RPL Assessor Kit
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Certificate III in Automotive Vehicle Body (Panel Beating)
Editable version
Skills First RPL Assessor Kits are developed by the State of Queensland (Department of Education, Training and the Arts) and are based on the Skills First philosophy of providing client focussed, streamlined, and flexible RPL.

The State of Queensland (Department of Education, Training and the Arts) is the copyright owner of material contained within the original RPL Assessor Kit. 

Permission is given to Registered Training Organisations to use, reproduce and adapt this RPL Assessor Kit for their organisation’s RPL assessment purposes, provided such use, reproduction or adaptation is for non-commercial purposes. 

The State of Queensland (Department of Education, Training and the Arts) disclaims any liability for any damage resulting from the use of the material (in either original or modified format) and will not be responsible for any loss, howsoever arising, from use of, or reliance on this material. 

The original version of this RPL Assessor Kit is available free of charge at

 http://www.vetpd.qld.gov.au/teaching_learning_and_assessment/resources/index.html 

If you would like any further information, please email rpl@deta.qld.gov.au
	HOW TO USE THIS RPL ASSESSOR KIT


This RPL Assessor Kit is divided into sections to allow you to easily access only those sections you require at any given time. These sections are:

SECTION A – Assessor Information
You need to read this information before conducting an assessment. It outlines the intent and processes surrounding this RPL assessment and how it differs from assessment undertaken following formal training.

SECTION B – Candidate Information and Application Forms

You give this information to the candidate. It tells them about the assessment process as well as containing simple forms for the applicant to fill out. From the information provided by the candidate on these forms, you will be able to gain a general understanding of the skills and experience the candidate may have, as well as potential referee contacts. 

SECTION C – Competency Conversation
You use this section to determine and record candidate competence via a competency conversation. In other words, these questions guide your conversation with the applicant and assist in your assessment of their competence. The notes you take about this conversation are important evidence for assessment.

SECTION D – Practical Tasks and Observation Recording Sheets

You use this section to assess competencies through a practical demonstration of the candidate’s skills. It contains practical tasks/scenarios on the outcomes required to determine competency and a place to record your observation. The notes you take are important evidence for assessment.

SECTION E – Resources for Practical Tasks

You use this section to access required resources for performing practical tasks and scenarios.

SECTION F – Third Party Verification

You give this section to the referees to confirm the candidate’s skills and experience in this qualification/occupation. The referees may fill out the appropriate form and return to you to confirm your judgement. You may be able to complete this part of evidence gathering in person while at the workplace.

SECTION G – Assessment Tables

You use this table as a reference tool to see at a glance how units/elements of competency are assessed within the tool. All the elements and performance criteria within the competency units are cross-matched in this table with a corresponding assessment question/task/scenario. This allows you to validate the assessment process against the qualification.
SECTION A

Assessor Information
It is VITAL you read this information prior to commencing your RPL assessment. It provides generic information on assessment, as well as an overview of this streamlined RPL assessment process.

	ADVICE FOR ASSESSORS


This RPL Assessors Kit streamlines the RPL assessment process for AUR30805 Certificate III in Automotive Vehicle Body (Panel Beating) by taking a practical approach to RPL and increasing the use of on-site questioning and observation. This will assist in developing a “picture of the candidate’s skills and knowledge”. This picture can then be compared with industry standards enabling a determination of whether the candidate has achieved the required outcomes.

IMPORTANT ASPECTS TO REMEMBER:

A sound knowledge of assessment and the qualification is essential

It is important to have a good understanding of the competencies and qualification/s appropriate to the candidate’s goals. 

Assessing a single unit of competency is rarely cost or time effective. Where possible, effort should be made to assess several units at the same time taking advantage of any commonality in content.  This means looking at the whole picture of a particular job role as it happens in industry and assessing holistically. This saves valuable time in the assessment process.  

Assessment involves judgement

This tool encourages the use of a “competency conversation” to maximise the candidate’s opportunities to demonstrate competence. This is NOT an oral exam. It is about using the two or three holistic questions provided to start a conversation with the candidate which draws out their actual individual experiences and relevant skills. In other words, it is about the assessor probing the candidate through a conversation to draw out further information on the candidate’s experience which may not be forthcoming due to nerves or confusion over technical terminology.

The tool also provides observable tasks to allow candidates to demonstrate skills.

Authentication/verification is integral to RPL assessment

It is critical information gleaned from the interview and observation be confirmed with those who can vouch for the candidate’s skill over time. Supervisors would generally perform this role.  Authentication may also be done through conversation but it cannot be stressed enough that it is essential assessors take careful notes to back up and record their judgement.

Recording assessment is critical 

Keep careful records of all aspects of conversations, skills demonstration or documentation viewed that support the claim of prior learning.  Remember – the record is the document that makes sense of the assessment and why a particular judgment was made.  Keeping detailed notes about the candidate’s response is vital, as is the rationale for judgement.

The assessment record is a legal document and must be signed, dated and stored according to requirements of the State Training Authority and the AQTF Standards for Registered Training Organisations.
Assessor summaries and other quality assurance documentation from your own Registered Training Organisation will also be required. For examples of assessment summary documentation, please see Assessment Guide Number 1: Training Package Assessment Materials Kit:

http://resourcegenerator.gov.au/loadpage.asp?page=TPAGGuide01.htm 

To access further information on the principles assessment and dimensions of competency, you can visit Assessment Guide Number 1: Training Package Assessment Materials Kit.

http://resourcegenerator.gov.au/loadpage.asp?page=TPAGGuide01.htm 

To access further information on the Australian Qualifications Framework, you can visit:

http://www.aqf.edu.au/  

	COMPETENCIES IN THIS RPL ASSESSMENT TOOL


AUR30805 Certificate III in Automotive Vehicle Body (Panel Beating)
CORE UNITS
	Unit Code
	Unit Title
	Questions
	Practical

	AURC270103A
	Apply safe working practices
	(
	(

	AURV371481A
	Implement and monitor environmental regulations and best practice in the body repair industry
	(
	(


ELECTIVE UNITS – VEHICLE BODY INVENTORY (only 14 units required from this list below)

	Unit Code
	Unit Title
	Questions
	Practical

	AURV225908A
	Carry out panel repairs
	(
	(

	AURV226108A
	Carry out pre-repair operations (vehicle body)
	(
	(

	AURV326266BA
	Repair body panels (metal finishing)
	(
	(

	AURV326266CA
	Repair body panels (incorporating filler)
	(
	(

	AURV326266DA
	Repair body panels (thermo plastic)
	(
	(

	AURV327466AA
	Repair aluminium body panels (finishing)
	(
	

	AURV327466BA
	Repair aluminium body panels (filling)
	(
	

	AURV226864A 
	Remove, replace and realign bolt-on panels, sections and fittings
	(
	(

	AURV226965A
	Remove and replace/fit protector mouldings, transfers and decals
	(
	(

	AURV227064A
	Remove and replace mechanical units/assemblies
	(
	

	AURV326964A
	Remove and replace adhesive bonded panels and structures
	(
	(

	AURV327164A
	Remove and replace supplementary restraint systems (SRS)
	(
	

	AURV324431A 
	Install vehicle sunroof
	(
	

	AURV325808A
	Carry out paint-less dent repairs
	(
	(

	AURV326366AA
	Repair/replace structural damage (welding)
	(
	(

	AURV326366BA
	Repair/replace structural damage (riveting)
	(
	(

	AURV326367A
	Replace major welded panels
	(
	(

	AURV326708A
	Carry out major sectional repair
	(
	

	AURV327366A
	Repair corroded panels and components
	(
	(

	AURV326466A
	Repair body components using lead wiping
	(
	

	AURV326508A
	Repair vehicle body misalignment
	(
	

	AURV327231A
	Install vehicle body component seals
	(
	(


ELECTIVE UNITS (six suggested units below, or other units from the Vehicle Body Inventory above)
	Unit Code
	Unit Title
	Questions
	Practical

	AURC252327A
	Identify, clarify and resolve problems
	(
	(

	AURC261314A
	Contribute to quality work outcomes
	(
	(

	AURC270421A
	Establish relations with customers
	(
	(

	AURC270688A
	Work effectively with others
	(
	(

	AURC270789A
	Communicate effectively in the workplace
	(
	(

	AURC465349A
	Prepare written repair quotation
	(
	(


	OVERVIEW OF RECOGNITION PROCESS


This kit has been developed to streamline the application for recognition of prior learning.

	RPL ASSESSMENT PROCESS FLOWCHART FOR ASSESSORS



	STEPS IN THE RPL PROCESS


1. Complete application 

The candidate completes the application forms in SECTION B. It is important candidates provide as much information of their previous experience in the panel beating industry as is available. 

Documents that may be available include but are not limited to:
· brief CV or work history

· position descriptions

· certificates/results of assessment 

· details of in house courses, workshops, seminars, orientation or induction sessions

· references/letters from previous employers/supervisors

· diaries/task sheets/job sheets/log books

· photographs of work undertaken

· site training records

· site competencies held record membership of relevant professional associations

· hobbies/interests/special skills outside work

· industry awards

· customer letters

· any other documentation that may demonstrate industry experience

Candidates also need to provide contact details for one or two referees who can confirm their industry skills in context and over time.

To have skills formally recognised under the Australian Qualifications Framework, you must ensure the candidate’s skills meet industry standards.  

2. Interview about candidate’s documentary information

Review the information provided by the candidate and arrange a time for both you and the candidate to discuss. Begin alignment of documentation and skills to the following qualification: 

AUR30805 Certificate III in Automotive Vehicle Body (Panel Beating)
The candidate will have the opportunity to discuss and identify previous experience with you. The available documents are step one in collecting information and you will need to determine which units of competency, if any, are fully covered at this stage. You use your own or your RTO’s assessment recording forms to record this stage of the assessment.

There may be instances where the candidate has little, or no, documentary information of industry experience. This is not a barrier to gaining recognition. This will just require you to rely on the questioning, practical assessment and referee validation phases of the RPL process.

3. Questions for the Competency Conversation

The bank of questions in SECTION C is the next phase in collecting evidence for the RPL process. The questions are designed to enable you to have a “competency conversation” with the candidate to further gain evidence of their past experience. REMEMBER, the primary focus is on the candidate’s experience.

Each question has “key points” to look for in responses. You may use the list of key points to formulate questions of your own if you wish, or contextualise the question to the candidate’s particular work situation. The Record of Conversation sheets indicate relevant content that should be sought. Place a tick next to each key point as you hear this topic being discussed during the conversation. You should read the “industry requirements” of each competency before the candidate answers the questions posed. You may also target the assessment to those aspects that present the greatest risk in the industry. Questions are aligned with the relevant unit/s of competency in SECTION G. 

It is not intended every question for all competencies is asked, only those competencies the initial interview about the candidate’s documentary evidence has failed to fully address. The question bank covers most but not all units in the kit. Units without questions are covered in the practical assessment/scenario section.
4. Practical assessment tasks

It is important that you use both Steps 3 (Questioning) and 4 (Practical Assessment) in doing this assessment. The RPL process is a streamlined RPL process which does not rely solely on practical assessment but uses a combination of questioning and practical to provide evidence of candidate competence.

This is the third phase in collecting evidence. A practical skills test is then conducted by you at the candidate’s workplace or another suitable venue. Appropriate permission must be sought before entering workplaces.

This is a further opportunity for candidate to demonstrate competence. It is expected the practical assessment will comprise only those competencies the candidate is still unable to demonstrate knowledge/experience in after documentary review and questioning have been applied. These assessments contain the practical skills and application of knowledge for the qualification. A number of holistic practical assessments are included in this kit (SECTION D) to assist you with tasks suitable for observation on the job. 

You decide if the response to questions and practical assessment tasks fulfils the requirements of the standard and may choose to pursue the issue further for a determination to be made. The assessment is a conversation/observation, not an exam, and you are encouraged to assist candidates to focus responses toward relevant issues.

Assessing through observation and questioning, particularly on the job, will speed up and streamline the RPL assessment process. 

NOTE: Where candidate’s documentation and questions meet the assessment requirement, it is still strongly recommended the candidate undertake one practical assessment so you are confident in making a judgement of “competent”. The practical assessment selection should be negotiated between you and the candidate.

Recording sheets for candidate information, questioning and the practical assessments have been included in SECTION D. You may use other recording mechanisms provided these also keep a complete record of assessment and justification of judgement. Candidate responses, observations of skills demonstrated and documents presented as evidence must be noted in enough detail so anyone external to the process (e.g. a fellow assessor, auditor, lawyer, etc) can read the record and retrace your judgement.  

5. Gap training

RPL is an assessment process designed to show areas of competence and to identify IF a candidate has gaps in skills and knowledge against a whole qualification.

Not all candidates will have skill/knowledge gaps. 

If a candidate has skills gaps, a pathway to complete training in the outstanding units can be negotiated to assist the client to gain the full qualification.
	EVIDENCE REVIEW


Recognition of prior learning outcomes (both Granted and Not Granted) are now funded nationally and as such will be included in National AVETMISS audits. NCVER have stipulated evidence recording requirements for RPL assessments as a minimum requirement for passing an AVETMISS audit. The following “Evidence Review” proforma has been approved by NCVER as covering AVETMISS audit requirements for RPL recorded outcomes. It also gives you an opportunity to track a student’s assessment progress at a glance.

It is expected that this “Evidence Review” summary sheet (or similar) would be attached to each participant’s evidence compiled during the RPL assessment process.

(Place a tick in the appropriate evidence collection method column for each unit of competency. Place a line through those units not examined as part of this RPL assessment.)

	Unit Code
	Unit Title
	Questions
	Practical
	Documents
	3rd Party Report
	Other evidence

	COMPULSORY UNITS

	AURC270103A
	Apply safe working practices
	
	
	
	
	

	AURV371481A
	Implement and monitor environmental regulations and best practice in the body repair industry
	
	
	
	
	

	VEHICLE BODY UNITS (Select 14)

	AURV225908A
	Carry out panel repairs
	
	
	
	
	

	AURV226108A
	Carry out pre-repair operations (vehicle body)
	
	
	
	
	

	AURV326266BA
	Repair body panels (metal finishing)
	
	
	
	
	

	AURV326266CA
	Repair body panels (incorporating filler)
	
	
	
	
	

	AURV326266DA
	Repair body panels (thermo plastic)
	
	
	
	
	

	AURV327466AA
	Repair aluminium body panels (finishing)
	
	
	
	
	

	AURV327466BA
	Repair aluminium body panels (filling)
	
	
	
	
	

	AURV226864A 
	Remove, replace and realign bolt-on panels, sections and fittings
	
	
	
	
	

	AURV226965A
	Remove and replace/fit protector mouldings, transfers and decals
	
	
	
	
	

	AURV227064A
	Remove and replace mechanical units/assemblies
	
	
	
	
	

	AURV326964A
	Remove and replace adhesive bonded panels and structures
	
	
	
	
	

	AURV327164A
	Remove and replace supplementary restraint systems (SRS)
	
	
	
	
	

	AURV324431A 
	Install vehicle sunroof
	
	
	
	
	

	AURV325808A
	Carry out paint-less dent repairs
	
	
	
	
	

	AURV326366AA
	Repair/replace structural damage (welding)
	
	
	
	
	

	AURV326366BA
	Repair/replace structural damage (riveting)
	
	
	
	
	

	AURV326367A
	Replace major welded panels
	
	
	
	
	

	AURV326708A
	Carry out major sectional repair
	
	
	
	
	

	AURV327366A
	Repair corroded panels and components
	
	
	
	
	

	AURV326466A
	Repair body components using lead wiping
	
	
	
	
	

	AURV326508A
	Repair vehicle body misalignment
	
	
	
	
	

	AURV327231A
	Install vehicle body component seals
	
	
	
	
	


Assessor’s Name:  






Assessor’s Signature:





Date: 



SECTION B

Candidate Information and Application Forms

You give this information to the candidate for them to read about the RPL process and to complete the appropriate forms.

	WHAT DOES IT MEAN TO BE A PANEL BEATER?


Vehicle Repair, commonly known as Panel Beating, is a career which requires patience and determination. With on-going advancements in vehicle body development, this area is continuing to undergo significant changes to the repair process. The sophisticated nature, particularly of new car bodies in the higher price brackets, has necessitated a greater level of expertise in carrying out repairs.

Vehicle Repair Technicians have a variety of duties including:

· working with estimators to appraise damaged vehicles and determine repair vs. replacement costs
· removing damaged panels and components by unbolting or cutting them away
· removing dents by hammering panels with panel beating tools such as a special hammer called a planishing hammer
· straightening badly damaged vehicles using mechanical and hydraulic equipment to obtain door, boot and bonnet clearances
· cutting and joining replacement sections or damaged panels using oxyacetylene and electric welding equipment
· filling dents with plastic fillers, and filing, grinding and sanding repaired surfaces using power and hand tools
· fitting the repaired panel on the framework of the vehicle and refit body hardware such as door locks and door trims
· replacing badly damaged sections with new or second-hand panels
· realigning chassis and body frames, and using chassis alignment machines and measuring systems
· removing and replacing accident-related mechanical items
· removing and replacing auto-electric components
· helping vehicle body builders to build custom-designed, speciality or vintage vehicles
· assisting in spray painting vehicles
· complying with all laws and regulations pertaining to paint, thinners, and other hazardous materials and wearing all required safety equipment
Personal Requirements:
An employee working in the collision repair section of the automotive field must give strong attention to detail and have an interest in automotive repair and technology. They must also:
· enjoy practical and manual work
· able to work with hand tools and machines
· good hand-eye coordination
· able to visualise the end product
· good colour vision
· technical aptitude
If you believe you have these skills, consider getting them formally recognised through an RPL process.
	TIPS AND HINTS TO HELP YOU PREPARE FOR RECOGNITION


To have skills formally recognised in the national system, assessors must make sure you have the skills and knowledge to meet the industry standard. This means you must be involved in a careful and comprehensive process that covers the content of all unit/s or qualification/s you can be recognised for.

Assessment happens in a variety of ways. Being prepared can save you valuable time and hassle and make the recognition process stress-free for you. 

Here are some tips and hints for you:

1. Be prepared to talk about your job roles and your work history. Bring a resume or jot down a few points about where you have worked, either paid or unpaid, and what you did there.

2. Bring your position description and any performance appraisals you have from any panel beating shops or facilities you have worked in.

3. Consider the possibilities for workplace contact. Are you in a workplace that is supporting your goal to get qualified? Would you feel comfortable to have the assessor contact your workplace or previous workplaces so your skills can be validated?

4. Think about who can confirm your skill level. Think about current or recent supervisors who have seen you work in the past 18 months and will be able to confirm your skills. The assessor will need to contact them. You may also have community contacts or even clients themselves who can vouch for your skill level.

5. Collect any certificates from in-house training or formal training you have done in the past.

6. You can speak with your training organisation about other ways you can show your skills in the panel beating industry. These could be letters from employers, records of your professional development sessions, employers or clients in related industries or government agencies, acknowledgements, workplace forms (as long as they don’t show client details) or other relevant documents.

	STEPS IN THE RPL PROCESS


Step 1 – Provide information of your skills and experience

Complete the attached forms and provide as much information of your previous experience in the panel beating industry as you can. This is your first opportunity (and not the last) to provide proof of your variety of experience in the industry. Here you can supply examples of your work history which could include:
· brief CV or work history

· position descriptions

· certificates/results of assessment 

· details of in house courses, workshops, seminars, orientation or induction sessions

· references/letters from previous employers/supervisors

· diaries/task sheets/job sheets/log books

· photographs of work undertaken

· site training records

· site competencies held record membership of relevant professional associations

· hobbies/interests/special skills outside work

· industry awards

· customer letters

· any other documentation that may demonstrate industry experience

Depending on the industry you have worked in, you may or may not have documentary evidence available. This should not deter you from seeking RPL as the Assessor will work with you during the RPL process.

You will also need to supply contact details of one or two work referees who can confirm your skills in the industry.
Step 2 – Conversation with Assessor

An assessor will review the information you have provided (usually with you) and begin to match up your skills to the units/subjects in the qualification. At this point, you will have the opportunity to discuss and identify your previous experience with the assessor who will understand your industry experience and conduct a competency conversation with you. You will be required to answer panel beating related questions to identify your current skills. 

Step 3 – Practical demonstration of your skills

The assessor will conduct a practical skills test at your workplace (if appropriate) or at another suitable venue. This, again, is an opportunity to demonstrate your level of competence. This assessment will be focussed on skills that are required in the qualification. Your assessor will identify the skills that he/she will want you to demonstrate.

Further steps

After the assessment, your assessor will give you information about the skills that have been recognised and whether you have gained the full qualification. If you do have skill gaps, these may be addressed through flexible training. 
	APPLICATION – Self Assessment Questionnaire

AUR30805 Certificate III in Automotive Vehicle Body (Panel Beating)


Candidate Name:  





  Date Completed:  



Please identify your level of experience in each competency. 

	Unit Code
	Unit Title
	I have performed these tasks

	
	
	Frequently
	Sometimes
	Never

	COMPULSORY UNITS

	AURC270103A
	Apply safe working practices
	
	
	

	AURV371481A
	Implement and monitor environmental regulations and best practice in the body repair industry
	
	
	

	ELECTIVE UNITS (VEHICLE BODY)

	AURV225908A
	Carry out panel repairs
	
	
	

	AURV226108A
	Carry out pre-repair operations (vehicle body)
	
	
	

	AURV326266BA
	Repair body panels (metal finishing)
	
	
	

	AURV326266CA
	Repair body panels (incorporating filler)
	
	
	

	AURV326266DA
	Repair body panels (thermo plastic)
	
	
	

	AURV327466AA
	Repair aluminium body panels (finishing)
	
	
	

	AURV327466BA
	Repair aluminium body panels (filling)
	
	
	

	AURV226864A 
	Remove, replace and realign bolt-on panels, sections and fittings
	
	
	

	AURV226965A
	Remove and replace/fit protector mouldings, transfers and decals
	
	
	

	AURV227064A
	Remove and replace mechanical units/assemblies
	
	
	

	AURV326964A
	Remove and replace adhesive bonded panels and structures
	
	
	

	AURV327164A
	Remove and replace supplementary restraint systems (SRS)
	
	
	

	AURV324431A 
	Install vehicle sunroof
	
	
	

	AURV325808A
	Carry out paint-less dent repairs
	
	
	

	AURV326366AA
	Repair/replace structural damage (welding)
	
	
	

	AURV326366BA
	Repair/replace structural damage (riveting)
	
	
	

	AURV326367A
	Replace major welded panels
	
	
	

	AURV326708A
	Carry out major sectional repair
	
	
	

	AURV327366A
	Repair corroded panels and components
	
	
	

	AURV326466A
	Repair body components using lead wiping
	
	
	

	AURV326508A
	Repair vehicle body misalignment
	
	
	

	AURV327231A
	Install vehicle body component seals
	
	
	

	ELECTIVE UNITS

	AURC252327A
	Identify, clarify and resolve problems
	
	
	

	AURC261314A
	Contribute to quality work outcomes
	
	
	

	AURC270421A
	Establish relations with customers
	
	
	

	AURC270688A
	Work effectively with others
	
	
	

	AURC270789A
	Communicate effectively in the workplace
	
	
	

	AURC465349A
	Prepare written repair quotation
	
	
	


Candidate Signature:  





  Date: 



	RPL APPLICATION FORM


Applicant Details:

	1.  Occupation you are seeking recognition in
	

	2  Personal Details

	Surname
	

	Preferred Title (Mr, Mrs, Ms, Miss)
	

	First Name/s
	

	Any other name used
	

	Home Address
	

	Postal address if different from above 
	

	Telephone Numbers
	Home:
	Work:

	· 
	Mobile:
	Fax:

	Date of Birth
	     /       /        

	Gender 
	MALE ( / FEMALE (

	Age
	

	Are you a permanent Resident of Australia
	YES ( / NO (

	3  Current Employment 

	Are you currently employed?

If Yes, in which occupation are you currently employed? 

Who is your current employer? 


	YES ( / NO (
     ………………………………………………………

    ……………………………………………………….



	4. Armed Forces details (If Applicable)

	Branch of Service


	

	Trade classification on discharge


	


	5. Further Training

	Have you undertaken any training courses related to the occupation applied for?
	YES ( / NO (

	If Yes
	

	What occupation were you trained in?
	

	Training completion Date (month, year)
	

	Country where you trained
	

	Name of course and institution (if applicable)
	

	6.  Is there any further information you wish to give in support of your application
	

	7. Professional Referees (relevant to work situation)

	Name

Position

Organisation

Phone Number

Mobile Number

Email Address
	……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

	Name

Position

Organisation

Phone Number

Mobile Number

Email Address
	……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………


	APPLICANT EMPLOYMENT HISTORY FORM


	Name, Address and Phone number of Employers
	Period of Employment

(DD/MM/YYYY)
	Position Held
	Full Time

 Part-time

 Casual 
	Description of Major Duties

	
	From
	To
	
	
	

	1.

	
	
	
	
	

	2.


	
	
	
	
	

	3.


	
	
	
	
	

	4.


	
	
	
	
	


Attach additional sheet if required

If you are including documents in your application, please provide a brief description below 

	Document Description

(e.g. resume, photos, awards etc)
	Office Use Only – Assessor to use this section to align documents to specific units of competency and identify key questions for competency conversation

	
	

	
	

	
	

	
	

	
	


Declaration

I declare that the information contained in this application is true and correct and that all documents are genuine.

Candidate Signature:  





  Date 



SECTION C

Competency Conversation
This section assists the assessor in documenting the competency conversation.

Do NOT give this section to the candidate.

Once you have assessed the candidate’s documentary information and determined which competencies you still require more information/evidence on, you use the question bank and Record of Conversation sheets in this section to document evidence of past experience. It is not intended that every question for all competencies be discussed during the conversation, only those competencies the initial documentary review has failed to fully address. 

Each question has “key points” to look for in responses. You may use the list of key points to formulate questions of your own if you wish, or contextualise or rephrase the suggested question to the candidate’s particular work situation. The questions are not intended to be a formal ‘script’ for the assessor to follow, but to provide guidance in exploring the range of the candidate’s skills, knowledge and experience in performing a particular task or function.

The Record of Conversation sheets indicate relevant content that should be sought. Place a tick next to each key point as you hear this topic being discussed during the conversation. In doing so, you are making a statement of fact about what you hear the candidate say during the competency conversation. Use the Comments section to provide further detail about the context of the discussion or briefly outline any examples discussed by the candidate. You may also use the Comments section to make a brief analysis of the responses or summary judgements about the quality of the candidate’s responses in relation to the requirements of the competency standard.

Remember, the notes you take about this conversation are important evidence and should be retained in the candidate’s assessment record.
	QUESTION BANK


Note to Assessors: Refer to “Record of Conversation” sheets
	Unit of Competency
	Question

	Generic Component 

Plan and prepare for work
	A:
What are the key steps you have undertaken to prepare your work area before starting work in panel beating?

B:
How have you sequenced your work to complete it in a timely manner?

	Generic Component 

Clean up work area 
	C:
On completion of a job, describe the process followed to clean up your work area. 

D:
What have you done to store and maintain your tools and equipment at the end of the day?

	Generic Component 

Quality
	E: 
What quality processes do you routinely follow to ensure your work output is always of a high standard?

	COMPULSORY UNITS

	AURC270103A

Apply safe working practices
	1: 
What are the main OH&S considerations that you employ at your place of work and why do you employ these?

2:
What are some general safety hazards in the shop or storage area and what action do you take to control these hazards?

3:
Explain your workplace emergency procedures for extinguishing fires, first aid and worksite evacuation.

	AURV371481A

Implement and monitor environmental regulations and best practice in the body repair industry
	4:
Describe the waste management procedures you routinely follow in your workplace to ensure compliance with environmental legislation. (Assessor to prompt for workplace information in major categories listed)

	VEHICLE BODY INVENTORY

	AURV225908A

Carry out panel repairs

AURV226108A

Carry out pre-repair operations (vehicle body)
	5:
Think of a time when you have removed a damaged panel from a vehicle for further repair: for example, a side door. What were some of the steps you took to clean and prepare the panel prior to repair?

6:
Discuss some of the detergents, solvents and degreasers you have used in the cleaning process. What factors determined your selection of these cleaning agents?

7:
How do you store prepared parts prior to final repair?

8:
Continuing the example of the side door, what steps did you take to repair the panel: for example, when you had to replace the skin? 

	AURV326266BA

Repair body panels (metal finishing)
	9:
What main stages are involved in repairing metal finish panels? Describe the process you have followed for heat shrinking operations.

10:
What important factors do you need to consider when performing heat shrinking?

	AURV326266CA

Repair body panels (incorporating filler)
	11:
Discuss body fillers you have used and how you have applied them to repair body panels.

12:
What problems have you experienced in using fillers to repair panels? How did you correct the problem to achieve the required finish?

	AURV326266DA

Repair body panels/components (thermoplastic)
	13:
Using a thermoplastic bumper as an example, describe how you have repaired a cut including preparing the surface.

	AURV327466AA

Repair aluminium body panels (finishing)

AURV327466BA

Repair aluminium body panels (filling)
	14:
Describe the main differences in working with aluminium panels as opposed to metal panels.

	AURV226864A

Remove, replace and realign bolt-on panels, sections and fittings
	15:
Name three (3) interior/exterior bolt-on body panels, panel sections and/or ancillary fittings you have removed and replaced from a vehicle. Discuss how you removed them, the location of the bolts, and any special tools that we required. Discuss any particular safety precautions that were required in the circumstances.

16:
Once removed, explain the process in replacing and realigning body panels, panel sections and ancillary fittings.

	AURV226965A

Remove and replace/fit protector mouldings, transfers and decals
	17:
Describe procedures you have applied to prepare for replacement/fitting of protector mouldings, transfers and decals. Discuss using some examples.

	AURV227064A

Remove and replace mechanical units/assemblies
	18:
Describe the types of mechanical units/assemblies you have removed and replaced in a vehicle, and the precautions taken during the removal and replacement process. Use some examples as to illustrate the process.

	AURV326964A

Remove and replace adhesive bonded panels and structures
	19:
Describe the steps you have applied in removing adhesively bonded panels.

20:
What factors have you taken in to account when selecting an adhesive.

21:
Explain how you have applied adhesives to bond a replacement panel. What conditions did you inspect once applied?

	AURV327164A

Remove and replace supplementary restraint system (SRS)
	22:
Using a steering wheel airbag as an example, describe the steps you have followed to remove and replace this supplementary restraint system.

	AURV324431A

Install vehicle sunroofs
	23:
Outline your experience in installing a sunroof including preparation, cutting the roof panel and installation. Describe the measuring process in detail, and the checks you made to ensure an accurate fit.

24:
What tools and components did you require for the installation?

	AURV325808A 

Carry out paint-less dent repairs
	25:
What types of paint-less dent repair methods have you used. In your experience, what do you consider the advantages of paint-less dent repair?

26:
Describe generally what paint-less dent repair means.

	AURV326366AA

Repair/replace structural damage (welding)

AURV326366BA

Repair/replace structural damage (riveting)

AURV326367A

Replace major welded panels

AURV326708A

Carry out major sectional repair

AURV327366A

Repair corroded panels and components
	27:
Outline your experience in straightening structural damage.

28:
Discuss an example of structural damage you have repaired using welding or riveting techniques. How did you carry out realignment and replacement procedures?

29:
Explain how you carried out measuring activities when repairing and replacing structural damage.

	AURV326466A

Repair body components using lead wiping
	30:
What is lead wiping and how have you applied your skills in this technique to repair body components?

	AURV326508A

Repair vehicle body misalignment
	31:
Discuss two (2) measuring devices you have used and the types under-body damage detected using these devices.

32:
After measuring and detecting under-body damage, explain how you have rectified the damage.

	AURV327231A

Install vehicle body component seals
	33:
Discuss methods you have used to diagnose seal leaks/wind noise. What techniques did you use to replace these seals?

	ELECTIVE UNITS

	AURC252327A

Identify, clarify and resolve problems
	E1:
Discuss a situation where something has not happened according to plan. How did you identify the cause of the problem and resolve it?  Use an example to illustrate. How effectively to your solution address the problem. How did you ensure the same problem did reoccur again?

E2:
How have you assisted others in resolving problems in their work tasks? Give some examples.

	AURC261314A

Contribute to quality work outcomes
	See Questions A, B, E, and 4

	AURC270421A

Establish relations with customers
	E3:
When you have received a customer request for information, how have you assessed the request and prepared a response?
E4:
What are the major factors to consider when providing information or advice to customers?

E5:
What are some of the customer service issues or problems you have dealt with in your workplace?

	AURC270688A

Work effectively with others
	E6:
Give examples of how you have had to manage your own workload in your role, including dealing with variations or unexpected events?

E7:
What do you think are important factors in working well in a team? How do you minimise potential conflicts that may arise within the team from time to time? What communication strategies have you used to ensure effective team work?

E8:
How have you identified your own training and development needs, and how have you addressed these?

E9:
Explain the employment conditions and grooming requirement of your workplace, and how you have complied with them.

	AURC270789A

Communicate effectively in the workplace
	E10:
When uncertain about a situation, task or job, what actions have you taken? Give an example of where this has recently occurred.

E11:
How do you obtain relevant instructions and locate relevant information in order to complete your responsibilities?

E12:
Discuss your experience in using a computer to generate correspondence. What programs have you used? What organisational rules for formatting did you follow? How did you send the document to the client?

E13:
Outline your workplace procedure for using the telephone. How do you respond to incoming calls? When making a call, what sequence of actions do you employ to complete the call and relay information to the client?

	AURC465349A

Prepare written repair quotation
	E14:
Describe the process you follow in developing the quote.

E15:
Discuss the important types of details or conditions that should be included with each quote.

E16:
Describe the process that would be required if changes needed to be made to a quotation.


	RECORD OF CONVERSATION
Generic component:  Plan and prepare for work 


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question A:
What are the key steps you have undertaken to prepare your work area before starting work in panel beating?

Question B:
How have you sequenced your work to complete it in a timely manner?

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question A
	Safe work practices and PPE

Standard operating procedures

Waste management

Teamwork
	
	

	Assesses job requirements
	
	
	

	Reads work instructions or job order, plans
	
	
	

	Identifies relevant workplace procedures
	
	
	

	Identifies processing techniques, time and safety requirements
	
	
	

	Identifies methods to maximise energy efficiency
	
	
	

	Selects and checks tools
	
	
	

	Tests equipment and adjusts setting to suit work requirements
	
	
	

	Selects appropriate PPE
	
	
	

	Selects required materials for the job
	
	
	

	Sets-up work area and work surfaces
	
	
	

	Question B
	
	
	

	Follows workplace procedures
	
	
	

	Analyses process specifications
	
	
	

	Identifies key stages and priorities
	
	
	

	Identifies urgent tasks
	
	
	

	Estimates time required for each task
	
	
	

	Groups “like” tasks together
	
	
	

	Coordinates with others: eg where tasks are interdependent
	
	
	

	Adjusts plans around interruptions eg. equipment breakdowns, staff shortages
	
	
	


	RECORD OF CONVERSATION
Generic component:  Clean up work area


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question C:
On completion of a job, describe the process followed to clean up your work area. 

Question D:
What have you done to store and maintain your tools and equipment at the end of the day?

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question C
	Standard operating procedures

Environmental guidelines

Waste management

Safe work practices
Australian Standards (storage and handling of chemicals)
Good housekeeping
	
	

	Labels and stores materials or finished product
	
	
	

	Cleans, maintains and stores tools
	
	
	

	Cleans and maintains equipment
	
	
	

	Clears work area
	
	
	

	Collects surplus consumables – recycle or dispose
	
	
	

	Completes workplace documentation
	
	
	

	Question D
	
	
	

	Cleans and stores tools after use
	
	
	

	Regularly tests tools and equipment
	
	
	

	Repairs damages tools prior to next use
	
	
	

	Tags and identifies fault of unserviceable equipment 
	
	
	

	Rolls up leads neatly
	
	
	

	Maintains equipment log book if appropriate
	
	
	

	Keep tool storage area clean, safe, dry and tidy
	
	
	


	RECORD OF CONVERSATION
Generic component:  Quality 


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question E: 
What quality processes do you routinely follow to ensure your work output is always of a high standard?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question E
	Standard operating procedures

Australian Standards 
Company policies and procedures

Effective communication
	
	

	Identifies the type of inspection/s to be carried out 
	
	
	

	Follows workplace procedures 
	
	
	

	Uses correct tools and equipment of the job
	
	
	

	Follows manufacturer’s specifications/product labels
	
	
	

	Monitors output at different stages 
	
	
	

	Inspects job against job specifications
	
	
	

	Rectifies work that does not meet output requirements
	
	
	

	Understands quality specifications 
	
	
	

	Identifies unsatisfactory work
	
	
	

	Takes appropriate measure to address quality problems 
	
	
	

	Completes documentation and reports 
	
	
	

	Gives suggestion for improvement of quality/procedures
	
	
	

	Makes minor adjustments to ensure quality of product
	
	
	

	Identifies faulty performance of equipment 
	
	
	

	Minimises damage to vehicles, plant and equipment
	
	
	

	Minimises wastage
	
	
	

	Monitors production process
	
	
	


COMPULSORY UNITS

	RECORD OF CONVERSATION
AURC270103A  Apply safe working practices


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 1: 
What are the main OH&S considerations that you employ at your place of work and why do you employ these?
Question 2:
What are some general safety hazards in the shop or storage area and what action do you take to control these hazards?
Question 3:
Explain your workplace emergency procedures for extinguishing fires, first aid and worksite evacuation.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 1
	Manufacturer’s instructions 
Risk management strategies 

OHS legislation, regulations and codes of practice

Company policies and procedures

MSDS

Good housekeeping
	
	

	Suitability of PPE for person, task, category of substance being used and risk level
	
	
	

	Correct use and regular maintenance of PPE
	
	
	

	Training requirements – risks, results of exposure, eliminate hazards and reduce risk, correct use and fitting of PPE, testing and cleaning PPE, repair/replace and storage of PPE
	
	
	

	Understands OHS reporting requirements within the workplace
	
	
	

	Question 2
	
	
	

	General safety hazards - other workers and persons; other structures and equipment; machinery; hazardous materials; noise; dust; heat; fumes; gases; dangerous goods; chemicals; waste; rubbish; inadequate lighting; electrical hazards; lifting and carrying; heavy loads; moving vehicles; tools and equipment
	
	
	

	Identification and avoidance of obstacles
	
	
	

	Hazard and risk control; erect barricades and signage
	
	
	

	Correct manual handling / use of machines for heavy loads / load carrying capacity
	
	
	

	Emergency/defensive action and techniques for controlling loads; emergency shutdown of equipment
	
	
	

	Use and maintenance of personal protective equipment
	
	
	

	Use of guards/insulation on equipment
	
	
	

	Inspect equipment for damage or worn parts; retire defective equipment
	
	
	

	Keeping work area tidy and free of obstruction
	
	
	

	Maintain personal health
	
	
	

	Availability of first aid
	
	
	

	Follows correct storage of dangerous goods and chemicals
	
	
	

	Question 3
	
	
	

	Extinguishing fires:
	
	
	

	Only use extinguishers in controlled circumstances – fire is small and controlled 
	
	
	

	Use of extinguisher:

· remove safety pin or lock 

· operate squeeze grip release handle 

· attack the fire from up wind

· direct the spray at leading or near edge of the fire

· direct spray above the fuel

· stand back from fire to prevent spreading 
	
	
	

	Large fires:

· set off fire alarm

· evacuate worksite

· call fire department

· report to allocated area and designated fire safety personnel
	
	
	

	First Aid
	
	
	

	Call ambulance before taking any action
	
	
	

	CPR (cardiopulmonary resuscitation) to be conducted by a trained person
	
	
	

	Loss of consciousness or concussion – place patient in recovery position but not in the case of neck or spinal injury – treat for shock and consult a doctor
	
	
	

	Minor cuts and abrasions – wash clean then swab with antiseptic liquid – dry wound, apply sterile dressing, or cover with small adhesive dressing 
	
	
	

	Burns/scalds – immediate put under running cold water then cover with sterile dressing. Arrange for medical attention. 
	
	
	

	Fractures – preferable to make patient comfortable and wait for ambulance 
	
	
	

	Poisoning – call poison information line and consult a doctor
	
	
	

	Worksite evacuation
	
	
	

	Describes evacuation procedure
	
	
	

	Identifies various alarms (alert tone, evacuation tone) 
	
	
	

	Identifies evacuation route
	
	
	

	Identifies exits
	
	
	

	Names congregation point
	
	
	

	Identifies key personnel
	
	
	


	RECORD OF CONVERSATION
AURV371481A  Implement and monitor environmental regulations and best practice in the body repair industry


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 4:
Describe the waste management procedures you routinely follow in your workplace to ensure compliance with environmental legislation. (Assessor to prompt for workplace information in major categories listed below)

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 4
	Standard operating procedures

OHS legislation, regulations and codes of practice

Company policies and procedures

Environmental Protection guidelines

Incident reporting
	
	

	Containment and storage practices eg:

· work conducted inside workshop

· uses of drip pans under vehicles

· oil separation systems

· use of bunding or containment barriers

· use of sealed containers for chemicals/solvents

· contracted disposal of chemicals, coolants, etc

· industrial waste permits for discharge 
	
	
	

	Water management eg:
· oil separation system

· water saving devices
· use of quick-break, biodegradable degreasers

· limiting waste water to storm drains
	
	
	

	Spill management eg:

· availability of spill kits

· staff training in spill kits

· use of absorbent materials
	
	
	

	Energy and resource conservation eg: 

· insulation

· skylights

· energy efficient lighting and reflectors

· efficient use of water, electricity, gas
	
	
	

	Environmental management

· follows business environmental management plan

· receives training / updates in environmental management practices

· keeps informed of new environmentally friendly products
· keeps workplace environmental documentation/records
	
	
	

	Air quality eg:

· use of equipment and controls around air-con commissioning

· compliance with Code of Practice for the Control of Refrigerants Used in Automotive Airconditioners
· refrigerant recovery system (including compressor and oil

· collector)

· use of leak detectors

· noise control practices

· dust control practices
	
	
	

	Storage and handling of hazardous goods eg:
· use of hazchem signs

· undercover storage

· use of MSDS

· removal by licensed contractors
	
	
	

	Recovery, reuse, recycle programs  for waste oil, coolant / ethylene glycol, oil filters, batteries, paper and cardboard, scrap metal, rags and absorbent pads, oil containers, waste tyres, etc
	
	
	


VEHICLE BODY INVENTORY
(select 14)

	RECORD OF CONVERSATION
AURV226108A  Carry out pre-repair operations (vehicle body)
AURV225908A  Carry out panel repairs


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 5:
Think of a time when you have removed a damaged panel from a vehicle for further repair: for example, a side door. What were some of the steps you took to clean and prepare the panel prior to repair?

Question 6:
Discuss some of the detergents, solvents and degreasers you have used in the cleaning process. What factors determined your selection of these cleaning agents?

Question 7:
How do you store prepared parts prior to final repair?
Question 8:
Continuing the example of the side door, what steps did you take to repair the panel: for example, when you had to replace the skin? 

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 5
	Safe work practices and PPE

Standard operating procedures

Manufacturer’s product specifications

Environmental hazard control

Workplace documentation

Water conservation
Good housekeeping
	
	

	Identifies panels to be removed
	
	
	

	Removes panel from vehicle body
	
	
	

	Removes door hardware, interior trims, inner panel, glass, wiring, air bag (if fitted), lock assemblies, electrical parts, components, fasteners, hinges
	
	
	

	Cleans and degreases components and fasteners
	
	
	

	Labels components and fasteners with identification for storage
	
	
	

	Washes body panel with detergent to remove dirt
	
	
	

	Dries with clean cloth
	
	
	

	Inspects panel for damage
	
	
	

	Notes and reports any damage not included in original quote
	
	
	

	Question 6
	
	
	

	Discusses a range of cleaning agents, noting special product specifications
	
	
	

	Detergents and soaps – for plastics, vinyl, chrome, rubber, duco
	
	
	

	Degreasers – for engine components
	
	
	

	Alcohols - glass
	
	
	

	Dewaxers – duco and body panels
	
	
	

	Waterproofers – for engine and electrical components
	
	
	

	Question 7
	
	
	

	After cleaning, wraps part in plastic, cloth or foam packing until next stage of repair process
	
	
	

	Stores securely to prevent damage
	
	
	

	Tags and stores electrical parts and wiring
	
	
	

	Uses inventory/barcode identification system (some organisations)
	
	
	

	Question 8
	
	
	

	Retrieves panel from storage
	
	
	

	Removes door skin by grinding off edges
	
	
	

	Removes excess weld spots
	
	
	

	Inspects frame alignment
	
	
	

	Repairs any damage
	
	
	

	Prepares door frame for new skin
	
	
	

	Applies anti rust agents to frame
	
	
	

	Adheres and folds door skin to frame
	
	
	

	Checks door fit before rehanging, checks frame and body gaps
	
	
	

	Welds skin to frame, hammers fold edge, body files perimeter
	
	
	

	Applies sealants
	
	
	

	Refits door to vehicle body
	
	
	


	RECORD OF CONVERSATION
AURV326266BA  Repair body panels (metal finishing) 


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 9:
What main stages are involved in repairing metal finish panels? Describe the process you have followed for heat shrinking operations.

Question 10:
What important factors do you need to consider when performing heat shrinking? 
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 9
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards

Good housekeeping
	
	

	Main stages 

· panel stripping

· preparation

· heat shrinking

· welding

· hand dolly planishing

· file finishing
	
	
	

	Selects tools for heat shrinking
	
	
	

	Positions vehicle safely in workshop and on stands (if applicable)
	
	
	

	Cleans underneath surface of the panel and body deadener
	
	
	

	Removes other components 
	
	
	

	Seeks assistance as required
	
	
	

	Performs series of heat shrinks to return shape of the stretched area to original contour
	
	
	

	Smooths the surface in preparation for the next stage
	
	
	

	Question 10
	
	
	

	Use workshop manuals
	
	
	

	Stop heat from affecting surrounding area by placing a wet rag around the area to be shrunk
	
	
	

	Another person is required to hold welding torch so heat is not lost out of the heat spot prior to shrinking
	
	
	

	Series of shrinks sequence – work around the outside of the stretched area towards the centre of area to be shrunk
	
	
	


	RECORD OF CONVERSATION
AURV326266CA  Repair body panels (incorporating filler)


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 11:
Discuss body fillers you have used and how you have applied them to repair body panels.
Question 12:
What problems have you experienced in using fillers to repair panels? How did you correct the problem to achieve the required finish?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 11
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards

Good housekeeping
	
	

	Discusses two-pack polyester and polystyrene fillers
	
	
	

	Follows directions on filler container 
	
	
	

	Positions in the vehicle as applicable 
	
	
	

	Sands surface with power sander and course pad 
	
	
	

	Cleans the surface of the panel
	
	
	

	Ensures surface is free of paint dirt and grease
	
	
	

	Places required amount of filler on mixing board
	
	
	

	Adds recommended amount of hardener
	
	
	

	Mixes filler to required consistency
	
	
	

	Applies and shapes filler to required contour
	
	
	

	Allows extra filler to be removed in the final finishing process
	
	
	

	Sands for smooth surface finish
	
	
	

	Question 12
	
	
	

	Body filler doesn’t bond due to paint, dirt or grease on surface
	
	
	

	Too much hardener added causes the filler to cure too quickly and will not allow enough time to complete filling
	
	
	

	Filler applied in thick layer instead of several thin layers
	
	
	

	Filler imperfections – not enough drying time between layers
	
	
	

	Uneven surface due to application of filler with incorrect paddle
	
	
	

	Discusses appropriate correction methods for problems/faults described
	
	
	


	RECORD OF CONVERSATION
AURV326266DA  Repair body panels/components (thermoplastic) 


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 13:
Using a thermoplastic bumper as an example, describe how you have repaired a cut including preparing the surface.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 13
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards

Good housekeeping
	
	

	Scuffs the damaged surface
	
	
	

	Cleans with plastic surface cleaner (both inner and outer surface if cut/torn through)
	
	
	

	Allows surface to dry
	
	
	

	Wipes area with prep solvent (in one direction so no contaminants are dragged back on area)
	
	
	

	Sands area by hand with 80 grit paper
	
	
	

	Forms ‘v’ groove on front and back of panel using drill or rotary file
	
	
	

	Aligns 2 cut edges on back of panel first
	
	
	

	Uses repair tape as required
	
	
	

	Mixes and applies adhesive
	
	
	

	Allows to harden
	
	
	

	Fills front surface of panel with adhesive
	
	
	

	Allows to harden
	
	
	

	Sands area for smooth surface 
	
	
	


	RECORD OF CONVERSATION
AURV327466AA  Repair aluminium body panels (finishing)

AURV327466BA  Repair aluminium body panels (filling)


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 14:
Describe the main differences in working with aluminium panels as opposed to metal panels.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 14
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards

Good housekeeping
	
	

	Softer than metal
	
	
	

	Straightens faster
	
	
	

	Can be sanded too thin – use finer grit when sanding
	
	
	

	Requires one-third of time for repairs
	
	
	

	Deteriorates quicker
	
	
	

	Tap half as hard when repairing dents 
	
	
	

	Similar procedures but easier to work with
	
	
	

	Heat does not change colour – additional care must be taken in knowing how hot the aluminium is 
	
	
	

	Heat can cause dent to push out with minimal effort
	
	
	

	Stronger bond in joints 
	
	
	


	RECORD OF CONVERSATION
AURV226864A  Remove, replace and realign bolt-on panels, sections and fittings


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 15:
Name three (3) interior/exterior bolt-on body panels, panel sections and/or ancillary fittings you have removed and replaced from a vehicle. Discuss how you removed them, the location of the bolts, and any special tools that we required. Discuss any particular safety precautions that were required in the circumstances.
Question 16:
Once removed, explain the process in replacing and realigning body panels, panel sections and ancillary fittings.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 15
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards

Good housekeeping
	
	

	Identifies 3 of the following: guards; doors; bonnets; boot covers; bumper bars; lamps/lights, door trims, seats, door hardware
	
	
	

	Identifies correct order of removal, and location of bolts
	
	
	

	Removes panels, sections, fittings without causing damage to other components
	
	
	

	Seeks appropriate assistance with electrical, mechanical, electronic and other systems
	
	
	

	Follows safety precautions
	
	
	

	Tags and stores parts to avoid loss, damage and hazards
	
	
	

	Question 16
	
	
	

	Repairs surrounding surface of body panel and framework
	
	
	

	Selects replacement panels, sections and ancillary fittings 
	
	
	

	Checks for right make, model and surface blemishes
	
	
	

	Fixes new panel section temporarily 
	
	
	

	Checks gaps and openings within specifications and tolerances
	
	
	

	Selects method for attaching (welding, bolt on, bonded)
	
	
	

	Aligns and fits new section in place
	
	
	

	Aligns and fits new panels
	
	
	

	Monitors gaps and openings 
	
	
	

	Fits and aligns ancillary fittings
	
	
	

	Finishes to pre-paint standards all edges, surfaces and welded flanges
	
	
	

	Selects and applies sealants
	
	
	

	Seeks appropriate assistance to refit electrical, electronic and other components
	
	
	


	RECORD OF CONVERSATION
AURV226965A  Remove, replace/fit protector mouldings, transfers and decals


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 17:
Describe procedures you have applied to prepare for replacement/fitting of protector mouldings, transfers and decals. Discuss using some examples.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 17
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards 

Licence requirements (electrical)

Good housekeeping
	
	

	Removes the moulding / transfer / decal
	
	
	

	Selects suitable solvent
	
	
	

	Cleans surface free of adhesives and sealants
	
	
	

	Prepares panel for new moulding / transfer / decal
	
	
	

	Selects and prepares correct moulding / transfer / decal
	
	
	

	Measures and marks location of the replacement moulding / transfer / decal
	
	
	

	Applies specified type, thickness of adhesives using correct application method
	
	
	

	Aligns and attaches moulding / transfer / decal in marked location
	
	
	


	RECORD OF CONVERSATION
AURV227064A  Remove, replace mechanical units/assemblies 


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 18:
Describe the types of mechanical units/assemblies you have removed and replaced in a vehicle, and the precautions taken during the removal and replacement process. Use some examples as to illustrate the process.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 18
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards 

Licence requirements (electrical)

Good housekeeping
	
	

	Describes mechanical unit/assembly

· engine

· transmission assembly

· front end assembly

· final drive assembly
	
	
	

	Takes care not to damage surrounding mechanical units/assemblies
	
	
	

	Uses hoist or platform to prevent injury to self or others
	
	
	

	Checks sling gear (chains, brackets, ropes) for wear or damage and that it can take the weight before use
	
	
	

	Tags units assemblies with VIN or registration number for ease and to eliminate risk of connecting looms to the wrong components
	
	
	

	Disconnects battery leads from the battery
	
	
	

	Seeks licensed operators to remove and replace air conditioning systems, LPG/NGV components/systems
	
	
	

	Stores units/assemblies in clean, dry area and covers to prevent moisture, dust and dirt entering their internal workings
	
	
	

	Replaces mechanical units/assemblies in correct sequence
	
	
	


	RECORD OF CONVERSATION
AURV326964A  Remove and replace adhesive bonded panels and structures


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 19:
Describe the steps you have applied in removing adhesively bonded panels.

Question 20:
What factors have you taken in to account when selecting an adhesive.
Question 21:
Explain how you have applied adhesives to bond a replacement panel. What conditions did you inspect once applied?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 19
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards

Good housekeeping
	
	

	Checks alignment of all adjacent parts before removing bonded panels (if applicable)
	
	
	

	Cuts an access window in the panel if required to access the adhesive bond
	
	
	

	Removes any fasteners or spot welds securing the panel
	
	
	

	Uses windshield removal saw or heats the adhesive to soften the material
	
	
	

	Removes adhesive with a putty knife or scraper while applying heat
	
	
	

	Pries panel off
	
	
	

	Removes excess adhesive as recommended
	
	
	

	Question 20
	
	
	

	Substrate compatibility
	
	
	

	Rigidity
	
	
	

	Fill properties
	
	
	

	Cure rate
	
	
	

	Working time
	
	
	

	Heat resistance
	
	
	

	Tensile strength
	
	
	

	Lap shear strength
	
	
	

	Question 21
	
	
	

	Checks vehicle is level and evenly supported at suspension points 
	
	
	

	Performs trial fit and marks positioning 
	
	
	

	Prepares and primes surfaces
	
	
	

	Undertakes scuff sanding if required
	
	
	

	Applies correct amount of adhesive
	
	
	

	Flanges area to be bonded
	
	
	

	Aligns and adjusts panel to fit positions marked
	
	
	

	Installs clamps, shims or fasteners to adjust separation of panels
	
	
	

	Applies adhesive
	
	
	

	Welds as required
	
	
	

	Cleans off excess adhesive
	
	
	

	Allows to cure – applies heat if required
	
	
	

	Inspects conditions of bonded panel:

· no squeeze-out of adhesive

· uniform panel separation

· proper panel positioning

· adhesive properly cured

· temporary mechanical fasteners removed and holes sealed
	
	
	

	Corrects any defects and re-bonds as required
	
	
	


	RECORD OF CONVERSATION
AURV327164  Remove and replace supplementary restraint systems (SRS)


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 22:
Using a steering wheel airbag as an example, describe the steps you have followed to remove and replace this supplementary restraint system.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 22
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards

Good housekeeping
	
	

	Remove:
	
	
	

	Places front wheels in straight ahead position
	
	
	

	Disconnects the negative battery cable
	
	
	

	Tapes the cable end away from the battery
	
	
	

	Turns ignition to position so steering lock is off
	
	
	

	Removes sound insulation knee guard (only some models) and side panel from centre consol
	
	
	

	Turns steering wheel slightly in order to reach the 2 Torx bolts in back of steering wheel
	
	
	

	Removes the two attaching bolts
	
	
	

	Disconnects the connector and removes the air bag module
	
	
	

	Tags and stores components
	
	
	

	Replace:
	
	
	

	Rests the bottom of the airbag assembly on the steering wheel
	
	
	

	Reattaches the connector
	
	
	

	Places air bag module in position (careful not to get leads caught)
	
	
	

	Install and tightens the retaining bolts
	
	
	

	Installs the knee guard
	
	
	

	Connects the negative battery cable
	
	
	

	Turns the ignition on and checks the SRS system for codes
	
	
	


	RECORD OF CONVERSATION
AURV324431A  Install vehicle sunroofs


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 23:
Outline your experience in installing a sunroof including preparation, cutting the roof panel and installation. Describe the measuring process in detail, and the checks you made to ensure an accurate fit.
Question 24:
What tools and components did you require for the installation?

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 23
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards

Good housekeeping
	
	

	Drapes protection over the front seat of the vehicle
	
	
	

	Uses the tape measure and chalk to mark the area where the sunroof will be placed
	
	
	

	Makes the first guide mark at the front edge of the visors to mark the front of the sunroof
	
	
	

	Uses the tape measure and measure out 17-inches from the chalk mark and make a second mark
	
	
	

	Traces out a 20-inch circle between the two marks (should be smaller than the width of the sunroof)
	
	
	

	Uses a razor and cuts about 3-inches in the headliner
	
	
	

	Removes the support rod (if present) and scrapes the insulation off the roof
	
	
	

	Drills a hole in the centre of the work area created
	
	
	

	Uses a soft rag to brush off debris from the top of the roof
	
	
	

	Measures the interior from the front chalk mark to the edge of the hole cut into the roof
	
	
	

	Applies that measurement from the top of the roof by measuring from the hole toward the front of the vehicle and mark the location with a grease pencil
	
	
	

	Fabricates template from measurements
	
	
	

	Places template and traces with a grease pencil
	
	
	

	Uses masking tape to outline the grease pencil markings
	
	
	

	Makes two marks at the outside of the masking tape at the back of the cut out area
	
	
	

	Makes two marks at the front and one at each of the sides to help centre the sunroof
	
	
	

	Takes a die cutter and cuts the roof starting at the original hole and enlarging it
	
	
	

	Uses metal shears to carefully cut out the opening for the sunroof (within the boundary marked by the masking tape)
	
	
	

	Uses a file and pliers to flatten out the metal edges of the cut to assure a smooth surface
	
	
	

	Pulls off the masking tape toward the hole to prevent the paint from peeling
	
	
	

	Checks the vehicle's interior and scrapes away all dirt from the bottom of the roof
	
	
	

	Applies a 1/4-inch thick bead of silicone to the sunroof frame
	
	
	

	Places the sunroof frame into the hole and centres it using the markings made previously
	
	
	

	Uses hammer to gently knock the sides so the frame fits evenly
	
	
	

	Places the screws into the frame inside the interior of the vehicle
	
	
	

	Checks the top of the roof to make sure the frame is sealed to the metal and that the silicone is evenly applied
	
	
	

	Makes sure that the frame fits properly and that there are no waves in the metal
	
	
	

	Cuts the overhanging headliner from inside with a razor
	
	
	

	Installs the trim ring and presses the trim into place along the sides of the sunroof frame 
	
	
	

	Places caps over all exposed screws
	
	
	

	Scrape off the excess silicone with a soft squeegee and water-based silicone wax cleaner
	
	
	

	Locks the glass into the frame
	
	
	

	Question 24
	
	
	

	Tools: 
· drill and 1/2-inch drill bit

· dead blow soft hammer

· electric shears

· hole punch tool

· putty knife

· grease pencil, chalk and tape measure

· exacto knife, tin snips and vinyl cutter

· pliers, screwdriver, screw gun

· non-acidic silicone
	
	
	

	Components:

· inner and outer ring

· trim moulding to hide the inner ring
· styrofoam inserts

· flat ring which is used to hide screws on the inner ring  
· roll of butal which serves as a seal between the sunroof and the top of the roof

· screws, screw caps and glass
	
	
	


	RECORD OF CONVERSATION
AURV325808A  Carry out paint-less dent repairs


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 25:
What types of paint-less dent repair methods have you used. In your experience, what do you consider the advantages of paint-less dent repair?
Question 26:
Describe generally what paint-less dent repair means.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 25
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards

Good housekeeping
	
	

	Outlines methods used: 
pressing; beating, reforming, levering and pulling method
	
	
	

	Discusses examples of dent repairs performed
	
	
	

	Some advantages:

· no repainting or body filler needed

· less expensive than traditional body repair

· same-day service in most cases

· no risk of paint overspray on other vehicle areas

· no risk of incorrect colour matching

· vehicle retains original paint
	
	
	

	Question 26
	
	
	

	The metal around the outside edge of the dent in slowly massaged back into its original position
	
	
	

	The dent becomes progressively smaller as the technician works from the outside edge
	
	
	

	Eventually the dent becomes so small it blends with the texture of the paint and disappears completely
	
	
	


	RECORD OF CONVERSATION
AURV326366AA  Repair/replace structural damage (welding)

AURV326366BA  Repair/replace structural damage (riveting)

AURV326367A  Replace major welded panels
AURV326708A  Carry out major sectional repair

AURV327366A  Repair corroded panels and components 


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 27:
Outline your experience in straightening structural damage.
Question 28:
Discuss an example of structural damage you have repaired using welding or riveting techniques. How did you carry out realignment and replacement procedures?
Question 29:
Explain how you carried out measuring activities when repairing and replacing structural damage.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 27
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards

Good housekeeping
	
	

	Removes damaged panel using suitable methods – cutter, pneumatic, panel cutter
	
	
	

	Connects and secures portable hydraulic frame straightening equipment to damaged area
	
	
	

	Reforms structural damaged area back to original shape
	
	
	

	Applies head to the damaged area to assist in repair procedures
	
	
	

	Performs structural repair without causing damage to surrounding area/components
	
	
	

	Welds/rivets any tears or splits that occurred during repair
	
	
	

	Checks the repaired area was the correct shape
	
	
	

	Smooths and finishes the area to pre-paint standard
	
	
	

	Question 28
	
	
	

	Removes damaged panel using suitable methods – cutter, pneumatic, panel cutter
	
	
	

	Dresses edges and flanges of remaining panel/s to ensure neat fit of replacement panel
	
	
	

	Clamps and aligns the replacement panel/s to the undamaged area
	
	
	

	Measures openings, gaps and lengths of panels to ensure squareness of openings, alignment and fitting of replacement panel/s
	
	
	

	Adjusts alignment of replacement panel/s with the surrounding panels
	
	
	

	Welding
	
	
	

	Sets up and operates welding equipment – oxy acetylene, MIG, TIG
	
	
	

	Tack welds replacement panel/s in place
	
	
	

	Rechecks alignment with surrounding panels
	
	
	

	Completes welding continuously checking alignment
	
	
	

	Smooths and finishes the area to pre-paint standard
	
	
	

	Riveting 
	
	
	

	Sets up and operates riveting equipment
	
	
	

	Checks alignment with surrounding panels
	
	
	

	Undertakes riveting continuously checking alignment
	
	
	

	Smooths and finishes the are to pre-paint standard
	
	
	

	Question 29
	
	
	

	Selects tools for measuring – trammel gauges, string line, measuring tape
	
	
	

	Accesses relevant specifications/information
	
	
	

	Uses at least 2 methods to measure section of vehicle body
	
	
	

	Records measurements
	
	
	

	Checks measurements
	
	
	

	Corrects any misalignments
	
	
	


	RECORD OF CONVERSATION
AURV326466A  Repair body components using lead wiping


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 30:
What is lead wiping and how have you applied your skills in this technique to repair body components?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 30
	Safe work practices and PPE

Standard operating procedures

Workplace documentation

Manufacturer’s product specifications

Regulations and Australian Standards
Good housekeeping
	
	

	Lead wiping is a term for lead filling. The technical term for "lead" is "body solder." For auto bodywork, it is actually a mix of lead and tin, usually a 30-percent tin/70-percent lead alloy.
	
	
	

	Cleans metal area where the lead will be applied
	
	
	

	Uses sanding disc or wire brush to work the metal until it is clean and bright
	
	
	

	“Tins” area to provide maximum adhesion for the lead
	
	
	

	Heats area using a torch (propane or acetylene) set for a soft, cool flame (a blue flame with no yellow is best)
	
	
	

	Applies tinning compound with an acid brush
	
	
	

	Heats compound until it melts and "tins" an area slightly larger than the repair area (to allow smoothing-in later)
	
	
	

	Plays torch over the surface to keep it warm while touching the lead to the area and heats end as well
	
	
	

	Ensures solder sticks to the surface; twists stick to break it off
	
	
	

	Applies lead until there is enough to fill the work area
	
	
	

	Takes care not to overheat the panel, which can cause warping (stops and allow everything to cool from time to time)
	
	
	

	Keeps lead warm enough to maintain a semi-solid (plastic-like) state
	
	
	

	Shapes lead with wooden paddle (a combination of flat and round paddles allow for easier shaping)
	
	
	

	Dips paddle in tallow or beeswax to keep the lead from sticking
	
	
	

	Removes and reuses excess lead (if clean)
	
	
	

	Take time to get the lead smooth (save finishing time later)
	
	
	

	Allows area to cool naturally (do not quench with water)
	
	
	

	Removes residue with a scrub brush and water
	
	
	

	Finishes area to pre-paint standard
	
	
	


	RECORD OF CONVERSATION
AURV326508A  Repair vehicle body misalignment


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 31:
Discuss two (2) measuring devices you have used and the types under-body damage detected using these devices.
Question 32:
After measuring and detecting under-body damage, explain how you have rectified the damage.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 31
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards
Good housekeeping
	
	

	Describes use of parallel hanging gauges, trammel gauges, plumb bob, string line, laser beams 
	
	
	

	Describes damage – sway, sag, twist
	
	
	

	Question 32
	
	
	

	Prepares position vehicle on placement on underframe alignment equipment
	
	
	

	Removes other components with assistance from authorised person
	
	
	

	Removes damaged panels and structural rails to be replaced
	
	
	

	Aligns and secures vehicle at designated points that are positioned on the underframe alignment equipment
	
	
	

	Sets up, performs and records measurements
	
	
	

	Checks measurements against vehicle specifications
	
	
	

	Connects and secures hydraulic frame straightening equipment to damaged area
	
	
	

	Operates frame straightening equipment without damaging surrounding area
	
	
	

	Repairs and aligns damages are to original shape
	
	
	

	Aligns continuously throughout operations
	
	
	

	Applies heat to damaged area to assist with repairs
	
	
	

	Welds tears and cuts during operations
	
	
	

	Prepares, aligns and secures replacement panels and rails
	
	
	

	Checks body points and attaches replacement panels
	
	
	

	Tacks welds replacement parts
	
	
	

	Checks alignment
	
	
	

	Fits hand on parts (doors, fenders) and checks for gaps and openings
	
	
	

	Completes weld and finishes to pre-paint standards
	
	
	


	RECORD OF CONVERSATION
AURV327231A  Install vehicle body component seals


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 33:
Discuss methods you have used to diagnose seal leaks/wind noise. What techniques did you use to replace these seals?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 33
	Safe work practices and PPE

Standard operating procedures
Workplace documentation
Manufacturer’s product specifications
Regulations and Australian Standards

Good housekeeping
	
	

	Visual Inspection
	
	
	

	Road Test
	
	
	

	Water Test Stands
	
	
	

	Water Hose Test
	
	
	

	Ultraviolet Dye Test
	
	
	

	Paper Test
	
	
	

	Powder Or Chalk Test
	
	
	

	Positive Pressure Test
	
	
	

	Air Hose Test
	
	
	

	Ultrasonic Test
	
	
	

	Light Test
	
	
	

	Discusses techniques – clamping, crimping, gluing
	
	
	


ELECTIVE UNITS 

(Retail, Service and Repair)

(select 6, OR choose 6 additional units from Vehicle Body Inventory)

	RECORD OF CONVERSATION
AURC252327A  Identify, clarify and resolve problems


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question E1:
Discuss a situation where something has not happened according to plan. How did you identify the cause of the problem and resolve it?  Use an example to illustrate. How effectively to your solution address the problem. How did you ensure the same problem did reoccur again?
Question E2:
How have you assisted others in resolving problems in their work tasks? Give some examples.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question E1
	Industry standard practices

Safe work practices
Company policies and procedures

Job specifications

Effective communication

Teamwork
	
	

	Identifies the nature of the problem
	
	
	

	Identifies causes
	
	
	

	Considers options – evaluates strengths and weaknesses 
	
	
	

	Selects most appropriate strategy to resolve issue
	
	
	

	Implements strategy
	
	
	

	Evaluates effectiveness of strategy
	
	
	

	Incorporates improvements into work instructions or more effective workplace procedures
	
	
	

	Question E2
	
	
	

	Monitors the work of others and points out indicators of potential problems
	
	
	

	Works with others to generate solutions, resolve issues or take preventative measures
	
	
	

	Acts as a mentor to others
	
	
	

	Demonstrates cooperative team approach
	
	
	

	Sets example through own work performance
	
	
	


	RECORD OF CONVERSATION
AURC261314A  Contribute to quality work outcomes


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

See Questions A, B, E and 4
	RECORD OF CONVERSATION
AURC270421A  Establish relations with customers


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question E3:
When you have received a customer request for information, how have you assessed the request and prepared a response?
Question E4:
What are the major factors to consider when providing information or advice to customers?

Question E5:
What are some of the customer service issues or problems you have dealt with in your workplace?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question E3
	Industry codes of practice 

Company policies and procedures

Effective communication

Ethical standards
	
	

	Use questions and active listening
	
	
	

	Assess customer needs accurately against the products/services of the enterprise
	
	
	

	Documents customer details clearly and accurately in required format
	
	
	

	Question E4
	
	
	

	Applies operational knowledge of enterprise policies and procedures in regard to:

· customer service

· dealing with difficult customers

· allocated duties/responsibilities

· general knowledge of the range of enterprise merchandise and services
	
	
	

	Applies knowledge of the product
	
	
	

	Describes/recommends enterprise products to meet customer needs
	
	
	

	Provides information to satisfy customer needs
	
	
	

	Discusses alternative sources of information/advice 
	
	
	

	Follows up alternatives
	
	
	

	Meets customer needs
	
	
	

	Identifies gaps in available information and sources for customer or refers to relevant persons for action
	
	
	

	Question E5
	
	
	

	Lack of clarity regarding supplies
	
	
	

	Incorrect model details provided
	
	
	

	Supplies not in stock
	
	
	

	Follow up in relation to orders
	
	
	

	Providing advice to customers on options
	
	
	

	Customer dissatisfaction
	
	
	


	RECORD OF CONVERSATION
AURC270688A  Work effectively with others


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question E6:
Give examples of how you have had to manage your own workload in your role, including dealing with variations or unexpected events?

Question E7:
What do you think are important factors in working well in a team? How do you minimise potential conflicts that may arise within the team from time to time? What communication strategies have you used to ensure effective team work?

Question E8:
How have you identified your own training and development needs, and how have you addressed these?

Question E9:
Explain the employment conditions and grooming requirement of your workplace, and how you have complied with them.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question E6
	Company policies and procedures

Industrial relations regulations and enterprise agreements

Effective communication

Ethical standards
	
	

	Uses time management tools – planners, diaries, bring-up systems
	
	
	

	Prioritises tasks – daily and long term
	
	
	

	Uses contingency plans for emergency situations
	
	
	

	Uses effective communication to work with team
	
	
	

	Conducts review of activities – individually and with others
	
	
	

	Question E7
	
	
	

	Understands own position in the team
	
	
	

	Understands common goal and objectives of team
	
	
	

	Understands roles and responsibilities of each person
	
	
	

	Takes responsibility for own tasks
	
	
	

	Clarifies instructions to be followed
	
	
	

	Seeks and offers assistance to team members
	
	
	

	Coordinates with others: eg where tasks are interdependent
	
	
	

	Works to agreed goals
	
	
	

	Meets deadlines
	
	
	

	Minimises conflict by:

· communicating effectively with others

· anticipating problems

· helping others

· providing information when necessary or requested

· sharing resources and equipment
	
	
	

	Question E8
	
	
	

	Identifies organisational structure, career paths and development opportunities
	
	
	

	Meets with supervisors to identify own learning needs through assessment and planning for future work requirements
	
	
	

	Participates in professional development and networking opportunities
	
	
	

	Question E9
	
	
	

	Employment conditions:

· discusses employment conditions (award/enterprise agreement)

· attends induction sessions

· follows workplace policies and procedures

· gives timely notification of shift/work availability or non-attendance for shift/work
· interprets staff rosters
	
	
	

	Grooming requirements:

· follows workplace requirements relating to dress, hair/facial hair and grooming, hands and nails, jewellery, uniform, etiquette, oral hygiene

· ensures personal presentation is appropriate for interactions with public – professional, neat, clean, serviceable
· ensures grooming complies with safety requirements, and work location (indoors/outdoors)
	
	
	


	RECORD OF CONVERSATION
AURC270789A  Communicate effectively in the workplace


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question E10:
When uncertain about a situation, task or job, what actions have you taken? Give an example of where this has recently occurred.
Question E11:
How do you obtain relevant instructions and locate relevant information in order to complete your responsibilities?

Question E12:
Discuss your experience in using a computer to generate correspondence. What programs have you used? What organisational rules for formatting did you follow? How did you send the document to the client?

Question E13:
Outline your workplace procedure for using the telephone. How do you respond to incoming calls? When making a call, what sequence of actions do you employ to complete the call and relay information to the client?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question E10
	Company policies and procedures

Safe work practices

Effective communication

Ethical standards

Customer relations
	
	

	Asks questions and provides feedback
	
	
	

	Listens and changes actions where necessary
	
	
	

	Question E11
	
	
	

	Refers regularly to workshop supervisor or similar
	
	
	

	Obtains and interprets written instructions
	
	
	

	Knows the whereabouts of senior personnel
	
	
	

	Question E12
	
	
	

	Uses a range of electronic devices to produce written communication (eg. word processing, email, electronic quotation systems, etc)
	
	
	

	Follows company policy for 

· layout and format

· appropriate language

· grammar, punctuation, spelling
	
	
	

	Uses proformas or templates when available
	
	
	

	Ensures accuracy of information being conveyed
	
	
	

	Prints and posts document; or email to client
	
	
	

	Ensures written responses are timely
	
	
	

	Question E13
	
	
	

	Discusses recording procedures for both incoming and outgoing telephone calls
	
	
	

	Incoming calls: 

· responds to call in timely manner

· identifies the organisation and self

· greets caller

· assists caller as much as possible OR refers caller to other person

· takes messages where required (date, time, name, phone number, problem to be addressed

· relays message promptly
	
	
	

	Outgoing calls:
· identifies contact (person, position, phone number)

· prepares information, plans call content

· greets client, introduces self

· establishes purpose of call

· relays information to client

· conducts business

· thanks client and terminates call
	
	
	


	RECORD OF CONVERSATION
AURC465349A  Prepare written repair quotation


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question E14:
Describe the process you follow in developing the quote.
Question E15:
Discuss the important types of details or conditions that should be included with each quote.

Question E16:
Describe the process that would be required if changes needed to be made to a quotation.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question E14
	Workplace procedures and guidelines

Legal and ethical requirements

Safe work practices
Effective communication
Numeracy skills

Workplace documentation

Customer relations
	
	

	Identifies scope of work to be done
	
	
	

	Break down into cost elements
	
	
	

	Prices parts, paints from stock list or sources from preferred supplier
	
	
	

	Identifies service hours to be allocated to job
	
	
	

	Calculates total
	
	
	

	Adds GST
	
	
	

	Calculates and applies commissions, mark ups, taxes, premiums or special fees
	
	
	

	Rechecks information for accuracy
	
	
	

	Presents information to customer for approval, and any alternative options
	
	
	

	Question E15
	
	
	

	Quotes should be in writing
	
	
	

	Date of current quote, life/expiry date of quotation
	
	
	

	Timeframes of payments/deposits required
	
	
	

	General conditions and rules
	
	
	

	Inclusions and exclusions
	
	
	

	Conditions of the contract/quote
	
	
	

	Responsibilities of all parties
	
	
	

	Consumer protection clauses – refund clauses, guarantees, warranties, errors and omissions clauses
	
	
	

	Question E16
	
	
	

	Advises customer of adjustments and changes
	
	
	

	Documents any requested changes
	
	
	

	Confirms changes in writing with customer
	
	
	

	Informs any colleagues that need to be aware of changes
	
	
	


SECTION D

Practical Tasks and 

Observation Recording Sheets

You use this section to assist you in determining a candidate’s competency in those areas where they have not yet successfully demonstrated their skills, knowledge and prior experience. Therefore, candidates are not required to complete all tasks. You select tasks after considering available evidence collected through previous phases and according to context and needs of each candidate.

	PRACTICAL TASKS


Candidates are not required to complete all tasks. The Assessor is to select tasks after considering available evidence collected through previous phases and according to the context and needs of each candidate.

In addition to the specific requirements listed, Tasks 1, 2, 3, 4 require you to also demonstrate how you:

· plan and prepare for work 
· clean up work area
· follow work safety procedures (OH&S)
· have regard for environmental considerations
· inspect finished product for quality
· communicate with co-workers as required
· clarify and resolve problems if they arise during the task
TASK 1
AURV225908A
Carry out panel repairs
AURV226108A
Carry out pre –repair operations

AURV226864A
Remove, replace and realign bolt-on panels, sections and fittings 

AURV226965A
Remove and replace/fit protector mouldings, transfers and decals

AURV326266BA
Repair body panel (metal finishing) 

AURV326266CA
Repair body panels (incorporating filler) 

AURV326366AA
Repair/replace structural damage (riveting)

AURV326366BA
Repair/replace structural damage (welding)

AURV326367A
Replace major welded panels 

AURV326964A
Remove and replace adhesive bonded panels and structures 

AURV327366A
Repair corroded panels and components

In your workplace or a simulated environment you are required to demonstrate skills, methods and techniques to carry out various panel beating operations. 

Discuss with you assessor the availability of a damaged vehicle you can work on to complete the following:

1a.
remove, clean, tag and store panels, parts, components including:
· removing bolt-on panels, sections and fittings

· remove protector mouldings, transfers and decals

· remove welded panels

· remove adhesive bond panels and structures 

1b.
complete repairs using body filler

1c.
complete repairs using heat shrinking (metal finishing) methods

1d.
complete repairs using straightening methods 

1e.
replace panels, parts, components including:
· using measuring and realignment techniques 

· using welding and/or riveting techniques 

· using adhesive bonds

· using bolts

1f.
replace protector mouldings, transfers and decals

NOTE – if it is not possible to work on a damaged vehicle then access panels and components to demonstrate as many of the steps as possible and explain other areas as you go.

TASK 2
AURV326266DA
Repair body panels/ Components (thermoplastic)
This task requires you to repair a thermoplastic panel/component. It may be a split, tear or dent in the plastic you repair. Discuss with your assessor damaged thermoplastic panels/components available for you to work on.
TASK 3
AURV325808A
Carry out paint-less dent repairs
This task requires you to carry out paint-less dent repairs. Discuss with your assessor damaged paint-less parts available for you to work on.

TASK 4
AURV327231A
Install vehicle body component seals
This task requires you to install vehicle body component seals including testing for leaks. Discuss with your assessor the availability of vehicle components for you to replace or install seals on.

TASK 5
AURC465349A
Prepare written repair quotation 
AURC252327A
Identify, clarify and resolve problems

AURC261314A
Contribute to quality work outcomes
AURC270789A
Communicate effectively in the workplace
Obtain copies of three quotation forms you have completed in your workplace for customers requiring different types vehicle body services. Discuss these with your Assessor.

TASK 6
AURC270421A
Establish relations with customers 
AURC252327A
Identify, clarify and resolve problems

AURC270789A
Communicate effectively in the workplace
Your Assessor will observe you interacting with a new client who visits the workshop. Demonstrate how you:
a) greet the client

b) clarify the client’s needs

c) provide information to the client

d) ensure the client’s information needs are satisfied

	OBSERVATION RECORDING SHEET

Practical Tasks


CANDIDATE’S NAME:
     
  SIGNATURE:       
   DATE:       

ASSESSOR’S NAME:
     
  SIGNATURE:       
   DATE:       

LOCATION:
     


NB: The skills listed below must be verified by a competent assessor through observed demonstration either in the candidate’s workplace as part of the candidate’s normal work duty OR as part of a practical assessment/demonstration set by the assessor.

	Unit and element covered in task
	Task No.
	Observable behaviours in task
	Industry requirements
	Assessor’s comments
	Indicate if behaviour observed
	Date assessed

	AURV225908A
2

AURV226108A
2, 3

AURV226864A

2

AURV226965A

2

AURV326964A

2

AURV327366A

2

AURV36367A

2
	1a
	Plans and prepares work:
Assesses job requirements

Reads work instructions or job order, plans

Identifies relevant workplace procedures

Identifies processing techniques, time and safety requirements

Selects and checks tools

Tests equipment and adjusts setting to suit work requirements

Selects appropriate PPE

Selects required materials for the job

Sets-up work area and work surfaces
Removes, cleans, tags and stores panels, parts,

Removes

· bolt-on panels, sections and fittings
· protector mouldings, transfers and decals
· welded panels
· adhesive bond panels and structures 

Seeks appropriate assistance with electrical, mechanical, electronic and other systems
Cleans and degreases components and fasteners
Removes adhesive bond residue
Labels components and fasteners with identification for storage

Washes body panel with detergent to remove dirt

Dries with clean cloth

Securely stores components to prevent damage
	Safe work practices and PPE

Standard operating procedures

Manufacturer’s product specifications

Environmental hazard control

Workplace documentation

Water conservation
Good housekeeping

Effective communication and teamwork

Quality outputs

Problem-solving skills
	
	
	

	AURV225908A

2, 3
AURV326266CA

2

AURV326367A

2

AURV327366A

3
	1b
	Completes repairs using body filler
Follows directions on filler container
Positions in the vehicle as applicable
Sands surface with power sander and course pad
Cleans the surface of the panel
Ensures surface is free of paint dirt and grease
Places required amount of filler on mixing board
Adds recommended amount of hardener
Mixes filler to required consistency
Applies and shapes filler to required contour
Allows extra filler to be removed in the final finishing process
Sands are for smooth surface finish
	Safe work practices and PPE

Standard operating procedures

Workplace documentation

Manufacturer’s product specifications

Regulations and Australian Standards
Good housekeeping
	
	
	

	AURV225908A

2
AURV326266BA

2, 3

AURV327366A
3
	1c
	Completes repairs using heat shrinking (metal finishing) methods
Selects tools for heat shrinking
Positions vehicle safely in workshop and on stands (if applicable)
Cleans underneath surface of the panel and body deadner
Removes other components
Seeks assistance as required
Performs series of heat shrinks to return shape of the stretched area to original contour
Smooths the surface in preparation for the next stage
	Safe work practices and PPE

Standard operating procedures

Workplace documentation

Manufacturer’s product specifications

Regulations and Australian Standards
Good housekeeping
Effective communication and teamwork

Quality outputs

Problem-solving skills
	
	
	

	AURV225908A

2
AURV326366AA

2

AURV326366BA

2

AURV327366A

3
	1d
	Complete repairs using straightening methods
Removes damaged panel using suitable methods – cutter, pneumatic, panel cutter
Connects and secures portable hydraulic frame straightening equipment to damaged area
Reforms structural damaged area back to original shape
Applies head to the damaged area to assist in repair procedures
Performs structural repair without causing damage to surrounding area/components
Welds/rivets any tears or splits that occurred during repair
Checks the repaired area was the correct shape
Smooths and finishes the area to pre-paint standard
	Safe work practices and PPE

Standard operating procedures

Workplace documentation

Manufacturer’s product specifications

Regulations and Australian Standards
Good housekeeping

Effective communication and teamwork

Quality outputs

Problem-solving skills
	
	
	

	AURV226864A

3
AURV326366AA

3, 4
AURV326366BA

3, 4

AURV326367A

3

AURV326964A

2

AURV327366A

3, 4
	1e
	Replace panels, parts, components
Dresses edges and flanges of remaining panel/s to ensure neat fit of replacement panel
Clamps and aligns the replacement panel/s to the undamaged area
Measures openings, gaps and lengths of panels to ensure squareness of openings, alignment and fitting of replacement panel/s
Records measurements
Adjusts alignment of replacement panel/s with the surrounding panels
Replaces panel/component using welding, riveting, bolts, adhesive bond

Welding

Sets up and operates welding equipment – oxy acetylene, MIG, TIG
Tack welds replacement panel/s in place
Rechecks alignment with surrounding panels
Completes welding continuously checking alignment
Smooths and finishes the area to pre-paint standard
Riveting

Sets up and operates riveting equipment
Checks alignment with surrounding panels
Undertakes riveting continuously checking alignment
Smooths and finishes the are to pre-paint standard
	Safe work practices and PPE

Standard operating procedures

Workplace documentation

Manufacturer’s product specifications

Regulations and Australian Standards
Good housekeeping

Effective communication and teamwork

Quality outputs

Problem-solving skills
	
	
	

	AURV226965A

3, 4
	1f
	Replace protector mouldings, transfers and decals
Selects and prepares correct moulding/s, transfer/s, decal/s

Measures and marks location of the replacement moulding/s, transfer/s, decal/s

Applies specified type, thickness of adhesives using correct application method

Applies specified type, thickness of adhesives using correct application method
Cleans work area:

Labels and stores materials or finished product
Cleans and stores tools and equipment after use

Removes waste and scrap

Removes hazards

Completes workplace documentation
Disposes of wastes
	Safe work practices and PPE

Standard operating procedures

Workplace documentation

Manufacturer’s product specifications

Regulations and Australian Standards
Good housekeeping

Effective communication and teamwork

Quality outputs

Problem-solving skills
	
	
	

	AURV326266DA

2
	2
	Plans and prepares work:
Assesses job requirements

Reads work instructions or job order, plans

Identifies relevant workplace procedures

Identifies processing techniques, time and safety requirements

Selects and checks tools

Tests equipment and adjusts setting to suit work requirements

Selects appropriate PPE

Selects required materials for the job

Sets-up work area and work surfaces
Repairs body panels/ Components (thermoplastic)
Scuffs the damaged surface
Cleans with plastic surface cleaner (both inner and outer surface if cut/torn through)
Allows surface to dry
Wipes area with prep solvent (in one direction so contaminants are dragged back on area)
Sands area by hand with 80 grit paper
Forms ‘v’ groove on front and back of panel using drill or rotary file
Aligns 2 cut edges on back of panel first
Uses repair tape as required

Mixes and applies adhesive

Allows to harden

Fills front surface of panel with adhesive

Allows to harden

Sands area for smooth surface
Cleans work area:

Labels and stores materials or finished product
Cleans and stores tools and equipment after use

Removes waste and scrap

Removes hazards

Completes workplace documentation
Disposes of wastes
	Safe work practices and PPE

Standard operating procedures

Workplace documentation

Manufacturer’s product specifications

Regulations and Australian Standards 
Good housekeeping
Effective communication and teamwork

Quality outputs

Problem-solving skills
	
	
	

	AURV325808A

2
	3
	Plans and prepares work:
Assesses job requirements

Reads work instructions or job order, plans

Identifies relevant workplace procedures

Identifies processing techniques, time and safety requirements

Selects and checks tools

Tests equipment and adjusts setting to suit work requirements

Selects appropriate PPE

Selects required materials for the job

Sets-up work area and work surfaces
Carries out paint-less dent repairs
Chooses repair method/s - pressing, beating, reforming, levering and pulling 
Selects appropriate tools 

Removes component
Repairs dent slowly – massages from outer area of dent inwards

Smooths area to original state

Cleans work area:

Labels and stores materials or finished product
Cleans and stores tools and equipment after use

Removes waste and scrap

Removes hazards

Completes workplace documentation
Disposes of wastes
	Safe work practices and PPE

Standard operating procedures

Workplace documentation

Manufacturer’s product specifications

Regulations and Australian Standards
Good housekeeping

Effective communication and teamwork

Quality outputs

Problem-solving skills
	
	
	

	AURV327231A

2, 3
	4
	Plans and prepares work:
Assesses job requirements

Reads work instructions or job order, plans

Identifies relevant workplace procedures

Identifies processing techniques, time and safety requirements

Selects and checks tools

Tests equipment and adjusts setting to suit work requirements

Selects appropriate PPE

Selects required materials for the job

Sets-up work area and work surfaces
Installs vehicle body component seals
Diagnoses/identifies seal leak

Removes seal
Select replacement seal

Selects fitting tools to suit installment method – clamping, crimping, gluing

Fits seal

Installs and test for leaks or air noise

Cleans work area:

Labels and stores materials or finished product
Cleans and stores tools and equipment after use

Removes waste and scrap

Removes hazards

Completes workplace documentation
Disposes of wastes
	Safe work practices and PPE

Standard operating procedures

Workplace documentation

Manufacturer’s product specifications

Regulations and Australian Standards
Good housekeeping

Effective communication and teamwork

Quality outputs

Problem-solving skills
	
	
	

	AURC465349A
1, 2, 3

AURC252327A

1, 2, 3, 4, 5
AURC261314A

1

AURC270789A

3
	5
	Documents provide evidence of:

Customer name and contact details

Details of vehicle

Details of work to be completed

Description of goods/services supplied

Correct pricing for components/parts

Correct pricing for service/labour

Calculations for discounts, fees, taxes and other charges

Name/signature of person quoting

If applicable, amendments and recalculations as requested by customer

Congruence with organisational practices – preferred suppliers, price list
Neat, legible hand-writing (or neatly presented/aligned if produce by computer)

Effective filing systems to enable ease of retrieval of quotations
	Workplace procedures and guidelines

Legal and ethical requirements

Numeracy skills
	
	
	

	AURC270421A

1, 2, 3, 4

AURC252327A

1, 2, 3, 4, 6

AURC270789A

1, 3
	6
	Greets and welcomes client courteously

Listens to client’s request

Establishes and clarifies client’s requirements

Provides information to client

Discusses features and benefits of products and services

Advises on most suitable outcome for client

Provides alternatives and suggestions

Discloses any terms and conditions, warranty, etc

Uses effective communication

Uses effective sales techniques

Adopts professional manner

Explains technical terms to client
	Industry codes of practice 

Company policies and procedures

Effective communication

Ethical standards
	
	
	


SECTION E

Resources for Practical Tasks

You use this section to access any resources required by the candidate to undertake the practical task/s or scenario/s. They are suggested resources only. You may wish to modify or use other resources for the assessment tasks.

Nil supplied
SECTION F

Third Party Verification

The preferred approach in gaining third party validation is to take the forms in this section to the candidate’s previous employers or referees to gain confirmation of the candidate’s skills against the required competencies. This would be done during a conversation or interview with these people. 

It may be beneficial to make contact with the employers/referees early in the recognition process to make appointments, particularly if you have to travel some distance to visit them. This may be done on the same day as a practical assessment in the workplace if appropriate.

It is recommended that verification be obtained from one or two referees who can confirm the candidate’s industry skills in context over time.
REFEREE TESTIMONIAL

(Date)

To whom it may concern,

RE: 






skills in/as 






(insert candidate name) 





(insert industry/job title) 

I certify that the above named person has:

worked at 






 for a period of 
 years

regularly undertaken the following activities within the workplace since commencing employment with this organisation: 

( Initial those skills/ competencies (below) that the candidate has or can successfully perform in the workplace
·  prepares work area and plans work sequence according to job requirements 

·  follows OH&S procedures and guidelines 

·  implements environmental policies and procedures 

·  carries out panel, parts and components repairs – including heat shrinking, use of filler, thermoplastics, welding, riveting

·  removes, replaces and realignes panels, parts and components – including undertaking measuring

·  repairs aluminium panels, part and components 

·  installs component seals 

·  carries out lead wiping 

·  installs sunroofs
·  cleans work area during and after work 

·  applies health and safety practices and procedures

·  completes work to quality standards

·  applies waste management and environmental programs

·  works effectively with others to complete tasks

·  prepares written quotations

·  identifies, clarifies and resolves problems

·  assists with customer enquiries
If you would like any further information or would like to discuss any of the above, I can be contacted on 




Yours sincerely

Signature

Print Name and Position 
SECTION G

Assessment Tables

You use these tables as a reference tool to see at a glance which units/elements of competency are within the qualification. 

Question numbers refer to those found in SECTION C of this kit.

Practical assessment/scenarios numbers refer to those found in SECTION D of this kit.

It is important to note that this section is used for validation purposes only. Any mapping should be done after questions and tasks have been selected.

	Elements
	Performance Criteria
	Questions
	Practical Tasks

	AURC270103A  Apply safe working practices

	1.
Apply basic safety procedures
	1.1
Procedures to achieve a safe working environment are followed and maintained in line with OH&S regulations and requirements and according to worksite policy

1.2
All unsafe situations are recognised and reported according to worksite policy

1.3
All breakdowns in relation to machinery and equipment are reported to supervisor or nominated persons

1.4
Fire and safety hazards are identified and precautions are taken or reported according to worksite policy and procedures

1.5
Dangerous goods and substances are identified, handled and stored according to worksite policy and procedures and OH&S requirements

1.6
Worksite policy regarding manual handling practice is followed

1.7
Participation in consultative arrangements established by company for OH&S is exercised
	A, E

E, 1, 2
E, 1, 2
3
2
A, E

1, 2, 4
	Assessed across tasks 1, 2, 3, 4

	2.
Apply emergency procedures
	2.1
Worksite policies and procedures regarding illness or accidents are identified and applied

2.2
Safety alarms are identified

2.3
Qualified persons are contacted in the event of accident or sickness of customers or staff and accident details are documented according to worksite accident/ injury procedures

2.4
Worksite evacuation procedures are identified and applied
	3
3
3
3
	

	AURV371481A  Implement and monitor environmental regulations and best practice in the body repair industry

	1.
Identify and apply environment regulations
	1.1
Reasons for ethical environmental practice in a workplace or business are identified

1.2
Environmental responsibilities of staff in a workplace or business are identified

1.3
Penalties for individual breaches of legislation are identified

1.4
Waste is minimised, waste materials, including solids, sludge and biological materials are sorted and stored in bins for recycling or disposal

1.5
Packaging on goods received is sorted and disposed of 
	4
4
-

4
4
	Assessed across tasks 1, 2, 3, 4

	2.
Identify and avoid hazards to stormwater
	2.1
No waste water or contaminants are allowed to enter stormwater system

2.2
Parts and components containing environmentally hazardous materials are stored undercover in a sealed and bunded or drained treatment area

2.3
Liquid wastes are drained into storage or recycling containers

2.4
Spill kit is located and used as needed to prevent stormwater contamination

2.5
Spills are cleaned immediately and workplace is kept clean to prevent unintentional stormwater pollution 
	4
4
4
4
4
	Assessed across tasks 1, 2, 3, 4

	3.
Identify and avoid hazards to air quality
	3.1
Hazards of air borne particles are identified, minimised and contained

3.2
Hazards gases and fumes are identified, minimised and contained
	4
4
	Assessed across tasks 1, 2, 3, 4

	4.
Identify and avoid noise hazards
	4.1
Noise creating activities are minimised and carried out within approved operating hours
	4
	Assessed across tasks 1, 2, 3, 4

	AURV225908A  Carry out panel repairs

	1.
Prepare for work
	1.1 Work instructions are used to determine job requirements, including quality, material, equipment and quantities

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including breathing protection, personal protection needs, are observed throughout the work

1.4 Material for application is selected and inspected for quality

1.5 Hand and power tooling are identified and checked for safe use

1.6 Products are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

	2.
Carry out panel repairs
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Components are repaired using approved methods and equipment in accordance with manufacturer/component supplier specifications

2.3 Where repair of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought where required

2.4 Repairs are carried out to pre-paint condition

2.5 Repair activities are carried out according to industry regulations/guidelines, OH&S requirements, legislation and enterprise procedures/policies
	A, E, 5
E, 5
E, 5
E, 5
E, 5
	1a, 1b, 1c, 1d

1a, 1b, 1c, 1d

1a, 1b, 1c, 1d

1a, 1b, 1c, 1d

1a, 1b, 1c, 1d

	3.
Carry out repairs using body fillers
	3.1 Information is accessed and interpreted from manufacturer/component supplier specifications

3.2 Components are repaired using approved methods and equipment in accordance with manufacturer/component supplier specifications

3.3 Repairs are carried out to pre-paint condition

3.4 Repair activities are carried out according to industry regulations/guidelines, OH&S requirements, legislation and enterprise procedures/policies  
	A, E, 11, 12
E, 11, 12
E, 11, 12
E, 11, 12
	1b

1b

1b

1b

	4.
Clean up work area and maintain equipment
	4.1
Material that can be reused is collected and stored

4.2
Waste and scrap is removed following workplace procedures

4.3
Equipment and work area are cleaned and inspected for serviceable conditions in accordance with workplace procedures

4.4
Unserviceable equipment is tagged and faults identified in accordance with workplace procedures

4.5
Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

4.6
Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D

C, D, E
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV226108A  Carry out pre-repair operations (vehicle body)

	1.
Prepare for work
	1.1 Work instructions are used to determine job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including personal protection needs, are observed throughout the work

1.4 Equipment and tooling are identified and checked for safe and effective operation

1.5 Procedures are determined to minimise waste material

1.6 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

	2.
Clean components prior to repairs and/or storage
	2.1 Cleaning agents are used according to cleaning agent manufacturer/component supplier instructions

2.2 Components of vehicle are cleaned to facilitate inspection, assessment, replacement, repair and/or storage

2.3 Cleaning of components is achieved without causing damage to component or system

2.4 Cleaning activities are carried out according to industry regulations/guidelines, OH&S requirements, legislation and enterprise procedures/policies

2.5 Used cleaning agents and waste material are safely disposed of according to statutory and enterprise requirements 
	5, 6
5, 6
5, 6
4, 5, 6
4
	1a

1a

1a

1a

1a

	3.
Remove, tag and store components
	3.1 Information is accessed and interpreted from manufacturer/component supplier specification

3.2 Components are removed, tagged and stored in accordance with manufacturer/component supplier specifications and enterprise procedures, to prevent injury to self and others or damage to components

3.3 Components are removed, tagged and stored without causing damage to component or system

3.4 Removal and storage activities are carried out according to industry regulations/guidelines, OH&S requirements, legislation and enterprise procedures/policies

3.5 Report on additional parts required to complete repair (not listed on quotation) is completed in accordance with enterprise policy 
	A, E, 5
E, 5, 7
E, 5, 7
E, 5, 7
E, 5
	1a

1a

1a

1a

1a

	4.
 Clean up work area and maintain equipment
	4.1 Material that can be reused is collected and stored

4.2 Waste and scrap is removed following workplace procedure

4.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

4.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

4.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

4.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV326266BA  Repair body panels (metal finishing)

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	2.
Carry out metal finishing
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Components are repaired using approved methods and equipment in accordance with manufacturer/component supplier specifications

2.3 Where repair of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

2.4 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

2.5 Repairs are checked to specification and workplace/equipment records are completed to worksite requirements 
	A, E, 9
E, 9
E, 9
E, 9
E, 9
	1c

1c

1c

1c

1c

	3.
Carry out heat shrinking operations
	3.1 Information is accessed and interpreted from manufacturer/component supplier specifications

3.2 Components are repaired using approved methods and equipment in accordance with manufacturer/component supplier specifications

3.3 Where repair of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

3.4 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

3.5 Repairs are checked to specification and workplace/equipment records are completed to worksite requirements
	A, E, 10
E, 10
E, 10
E, 10
E, 10
	1c

1c

1c

1c

1c

	4.
Clean up work area  and maintain equipment
	4.1 Material that can be reused is collected and stored

4.2 Waste and scrap is removed following workplace and environmental procedures

4.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

4.4 Unserviceable equipment is tagged and faults identified in accordance with workplace procedures

4.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

4.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV326266CA  Repair body panels (incorporating filler)

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	2.
Carry out repairs using body fillers
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Protective equipment appropriate to repair activities is used

2.3 Components are repaired using approved methods and equipment in accordance with manufacturer/component supplier specifications

2.4 Repairs are carried out to pre-paint condition

2.5 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

2.6 Repair is checked in accordance with workplace and manufacturer/component supplier requirements

2.7 Workplace/equipment documentation is completed and dealt with relevant to repair outcomes 
	A, E, 11, 12
A, 1, 2, 11, 12
E, 11, 12
E, 11, 12
E, 11, 12
E, 11, 12
E, 11, 12
	1b

1b

1b

1b

1b

1b

1b

	3.
Clean up work area  and maintain equipment
	3.1 Material that can be reused is collected and stored

3.2 Waste and scrap is removed following workplace and environmental procedures

3.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

3.4 Unserviceable equipment is tagged and faults identified in accordance with workplace procedures

3.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

3.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV326266DA  Repair body panels/components (thermoplastic)

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	2.
Repair plastic panel/component
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Protective equipment appropriate to repair activities is used

2.3 Components are repaired using approved methods and equipment in accordance with manufacturer/component supplier specifications

2.4 Where repair of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

2.5 Repairs are carried out up to pre-paint condition

2.6 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

2.7 Repair is checked in accordance with workplace and manufacturer/component supplier requirements

2.8 Workplace/equipment documentation is completed and dealt with relevant to repair outcomes 
	A, E, 13
A, 1, 2, 13
E, 13
E, 13
E, 13
E, 13
E, 13
E, 13
	2
2
2
2
2
2
2
2

	3.
Clean up work area  and maintain equipment  
	3.1 Material that can be reused is collected and stored

3.2 Waste and scrap is removed following workplace and environmental procedures

3.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

3.4 Unserviceable equipment is tagged and faults identified in accordance with workplace procedures

3.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

3.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV327466AA  Repair aluminium body panels (finishing)

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials, and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	

	2.
Carry out finishing
	2.1 Information is accessed and interpreted form manufacturer/component supplier specifications

2.2 Components are repaired using approved methods and equipment in accordance with manufacturer/component supplier specification

2.3 Where repair of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

2.4 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

2.5 Repairs are checked to specification and workplace/equipment records are completed to worksite requirements
	A, E, 9, 14
A, E, 9, 14
E, 9, 14
E, 9, 14
E, 9, 14
	

	3.
Carry out heat shrinking operations
	3.1 Information is accessed and interpreted from manufacturer/component supplier specifications

3.2 Components are repaired using approved methods and equipment in accordance with manufacturer/component supplier specification

3.3 Where repair of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

3.4 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

3.5 Repairs are checked to specification and workplace/equipment records are completed to worksite requirements
	A, E, 10, 14
E, 10, 14
E, 10, 14
E, 10, 14
E, 10, 14
	

	4.
Clean up work area and maintain equipment
	4.1 Material that can be reused is collected and stored

4.2 Waste and scrap is removed following workplace and environmental procedure

4.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

4.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

4.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

4.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	

	AURV327466BA  Repair aluminium body panels (filling) 

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials, and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	

	2.
Carry out repairs using fillers
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Protective equipment appropriate to repair activities is used

2.3 Components are repaired using approved methods and equipment in accordance with manufacturer/component supplier specification

2.4 Repairs are carried out to pre-paint condition

2.5 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

2.6 Repair is checked in accordance with workplace and manufacturer/component supplier requirements

2.7 Workplace/equipment documentation is completed and dealt with relevant to repair outcomes
	A, E, 11, 12
A, 1, 2
E, 11, 12, 14
E, 11, 12, 14
E, 11, 12, 14
E, 11, 12, 14
E, 11, 12, 14
	

	3.
Clean up work area and maintain equipment
	3.1 Material that can be reused is collected and stored

3.2 Waste and scrap is removed following workplace and environmental procedure

3.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

3.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

3.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

3.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	

	AURV226864A  Remove, replace and realign bolt-on panels, sections and fittings

	1.
Prepare for work
	1.1 Work instructions are used to determine job requirements, including method, material and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus and eye and ear personal protection needs are observed throughout the work

1.4 Material for work is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	2.
Remove bolt-on body panels, panel sections and ancillary fittings
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Removal of body panels, panel sections and ancillary fittings is completed without causing damage to component or system

2.3 Where there is a potential disturbance to electrical, mechanical, electronic or other systems, assistance is sought, if required 

2.4 Removal activities are carried out according to industry regulations/guidelines, OH&S requirements, legislation and enterprise procedures/policies

2.5 Removed parts are tagged and stored to workplace requirements
	A, E, 15
E, 15
E, 15
E, 15
E, 7, 15
	1a

1a

1a

1a

1a

	3.
Replace and realign bolt-on body panels, panel sections and ancillary fittings
	3.1 Information is accessed and interpreted from manufacturer/component supplier specifications

3.2 Replacement components and ancillary fittings meet specifications for dimensions, material and functional capability

3.3 Components and ancillary fittings are replaced and realigned using approved methods, material and equipment 

3.4 Sealant is selected and applied according to product manufacturer/component supplier specification for type, method of application and thickness

3.5 Where there has been a disturbance to electrical, mechanical, electronic or other systems, assistance is sought, if required

3.6 Replacement and realignment of vehicle body panels, panel sections and ancillary fittings are completed without causing damage to component or system

3.7 Replacement and realignment activities are carried out according to industry regulations/guidelines, OH&S requirements, legislation and enterprise procedures/policies
	A, E, 16
E, 16
E, 16
E, 16
E, 16
E, 16
E, 16
	1e

1e

1e

1e

1e

1e

1e

	4.
Clean up work area and maintain equipment
	4.1 Material that can be reused is collected and stored

4.2 Waste and scrap is removed following workplace and environmental procedure

4.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

4.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

4.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

4.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV226965A  Remove and replace/fit protector mouldings, transfers and decals 

	1.
Prepare for work
	1.1 Work instructions are used to determine job requirements, including method, material and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus and eye and ear personal protection needs are observed throughout the work

1.4 Material for work is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	2.
Remove protector mouldings, transfers and decals
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Work is completed without causing damage to component, system or protector mouldings, transfers and decals

2.3 Removal activities are carried out according to industry regulations/guidelines, OH&S requirements, legislation and enterprise procedures/policies
	A, E, 17
E, 17
E, 7 ,17
	1a

1a

1a

	3.
Prepare for replacement/fitting of protector mouldings, transfers and decals
	3.1 Information is accessed and interpreted from manufacturer/component supplier specifications

3.2 Protector mouldings, transfers and decals to be fitted are within specifications for dimensions, material and functional capability

3.3 Adhesives are selected according to the product manufacturer/component supplier specification for type, method, application and thickness

3.4 Work is completed without causing damage to component, system or protector mouldings or transfers and decals

3.5 Reusable moulds, decals and attachment clips/components are inspected and cleaned in preparation for refitting
	A, E, 17
E, 17
E, 17
E, 17
E, 17
	1f

1f

1f

1f

1f

	4.
Replace/fit protector mouldings, transfers and decals
	4.1 Information is accessed and interpreted from manufacturer/component supplier specifications

4.2 Protector mouldings, transfers and decals are replaced and fitted using approved methods, material and equipment

4.3 Adhesives are applied according to the product manufacturer/component supplier specifications for type, method, application and thickness

4.4 Work is completed without causing damage to component, system or protector mouldings, transfers and decals

4.5 Replacement/refitting activities are carried out according to industry regulations/guidelines, OH&S requirements, legislation and enterprise procedures/policies
	A, E, 17
E, 17
E, 17
E, 17
E, 17
	1f

1f

1f

1f

1f

	5.
Clean up work area and maintain equipment
	5.1 Material that can be reused is collected and stored

5.2 Waste and scrap is removed following workplace and environmental procedures

5.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

5.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements 

5.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

5.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV227064A  Remove and replace mechanical units/assemblies 

	1.
Prepare for work
	1.1 Work instructions are used to determine job requirements, including methods, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including personal protection needs are observed throughout the work

1.4 Material for work is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	

	2.
Remove mechanical units/assemblies
	2.1 Mechanical units/assemblies are removed using approved methods, tooling and equipment

2.2 Assistance from licensed persons is sought in relation to air conditioning and LPG/NGV system/components removal

2.3 Removal is completed without causing damage to component or system

2.4 Removal activities are carried out according to industry regulations/guidelines, OH&S requirements, legislation and enterprise procedures/policies
	A, E, 18
E, 18
E, 18
E, 18
	

	3.
Replace mechanical units/assemblies
	3.1 Mechanical units/assemblies are replaced using approved methods, tooling and equipment

3.2 Assistance from licensed persons must be sought in relation to the recommissioning of air conditioning and LPG/NGV system/components

3.3 Replacement is completed without causing damage to component or system

3.4 Replacement activities are carried out according to  industry regulations/guidelines, OH&S requirements, legislation and enterprise procedures/policies
	E, 18
E, 18
E, 18
E, 18
	

	4.
Clean up work area and maintain equipment
	4.1 Material that can be reused is collected and stored

4.2 Waste and scrap is removed following workplace and environmental procedures

4.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

4.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

4.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

4.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	

	AURV326964A  Remove and replace adhesive bonded panels and structures

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	2.
Remove and replace body panels and structures
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Replacement components meet specifications for dimensions, materials and functional capability

2.3 Components and ancillary fittings are refitted using approved adhesive bonding methods, materials and equipment

2.4 Sealant is selected and applied according to the manufacturer/component supplier specification for type, method of application and thickness

2.5 Where there is a potential disturbance to electrical, mechanical, electronic or other systems, assistance is sought

2.6 Removal and replacing/refitting of body panels and structures is completed without causing damage to any component or system

2.7 Replacement activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

2.8 Workplace/equipment documentation is completed and dealt with relevant to work outcome
	A, E, 19, 20, 21
E, 19, 20, 21
E, 19,.20, 21
E, 19, 20 ,21
E, 19, 21
E, 19, 21
E, 19, 20, 21
E, 21
	1a, 1e

1a, 1e

1a, 1e

1a, 1e

1a, 1e

1a, 1e

1a, 1e

1a, 1e

	3.
Clean up work area and maintain equipment
	3.1 Material that can be reused is collected and stored

3.2 Waste and scrap is removed following workplace and environmental procedure

3.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

3.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

3.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

3.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV327164A  Remove and replace supplementary restraint systems (SRS)

	1.
Prepare for work
	1.1 Work instructions are used to determine job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	

	2.
Deactivate and remove supplementary restraint systems
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 The supplementary restraint system is deactivated and removed using approved methods, tooling and equipment

2.3 The system is deactivated and removed without causing damage to any component or system

2.4 Deactivation and removal activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

2.5 System/components are tagged and stored to manufacturer/component supplier and workplace standards
	A, E, 22
E, 22
E, 22
E, 22
E, 7, 22
	

	3.
Replace and recommission supplementary restraint systems  
	3.1 Information is accessed and interpreted from manufacturer/component supplier specifications

3.2 Supplementary restraint systems are replaced and recommissioned using approved methods, tooling and equipment

3.3 Replacement and recommissioning are completed without causing damage to any component or system

3.4 Replacement and recommissioning activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

3.5 Workplace/equipment documentation is completed and processed to enterprise/manufacturer/component supplier requirements
	E, 22
E, 22
E, 22
E, 22
E, 22
	

	4.
Clean up work area and maintain equipment 
	4.1 Material that can be reused is collected and stored

4.2 Waste and scrap is removed following workplace and environmental procedure

4.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

4.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

4.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

4.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	

	AURV324431A  Install vehicle sunroofs

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for work is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	

	2.
Measure, mark out and fabricate template
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Suitable materials are selected and template is fabricated to shape and size

2.3 Fabricating, measuring and marking out activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies
	A, E, 23, 24
E, 23, 24
E, 23, 24
	

	3.
Mark out, cut panels/trim and prepare cut edges
	3.1 Information is accessed and interpreted from manufacturer/component supplier specifications

3.2 Template is used to mark out areas to be cut

3.3 Panels/trim are cut using approved methods and equipment in accordance with specifications

3.4 Panels/trim are prepared in readiness for installing sunroof

3.5 Panels are reinforced to comply with manufacturer/component supplier requirements, Australian Design Rules and structural requirements

3.6 Work is completed without causing damage to any component or system

3.7 Marking out, cutting and preparation activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies
	A, E, 23, 24
E, 23, 24
E, 23, 24
E, 23, 24
E, 23, 24
E, 23, 24
E, 23, 24
	

	4.
Install sunroof
	4.1 Information is accessed and interpreted from manufacturer/component supplier specifications

4.2 Sunroof is installed to specifications

4.3 Installation is achieved without causing damage to any component or system

4.4 Installed sunroof is checked for operation and leak tested

4.5 All installation and checking is performed according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

4.6 Workplace and equipment documentation is completed in accordance with worksite requirements
	A, E, 23, 24
E, 23, 24
E, 23, 24
E, 23, 24
E, 23, 24
E, 23, 24
	

	5.
Clean up work area and maintain equipment
	5.1 Material that can be reused is collected and stored

5.2 Waste and scrap is removed following workplace and environmental procedures

5.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

5.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

5.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

5.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	

	AURV325808A  Carry out paint-less dent repairs

	1.
Prepare for work
	1.1 Work instructions are used to determine job requirements, including quality, tooling and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including personal protection needs are observed throughout the work

1.4 Hand/power tooling are identified and checked for safe use

1.5 Procedures are identified for maximising energy efficiency while completing job
	A, B, E
A, E
A, E, 1, 2
A, E, 2
A, E, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

	2.
Carry out paint-less dent repair
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Components are repaired using approved methods and equipment in accordance with industry recognised practises

2.3 Where repair of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

2.4 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

2.5 Repairs are checked to specification and workplace/equipment records are completed to worksite requirements 
	A, E, 25, 26
E, 25, 26
E, 25, 26
E, 25, 26
E, 25, 26
	3
3
3
3
3

	3.
Clean up work area and maintain equipment
	3.1 Equipment and work area are cleaned and inspected for serviceable conditions in accordance with workplace procedures

3.2 Unserviceable equipment is tagged and faults identified in accordance with workplace

3.3 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

3.4 Tooling is maintained in accordance with workplace procedures
	C, E, 4

C, D

D, E

C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV326366AA  Repair/replace structural damage (welding)

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	2.
Carry out structural straightening and realigning procedures
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Protective equipment appropriate to repair activities is used

2.3 Components are straightened and realigned using approved methods and equipment in accordance with manufacturer/component supplier specification

2.4 Where straightening and realigned of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

2.5 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies 
	A, E, 27
A, 1, 2, 27
E, 27
E, 27
E, 27
	1d

1d

1d

1d

1d

	3.
Carry out welded panel replacement procedures
	3.1 Information is accessed and interpreted from manufacturer/component supplier specifications

3.2 Protective equipment appropriate to repair activities are used

3.3 Components are replaced using approved methods and equipment in accordance with manufacturer/component supplier specification

3.4 Where replacement of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

3.5 Replacement activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies
	A, E, 28
A, 1, 2, 28
E, 28
E, 28
E, 28
	1e

1e

1e

1e

1e

	4.
Carry out body panel measuring procedures
	4.1 Information is accessed and interpreted from manufacturer/component supplier specifications

4.2 Components are measured using approved methods and equipment in accordance with manufacturer/component supplier specification

4.3 Measuring activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

4.4 Workplace/equipment documentation is completed and dealt with relevant to repair outcomes
	A, E, 29
E, 29
E, 29
E, 29
	1e

1e

1e

1e

	5.
Clean up work area  and maintain equipment
	5.1 Material that can be reused is collected and stored

5.2 Waste and scrap is removed following workplace and environmental procedure

5.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

5.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

5.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

5.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV326366BA  Repair/replace structural damage (riveting)

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	2.
Carry out structural straightening and realigning procedures
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Protective equipment appropriate to repair activities is used

2.3 Components are straightened and realigned using approved methods and equipment in accordance with manufacturer/component supplier specifications

2.4 Where straightening and realigning of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

2.5 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies 
	A, E, 27
A, 1, 2, 27
E, 27
E, 27
E, 27
	1d

1d

1d

1d

1d

	3.
Carry out riveted panel replacement procedures
	3.1 Information is accessed and interpreted from manufacturer/component supplier specifications

3.2 Protective equipment appropriate to repair activities are used

3.3 Components are replaced using approved riveting methods and equipment in accordance with manufacturer/component supplier specification 

3.4 Where replacement of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

3.5 Replacement activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies
	A, E, 28
A, 1, 2, 28
E, 28
E, 28
E, 28
	1e

1e

1e

1e

1e

	4.
Carry out body panel measuring procedures
	4.1 Information is accessed and interpreted from manufacturer/component supplier specifications

4.2 Components are measured using approved methods and equipment in accordance with manufacturer/component supplier specification

4.3 Measuring activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

4.4 Workplace/equipment documentation is completed and dealt with relevant to repair outcomes
	A, E, 29
E, 29
E, 29
E, 29
	1e

1e

1e

1e

	5.
Clean up work area  and maintain equipment
	5.1 Material that can be reused is collected and stored

5.2 Waste and scrap is removed following workplace and environmental procedure

5.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

5.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

5.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

5.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV326367A  Replace major welded panels 

	1.
Prepare for work
	1.1 Work instructions are used to determine the  job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	2.
Remove welded panels/panel sections
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Protective equipment appropriate to repair activities is used

2.3 Components are removed using approved methods and equipment in accordance with manufacturer/component supplier specification

2.4 Where removal of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

2.5 Removal activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies
	A, E, 27
A, 1, 2, 27
E, 27
E, 27
E, 27
	1a

1a

1a

1a

1a

	3.
Replace and align welded panel/panel sections
	3.1 Information is accessed and interpreted from manufacturer/component supplier specifications

3.2 Protective equipment appropriate to repair activities is used

3.3 Components are replaced and aligned using approved methods and equipment in accordance with manufacturer/component supplier specifications

3.4 Where replacement of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

3.5 Replacements are carried out to pre-paint condition

3.6 Replacement and alignment activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

3.7 Workplace/equipment documentation is completed and dealt with relevant to work outcomes
	A, E, 28
A, 1, 2, 28
E, 28
E, 28
E, 28
E, 28
E, 28
	1e

1e

1e

1e

1e

1e

1e

	4.
Clean up work area and maintain equipment
	4.1 Material that can be reused is colleted and stored

4.2 Waste and scrap is removed following workplace and environmental procedures

4.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

4.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

4.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

4.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV326708A  Carry out major sectional repair 

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	

	2.
Perform major sectional repairs
	2.1 Sections not subject to repair are protected, using approved methods and equipment 

2.2 Damaged sections are removed using approved methods and equipment

2.3 Damaged surfaces are restored to a condition suitable for the fitting of new sections

2.4 Jig alignment fixtures are prepared and adjusted in accordance with equipment manufacturer/component supplier specification

2.5 Replacement sections are aligned and secured within the tolerance for the particular vehicle

2.6 Sections are refitted using approved methods, materials and equipment 

2.7 Sealant is selected and applied according to the manufacturer/component supplier specification for type method of application and thickness

2.8 Major sectional repairs are completed without causing damage to any component or system

2.9 Removal and fitting activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies
	E, 27, 28, 29

E, 27, 28, 29
E, 27, 28, 29
E, 27, 28, 29
E, 27, 28, 29
E, 27, 28, 29
E, 27, 28, 29
E, 27, 28, 29
E, 27, 28, 29
	

	3.
Clean up work area  and maintain equipment
	3.1 Material that can be reused is collected and stored

3.2 Waste and scrap is removed following workplace and environmental procedure

3.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

3.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

3.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

3.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	

	AURV327366A  Repair corroded panels and components 

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	2.
Remove corroded body panels and/or structural components or sections
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Panels and/or structural components or sections are removed with out causing damage to vehicle

2.3 Repairable/reusable body sections are determined according to general industry repair methods

2.4 Where removal of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

2.5 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies
	A, E, 27
E, 27
E, 27
E, 27
E, 27
	1a

1a

1a

1a

1a

	3.
Carry out body component/panel repairing and reforming procedures
	3.1 Information is accessed and interpreted from manufacturer/component supplier specifications

3.2 Repair material is selected in accordance with the industries general repair requirements and vehicle manufacturer/component supplier specifications

3.3 Components are measured using approved methods and equipment in accordance with manufacturer/component supplier specification

3.4 Components, panels and/or sections are repaired using approved methods and equipment in accordance with manufacturer/component supplier specification

3.5 Components, panels and/or sections are manufactured and reformed to suit vehicle contour and measurement requirements

3.6 Where repair of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

3.7 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies
	A, E, 27, 28
E, 27, 28
E, 27, 28
E, 27, 28
E, 27, 28
E, 27, 28
E, 27, 28
	1b, 1c, 1d, 1e

1b, 1c, 1d, 1e

1b, 1c, 1d, 1e

1b, 1c, 1d, 1e

1b, 1c, 1d, 1e

1b, 1c, 1d, 1e

1b, 1c, 1d, 1e

	4.
Replace body panels and structural components or sections 
	4.1 Information is accessed and interpreted from manufacturer/component supplier specifications

4.2 Components are replaced using approved methods and equipment in accordance with manufacturer/component supplier specification

4.3 Replaced panels/components are checked for compliance with specification

4.4 Where replacement of components includes disturbance to electrical, mechanical, air conditioning systems or trim, authorised assistance is sought

4.5 Replacement activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

4.6 Workplace/equipment documentation is completed and processed to enterprise/manufacturer/component supplier requirements 
	A, E, 27, 28
E, 27, 28
E, 27, 28
E, 27, 28
E, 27, 28
E, 27, 28
	1e

1e

1e

1e

1e

1e

	5.
Clean up work area and maintain equipment
	5.1 Material that can be reused is collected and stored

5.2 Waste and scrap is removed following workplace and environmental procedure

5.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

5.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

5.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

5.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURV326466A  Repair body components using lead wiping 

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	

	2.
Reinstate body components by lead wiping
	2.1 Information is accessed and interpreted from manufacturer/component supplier specifications

2.2 Lead filling materials are prepared and applied to pre-cleaned and prepared area according to industry standards

2.3 Repair operations are completed within established industry guidelines

2.4 Repairs are carried out to pre-paint condition to acceptable industry standards using physical, visual and mechanical checks

2.5 Reinstate body components by lead wiping without causing damage to any component or system

2.6 Repair activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies

2.7 Workplace/equipment documentation is completed and dealt with relevant to work outcome
	A, E, 30
E, 30
E, 30
E, 30
E, 30
E, 30
E, 30
	

	3.
Clean up work area  and maintain equipment
	3.1 Waste and scrap is removed following workplace and environmental procedure

3.2 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

3.3 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

3.4 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

3.5 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, D
D, E
C, D
C, D, E
	

	AURV326508A  Repair vehicle body misalignment 

	1.
Prepare for work
	1.1 Work instructions are used to determine the job requirements, including method, materials and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including dust and fume collection, breathing apparatus, eye and ear personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	

	2.
Perform vehicle measuring
	2.1 Measurement of the vehicle is completed without causing damage to any component or system

2.2 Equipment selected for vehicle measuring is to vehicle manufacturer/component supplier specifications

2.3 Equipment used for vehicle measuring is prepared and adjusted in accordance with equipment manufacturer/component supplier specification

2.4 Vehicle is prepared and, installed/located on the equipment in accordance with equipment manufacturer/component supplier instructions

2.5 Nature and extent of misalignment is determined using approved measuring methods

2.6 Results of measurements of vehicle alignment are documented accurately and completely

2.7 Measuring activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies
	E, 31
A, E, 31
A, E, 31
E, 31
E, 31
E, 31
E, 31
	

	3.
Rectify body and underframe misalignment
	3.1 Equipment selected for rectification of alignment is to vehicle manufacturer/component supplier specification

3.2 Equipment used for rectification of alignment is prepared and adjusted in accordance with equipment manufacturer/component supplier specification

3.3 Vehicle to be aligned is prepared and, installed /located on the alignment equipment in accordance with equipment manufacturer/component supplier instructions

3.4 Hydraulic repair equipment is prepared and attached using equipment manufacturer/component supplier approved methods

3.5 Hydraulic repair equipment is operated using approved methods and techniques

3.6 Alignment of item is reinstated to manufacturer/component supplier specification and tolerances

3.7 Rectifying of body and underframe misalignment is completed without causing damage to any component or system

3.8 Reinstatement activities are carried out according to industry regulations/guidelines, OH&S legislation, and enterprise procedures/policies
	E, 32

E, 32
E, 32
E, 32
E, 32
E, 32
E, 32
E, 32
	

	4.
Clean up work area and maintain equipment
	4.1 Material that can be reused is collected and stored

4.2 Waste and scrap is removed following workplace and environmental procedures

4.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

4.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

4.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

4.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	

	AURV327231A  Install vehicle body component seals

	1.
Prepare for work
	1.1 Work instructions are used to determine job requirements, including method, material and equipment

1.2 Job specifications are read and interpreted

1.3 OH&S requirements, including personal protection needs are observed throughout the work

1.4 Material for repair is selected

1.5 Equipment and tooling are identified and checked for safe and effective operation

1.6 Procedures are determined to minimise waste material

1.7 Procedures are identified for maximising energy efficiency while completing the job
	A, B, E
A, E
A, E, 1, 2
A, E
A, E
A, E, 4
A, 4
	1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	2.
Inspect and test vehicle body component seals for leaks
	2.1 Information is accessed and applied in accordance with vehicle/component manufacturer/component supplier specifications

2.2 Inspection and testing, including those for water and dust leaks and wind noise, follow industry accepted procedures

2.3 Inspection and testing procedures are carried out in accordance with manufacturer/component supplier specifications

2.4 Inspection and testing are completed without causing damage to vehicle section, system or component

2.5 Activities are carried out according to industry regulations/guidelines, OH&S legislation and enterprise procedures/policies
	A, E, 33
E, 33
E, 33
E, 33
E, 33
	4
4
4
4
4

	3.
Install, repair and/or replace vehicle body component seals
	3.1 Information is accessed and applied in accordance with vehicle/component manufacturer/component supplier specifications

3.2 Fittings, tooling and equipment are used

3.3 Installation, repairs and replacement procedures are carried out in accordance with manufacturer/component supplier specifications

3.4 Work is completed without causing damage to vehicle section, system or component

3.5 Activities are carried out according to industry regulations/guidelines, OH&S, legislation and enterprise procedures/policies

3.6 Workplace equipment documentation is completed and processed to enterprise/manufacturer/component supplier requirements
	A, E, 33
A, E, 33
E, 33
E, 33
E, 33
E, 33
	4
4
4
4
4
4

	4.
Clean up work area and maintain equipment 
	4.1 Material that can be reused is collected and stored

4.2 Waste and scrap is removed following workplace and environmental procedure

4.3 Equipment and work area are cleaned and inspected for serviceable condition in accordance with workplace procedures

4.4 Unserviceable equipment is tagged and faults identified in accordance with workplace requirements

4.5 Operator maintenance is completed in accordance with manufacturer/component supplier specifications and worksite procedures

4.6 Tooling is maintained in accordance with workplace procedures
	C, E, 4
C, E, 4
C, D
D, E
C, D
C, D, E
	1, 2, 3, 4
1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURC252327A  Identify, clarify and resolve problems

	1.
Identify problems 
	1.1
Signs of problems are identified and/or anticipated
	E1, E2
	1, 2, 3, 4, 5, 6

	2.
Clarify nature of the problem
	2.1
Information and evidence is gathered from a variety of sources

2.2
A detailed analysis of the information is prepared, listing all options

2.3
Relevant and irrelevant components of the problem are distinguished, within the available timeframe 
	E1, E2

E1, E2

E1, E2
	1, 2, 3, 4, 5, 6
1, 2, 3, 4, 5, 6
1, 2, 3, 4, 5, 6

	3.
Determine criteria for optimal solution
	3.1
Criteria for the desired solution are defined

3.2
Options and/or strategies are identified or devised

3.3
Strengths and weaknesses of each option and/or strategy are considered against determined criteria

3.4
The optimal solution is determined

3.5
An implementation strategy is prepared and presented to designated persons for approval
	E1, E2

E1, E2

E1, E2

E1, E2

E1, E2
	1, 2, 3, 4, 5, 6
1, 2, 3, 4, 5, 6
1, 2, 3, 4, 5, 6
1, 2, 3, 4, 5, 6
1, 2, 3, 4, 5, 6

	4.
Implement solution
	4.1
The chosen solution is implemented within available timeframe
	E1, E2
	1, 2, 3, 4, 5, 6

	5.
Evaluate and report on effectiveness of solutions and outcomes
	5.1
Criteria are established to determine if chosen solutions resolve the problem

5.2
The chosen solution is evaluated against the determined criteria

5.3
Follow-up procedures are implemented by investigating things that have gone wrong and developing contingency arrangements

5.4
The effectiveness of the solution is reported to the workgroup or designated persons
	E1, E2

E1, E2

E1, E2

E1, E2
	1, 2, 3, 4, 5
1, 2, 3, 4, 5
1, 2, 3, 4, 5
1, 2, 3, 4, 5

	6.
Assist others to identify, clarify and resolve problems in the workplace
	6.1
Others are assisted to anticipate or identify the indicators of a problem

6.2
Others are assisted to investigate the problem

6.3
Others are assisted to devise and evaluate alternative options and/or strategies

6.4
Others are assisted to implement the chosen solution
	E2

E2

E2

E2
	1, 2, 3, 4, 6
1, 2, 3, 4, 6
1, 2, 3, 4, 6
1, 2, 3, 4, 6

	AURC261314A  Contribute to quality work outcomes

	1.
Plan and prepare for quality work outcomes
	1.1
Quality procedures are identified from worksite/enterprise and team quality requirements

1.2
Performance indicators for individual work are identified and agreed with the appropriate persons

1.3
Work plans and processes which facilitate the achievement of quality work outcomes are adopted 
	A, E
A, B, E
A, B, E
	1, 2, 3, 4, 5
1, 2, 3, 4, 5
1, 2, 3, 4, 5

	2.
Comply with environmental requirements
	2.1
Environmental requirements for the work are interpreted and considered as a factor in work planning/preparation

2.2
Environmental monitoring and control procedures are implemented during the work processes

2.3
Environmental incidents and potential problems are identified and responded to or referred to others in accordance with worksite requirements
	A, E, 4
E, 4
E, 4
	1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	3.
Achieve and maintain quality work outcomes
	3.1
Responsibility for monitoring quality of outputs is accepted and changes implemented by the individual, in accordance with worksite procedures

3.2
Performance indicators are monitored, adjusted and agreed to meet changing circumstances

3.3
Loss and damage incidents are minimised by monitoring work processes, reporting incidents and applying local risk control processes

3.4
Procedural improvements and/or recommendations are communicated to relevant persons
	E
E
E

E
	1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	AURC270421A  Establish relations with customers

	1.
Establish contact with customer
	1.1
A welcoming customer environment is maintained

1.2
Customer is greeted warmly according to enterprise policies and procedures

1.3
An effective service environment is created through verbal and non-verbal presentation according to enterprise policies and procedures
	E3, E4

E3, E4

E3, E4
	6

6

6

	2.
Clarify specific needs of a customer
	2.1
Customer needs are determined through questioning and active listening

2.2
Customer needs are accurately assessed against the products/services of the enterprise

2.3
Customer details are documented clearly and accurately in required format
	E3, E4, E5

E3, E4, E5

E3, E4, E5
	6

6

6

	3.
Provide information and advice
	3.1 
Features and benefits of products/services provided by the enterprise are described/recommended to meet customer needs

3.2
Information to satisfy customer needs is provided

3.3
Alternative sources of information/advice are discussed with the customer

3.4
Alternatives are followed up
	E3, E4, E5

E3, E4, E5

E3, E4, E5

E3, E4, E5
	6

6

6

6

	4.
Follow up customer needs
	4.1
Further information is dispatched to customer

4.2
Gaps in available information are identified and referred to relevant persons for action
	E3, E4, E5

E3, E4, E5
	6

6

	AURC270688A  Work effectively with others

	1.
Contribute to determination of work roles
	1.1
Work roles for each group or team member are identified based on information and instructions about objectives, performance requirements and procedures

1.2
Contributions are made to assist in the determination of the roles and responsibilities for the successful completion of work activities
	E6, E7
E6, E7
	1, 2, 3, 4

1, 2, 3, 4

	2.
Contribute to planning of activities
	2.1
Suggestions and information are provided to contribute to the planning of work activities and associated procedures
	E, E6, E7
	1, 2, 3, 4

	3.
Organise and accept responsibility for own workload
	3.1
Priorities and deadlines are established and documented in consultation with others

3.2
Work activities are planned and progress of work is communicated to others whose personal work plans and timeframes may be affected

3.3
Work is completed to the standard expected in the workplace in accordance with guidelines, directions and instructions

3.4
Variations and difficulties affecting work requirements are identified through regular reviews and action is taken to report these issues to appropriate persons

3.5
Additional support to improve work is communicated clearly to appropriate persons
	E6, E7
E6, E7
E6, E7
E6, E7
E6, E7
	1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	4.
Maintain enterprise dress and grooming standards
	4.1
Enterprise and/or industry dress standards and requirements are maintained

4.2
Enterprise and/or industry grooming standards are maintained
	E9

E9
	1, 2, 3, 4

1, 2, 3, 4

	5.
Work with others 
	5.1
Forms of communication appropriate to the work activities are used

5.2
Assistance in the completion of activities is requested 

5.3
Support is provided to colleagues to ensure designated team goals are achieved

5.4
Contributions to the achievement of a required outcome are made

5.5
Work is undertaken in accordance with procedures on an individual and shared basis

5.6
Problems are discussed and resolved where possible through agreed and accepted processes

5.7
Suggestions for improvements to process are made and discussed within the team
	E7
E7
E7
E7
E7
E7
E7
	1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	6.
Participate in identifying and meeting own development needs
	6.1
Competencies for the workplace are identified

6.2
Organisational structure, career paths and development opportunities are identified

6.3
Steps are taken, in consultation with appropriate persons, to identify own learning needs through assessment and planning for future work requirements

6.4
Opportunities to learn and develop required competencies are undertaken, including establishing networks and working relationships with others
	E8

E8

E8

E8
	

	7.
Work effectively and responsibly
	7.1
Notification of shift/work availability or non-attendance for shift/work is given without undue delay and according to enterprise policies and procedures

7.2
Staff rosters are interpreted 

7.3
Non-discriminatory attitudes are displayed when interacting with customers, staff and management

7.4
Non-discriminatory language is used consistently 

7.5
Awards/enterprise agreements are identified and interpreted
	E7, E9
E7, E9

E7, E9
E7, E9
E9
	

	AURC270789A  Communication effectively in the workplace

	1.
Write routine texts 
	1.1
Routine texts of one or more sentences are composed in accordance with workplace requirements

1.2
Routine forms are completed in accordance with workplace requirements

1.3
Spelling, punctuation and grammar rules are followed 

1.4
Texts are self-checked for accuracy and presented for progress checks by relevant persons
	E12
E, E12, E14
E12, E14
E12, E14
	6

6

6

6

	2.
Read routine documents 
	2.1
Purpose of the text is understood and described

2.2
Main points or ideas presented are described

2.3
New technical words are comprehended

2.4
The meaning of key words and phrases are explained
	A, E11
A, E11
A, E11
A, E11
	1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

1, 2, 3, 4

	3.
Contribute to workplace communications
	3.1
Information is accessed to ensure effective communication when sending or receiving information

3.2
Assistance is provided to colleagues in the workplace , to foster common understanding

3.3
Requests for information from colleagues are met

3.4
Documents are kept and maintained in accordance with workplace/enterprise procedures and Government legislation
	E10, E11
E10, E11
E10, E11
E10, E11
	5, 6

5, 6

5, 6

5, 6

	4.
Apply basic computer skills
	4.1
Computer is turned on according to manufacturer/component supplier specifications or workplace procedures

4.2
Software is loaded or selected from menu

4.3
File is identified and selected or new file is produced

4.4
Information is entered, edited or deleted using an input device and within workplace designated speed and accuracy requirements

4.5
Document is saved regularly to avoid loss of information

4.6
Document is proof read and amended for accuracy

4.7
Document is produced in required style and format

4.8
Document is printed

4.9
File is saved and closed and program closed or exited according to manufacturer/component supplier specifications or workplace procedures

4.10
Computer is turned off according to manufacturer/component supplier specifications or workplace procedures

4.11
OH&S guidelines relating to screen-based equipment and computer workstations are observed
	E12
E12
E12
E12
E12
E12
E12
E12
E12
E12
E12
	

	5.
Operate workplace telephone systems
	5.1
Telephone system functions are used according to enterprise policy

5.2
Outgoing calls are completed in accordance with manufacturer instructions and enterprise policy and procedures

5.3
Incoming calls are answered promptly and in accordance with enterprise policy and procedures

5.4
Calls are transferred or placed on hold 

5.5
Caller is kept informed of delays and action being taken

5.6
Caller details and purpose of call are obtained and documented

5.7
Messages are documented and calls promptly returned if required
	E13
E13
E13
E13
E13
E13
E13
	

	AURC465349A  Prepare written repair quotation

	1.
Gather information
	1.1
Information sources are identified in preparation for quotation

1.2
Elements of the quotation are identified

1.3
Workplace policy/code of practice in relation to repair is accessed
	E4, E14
E4, E14
A, E4, E11, E14
	5

5

5

	2.
Prepare written repair quotation to facilitate repairs
	2.1
Repair quotation is prepared and costed with consideration for enterprise overheads

2.2
Customer is consulted to discuss quotation

2.3
Quotation contains customer and vehicle details, and work to be performed, legibly and accurately documented using the enterprise-approved format
	E4, E14
E4, E14
E4, E14
	5

5

5

	3.
Present repair quotation to customer
	3.1
Report is presented to customer verbally, and in writing

3.2
Approval to complete repairs is sought from customer

3.3
Quotation is filed to workplace requirements
	E3, E4, E14, E15, E16
E3, E4, E14, E15, E16
E3, E4, E14, E15, E16
	5

5

5
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gap training (only IF REQUIRED)








APPLICATION








Practical Assessment








COMPETENCY CONVERSATION











INTERVIEW and DOCUMENT REVIEW 








issue QUALIFICATION- RTO














Step 1:


Analyse the application.


Identify links between any documents applicant provides and competency units.


Identify any key questions for competency conversation.





Step 5:


Identify any practical activities required to confirm competency


Observe practical activity








Step 7:


Identify areas where 3rd party verification is needed and inform candidate. 


Confirm / Verify 3rd party reports





Step 3:


Conduct competency conversation








Step 2:


Record results of analysis in table at end of application








Step 4:


Complete the Record of Conversation sheets during the competency conversation





Step 6:


Complete Practical Assessment Tasks Observation Sheets








Step 8:


Receive completed Third party reports








* Remember RPL assessment is an accumulative process of collecting evidence.








Complete assessment sign off & file documentation.


Issue qualification / advise of gap training as appropriate








Assessment Activity





Record keeping Activity






























