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This document is provided by the Queensland Studies Authority for the use of Queensland schools that are RTOs. Its primary purpose is as an example, but it may be modified freely by school RTOs for their use.

Once altered by the school RTO, it becomes the responsibility of the RTO. The RTO must ensure that this assessment tool meets the requirements of the current AQTF.



How to use this template

This student training and learning diary is a form of self-assessment.  It is used to record skills and knowledge gained by the student while undertaking the projects and tasks set for this course. It also captures comments by the trainer/assessor.

Before using this diary, explain to students that:

· progressively making notes in this diary is part of gathering evidence towards competency

· diagrams, pictures (photographs) and annotations are part of their self-assessment of progress towards competency

· they should include the project number/code with their notes because the projects are mapped to the performance criteria of the units of competency

· the assessor will also sign and date the student’s diary notes

· this diary will become part of the student’s portfolio of work submitted as evidence of competency.

Training and learning diary
	Purpose of this training diary
This training record is to be used as part of the formative assessment process for the units of competency noted below. It records the following information:

· student’s written comments on any aspect of assessable work undertaken through this course
· student’s notes on gaining of knowledge and practical skills through the set tasks/projects 
· assessor/trainer’s feedback on progress towards competency
· photographs of work done and/or demonstration of application of practical skills with notes.


	Signatures are provided to verify that this record only contains current, original work by the student named above and comments by the trainer/assessor.


	Student name
	 MACROBUTTON  EmptyMacro [Click & enter name] 
	Student signature
	

	Assessor name
	 MACROBUTTON  EmptyMacro [Click & enter name] 
	Assessor signature
	

	Start date 
	 MACROBUTTON  EmptyMacro [Click & enter start date] 
	End date 
	 MACROBUTTON  EmptyMacro [Click & enter end date] 

	Unit code
	Unit title
	Mandatory / Core / Elective
	Enrolment entered in SDCS

	RTF1004A
	Support Gardening Work
	Elective
	

	RTC1801A
	Prepare For Work
	Core
	

	RTC1201A
	Maintain The Workplace
	Elective
	

	RTC1006A
	Support Nursery Work
	Elective
	

	RTC2026A
	Undertake Propagation Activities
	Elective
	

	RTF2013A
	Pot On Plants
	Elective
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Instructions
Read the information on each of the units of competency. Make a record of the skills and knowledge you have gained through each of the jobs you do in this course. The training you will do throughout this course is competency based, that is, it addresses skills, knowledge and attitudes required to work effectively and safely in a manufacturing or related environment. This means that you will be assessed on your ability to DO your job not just on your knowledge of the job.

Record what you have done and when you did it.  Get your teacher/assessor to sign it off; make sure you include your name and signature and the job/project number/code on the training diary page. Complete as many training diary sheets as you can as they are part of your assessment towards competency.

About assessment

You can ask you teacher/assessor which jobs or projects are connected to which competencies. At the end of this booklet, you will also find information on how evidence toward competency will be collected. It will show the units of competency and how assessment activities contribute towards gaining competency.

What can you include in your training diary?

· Your written comments on skills and knowledge you have gained

· Useful formulas or diagrams you want to record and make notes on

· Photographs/pictures of your work in progress and completed jobs along with comments
Requirements to complete qualifications

For you to receive RTF10103
Certificate I in Horticulture you must:

Successfully complete the required 6 units, one from Group A, two from Group B and an additional three units from Group B or C.

	Student name and signature:
	
	Assessor name and signature:
	
	Date:
	  /      /

	Student’s comments on skills gained:
	

	Student’s comments on knowledge gained:
(Paste in photos and description if desired)
	

	Assessor’s comments:
	


	Student name and signature:
	
	Assessor name and signature:
	
	Date:
	  /      /

	Student’s comments on skills gained:
	

	Student’s comments on knowledge gained:

(Paste in photos and description if desired)
	

	Assessor’s comments:
	


	Student name and signature:
	
	Assessor name and signature:
	
	Date:
	  /      /

	Student’s comments on skills gained:
	

	Student’s comments on knowledge gained:

(Paste in photos and description if desired)
	

	Assessor’s comments:
	


	Student name and signature:
	
	Assessor name and signature:
	
	Date:
	  /      /

	Student’s comments on skills gained:
	

	Student’s comments on knowledge gained:

(Paste in photos and description if desired)
	

	Assessor’s comments:
	


	Student name and signature:
	
	Assessor name and signature:
	
	Date:
	  /      /

	Student’s comments on skills gained:
	

	Student’s comments on knowledge gained:

(Paste in photos and description if desired)
	

	Assessor’s comments:
	


	Student name and signature:
	
	Assessor name and signature:
	
	Date:
	  /      /

	Student’s comments on skills gained:
	

	Student’s comments on knowledge gained:

(Paste in photos and description if desired)
	

	Assessor’s comments:
	


	Student name and signature:
	
	Assessor name and signature:
	
	Date:
	  /      /

	Student’s comments on skills gained:
	

	Student’s comments on knowledge gained:

(Paste in photos and description if desired)
	

	Assessor’s comments:
	


	Student name and signature:
	
	Assessor name and signature:
	
	Date:
	  /      /

	Student’s comments on skills gained:
	

	Student’s comments on knowledge gained:

(Paste in photos and description if desired)
	

	Assessor’s comments:
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	 MACROBUTTON  EmptyMacro [Click & enter file path] 

	Version date:

Ownership:
	 MACROBUTTON  EmptyMacro [Click & enter version date] 
 MACROBUTTON  EmptyMacro [Click & enter school/RTO name]
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