicate effectively in a factory
and home-based or outside factory
environment

organising work

completing tasks

solving problems in own work
identifying improvements

applying safety precautions relevant to
the task

assessing operational capability of
specified equipment used and work
processes

Show evidence of application of relevant
workplace procedures including:

job procedures and work instructions
quality procedures

waste, pollution and recycling
management processes

Action taken promptly, accidents and
incidents reported in accordance with
statutory requirements

Work completed systematically with
attention to detail without damage to
goods, equipment or personnel

Work records kept and maintained in
accordance with the relevant industrial
award

Access to real or appropriately simulated production situations including areas, materials,
equipment, and information on work specifications, relevant safety procedures and regulations,
quality standards, work procedures and client organisation requirements.
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(5) Method of Assessment

Competency is demonstrated by performance of all stated criteria according to the range of
variables applicable to the workplace.

Evidence should be gathered attesting to the achievement of competence by the candidate to the
standard required for each element and unit of competency.

(6) Context of Assessment

Evidence is best gathered using the products, processes and procedures of an individual
workplace context.

In order to ensure consistency of performance, evidence should be collected over a set period of
time which is sufficient to include dealings with an appropriate range and variety of situations.

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.

e Carries out established | ¢ Manages process o Establishes principles and
processes e Selects the criteria for procedures

¢ Makes judgement of the evaluation process e Evaluates and reshapes
quality using given process
criteria e Establishes criteria for

evaluation

Collect, analyse and organise information | Level 2

Communicate ideas and information Level 2

Plan and organise activities Level 2

Work with others and in team Level 2

Use mathematical ideas and techniques Level 1

Solve problems Level 2

Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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Set up and operate industrial sewing machines

ATAGARO0742A: Set up and operate industrial sewing machines

Competency Descriptor: This unit relates to the skills and knowledge required to safely and
efficiently operate industrial sewing machines.

Competency Field: Apparel and Sewn Products

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Set up industrial sewing 1.1
machines

1.2

1.3

1.4

1.5

1.6

2. Conduct sample quality testing 2.1

22

23

24

2.5

Task to be performed is evaluated and relevant machine
and supplies needed correctly determined and selected.

Machine is checked and suitability for use correctly
determined.

Where required, bobbin is filled following correct
procedure and thread selection.

Needles selected are of the appropriate type and correctly
installed.

Thread selected is appropriate in type and colours for
intended use and thread guide correctly followed in
stringing machines.

Bobbin is thread correctly without causing undue breakage
of the thread.

Machine is operated in accordance with manufacturers
and enterprise instructions to produce a specified sample.

Electrical switches and component parts are verified to be
in good repair.

Sample is tested to ensure required standards of quality
are met.

Test results are interpreted and adjustment requirements
correctly determined.

Adjustment changes are assessed in accordance with
product and machine specifications.
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Set up and operate industrial sewing machines

3.

Operate industrial sewing

machine

RANGE STATEMENTS

3.1

3.2

3.3

3.4

3.5

3.6

3.7

Checks are made to ensure that machine is in good repair
and correctly prepared to product specifications.

Ability to respond to changing circumstances,
environmental factors or urgent situation is demonstrated.

All safety guards/guides are in place prior to engaging the
machine.

Work pieces are selected in correct sequence and
correctly positioned on machine.

Required dexterity and controls manipulation is
demonstrated.

Machine attachments are correctly selected, engaged and
operated.

Products meet required specifications and quality
standards.

The Range Statement provides details of the scope of the Elements and Performance Criteria to allow for
differences in the practice of youth work including knowledge and situational requirements. The Range
Statement also provides a focus for assessment and relates to the unit as a whole.

Machines i