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How to Build an Individual Delivery Profile (IDP)

FOR TEACHERS AND ASSESSORS ONLY

The Individual Delivery Profile (IDP) has been created to;
e make it easier for you to demonstrate how you meet the Standards for RTOs and
e draw attention to any gaps in vocational competency or currency that you might need to
address

The IDP will help you create a summary of your vocational competency and currency evidence
you’ve uploaded in your Keeping it Current (KIC) form to provide a rationale as to why you can teach
and or assess each unit.

Once your IDP is finished, it completely replaces the Teacher Qualification Matrix in the Teaching
and Assessment Strategy (TAS) with a simple hyperlink. You won’t need to reflect this information
anywhere else.

The IDP will allow Head Teachers to display who is teaching each course and unit and link it back to
the IDP and the individual’s Capability Development (CD) Record. This will be available via the My
Team -> Individual Delivery Profile menu option at the top of the home page of People @ TAFE

How does the IDP work?

As a teacher and/or assessor, use the IDP to:
1. Select how you meet teacher and/or assessor competence and currency requirements
2. Select which courses and units you are currently teaching and/or assessing
3. Summarise your evidence for your competence and currency in these units

The form-flow for an IDP would be:
1. IDP created and submitted by you (the teacher and/orassessor)
2. IDP approved by your Primary Manager/Head Teacher or Line Manager

When do | need to update my IDP?

At least every six months, maintain your IDP by adding new units for delivery, selecting new
currency activities to units that are already in your IDP and unselecting currency activities that were
completed more than two years ago. The IDP will automatically load with previously approved data,
saving you time.
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How to submit an IDP?

Note - you can only select evidence from what is available on your CD Record, so let’s address that
first:
1. LogintoPeople @TAFE-
https://bussys.tafensw.edu.au/people at tafe/default.aspx orvia the Staff Portal
—Tools — People at TAFE

2. Ensure your details are accurate by clicking on the Initials icon at the top
right-hand side and selecting My Profile. This is important because the
information flows through to all forms you create.

3. Ensureyou have uploaded all your qualifications and currency (including
professional reflections and Vocational Competency Mapping tool documents) to
People@TAFE via a KIC form. Once approved, they will be available to select as
evidence in your IDP.

People@TAFE

Tarnia Gilbert (tgilberts)
Waodnesday 06-Hov-2019

Education Quality Program O Publiah Mode OFF

{ehck ta turn ON)
Step 1; Attend ‘Demonstrating VET Currency and Competency” workshops (compulsory training) JEYTETIT

Step 2. Apply for coaching {as required] JEYT< VA 1303

My Submissions Submit a Form

Foem Subenstted Last Modified = Status Steps Completed eFoem Description Optiom.
ooRp 464 dara ago a0 Cancelled by Submtter ooth o Request for Activity Organiser to Conduct/Saek funding for on event 0 O - X-
L 464 daysago. ssa8 Cancelled by Submitter Oof4 comnow Create a €0 Activity (AUTHORISED STAFF ONLY) )
poEp N 2019 0335 2days 226060 Submitted Tots
s : e Request 1o ATTEND a €D Activity o 0
0o Veserasy nem Savea for Later dot2
coz-HoW Create o € Attendee [AUTHORISED STAFF ONLY] o 0
LoaKing for & prenouy SubMILted tormT Ga 1o My Mictery”
ne Create an Indivithal Delivery Profile 109} o @
we Keeping It Custent [Quars, Licences. Certificates. Curreny, ) 0 o
Kc-HOW Create a Staff Documentation Record (AUTHORISED STASE ONLY) 0o o
poRp Dertormance Develcarnant Review Dlan (DAD) o 0
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Without a Professional Reflection outlining how you plan to integrate new skills, knowledge
and experience into your training and/or assessment you won’t be able to use currency
activities in your IDP. To add a Professional Reflection, go to you My CD Record and
navigate to the CD-Completed and/or Currency tabs. Click on the pencil icon to add or edit
a reflection.

People@TAFE

Now you are ready to create your IDP!

Creating an IDP

1. To create an IDP, navigate to the People @TAFE home page. Under the Submit a Form table,
click on IDP which will open a new window.

DM : 1) | % My v a Olep >y © it Q r

Education Quality Program

Step | Attend ‘Demonstialing VET Currency and Competency’ workshops (compulsory training) RS-0 Aa S
Step 20 Apply for coaching (as required) YT G0

[3 @ My Submissions (] ® B @ Z ®

Form Submitted Last Modified 0 Status Stops Complated o Description Options

PDRP =3 455 days ago 94820 Canceiled by Submitter Qof & <o Request for Activity Organiser to Conduct/Seak funding for an avent o o E'

PR 455 days ago 95788 Cancelied by Submitter 0of& b 28

PORP - 49 doys 390 228003 Soved for Later gof4 cor-now Create a CD Actvity (AUTHORISED STAFF ONLY) ° o [

0P 48 days ago 242720 Saved for Late! oofz X~

P o &7 days ago 2a3an Saved for Lator 0of2 o2 Request to ATTEND a CD Activity o 0 e

P 45 days sgo 245593 Saved for Later 0of2 x-

0P o 4 daysago 247977 Saved foc Later Oof2 cozHOW Create 4 CO Attendee [AUTHORISED STAFE ONLY] 0 © =

wop 39 days 9go 250250 saved for Later oof2 5~

0P 33 days ago. 255084 Saved for Later ootz ° Create an Indwidual Delivery Profile {IDP) 0 9 =
32 days 390 255582 Saved for Later 00f2 x-
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2. The IDP form will automatically open to the OVERVIEW PAGE where there
are six sections to walk you through the form. You can easily navigate
around the form by clicking the numbered circles from either the top or

m Build your Individual Delivery Profile m ‘Z] 0
00— O—O0—0O—60—0

Teacher Details Teaching & Assess... Training Products Industry Unit Req... Form Flow History

o Overview A

From the side

m Build your Individual Delivery Profile =1

@ Teacher Details

@ Teaching & Assessment Requirements

@ Training Products

@ Industry Unit Requirements

@ Form Flow History

3. Atthe Overview page, there is nothing to do here except read through the information and
click on the Continue button to move to the next section. This page is a prompter to the
Submitter to remind them to update their qualifications and currency and to complete their
Professional Reflections prior to creating or updating their IDP.

’ Overview A

This IDP form uses previously approved evidence for the purposes of justifying Teaching & A t requir ts within TAFE NSW.

Before progressing with this form, ensure that you have the following in place:
@ Documents - All relevant qualifications, licences, VCMT and other documents have been submitted and approved via a KIC (Keeping it Current) form.

@ Currency Activities - All relevant currency activities have been submitted and approved via a KIC (Keeping it Current) form.

@ Professional Reflections - All capability development activities AND currency activities to be used as evidence, have a professional reflection against
them.
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4. The TEACHER DETAILS section displays information that comes directly
from your My Profile.

On this page you will notice;

e The link to My CD Record (1) - you can view your Currency or Qualification details
e The Help Icons, (2) identified as question marks inside circles - you can see an explanation of
what is required in that field
e Being able to Edit Details (3) which is your information stored within My Profile - by clicking
on this button, the 11 fields below it become active and you are then able to edit those
fields.
o Please note though that if you enter information here into a field that is blank,
the information you add will automatically update into your My Profile.
However, if you change the existing information in a field, it will only update
here on this section of the IDP. It will not override the current information
sitting stored in your My Profile. This is because the information stored in your
My Profile is accessed for all forms you create in the system and not just for this
one.
o If you want to change the information stored in My Profile, click on your circled
initials in the top right-hand corner and make your change in there.

At the top of this page we have provided the Submitted by and Submitted for fields, for those
that create IDP’s on behalf of other teachers and we’ve also added the Year/Semester fields so
that you can clearly identify which IDP to look at when you are searching within My CD Record.

o Teacher Details ~

7

% Submitted By: JTrain01 ServiceNow(tservicenow01)®

* Submitted For: § 1/3in01 ServiceNow v| @ MycD Record' [3'
R —

% Year/Semester: 2020 v Semester 2 v @
@
* First Name: Train01 ®

% Last Name: ServiceNow ©)
% Email: train01.servicenow@tafensw.edu.au @ @

a1y

e To close, click on the Close Edit Details button or click on the Continue button to move
to the next section.
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5. The TEACHING & ASSESSMENT section brings together your teaching and assessment
credentials and currency.

-~
0 Tenching & & Requir N

Select the credentials and activities that show how you meet Teaching & A t requir: s.

| You (tservicenow01) currently meet the RTO TAE 'TEACHING & ASSESSMENT' standards for 2019 (as of 30-Jul-2020.

TIP: Ask yourself the g ion: What qualificati and currency do | have that allows me to be a teacher at TAFE NSW (eg. TAE)?
Only select your most recent and rel hing & ials

You must select at least one piece of evidence.

In this screen you need to tick the boxes for the qualifications that are relevant to your
professional as a teacher such as your TAE

mauildymlmividualbelivuymﬁle — @ — @ S e — @ s @ m— ° i
Teacher & Assessor Credentials (from KIC forms) @

Q  Start typing to locate evidence.. Y Filter O
First Aid - Provide Advanced First Aid (HLTAID006) | YR: 2020 | EXP: 06-Jun-2023 | AustraliaAID

[|  Voc Comp Map Tool - VCMT - Doggy Caring | YR: 2019 | EXP: never |

[ Voc Comp Map Tool - VCMT - Provide Basic Foot Care | YR: 2019 | EXP: never |
Assoc. Degree - HOLDS QUALIFICATION - Animal Care | YR: 2018 | EXP: never | ALLSTAFF

#  Unit- Address Adult Language, Literacy and Numeracy Skills (TAELLN411) | YR: 2018 | EXP: never | TAFE NSW

#  Unit- Design and Develop Assessment Tools (TAEASS502) | YR: 2018 | EXP: never | TAFE NSW

W Cert. IV-Training and Assessment (TAE40110) | YR: 2017 | EXP: never | TAFE NSW

You can choose to use any or all the following functions to simplify your how you evidence
appears on the page.

e Searching for Evidence - type part of the name of a qualification and then all those
qualifications will appear for you to select from

Teacher & Assessor Credentials (from KIC forms) @

Q  Start typing to locate evidence...
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o Filtering your Evidence - by clicking on the Filter button and selecting the “selected”
option and then “apply”, this will then list only the qualifications you had ticked to
appear. The other qualifications will disappear from the page.

Y Flltero

4 Status

e Sorting your Evidence by year — ether list your qualifications in ascending or
descending order.

Sort by Year: desc e

Once you've selected your qualifications, you need to select your currency activities to support how
you have maintained your skills and knowledge in teaching and assessment

Note: The difference between Teacher & Assessor Currency from (KIC forms) and Teaching &
Assessor Currency (from CD Records) is:

e (From KIC Forms) reflects what you’ve put into your Keeping it Current (or KIC) form.

e (From CD Records) lists activities that you have completed, via a registration process
in People @TAFE for example the 5 hour Demonstrating Vocational Currency &
Competency or where your capability record has been updated after completion of
an activity through Staff Moodle for example Mandatory training.

Teacher & Assessor Currency (from KIC forms) ®
Q tart typing t ste evidence Y Fiter @
Volunteering at the homeless shefter. Teaching them about nutrition, person. . | YR: 2020 | EXP: 10-Jun-2030 =
=

Went to animal expo. learnt about pet grooming. nutrition, caring for anima YR 2020 | EXP: 19-May-2030

0 of 2 selected Sort by Year: des

Teacher & Assessor Currency (from CD records)
Q Swmntypingt ste endence Y Fiter @
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In the screenshot below, the symbol on the left-hand side of a currency record indicates that you
have not completed a Professional Reflection. Click on the pencil and pad to update your
Professional Reflection and it will immediately become live within the IDP.

Teacher & Assessor Currency (from KIC forms) @

Q  start typing to locate evidence Y Filter 0

. : =
® /olunteering at the homeless shelter. Teaching them about nutrition, person YR: 2020 | EXP: 10-Jun-2030 | Add Reflection ‘ E‘d

Once you've updated this page, click on the Continue button to move to the next section

6. The TRAINING PRODUCTS section allows you to add the training products that you'll be
teaching and/or assessing.

e In this box you can either type the name of the training product or the product code
number and then select the appropriate one by clicking on the box. You can add multiple
training products here too.

e |f you want to remove a training product, click on the circled x at the end of that row and it
will disappear.

e Once you’ve made your selection, click on the Continue button to move to the next section

': 4 | Training Products

% Select training products: non X -

1 products selected.

158-24982V01: TAFE Plus § m Aco ang for Mon Acc ®

| CONTINUE I (V) Saved s few seconds ago
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7. The INDUSTRY UNIT REQUIREMENTS section allows you to create a summary of how you
are vocationally competent and current to teach and/or assess each unit you’ve identified in

here.
e By clicking on the down arrow, you can select the Training Product you require and then
select the units when they list immediately below

Product 1 of 1 with 0 ready for approval ()

158-24982V01: TAFE Plus Statement in Accounting for Non Accountants v

TAFE Plus Statement in Accounting for Non Accountants (158-24982v01)
1 of 1 units selected for this product with 0 units marked as ready for approval (&)

Filter Units

Q Start typing to locate units

Select All Y Filter 0

u 24982A o
Accounting for non accountants

Once you've selected your units, you’ll notice a down arrow on the right-hand side. Click on that
down arrow to open for you to now be able to select your:

a) Category (that is whether you are teaching and/or assessing this unit)
b) Your Claim Type (how you can demonstrate your vocational competence)
c) Your Evidence to support the Claim Type you’ve just selected in the Claim Type field

“ - g Assessing
l‘emcnsrrates equivalence via Vocational Competency Mapping Tool B

gV Comp: y (from KIC forms) @
Q  Start typing to locate evidence Y Filter o
First Aid - Provide Advanced First Aid (HLTAIDOO6) | YR: 2020 | EXP: 06-Jun- ~

2023 | AustraliaAID

v Voc Comp Map Tool - VCMT - Doggy Caring | YR: 2019 | EXP: never |

—
Voc Comp Map Tool - VCMT - Provide Basic Foot Care | YR: 2019 | EXP: never |

Assoc. Degree - HOLDS QUALIFICATION - Animal Care | YR: 2018 | EXP: never |
ALLSTAFF
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d) Then select your currency evidence (as we did in the Teaching & Assessment section)
e) Once you are happy with your selections, tick the “Mark this unit as ready for approval”
f)  And click on the Continue button

Ready for approval?

Mark this unit as ready for approval

CONTINUE (¥) Saved 3 minutes ago

e Repeat steps a-f for each unit you select for the Training Product.

8. FORM FLOW HISTORY — This section is where you submit your IDP for approval

o Form Flow History v

Submitter Details

% Submitter: Train01 ServiceNow &
(not submitted yet)

Notes: Submitter's notes (optional)

% Select Approver (PRIMARY Manager): Train02 ServiceNow ﬂ @

% Submit/Cancel: CANCEL SAVE AS DRAFT SEND FOR APPROVAL

@ Saved 9 minutes ago

e The Submitter field displays who is submitting the Form

e The Notes section where for example, you might like to add or include the names of other
head teachers you have in the case your approving Primary Manager/Head Teacher needs to
consult with them.

e In Selecting Approver, you should submit the IDP to your Primary Manager/Head teacher
for approval.

e To Cancel the IDP - If you realise or decide not to submit this form, by clicking on the cancel
button, you will be forced to make a comment in the Notes section to advise why you want
to cancel this form. Once you’ve made your comment, click on the cancel button again. The
system will provide a warning to ask whether you are sure that you want to cancel/abandon
this form.
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e You can also Save as Draft and the IDP form will save into your My Submissions on the front
page of P@T.

e C(Click and Send for approval to forward your completed IDP to your nominated approver

listed above.

You've successfully submitted your IDP to Train02 ServiceNow for approval!
Tell us what you think of this new IDP form!

GO TO SURVEY

(2 min.)
What's next?

You can track the progress of this form from ‘My Submissions’ on the People@TAFE home
page.

GO TO THE HOMEPAGE
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