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Assessment Form for Workplace Learning Delivery (WPLD)
Instructions: Please read and follow the instructions in this Assessment Form carefully. Failure to provide the required evidence/artefacts and/or explanatory notes may render your application unfit for assessment.
This Skills Badge module has 4 Competency Statements /Performance Criteria (PC), labelled PC1 to PC4. For each PC, submit the following:
For A: Answer each of the given guide points. If you refer to submitted evidence/artefacts in your write-up, clearly indicate where the referenced item can be found (e.g., file name, page number, paragraph number, table number).
IMPORTANT: Before you submit this Assessment Form, please save this Word document and rename using the following naming convention:
Skills_Badge_WPLD_Assessment_form_YOUR FULL NAME.pdf

For B: Consolidate the relevant evidence/artefacts into one PDF file (maximum 10 MB). If needed, you may add a second PDF file (maximum 10 MB). In total, you may submit TWO (2) files only. Evidence should be text-based where possible; any evidence in image form must include clear captions and explanations of what the images depict. Total word count for ALL submitted artefacts MUST NOT EXCEED 7000 words. DO NOT ENCRYPT YOUR FILES.
IMPORTANT: Before you submit the relevant evidence/artefacts, please save and rename using the following naming convention:
Skills_Badge_WPLD_Evidence 1of2_YOUR FULL NAME.pdf
Skills_Badge_WPLD_Evidence 2of2_YOUR FULL NAME.pdf

	IMPORTANT: Applicants bound by the Official Secrets Act (OSA) or similar restrictions who cannot submit sensitive courseware must present the evidence on screen during the interview. If it does not justify the non-submission or clearly demonstrate the Performance Criteria, an immediate “NYC” will be given. Where possible, submit all supporting evidence and descriptions with the Assessment Form.





	PC1 Establish workplace learning objectives that are integrated with the outcomes of learner profile analyses and workplace performance context and needs.

	A. Add Your Notes of Elaboration/Explanation here in response to the given guide points: (If your explanation relates to the submitted evidence, please indicate the specific location of your referred points in your submitted artefacts):

	1. Explain how you identified the learning needs from learner profiles and from workplace performance goals.
2. Point out the following: 
a) at least ONE (1) business objective;
b) at least ONE (1) performance gap to be addressed;
c) at least ONE (1) task that the workplace learning solution will focus on;
d) explain the relevance of learning objectives to your intended workplace delivery plan (e.g. in relation to organisation or industry background, product or services).

	
[Type your responses]	
Limit to 8000 characters or 800 words

	B. Range of Evidence 

	You need to submit:
1. documentation of an authentic organisational performance diagnosis or workplace performance needs (e.g., workplace learning needs analysis reports, stakeholder meeting notes, training needs survey, email communication);
2. documentation of established workplace learning objectives and needs (e.g., business objective, performance gap, target task for the programme).




	PC2 Develop a workplace learning delivery plan to facilitate effective implementation, giving consideration to stakeholder needs , expectation and challenges.

	A. Add Your Notes of Elaboration/Explanation here in response to the given guide points: (If your explanation relates to the submitted evidence, please indicate the specific location of your referred points in your submitted artefacts):

	1. Provide the following: 
a) identify the target job (scope, title, and the tasks or skills) within the workplace;
b) explain how the workplace learning plan was contextualised from the learner profile and workplace performance data;
c) describe the plan’s core delivery components: task steps, key learning points, expected performance standards, resources, session duration, trainer notes, assessment for learning, and at least one technology tool;
d) provide a brief overview of the learning process in the plan to show the implementation approach;
e) describe the challenges, obstacles or pitfalls anticipated and managed during programme implementation;
f) explain how stakeholder needs, expectations and constraints were managed, and how the workplace learning plan was adapted in response.

	
[Type your responses]
Limit to 8000 characters or 800 words

	B. Range of Evidence 

	1. You must submit:
a) documentation of a complete and coherent workplace learning programme (e.g., workplace learning plan, OJT checklists, structured mentoring guides, workplace learning schedules);
b) documentation of stakeholder engagement or input to anticipate implementation demands (e.g., Email communication, programme proposal and stakeholder responses);
c) documentation of the plan's core delivery components, including task steps, key learning points, expected performance standards, resources, session duration, trainer notes, assessment for learning, and at least one technology tool.





	PC3 Implement and facilitate workplace learning solutions and adapt the plan as needed for effectiveness.

	A. Add Your Notes of Elaboration/Explanation here in response to the given guide points: (If your explanation relates to the submitted evidence, please indicate the specific location of your referred points in your submitted artefacts):

	1. Describe a learning activity from the plan that demonstrates application of learning to work practice. 
2. Provide an adaptation made during the implementation of the learning plan to facilitate more effective learning.

	
[Type your responses]
Limit to 8000 characters or 800 words

	B. Range of Evidence 

	You must submit records of programme implementation and facilitation (e.g., attendance records, learner activity logs, learner reflections, participation records, progress records or evaluation records).





	PC4 Monitor and evaluate workplace learning outcomes and implement follow-up actions to sustain continuous improvement

	A. Add Your Notes of Elaboration/Explanation here in response to the given guide points: (If your explanation relates to the submitted evidence, please indicate the specific location of your referred points in your submitted artefacts):

	1. Explain the following: 
a) how you measure workplace learning effectiveness and learner progress;
b) how these measurements link to the learning objectives and workplace performance needs defined in PC1 and coherent with PC2;
c) what you did or proposed to do to sustain the learning at work post-programme.

	
[Type your responses]
Limit to 8000 characters or 800 words

	B. Range of Evidence 

	1.	You must submit records of learning indicators or success measures linked to the learning objectives defined in PC1 and coherent with PC2 (e.g., learner performance tracking records, feedback documentation or data, or evaluation reports to the organisation).
2. 	Documentation of proposed follow-up to sustain or further workplace learning (e.g., proposal to client for programme improvements, revised frameworks or processes). 
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