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Lnepartnerships

creating professional success

UNE Partnerships is proud to deliver the Diploma of Government for the NSW Government Graduate

Program




Overview

Welcome to the Diploma of Government (PSP50122), part of the NSW Government Graduate Program. This
nationally recognised qualification complements the aims of the Program by building graduates’ skills and
knowledge through the development of vocational competencies. These competencies closely align with the
objectives of the Program, so that graduates can thrive in an environment that brings a variety of new

responsibilities.

The Diploma of Government qualification is delivered by UNE Partnerships, the Education and Training Company of
the University of New England and Registered Training Organisation (RTO 6754). UNE Partnerships has extensive
experience in the development and delivery of customised vocational training programs that are supportive,

flexible and immediately applicable in the workplace.

The Diploma of Government course is designed to assist graduates transition from university to work in the NSW

government. The program will build solid foundational skills in public administration including:
e Communication and leadership capabilities.
e Developing, monitoring and evaluating policy implementation.
e Understanding the Westminster system of government.
e Government budgetary and resource allocation.

e Promoting and modelling of compliance with legislation and related public sector guidelines and

procedures, as well as encouraging and assisting others to comply.

e Promoting ethical standards, assisting staff to avoid conflicts of interest and modelling and fostering

integrity of conduct.
e Contributing to workplace safety arrangements.

e Undertaking effective research and applying project management skills to relevant workplace tasks

and initiatives.
e Planning, drafting and finalising complex documents.

e Planning and conducting negotiations and finalising an outcome.

Understanding diversity input for strategies, policies and plans and monitoring diversity outcomes.

Successful completion of the UNE Partnerships’ Diploma of Government provides pathways to further learning and
qualifications with the School of Business at the University of New England (UNE). The Graduate School of Business
recognises the Diploma of Government and professional experience gained to award applicants with credit

towards a Master of Business Administration (MBA).



The information in this Handbook is provided to assist both the graduates undertaking the Diploma and the

managers who will be supporting and assisting them to complete assessments during their placement.

Please contact UNE Partnerships for any further information on this course or advanced standing with the
University of New England, by emailing UNE Partnerships course advisors: ask@unep.edu.au

my.unep

my.unep is UNE Partnerships’ contemporary online learning portal, where graduates will be able to access learning
resources and submit assessment tasks as part of the Diploma of Government. Graduates can use my.unep to keep
track of their progress through the Diploma of Government, as well as using the portal to contact academic and

administrative staff.

Delivery plan

Workshops/Webinars

The Diploma of Government PSP50122 contains:
e Eleven units of competency, delivered through five modules.

Each module is delivered over a six- to ten-week timeframe, with approximately one day of study per month, in
addition to work completed within the workshops. Each module is comprised of the following:

e Scheduled reading time

o Workshops — four modules have mandatory workshops; the second module is an online assessment
module with no workshop. Workshops may be delivered either as a face-to-face session, or as an

online webinar.
e Assessment tasks
Workshops:
e Each Graduate must attend all six workshops

e Workshop durations:

Module 1, Working in the public sector — 1 day
Module 2, Workplace safety — no workshop
Module 3, Communications and Diversity — 2 days
Module 3, Leadership — 1 day

Module 4, Policy and legislation — 2 days

Module 5, Write complex documents — 1 day
Module 5, Negotiations — 1 day

O O O O O O O

e The total attendance required at the six Diploma workshops is eight training days

e  Graduates will be required to complete readings before attending each workshop to prepare for the


mailto:ask@unep.edu.au
file:///C:/Users/BRISTOD2/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/TK64XJPI/my.unep.edu.au

in-depth interactive discussions and activities

o If workshops are scheduled as face-to-face sessions, the following venues will be used:

Sydney at The Grace Hotel

Newecastle at the Mercure Newcastle

Orange at the Charles Sturt University Orange

Coffs Harbour at Southern Cross University

Queanbeyan at Department of Regional NSW

o O O O O O

Wagga Wagga at the Mercure Wagga Wagga

e Graduates must sign in using the attendance register, to provide evidence of attendance.
e Morning tea and lunch will be provided.
More comprehensive details on workshop and assessment due dates are available in Sections 3 and 4.
IPAA webinars

UNE Partnerships has also joined with the Institute of Public Administration Australia (IPAA) to deliver a series of
three one-hour webinars in addition to the Diploma workshops, which will complement the Diploma materials,
covering managing self in a hybrid environment, resilience and adaptability. Graduates will be allocated into
groups and webinar dates and times will be provided prior to each webinar. Please note that your IPAA webinar
group is the same as your group for the Diploma workshops. There will not be any assessment work associated
with the IPAA webinars.

Graduate support

Throughout the program a range of academic and administrative support will be provided. Learning will be applied
via workplace-based projects that will contribute to the completion of assessment tasks and the application of
skills and knowledge. Graduates will receive one study day per month in which to complete Diploma requirements.
Study days for each group are detailed in the Diploma Workshop and Assessment schedule in Section 3.

Coaching

Three one-on-one coaching sessions will be held throughout each students’ candidature (via phone or zoom),
between the graduate and their allocated assessor. These sessions are aligned to individual participant needs and
designed to support workshop and assessment requirements. Coaching also provides an opportunity to discuss any
problems or issues graduates or managers may have in relation to workplace evidence needed for assessment

submissions.
Academic

Graduates are allocated into one of thirteen separate groups, each with a maximum of 22 graduates. Each group
will have an allocated academic assessor, available to guide and coach each graduate in that group, over their 12-
month course candidature. In addition, graduates will also be able to access academic assistance and ongoing

support through the UNE Partnerships online site. Key contacts are provided in Section 5.


https://gracehotel.com.au/meetings-events
https://www.google.com/travel/hotels/Newcastle%20NSW/entity/CgoIxdDfr5eEgOFwEAE/location?q=mercure%20newcastle&g2lb=2502548%2C2503771%2C2503781%2C4258168%2C4270442%2C4284970%2C4291517%2C4306835%2C4429192%2C4515404%2C4597339%2C4723331%2C4731329%2C4757164%2C4778035%2C4814050%2C4821091%2C4861688%2C4864715%2C4874190%2C4886082%2C4886480%2C4893075%2C4899571%2C4899572%2C4902277%2C4905351%2C4906023%2C4926165%2C4926489%2C4927883%2C4927884%2C4930751%2C4930752%2C4931360%2C4936396%2C4938634%2C4938635%2C4942347%2C4946428%2C4950242&hl=en-AU&gl=au&ssta=1&ts=CAESABogCgIaABIaEhQKBwjnDxACGBwSBwjnDxADGAEYATICEAAqDQoJOgNBVURCAghbGgA&rp=EMXQ36-XhIDhcBCMx4Lr_fG8wCYQsce8s9az0MihATgBQAFIA6IBDU5ld2Nhc3RsZSBOU1fAAQOaAgIIAA&ap=aAE&ictx=1&sa=X&utm_campaign=sharing&utm_medium=link&utm_source=htls
https://about.csu.edu.au/locations/campuses/orange
https://www.scu.edu.au/study-at-scu/why-scu/locations/coffs-harbour/coffs-harbour-campus-map/
https://www.regional.nsw.gov.au/contact
https://all.accor.com/hotel/8862/index.en.shtml?utm_campaign=seo+maps&utm_medium=seo+maps&utm_source=google+Maps

Administrative

Graduates will receive administrative support and progress updates. This will be provided via email and telephone
throughout the program. If your contact details change or you require assistance at any time, please contact UNE

Partnerships.

The PSC will receive regular reports on each graduate’s progress. If you would like to discuss progress or have an

enquiry please contact the program manager, Katrina Llewellyn. Key contacts are provided in Section 5.

Course information

Units of competency in your course

The Diploma of Government qualification will be delivered over a 12-month period. A video briefing on the

Diploma course is available for managers. The following eleven units of competency have been selected to address
the skills and knowledge considered essential for independent and self-directed work in the public sector. Further
details of each unit are available through the hyperlinks provided.

Unit of Competency Description

Promote the values and

ethos of public service -
PSPETH00S8

This unit describes the performance outcomes, skills and knowledge required
to promote ethical standards to assist staff avoid conflicts of interest and to

model and foster integrity.

Apply government
processes - PSPGEN111

This unit describes the performance outcomes, skills and knowledge required
to apply government processes in the public sector and similar environments

including statutory authorities.

Assist with maintaining

workplace safety -
BSBWHS311

This unit describes the skills and knowledge required to assist with
implementing and monitoring an organisation’s work health and safety (WHS)
policies, procedures and programs as part of a small work team.

Use complex workplace

communication
strategies - PSPGEN101

This unit describes the performance outcomes, skills and knowledge required
to use complex workplace communication for working with internal and

external clients, colleagues and other staff.

Facilitate the effective

implementation of

diversity and inclusion
strategies - PSPGEN116

This unit describes the performance outcomes, skills and knowledge required
to facilitate the implementation of diversity and inclusion strategies within an

organisation.

Provide leadership -
PSPGEN118

This unit describes the performance outcomes, skills and knowledge required
to achieve operational results and effective working relationships through
leadership, feedback and support of individuals in a workgroup. The
workgroup may exist in the workplace, be formed for a special purpose or
project, or consist of community members, volunteers or inter-agency

members.



https://training.gov.au/Training/Details/PSP50116
https://training.gov.au/Training/Details/PSPETH008
https://training.gov.au/Training/Details/PSPETH008
https://training.gov.au/Training/Details/PSPETH008
https://training.gov.au/Training/Details/PSPGEN111
https://training.gov.au/Training/Details/PSPGEN111
https://training.gov.au/Training/Details/BSBWHS311
https://training.gov.au/Training/Details/BSBWHS311
https://training.gov.au/Training/Details/BSBWHS311
https://training.gov.au/Training/Details/PSPGEN101
https://training.gov.au/Training/Details/PSPGEN101
https://training.gov.au/Training/Details/PSPGEN101
https://training.gov.au/Training/Details/PSPGEN116
https://training.gov.au/Training/Details/PSPGEN116
https://training.gov.au/Training/Details/PSPGEN116
https://training.gov.au/Training/Details/PSPGEN116
https://training.gov.au/Training/Details/PSPGEN118
https://training.gov.au/Training/Details/PSPGEN118

Unit of Competency Description

Promote compliance This unit describes the performance outcomes, skills and knowledge required
with legislation in the to promote compliance with legislation in the public sector.

public sector -

PSPLEGOQO7

Advise on organisation This unit describes the performance outcome, skills and knowledge required

policy - PSPPCY016 to provide advice on organisational policy.

Conduct research and This unit describes the performance outcomes, skills and knowledge required
analysis - PSPGEN106 to undertake research and analysis.

Write complex This unit describes the skills and knowledge required to plan, draft and
documents - finalise complex documents.

BSBWRT411

Undertake negotiations | This unit describes the performance outcomes, skills and knowledge required
- PSPGENQ99 to undertake negotiations.

Study groups

Study groups will be allocated based on workshop groups in order to facilitate group work and minimise individual

study loads.

Whilst working collaboratively as part of a study group is encouraged, all work submitted is to be in the words of
the student submitting the assessment. Each student must contribute to each task. Tasks or parts thereof, are not
to be completed by only one person, with answers from each group member then compiled for submission.
Contributions from other participants in the group are to be acknowledged in the final submission. Assessment
tasks are designed to demonstrate each person’s understanding and competency in each unit of competency.
Submitting work completed by another student without acknowledging their contribution is plagiarism and this

will not be accepted.

Additional resources

A series of podcasts are available as an additional resource and will be released to complement the learning in the
workshops and in the online resources. The podcasts will take the form of one on one interviews, conducted by
Academic Director, Sean O'Toole and a range of subject matter experts in the NSW public sector. They cover the

following topics:

e Working in government and understanding government processes
e Diversity and inclusion

e How government uses big data to inform policy development

e Leadership in the public sector context

e Communication, negotiation and influencing skills


https://training.gov.au/Training/Details/PSPLEG007
https://training.gov.au/Training/Details/PSPLEG007
https://training.gov.au/Training/Details/PSPLEG007
https://training.gov.au/Training/Details/PSPLEG007
https://training.gov.au/Training/Details/PSPPCY016
https://training.gov.au/Training/Details/PSPPCY016
https://training.gov.au/Training/Details/PSPGEN106
https://training.gov.au/Training/Details/PSPGEN106
https://training.gov.au/Training/Details/BSBWRT411
https://training.gov.au/Training/Details/BSBWRT411
https://training.gov.au/Training/Details/BSBWRT411
https://training.gov.au/Training/Details/PSPGEN099
https://training.gov.au/Training/Details/PSPGEN099

You can access these through the online site my.unep.

Policies and procedures

Details of policies and procedures, such as assessment appeals, privacy and confidentiality are provided on the

UNE Partnerships website.

Unique Student Identifier (USI)

Your USl is required to enrol with UNE Partnerships. All students participating in nationally recognised training
must provide a Unique Student Identifier (USI). The aim of the USI is to help keep your recognised training records

and results together in an online account.

UNE Partnerships is required to verify your Unique Student Identifier in accordance with section 14 of the Students
Identifiers Act 2014.

If you do not have a USI, please visit the Unigue Student Identifier site — you will be issued with a 10-character

number, which you will need to provide to UNE Partnerships.


https://my.unep.edu.au/
https://www.unep.edu.au/get-started/policies/
https://www.usi.gov.au/

Types of assessment

For each unit of competency, graduates are required to provide evidence of relevant skills and knowledge in order
to be marked competent. This is achieved through the completion of a range of assessment tasks. Assessment

tasks may address one or more units of competency.

For most modules, graduates will have two choices with the evidence you provide:
1. Option 1: Complete all the set assessment tasks.

2. Option 2: Complete the Recognition of Prior Learning (RPL) template for that module, in combination with a
range of suitable workplace evidence. This option is likely to become more appropriate for later modules as

you will have had time in the workplace to collect and retain examples of relevant workplace evidence.

Option 1
The full list of assessment tasks and their relationship to each unit of competency is shown in Section 4.

The assessment tasks are in a variety of formats, to enable the demonstration of understanding of the theory in
each unit. Where graduates are asked to submit documents, these must be submitted electronically via the online
site. The graduate’s assessor will mark ‘satisfactory’ or ‘not satisfactory’ for each assessment task. It is necessary to
satisfactorily complete each assessment task in a set of assessments to be found competent for that unit of
competency or group of units of competency. Graduates will have the opportunity to resubmit or re-attempt an

assessment if not found satisfactory on the first attempt.

Note: where assessments refer to ‘your agency’, please note that this is interchangeable with ‘department’ or
‘statutory authority’ as applicable.

Short answer questions

This type of assessment task asks a number of questions that require a short response. These may be in several
parts of some questions.

Long answer questions

This type of assessment requires a longer response, may involve some research, and the completion or

development of a range of relevant workplace documents such as reports, emails or meeting minutes.
Project-based assessment tasks

There are a number of assessment tasks that require you to demonstrate a skill appropriate to your work context.
For example, the development of a training manual, written reports, research projects and project plans.
Generally, there is a 1000-1200 word recommended submission length, as a guide, detailed in the assessment

criteria. Evidence of relevant workplace documentation may be required to support your assessment submissions.



Presentations or discussions

Some assessments require that you demonstrate a range of communication skills relevant to the module. This
may be achieved using a number of different approaches according to the needs of the units of competency and
may include recording audio or video sessions of yourself, or presenting information to your assessor in a
workshop, or similar setting.

Workshop-based observations

Some assessment tasks, or aspects of assessment tasks, will be completed during the workshops, with the
facilitator or assessor observing your performance and skills in response to presentations, scenarios or role play
situations provided to you.

Manager sign-offs

Some units of competency require demonstration of graduate capabilities and skills which can generally be best
observed in the work environment. For these units of competency your manager is asked to sign an observation

report confirming that you have demonstrated the relevant behaviours and skills.

Option 2

For this option, you will need to provide a range of suitable evidence relating to the relevant unit of competency.
You are free to select this option at the start of each new module but will first need to discuss your choice with

your assessor so they are confident you will be able to provide suitable evidence. In some modules, one or more
of the assessment tasks may need to be completed as well. This is often because we will collect evidence during

workshop sessions, or because they are the most effective way for you to provide some of the evidence required.

A workplace evidence template will be provided within each course on my.unep, and this provides suggestions for
the types of workplace evidence that might be suitable.


https://my.unep.edu.au/login/index.php

Group allocation

2023 graduates are allocated into thirteen (13) groups for workshops and assessment marking. Assessors
are allocated to each graduate for assessment marking, workshop facilitation and coaching sessions,

according to their group, as listed below.

Changing groups is not permitted, however a change of workshop date is, if the change is needed due to
exceptional circumstances such as illness, a work function or approved leave. Please note that your
assessor for the related assessment will not change. Changes must be made no later than two days prior to
the scheduled workshop (change due to illness on the day of the workshop excepted). It is important that
you find someone in the group you wish to move into who is willing to swap places with you. Please advise
UNE Partnerships and your agency coordinator in writing that this movement has occurred, as UNE
Partnerships must update their records for the attendance register. Failure to notify of the change may
result in a graduate being recorded with a result of non-attendance.

Please note your group number allocation, when received, on the workshop schedule below.

Group Numbers Assessor Email address

1,3,4&12 Sean O’Toole seano@unepartnerships.net
5 7&13 Kerrie Yates kerrie.yates@unep.edu.au
2&6 Mike Bartlett mike.bartlett@unep.edu.au
8,10 & 11 Glenn McMahon glenn.mcmahon@unep.edu.au
9 Jenny Sewell jenny.sewell@unep.edu.au

Diploma Workshop and Assessment schedule

Workshop and assessment due dates are shown for each group and rotation in the tables below. Please

note these dates are correct at time of publishing and may be subject to change.

In 2023, it has been agreed that each graduate is eligible for one study day per month during the program.
We have included the specific dates for the study days according to the group you have been allocated to
in the tables below. You will need to negotiate release for the study day with your manager and should

regularly discuss your progress in the program and work completed on the study day.
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mailto:kerrie.yates@unep.edu.au
mailto:mike.bartlett@unep.edu.au
mailto:glenn.mcmahon@unep.edu.au

=
+Z-034-67 +Z-034-62 +Z-084-67 +Z-034-62 +Z-084-67 +Z-034-62 +Z-034-67 +Z-034-62 +Z-034-67 +Z-034-67 +I-034-67 +Z-034-67 +I-034-67 —_ ,_“__
oy
ET-IN-ZT ET-INT-ZT £2-INF-5 £Z-IN[-5 £2-Nr-5 ET-UN[-BZ ET-UN[-8Z ET-UN[-BF ET-UN[-TZ ET-UN[-TZ ET-UN[+T ET-UN[+T E-unf+T | £ AEpApmg
Asuphs-£1 | Asupig- 7T e28em - TT adusig - 01 “Hn__u_w_u-m_m_ Em.mwa:mm:ﬂw Aauphs - ¢ Aauphs - g | spsEaneap - 5 Aauphs -+ Aauphg - £ Aauphs - 7 Aauphs -1 dnougy
Ayayes oe|dyeom wEILIER TTESHAMESE 200N
=
ET-IM-60 ET-INT-#0 £L-INF-Z EZ-UN[-5Z ET-UN[-9g ET-UN[-TZ ET-UN[-0g EZ-Un[-g1 ET-UN[+T ET-UN[-ZT EC-un[-T EL-Unf-t £T-AEN-BT S ,_“__
ET-UN[-£ () ET-UN[-£0) ET-UN[-£0 ET-UN[-£0) ET-UN[-(0 ET-UN[-£0) ET-UN[-{0 ET-UN[-£ () ET-REW-L T ET-REW-£ T ET-REN-L T ET-REW-£ T £r-AE-4T | T AepApmg
WwegETT WEOETT |\ p e T-ege s WeQETT wegeTT WEQETT WegETT widpQf WwegeTT wdgpf WERETT wdgnf WEQETT awm T
-LEQEE -LEETE -WEQEE -LEDETE -WwEpETE -LEQEE -wdpgg -LEQEE “wdpyg -LEQEE -wdpgg -LEQETE IELIEM )
“HS pughy
EE-AEM-ET | EZ-AEM-9Z [ez-fem-st | gz-few-st | gz-fEw-sT | Ez-tEW-ST | Ez-AEWET ET-AEW-ST |  EZ-ABW-ST | EZ-AEWFTT | EZ-AEN-TT fz-fep-e0 | Ez-fEm-en fowesEEN T
pEIgEm Py d
£Z-hew-0T | EE-RE-LT EZ-AEW-OT ET-AEW-0T ET-AEW-OT EC-AEA-0T ET-AEW-0T EZ-AEW-OT E-My-6T ET-wdv-6T1 ET-My-6T ET-wdy-6T1 £7-4dy-gT | TAepdpmsg
d1E|
Ef-Miy-TZ | Ez-hEw-TT EE-hEN-IT ET-REN-T Er-fEW-E EL-0dy-2E EE-piy-0T EL-My+T EE-My4T EL-Mdy-£ T EZ-My-CT £L-udy-t £E-udy-g . %ﬁeah
A By Lo uesg supjuar pems | REN vusg ghuuar [ TSR uusi A By Lo uesg A By L0 uesg Lo uesg = Lo uesg JoREyIEy
fsuphg -7 | Asuphg- T eF8epn - TT aduel - 0T “H____un”_u__m_m cm.mwa:mm:ﬂw Aauphs - £ fauphs - g | spEEIMmEp - 5 Aauphs - Aauphg - £ Aauphg - 7 Aauphg - T dniougy
SHAJEE Jpgnd 40 SOURS pUE S3NIEA SYT S10W0LY 200H13d5d 18 seesazoud Juswuwiaacd Apddy TTTNIDS HON

(Aep 1) 10302s Jygnd =y wn Sunpop — T Snpoy T doysgio

VEOT 1B SO0USHIoM [BuL], . .

EZ0E Q=4 9 UDNELD 3511

“31Ep UoA|dLI0D Ay UBYL JAIER SI 318D UDISSIWUGNS JULUSSESSE [BUY 3] "UOREIEND J2yl pal2|dwod 3By 1sNW 21enpeld B 20ep 2yl 01 552430 31ep uoR2dwod .
"dOLS4IOM 1SIL YT YL S3PIOUICT pUE SUIFa0 2IN1EpIDUED 310 31 01 513420 218D JUSWSIUSLIWOT .

SE|

vE-heW-TT ve-un[-g1 FEZ-unr-g1 yE-uny-| E-unf-g vi-heW-BT | vI-REW-OT | vE-RRN-T vi-heppT | pE-RE-LT vT-hep-ET rT-AEN-T vE-AE-E :n:m_quw

SYEP JuZ

£Z-udy-TE ET-REW-TT sT-AEy-9T ET-AEN-T £-AEpN-E E-idy-gE | EZ-udw-07 £-dy-p1 £Z-1dy-pT Eg-1dy-£ T E7-1dy-£T ET-diy-tr £7-1dy-g huasuswwey

SSIE) BLUEY | S|00L0 UESS E._.“_H“_w E._.”_H“_w Iiaraag Auuap E._.”_H“_w SSQE) BLUSY |NS[UEQ I | SSIEA BLUEY |S00L0 UESS |2(00L0 UEaS |USUER Wiy | S|00L0 UEss JossasTYy

UOYEIN UOYEAIA J0]EJIES

S2IEA ALUFY | 30010 UBIS EUINUST LEMS it Iaraag Auuap uuapp |IEASIIE | 0010 URSS | SHIEASLUSY |SI001,0 UEIS | I0OL0UEIS | NIEG TN | ACOLOUEIS | L
ESEep - 1590, adueig- AneqtEH uefaqueanyy BASEIMDH]

Aau - Aau - -15B Az, - Aau, — Az, - LEN - Az, - LEN - dniou

phs - £T phs - 2T oS- TT |159M 13- 0T mta_u_.u._azM - 350 ynog - phs - £ phAs— g _ saqnyy - ¢ pAS - i phs - £ phs - T pAs - T o)

E707 SS1EP UNIERIPUEY 35N




ang

£T-980-50 | ET-720-E0 ET-MON-BT ET-MON-9T £L-280-5 ET-MON-ET ET-MON-6T ET-MON-3T ET-MONHT ET-MON-TT ET-NON-G ET-NON-L ET-MON-5 S
ET-MON-ZT | ET-AON-ZT ET-MON-5T ET-MON-5T ET-AON-TT £T-MON-GT ET-NON-B £Z-NON-B ET-NON-B £T-RON-3 EZ-RON-T ET-RON-T £z-mon-T | 6 Aep Apmg
ET-NON-T ET-NON-T £0-100-52 £0-100-58 ET-NON-T EL-O0-5T £L-D0-8T £L-10-8T 00T £0-10-TT £C-10-TT £2-00-TT £L-U0-TT | g AEp dApmg
EL-O0-TT £L-10-TT EL-PO+ EL-PO+ £0-D0-TT ET- PO+ ET-035-LT £7-d35-07 £7-0=507 ET-0350F £z-dag-07 Er-dag-07 | L AEp Apmg
£70T £T0T £20T PO 0T-6 £T0T £70T £T0T ETOT £T0T £T0T a1ep
£20Z 10 0T-6 £T0T 190 35 ET0T dBg 8- | £20T dag 95
PO ETZT 10 LT-9T 0TS Yim waoog dag 67-8T dag 97-57 dag 107 dag +1-ET | 43581 W &I dag ZI-T1T f doyspiom
A=y Louesg TS0 vusg | TR0 uusin ghuusr | TSR uusin A=y Liouesg A=y Liuesg LOu=sg Y Lpuesg
fzuphg - g1 | Asupdg- 7T ESBey - 1T | #SuRig-OT Lm“..*u:nn_u m_M uekaq :m.w_._m. Aauphs - £ fauphs - g | spsEamap) - 5 Aauphs - & fauphs - ¢ fauphs - 7 Aaupds - T

od [euoiesIUEEIo LD ASINDY 9TOADdSSd 8 401085 Jngnd sy w uoiesiSs) yusm acusduwos s1owold 00931454 ‘SIsA|BUR puE YDIeasal 19Npuo] S0TNIDdsd

20N

[shep z) uonesiSa) pue Anjod 101035 MjQnd — & HNPOW S doysyIom

£T0Z Sy | WONEL PUOTEG

ani] 5458

EZ-DORT £L-190-5T £2-100-0T £Z-D0-8 ET-d35-47 ET- PO+ ET-035-+7 £T-dag-6T £7-dee-TT | ETEOZ/E0/tT gz-des-O1 £7-deg-g gi-des-+ | diyssapes
W

Er-deg-4 T gz-des-Of £z-des0f £7-de5-g £7-de5-g Ef-des-g £f-de5-g £g-des-g £f-deg-g EZ-Bmy-DE EC-Emy-pz | 9Aep Apmg
£r-deg-3 £r-de5-3 Eg-8my-0g Eg-8ny-0g EC-8ny-0E EL-Emy-ET Eg-8my-ET Eg-8my-£7 Eg-8nmy-£7 Eg-8ny-£7 Er-Emy-gT £g-Smy-g1 E-Emy-aT | 5AepApmig
WeQETT wdd e — WEQETT WEQETT WeQETT WeQETT wddo WEQETT widg WEQETT widpy WeQETT aL g
-LWEDE G -wdprg -LWEDEG -LWEDE R -LWEDE G -LWEQE G -widppg -LWEQE G -wdprg -WEQE G -wdpyg -WENEE IELIRM Yy d]
cz-dagpT cz-dag-71 £z-dag-, cz-dag-, cz-dag- cz-dasg- cz-dag-z1 cz-dag- cz-dag- £z-dag- £z-dag- cz-d= cz-d= SuRNERY T
£z-dag+T £z-dag-z1 £z-dag-20 £z-d=g-20 £z-d=g-20 £z-dag-£0 £z-d35-Z1 £z-dag-L0 £z-d=5-20 £z-d=g-50 gz-d=g-5n £z-da5+0 ETARSHD | e vl
EZ-SMy-6T Eg-SMy-87 EZ-ENG-TZ ET-SnMy-1Z Eg-Sny-5Z EZ-SMy-gT Eg-Smy-L T Eg-Smy-91 Eg-Smy-oT EC-SMy—T ET-INf-BE £ZT-IN[-9E ET-IN[-5E ==
0TS Y Woog £ doysop

P Liouesg TSN wumn | TSP wuaig ghusar | TSR] uusin & By Liouesg &y LOuesg Louesg = Louesg | soiEmoey
fzupfz -1 | Asuphs-7T EEEEM - TT | @SuRIQ- 01 meu:n”_u_ m__.m_ uetag :mm_._m hauphs - £ fauphs - g | aps=amap) -5 Aauphs - ¢ kauphs - £ Aauphs - 7 fauphs - T dnousg
diyssapes) spnoid BTTNIDCS 200

[Aep 1) s0102s ongnd 3y w diyssapea] — £ 3npogy g doysyiom

ang

ET-Eny-BT | ET-Env-4T ET-ENy-TT ET-ENy-0T ET-ENY-+T EL-EMy-L T ET-Eny-9T ET-Eny-5T ET-ENy-+T ET-Eny-£T ET-INf-LT ET-INf-5T ET-INf+T | S4e=LFE
SI0LOES en

ET-Emy-9T EZ-Eny-91 EZ-Eny-91 ET-Eny-91 £f-8my-g ET-INf-9E ET-IN[-9E £T-IN[-9T ET-INf-97 | ETOT/L0f6T | ETOT/i0MET | ETOT/L0feT | tAEpApmig
BT | conz i 55 EZOT UNf £Z-9T £T0T £T0T £70T £I0T £I0T ETDT £T0T £Z0T £20T £C0T 3IER

Inf TT-0T 0TS Y Woog unf fZ-9g unp 8- ¢ unf £ unp Zz-Tg unr OZ-6T unf $T-£T unf $1-£1 unr9 g 5 unf9 g 5 ABlN DE-6T | € doyspom
P Liouesg TS wumn | TSP wuaig ghusar | TSR] uusin & By Liouesg &y LOuesg Louesg = Louesg | soiEmoey
fzupfz -1 | Asuphs-7T EEEEM - TT | @SuRIQ- 01 Lm“..*u:nn_u_ m__.m_ uetag :m.w_._m hauphs - £ fauphs - g | aps=amap) -5 Aauphs - ¢ kauphs - £ Aauphs - 7 fauphs - T dnousg
szaresd yaomm aasnou woddns pue progdn STTHIDAS %5 52158508015 uonEnunwwod sos|dyiom 22 dwod 35 TOTNISESd N

(shep 7] [Ausmang pue suoneNumMuoD| 501335 JNqnd 3yl w diyssapes] — £ 3npoy 7 doysyiom




FT-AEN-TE Fr-unf-g $r-unf-1 FE-AEN-BE Fr-unf-g FE-hE-aT FE-AEN-0E FT-AEN-ET FE-AENBT FT-AEN-LT FT-AEM-ET pE-fE-g tE-fE-E sns|dwo]
_ _ _ _ _ afn] 5§58

FE-ady-5 FE-ady-5 FT-ady-T FT-IEIA-6T FE-ady-£ FE-BW-L T FT-IBIA-5T FE-BIA-TT FZ-EN-0T FT-EIA-ET FZ-EIA-ST FE-EN-ET FZ-EIA-TT = o
FT-BM-0T | FE-IEN-0T FT-1EW-0T FT-BM-0T FT-E-0T FT-EM-ET FI-JEN-T bT-IEIN-5 bT-TEIN-G +T-084-87 +Z-084-BT +T-034-87 +Z-084-87 |11 AEp Aprag
FT-BM-ET | FE-EWN-TT LT FT-ENHr HT-IEIN-S HI-IENT +Z-934-92 FET-a94-ET +ZT-984-TT +Z-984-6T +Z-g84-9T FET-a84+T FZ-034-ZT =
075 Jaww Wwoog g doysjion,

A EEY Liouesg TS vumin | TREM wuss ghuuar | TSN wusig A EEY Louesg A By Liouesg LOuesg R Lou=sg [ soieupzey
fsuphg-£1 | Asupds-zT e83emn - TT sduei0 - 01 “Hn...._w_u_ m__.m_ uet=g :m.w_._m. fauphs - £ fauphs - g | spseDmap - 5 fauphs -+ fauphg - £ fauplg - 7 fauphs - T dnaosg
SUDNENOSEU SYEUEPU GE0NIDIS 200

[fep 1) sewonno sgenofau pue spuaWINOOR xaqdwod 3L, — 5 HNPOoR 9 doysHIoAN

Fe0E q=4 § uonelol panyj

ang
FI-EW-TT | FZ-ENAOT ¥Z-EW-L0 | FERN-ED | #E-EN-SD FT-O34-62 ¥Z-034-52 ¥T-O34-ZT ¥Z-034-02 $E-034-8T ¥Z-034-5T FZT-O34-ET FT-OS4-TT | =4sEL =30p
wEdwed 5
FEORHT | pT-ORdT FT-O4+T FET-O34HT FE-QRHT T-UET+T T-UB[HT T-UE[HT T-UE[HT FT-UE[HT FT-UE[HT T-UB[HT T-UEf-+T 0T AEp Apmag
WepETT i T e — WEpETT WegETT WegETT WepETT wdgp g WegETT widgpy WegETT widgo WeQETT awm g
-WEQES -wdorz -WEQES -WEQES -WEQES -WEQES -wdon'z -WENE S -wdonz -WEQES widpoz -WEQEE PEUIgEM yid]
Ay

£T-390-5T | £T-3R0-+T £T-390-ET £7-380-ET £T-3R0-ET £T-390-ET £T-3904T £T-390-ET £T-380-ET £7-390-TT £7-380-TT £7-320-80 £7-320-80 g
leuigam yyd|
£E-23(-3 £E-350+ ELAGNLL ET-MON-£T £T-280-L ET-MONFT ET-MON-OT ET-MON-LT £T-AON-9T ET-MON-ET ET-MON-OT EE-MON-E ET-MON-3 =R
0TS YA Woog 5 doyspiam

A ELIEY Lo u=sg TS vumin | TR wusis ghuuer | TS wusin A ELIEY Lo uesg A BEy Lou=sg LOuesg R Lo u=sg
fpupig-£T | Asupdg-TT ES8ep - TT | @Sueig-OT Lm“..w.nn_u H_ uelzn :mm_um. Aauphs - £ fauphs - g | spsEamap - 5 Aauphs - & Aauphs - £ Aaupds -7 faupds - T dnoig
SuBLINZOP XapduoD 3 TTELHAMESE 200N

[Aep T) s2wonno agenoau pue spuBwWINOop xaqdwod ajug — 5 HNpog g doysyion




Assessment Plan

The assessment tasks for each module are listed below. Please note that assessments are progressively

reviewed and updated for currency and relevance before release each year meaning there may be changes

to the actual tasks required or task sequencing. If you choose to provide workplace evidence for some

units, you may still be required to complete one or more compulsory assessment tasks. Details will be

provided within each Module on release.

Module

1: Working in the
public sector

Unit of competency

PSPGEN111 Apply Government Processes

PSPETHOO8 Promote the values and ethos of

public service

Assessments Tasks

Task 1: 12 short knowledge questions

Task 2: A short report and powerpoint
presentation with audio recording.

2: Workplace safety

BSBWHS311 Assist with maintaining
workplace safety

TBA as released

3: Leadership in the
public sector

PSPGEN101 Use complex workplace
communication strategies

PSPGEN116 Facilitate the effective
implementation of diversity and inclusion
strategies

PSPGEN118 Provide Leadership

TBA as released

4: Public sector
policy and legislation

PSPLEG007 Promote compliance with
legislation in the public sector

PSPPCY016 Advise on Organisation Policy

PSPGEN106 Conduct research & analysis

TBA as released

5: Writing complex
documents and
negotiating
outcomes

BSBWRT411 Write complex documents

PSPGENO099 Undertake Negotiations

TBA as released

“~Task completed within workshop.




Manager’s role — Manager sign-off

Delivery and assessment of the Diploma of Government for the NSW Government Graduate Program has
been designed to ensure graduates develop their skills and knowledge in the workplace. Managers play a
key role in providing meaningful work during the graduate's placement and to ensure that the graduates
meet the learning outcomes for the Diploma of Government. Graduates may be eligible for one day study
leave per month — please work with your manager to utilise this. Suggested study dates for each graduate

workshop group are listed in the tables earlier in the handbook.

Some of the eleven units of competency require the manager to observe tasks, skills and behaviour in the
workplace to support other assessment evidence collected. This is required because many of the units of
competency are best demonstrated in the real working environment, and managers can observe this
behaviour over time. The Assessment Plan identifies the units of competency for which this is required,
and the Delivery Plan indicates when these sign-offs will be required.

For the manager, once a task has been observed and considered to be satisfactorily completed, it can be
signed off against the relevant entry on the template downloaded by the graduate. Graduates will be
required to submit the completed template online with the other assignment responses and evidence.

Managers are to note “Yes” or “No” to confirm whether the graduate has demonstrated the tasks,
behaviours or skills described in the corresponding field, and can then use the comment section for any

additional feedback. An example of a manager sign-off is provided in the following table.



Tasks, behaviours or skills observed

Graduate is
demonstrating these

skills / behaviours?
(Yes / No)

Comments

1. Locates, accesses and acquires Yes (Graduate name) has demonstrated sound
information required for their work in research and information gathering skills
. whenever required to successfully
relation to government processes.
complete the task at hand.
2. Follows correct protocols when Yes (Graduate name) always seeks guidance
completing work tasks and and feedback to ensure they are meeting
. S the standards required to complete
communicating with internal and/or . . .
assigned work and liaising with all
external stakeholders. stakeholders.
3. Communicates regularly with managers | Yes (Graduate name) is very effective in all
and colleagues to obtain advice, manage communication processes. (Graduate
- ) name) demonstrated these skills in
ambiguity, and to confirm levels of . .
completing X task/s and/or project.
authority and delegation levels as
relevant for tasks being completed.
4. Communicates with staff and/or Yes (Graduate name) exhibits professional and
stakeholders in the workplace in a appropriate conduct in all his/her dealings
. . with internal and external stakeholders.
professional manner, using language that
is appropriate for the context.
5. Discusses issues of workplace ethics Yes (Graduate name) has demonstrated a keen
with managers and colleagues in the appreciation of ethics and ethical
. . behaviour in the public sector context.
workplace when issues arise, or when .
. . (Graduate) has discussed and sought
given the opportunity. guidance on issues of ethics with
myself/other managers/colleagues as they
have arisen in the workplace and/or in the
context of his/her Diploma.
6. Models, through their own professional | Yes (Graduate name) models professional and

behaviour, ethical behaviour, and shows
a willingness to assess and reflect on their
own behaviours as a means of

improvement and learning.

ethical behaviour at all times. (Graduate
name) consistently asks for feedback and is
willing to learn from past experiences,
ensuring continuous learning and
professional development.




Key Dates

Key dates for the Diploma of Government course are shown below.

Event

Enrol in Diploma

Date
Prior to Workshop 1

Location

Online — link provided

Commence candidature

Date of Workshop 1 for each
group

NA

Manager introduction

NA — recorded session

NA — recorded session

Course schedule overview

Rotation 1 .
April-August 2023
Modules 1-3
Rotation 2
September 2023-March 2024
Modules 4-5
Rotation 3
February-May 2024
Module 5

Sydney workshops: The Grace
Hotel, 77 York Street, Sydney

Orange workshops: Charles Sturt
University, Orange

Newcastle Workshops: Mercure
Newcastle, 12 Steel Street,
Newcastle West

Coffs Harbour workshops:
Southern Cross University, 363
Hogbin Drive, Coffs Harbour

Queanbeyan workshops: Dept
Regional NSW, 1 Monaro Street,
Queanbeyan

Wagga Wagga workshop:
Mercure Wagga (workshop 1 only,
workshops 2-6 will zoom in with
Group 10).

Final assessments due

April-May 2024

Course completion

May-June 2024




Contacts

Graduates

For administration enquiries, please contact:

e Program Manager, Katrina Llewellyn - 6773 0019 — katrina.llewellyn@unep.edu.au

e Student Support - 1800 066 128 - nswgraduate@unep.edu.au

For academic enquiries please contact your allocated assessor as detailed in Section 3, or

e Academic Director, Sean O’Toole — seano@unepartnerships.net

Managers

Please contact Program Manager, Katrina Llewellyn on 02 6773 0019 — katrina.llewellyn@unep.edu.au or

nswgraduate@unep.edu.au
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