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INTRODUCTION 

 

 

Learning activities and exercises 

A range of different learning activities are provided throughout this Learner Booklet. You 

may be required to discuss topics, do some research or undertake actual practice tasks.  

Learning exercises may also be included. These exercises do not form part of your 

assessment; however, by completing these exercises you will be able to practise your 

skills in preparation for assessment tasks.  

 

Activity   
This is the icon for an activity which is an assessable 

activity. 

 

 

Classroom 
exercise 

This is the icon for an exercise and this is not 

assessible. It provides you opportunity to practise 

something. 

Glossary 

At the end of this Learner Booklet you will find a blank table called ‘Glossary’. You should 
use this to write down all the acronyms and terminology that you come across during your 

learning. 

  

This unit is VU21323 Develop and document a learning 

plan and portfolio. You will learn how to develop an 

Individual Learning Plan (ILP) and how to monitor and 

update it when changes need to be made. You will 

develop and submit works in a portfolio. 

About 

this unit 
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AGREEMENT BY THE STUDENT  

Read through the assessments in this booklet before you fill out and sign the 

agreement below. Make sure you sign this before you start any of your assessments. 

Have you read and understood what is required of you in 

terms of assessment? 

   Yes   No 

Have you read and understood the RTO’s policies and 
procedures related to reassessment?  

   Yes   No 

Do you understand the requirements of this assessment?   

  
   Yes   No 

Do you agree to the way in which you are being assessed?    Yes   No 

Do you have any special needs or considerations to be made 

for this assessment?  If yes, what are they?   

 _________________________________________________  

   Yes   No 

Do you understand your rights to appeal the decisions made 

in an assessment? 
   Yes   No 

Student name:  __________________________________________________________  

Student signature: ___________________________________Date: ________________ 

Assessor name:  _________________________________________________________  

Assessor signature: __________________________________Date: ________________ 
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LEARNING GOALS 

What are learning goals? 

Learning goals help to improve your learning and what you achieve. They also help you 

to take an active role in achieving your full potential. Learners who take responsibility for 

their own learning goals usually develop more confidence and achieve more than those 

learners who do not. You will find you will be more motivated and really want to achieve 

the goals you set. 
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Goals may include:  

 

  

Finding 
employment 

(a job)
Further study

Health and 
wellbeing

Career 
development

Learning new skills 
and knowledge

Improving your 
english skills

Working within a 
specific industry or 

employer

Community 
involvement

Goals should be SMART! 
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You may have many goals but you must list them in order of priority. You should have 

both short-term and long-term goals. You should be able to attain a short-term goal within 

three months but a long-term goal can take longer to attain. 

 

Activity 1: Your goals 

1. Write a list of your long-term goals by answering the following questions: 

▪ Why am I here?  

▪ Why am I studying this course? 

Now prioritise your list and select only the first two. 
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Activity 2: Supporting resources 

What resources could you use to help you achieve your learning goals? Write them down 

in the space provided. How do you think you could find/access these resources? 
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LEARNING STYLES 

What are learning styles? 

Learning styles may impact on your learning and in achieving your learning goals. 

People learn in different ways and they use different strategies. Some people prefer to 

see things such as pictures or graphs, other learn best by listening, while others may 

prefer to be more hands on and mobile. 
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A number of different sets of learning styles have been developed but the simplest is 

referred to as VAK: 

  

 

 

 

 

   

 

 

 

 

   

 

 

 

 

For Visual learners: Visual learners should: 

 to know it is seeing it 

 colour plays an important role in 

learning 

 artistic ability is common  

 oral directions may be difficult to 

follow 

 sounds can cause over-reaction  

 long oral explanations are difficult to 

follow  

 words are often misunderstood. 

 reinforce learning by using diagrams, 

illustrations, graphs and drawings 

 organise notes and possessions using 

colour codes 

 use mind maps and flow charts when 

taking notes 

 memorise things by visualising them. 

V 

A 

K 
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INDIVIDUAL LEARNING PLANS 

Individual learning plans assist you to plan and monitor your learning goals, and help 

you to choose your best options after finishing the course. 

They help you to record your learning goals and the steps you need to take to achieve 

them. 

You can also check your progress by regularly reviewing your leaning plan. 

Purpose 

The purpose of an individual learning plan (ILP) is to: 

 assist in systematic planning for the achievement of learning goals 

 assist in monitoring progress 

 assist in transitioning to preferred options at the end of the course. 

Features 

The following provides a description of the features of an ILP: 

 

Long-term goals and indicators of success

Short-term goals and indicators of success

Actions and activities to be undertaken

Potential  issues and strategies 

Responsibilities

Timelines

Monitoring progress and updating

Signatures of people involved
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Activity 6: Individual learning plan (ILP) 

Discuss the purpose, features and components of an ILP with a partner.  

Start by asking each other how an ILP will help you and how you will use it. 

Then explain the features and components to each other. 

 

 

Activity 7: Processes 

On the next page, draw a flow chart showing the steps in the process of developing your 

Individual Learning Plan. 
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PORTFOLIOS 

Portfolios can be a good way to present evidence during assessment. Your assessor will 

provide you with some information about the purpose of a portfolio, the types of evidence 

you can include in a portfolio and the purpose of the evidence that may be included in the 

portfolio. 

 

 

Activity 8: Purpose of a portfolio 

In small groups discuss the different purposes of a portfolio.  

Your discussion should include answers to the following questions. 

▪ What is a portfolio? 

▪ Why do we need to prepare a portfolio? 

▪ What could the purpose of a portfolio be? 

 What benefit will it be to me? 

 

 

Activity 9: Types of evidence and their purpose 

The purposes of your portfolio will be to: 

▪ provide a record of what you have achieved in the course 

▪ provide a means of reflection on your progress towards achieving your goals 

▪ provide a means of reflection on learning strategies which have been successful for 

you. 

Before you can begin your portfolio, you need to determine the best kinds of evidence to 

put in it to suit the three purposes provided above. 
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Work with a partner to complete the table below: 

Evidence Purpose  

Samples of work  

Evidence of knowledge and 

skills (certificates, awards, 

exam results) 

 

Diary/journal entries  

Evidence of work experience   
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ASSESSMENT TASKS 

Your assessment tasks are on the following pages. Make sure you fill in the Assessment 

Task Cover Sheet for each assessment task.
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Assessment Task Cover Sheet – Assessment Task 1 

Students: Please fill out this cover sheet clearly and accurately. Make sure you have kept 

a copy of your work. 

Name: 

Date of submission: 

Unit: VU21323 Develop and document a learning plan and portfolio 

 Assessor to complete 

Assessment Task 

Satisfactory/ 

Not 

satisfactory Date 

Was this a 

resubmission? 

Y/N 

Learner Booklet activities    

STUDENT DECLARATION 

I  __________________________________________________  declare that these tasks 

are my own work.  

 None of this work has been completed by any other person. 

 I have not cheated or plagiarised the work or colluded with any other student/s.  

 I have correctly referenced all resources and reference texts throughout these 

assessment tasks.  

 I understand that if I am found to be in breach of policy, disciplinary action may be 

taken against me. 

Student signature:  _______________________________________________________  

Student name:  __________________________________________________________  

  



 

VU21323 Develop and document a learning plan and portfolio 

ASSESSOR FEEDBACK 

Assessors: Please return this cover sheet to the student with assessment results and 

feedback.  

A copy must be supplied to the office and kept in the student’s file with the evidence.  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

Assessor signature:  ______________________________________________________  

Assessor name:  _________________________________________________________  

Date:  ________________________________________________________________ 
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Assessment Task 1: Learner Booklet activities 

Task summary 

You are to complete all learning activities in your Learner Booklet. 

Resources and equipment required to complete this task 

 This Learner Booklet 

 Access to textbooks and other learning materials 

 Access to the Internet and computer 

 English-English dictionary 

 Bilingual resources (if required) 

 A pen. 

When and where do I need to complete this task? 

 This task may be done in class or in your own time as homework (where applicable). 

 Your trainer/assessor will provide you with the due date for this assessment. 

What do I need to submit? 

 Your completed Learner Booklet. 

Instructions 

 This is an open book assessment – you can use textbooks or other learning 

resources for help. 

 You must complete all activities correctly. 

 You must complete the tasks as instructed in the activities. 

 Talk to your trainer/assessor if you feel you need help. 
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Assessment Task 2: Prepare an Individual Learning Plan (ILP) 

Task summary 

In this task you are to prepare an Individual Learning Plan with support from your 

trainer/assessor. 

Resources and equipment required to complete this task 

▪ Learner Booklet 

▪ Access to textbooks and other learning materials 

▪ Access to computer with internet access 

▪ English-English dictionary 

▪ Bilingual resources (if required) 

▪ Community centres (optional) 

▪ Access to a printer. 

When and where do I need to complete this task? 

▪ This task may be done in class or in your own time as homework.  

▪ Your trainer/assessor will provide you with the due date for this assessment. 

What do I need to submit? 

▪ You need to submit a copy of your Individual Learning Plan and keep a copy for 

monitoring and reviewing. 

Instructions 

Your trainer/assessor will provide all instructions for this task to you verbally. 

They will give you support during class time to complete this assessment. 
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Assessment Task 4: Prepare a portfolio of completed works 

Task summary 

In this task you are to prepare a portfolio of completed works. 

Resources and equipment required to complete this task 

▪ Learner Booklet 

▪ Access to textbooks and other learning materials 

▪ English-English dictionary 

▪ Bilingual resources (if required). 

When and where do I need to complete this task? 

▪ This task will be done during class time and as homework.  

▪ Your trainer/assessor will provide you with the due date for this assessment. 

What do I need to submit? 

You need to submit your portfolio with all documents required, in the format requested by 

your assessor.  

Instructions 

Your trainer/assessor will provide the instructions for this assessment to you verbally.  

They will tell you what documents you need to put into your portfolio.  

Make sure you take notes about the items you need to put into your portfolio so you can 

refer to these as you gather your documents.  
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I have provided the following in my portfolio Tick 

Title page  

Contents page  

Sample of work 1  

Sample of work 2  

Sample of work 3  

Sample of work 4  

Sample of work 5  

Sample of work 6  

Other – optional  
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APPENDIX 

An Individual learning plan (ILP) has been included on the next page. You will need an 

electronic version for Assessment Task 2.  



Appendix 

VU21323 Develop and document a learning plan and portfolio 

51 

Individual Learning Plan 
 
Name: ___________________________________________________________ 

 

Goals 

Key indicators for 

success Resources Actions and activities Responsibility 

Monitoring 

progress updating Timelines 

Long-term goal 1:       

Long-term goal 2:       
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GLOSSARY 

Use this space to write down any acronyms or other terminology you learn during your 

course – make sure you include a definition! 
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INTRODUCTION 

This document is to be used as a guide to marking the assessment tasks required for this 

unit.  

This document outlines the instructions provided to learners for each task and 

accompanying sample/benchmark answers and any relevant instructions for trainers/ 

assessors.  

Assessment tasks 

This unit is assessed in the following ways: 

Assessment Task Overview 

Assessment Task 1: Learner Booklet 

activities 
Learners are to complete the activities in their 

Learner Booklet. 

Assessment Task 2: Individual 

Learning Plan (ILP) 
Learners are to prepare an Individual Learning Plan 

in discussion with the assessor. 

Assessment Task 3: Monitor and 

update an ILP 
Learners will meet with their assessor to review 

their Individual Learning Plan on several occasions 

during their study in this course. 

Assessment Task 4: Portfolio Learners will prepare a portfolio of completed 

works. 

Documents required for this unit 

 This Trainer and Assessor Guide, which includes: 

— guidance to trainers/assessors on how to approach the assessment process (see 

below) 

— benchmark responses to each assessment task/activity 

— further classroom exercises (or suggestions where extra exercises may be 

appropriate)  

— mapping of assessment tasks to unit of competency requirements (see the end of 

this booklet).  
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Assessment attempts and resubmissions 

Learners will have up to three attempts to complete assessment tasks satisfactorily. If 

after the third attempt, a learner has not completed the task satisfactorily, the 

trainer/assessor must make alternative arrangements for assessment. Depending on the 

task, this may include: 

 resubmitting incorrect answers to questions (such as the Learner Booklet activities) 

▪ doing practical tasks again 

▪ making changes to project work based on feedback provided. 

Learners should be provided with an appropriate timeframe in which to resubmit their 

work, for example they may be: 

 given 30 days in which to resubmit incorrect responses or other written work 

 given verbal advice about how to improve their participation in any activities 

 offered additional support to complete tasks. 

Trainer/assessors should refer to their RTO’s policy and procedures regarding training 
and assessment for further information. 

Assessment outcomes 

Each assessment task will be given an outcome of either Satisfactory (S) or Not 

Satisfactory (NS).  

Learners must complete all tasks for a unit satisfactorily to achieve an overall outcome of 

Competent (C) for a unit. If one or more of tasks are assessed as Not Satisfactory, 

learners will be given an overall outcome for the unit of Not Yet Competent (NYC).  

Learners can be given two further attempts to complete the task and achieve a 

Satisfactory outcome. Learners must be given a timeframe for resubmission and they 

must be given support in regards to what they need to do for resubmission. 

Trainer/assessors are required to use the Assessment Record Checklists to record the 

assessment decision for each task.  

The Record of Assessment Outcomes on the final page of the Assessment Record Tool 

must be completed by the trainer/assessor. 

Assessment Task Cover Sheet 

Each assessment task has its own Assessment Task Cover Sheet. Trainer/assessors 

must ensure that learners have filled out one for each assessment they submit. 
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Rules of evidence 

 Validity: 

This Marking Guide provides a set of benchmark responses for each assessment 

task. Trainer/assessors are to record assessment outcomes for each task in the 

accompanying Assessment Record Checklists. Observations require 

trainers/assessors to watch the learner complete specific activities in which they can 

demonstrate the skills and knowledge required. 

 Sufficiency: 

The ‘Unit mapping’ section at the end of this guide demonstrates how assessment 
tasks align with unit of competency requirements. Some units may require the learner 

to demonstrate assessment over a period of time (such as regularly) and more than 

once. These requirements will be made clear in the relevant assessment task.  

 Currency: 

Evidence for each assessment task will be gathered over the duration of the course. 

Workplace-based tasks or simulated workplace tasks (where applicable) will allow the 

learner to draw from current workplace conditions and experiences, and learners will 

be able to use technology, tools and equipment specific to their workplace.  

 Authenticity: 

Learners are required to sign the Assessment Task Cover Sheet, indicating that the 

work they have submitted for assessment is their own.  

Practical classroom tasks and observations (where applicable) by trainers/assessors 

ensure that they see the learner demonstrating the skills and knowledge required of 

this unit. 

Reasonable adjustment 

A legislative and regulatory framework underpins and supports the delivery of vocational 

education and training across Australia. Under this framework, providers of vocational 

education and training must take steps to ensure that learners with recognised disabilities 

can access and participate in education and training on the same basis as learners 

without disabilities. Sometimes reasonable adjustments, are made to the learning 

environment, training delivery, learning resources and/or assessment tasks to 

accommodate the particular needs of a learner with a disability. An adjustment is 

reasonable if it can accommodate the learner’s particular needs, while also taking into 
account factors such as: the views of the learner; the potential effect of the adjustment on 

the learner and others; the costs and benefits of making the adjustment.  

Adjustments must:  

 be discussed and agreed to by the learner with a disability  

 benefit the learner with a disability  

 maintain the competency standards  

 be reasonable to expect in a workplace.  
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Topic Sub-topic Exercises/Activities PPT Learner 

Booklet 

Time  

Welcome Welcome 

Housekeeping 

Outcomes 

Introduction to Learner Booklet and 

Assessment 

NA Introductory slides Pp 4–6  

Learning goals NA  Activities 1–4 Learning goals Pp 7–18  

Learning styles NA  Exercises on PPTs 

 Activity 5 

Learning styles Pp 19–22  

Individual 

learning plans 

NA  Activity 7 

 Assessment Task 2 

Individual learning 

plans 

Pp 23–26  

Portfolios NA  Activities 8–9 Portfolios Pp 27–30  

Assessment NA  Assessment Task 1 

 Assessment Task 3 

 Assessment Task 4 

NA Pp 31–54  
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LEARNING GOALS 

Aim: 

To assist learners to develop personal learning goals. 

Resources required:  

 White/Black Board 

 PPT topic: Learning goals 

 Learner booklet 

 Computer with Internet access 

 Procedure: 

 Take students through PPT introductory slides and explain responsibilities and 

assessment information with them. 

 Refer to the facilitation guidance in the notes of PPT topic: Learning goals. 
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2. Think about how you will achieve your two goals. 

What do you need to learn/do in order to achieve your long-term goals? 

You need to compare the skills and knowledge you have now with those you need to 

achieve your goal. Discuss this with your trainer and then complete the table. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Discussion is an assessable component of this activity. Have a brief discussion with the 

learner about skills gaps. 

 

Skills and knowledge I need to achieve goal: 

Skills and knowledge I have now: 



 Learning styles 

VU21323 Develop and document a learning plan and portfolio 

25 

LEARNING STYLES 

Aim: 

To assist learners to identify preferred learning styles and understand how they can 

help them to achieve their goals. 

Resources required:  

 White/Black Board 

 PPT topic: Learning styles 

 Learner booklet 

 Computer with Internet access 

 Four pieces of paper per learner 

 Pens/pencils. 

 Procedure: 

 Refer to the facilitation guidance in the notes of PPT topic: Learning styles. 
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INDIVIDUAL LEARNING PLANS 

Aim:  

To assist learners to develop an Individual Learning Plan (ILP). 

Resources required:  

 White/Black Board 

 PPT topic: Individual learning plans 

 Learner booklet 

 Computer with Internet access 

 Procedure: 

 Refer to the facilitation guidance in the notes of PPT topic: Individual learning 

plans. 

 Note: Assessment Task 2 will be completed after this topic before moving on to the 

next one.  
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PORTFOLIOS 

Aim: 

To assist learners to develop and maintain a portfolio. 

Resources required:  

 White/Black Board 

 PPT topic: Portfolios 

 Learner booklet 

 Computer with Internet access 

 Procedure: 

Refer to the facilitation guidance in the notes of PPT topic: Portfolios. 

 

Portfolios can be a good way to present evidence during assessment. Your assessor will 

provide you with some information about the purpose of a portfolio, the types of evidence 

you can include in a portfolio and the purpose of the evidence that may be included in the 

portfolio. 

 

 

Activity 8: Purpose of a portfolio 

In small groups discuss the different purposes of a portfolio.  

Your discussion should include answers to the following questions. 

▪ What is a portfolio? 

▪ Why do we need to prepare a portfolio? 

▪ What could the purpose of a portfolio be? 

 What benefit will it be to me? 

Students must demonstrate the ability to have a discussion in a small group answering 

the questions above. 
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Evidence Purpose  

Diary/journal entries Evidence of strategies and tasks, reflection and 

progress. 

Evidence of work experience  Evidence of knowledge and skills. 

Evidence of volunteer work Evidence of knowledge and skills and 

character/personal attributes. 

References/testimonials 

(employment, study, 

community) 

Evidence of completed, character/personal attributes, 

strengths and weaknesses. 
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ASSESSMENT TASKS 

Assessment Task 1: Learner Booklet activities 

 

INFORMATION FOR THE ASSESSOR 

Provide learners with the date of submission for this task. 

This task requires learners to complete the activities in their Learner Booklet to demonstrate 

that they understand the knowledge required of this unit. 

Please note that as the activities will be done in a class setting under the direction of the 

assessor, the guidance to assessing these tasks has been provided at each activity. 

If learners complete any activities in this task incorrectly, or do not complete them at all, 

they will need to be given an appropriate time in which to resubmit. Learners should only 

redo activities that are incorrect; however, they will need to resubmit the entire assessment. 

Provide the learner with the date for resubmission. 

Record the outcome of this assessment in the Assessment Record Tool. 

Task summary 

You are to complete all learning activities in your Learner Booklet.  

Resources and equipment required to complete this task 

 This Learner Booklet 

 Access to textbooks and other learning materials 

 Access to the Internet and computer 

 English-English dictionary 

 Bilingual resources (if required) 

 A pen. 
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Assessment Task 2: Individual Learning Plan 

 

INFORMATION FOR THE ASSESSOR 

Provide learners with the date of submission for this task and explain that they will be 

discussing their ILP with you. 

Explain the requirements of the assessment in terms of completing all components of the 

ILP. You may like to refer back to the PPTs on the ILP for further guidance for learners. 

This task requires learners to complete an Individual Support Plan using the template 

provided in the appendix (you will need to give learners an electronic copy). 

Learners will need to submit a copy of their plan. They will also need to keep a copy for 

themselves to use in Assessment Task 3. 

On completion of the ILP you are to allocate a time and date for discussion of the ILP with 

each individual learner. In this meeting, you must ascertain that learners have sufficient 

communication skills to discuss the purpose of the ILP and their preferred learning styles 

that support their plan development. They also need to read and explain the information 

provided in their ILP. 

In order to be deemed satisfactory in this assessment learners must complete all sections of 

the ILP and provide evidence of the communication skills discussed above. Problem-solving 

skills will be evident in that the learners would have gathered and used information and 

drawn on previous experience to support the development of their plan during the activities 

in Assessment Task 1. 

If learners do not complete all parts of this task satisfactorily, they will need to be given an 

appropriate time in which to resubmit. Learners should only redo parts that are not correct 

or are missing detail; however, they will need to resubmit the entire assessment. Provide 

the learner with the date for resubmission. 

Record the outcome of this assessment in the Assessment Record Tool. 

Task summary 

In this task, you are to prepare an Individual Learning Plan in discussion with your 

trainer/assessor. 

Resources required: 

 Learner Booklet 

 Access to textbooks and other learning materials 

 Access to a computer with Internet access 

 English-English dictionary 

 Bilingual resources (if required) 
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Assessment Task 4: Portfolio 

 

INFORMATION FOR THE ASSESSOR 

Provide learners with the date of submission for this task. 

This task requires learners to compile a portfolio of work. Give learners support during 

this task as required.  

You will need to explain to learners the format in which the portfolio is to be presented. 

You may choose for the portfolio to be compiled in a plastic display folder, a 

presentation wallet or lever arch folder – or you may give the learner the choice from a 

number of display options.  

Regardless of presentation, the following elements MUST be included in the portfolio: 

 Title page, including the learner’s name and the date they compiled the portfolio 

 Contents page 

 Six samples of written work (these can be taken from any unit.) 

The following elements are OPTIONAL: 

 Diary/journal entries 

 Other information or documents you or the learner believes would be suitable. 

Before learners start this assessment, make sure you explain the requirements in 

detail. 

Give learners a copy of the instructions on the next page after you have discussed the 

requirements of the task with them. 

To be deemed satisfactory in this assessment learners must provide all required 

elements of the portfolio.  

If learners do not provide all required portfolio documents, they will need to be given an 

appropriate time in which to resubmit. Learners should only add parts that not correct 

or are missing detail; however, they will need to resubmit the entire assessment. 

Provide the learner with the date for resubmission. 

Record the outcome of this assessment in the Assessment Record Tool. 

Task summary 

In this task you are to prepare a portfolio of completed works. 

Resources and equipment required to complete this task 

 Learner Booklet 

 Access to textbooks and other learning materials 
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I have provided the following in my portfolio Tick 

Title page  

Contents page  

Sample of work 1  

Sample of work 2  

Sample of work 3  

Sample of work 4  

Sample of work 5  

Sample of work 6  

Other – optional  
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APPENDIX 

An Individual learning plan (ILP) has been included on the next page. You will need an 

electronic version for Assessment Task 2.  



 

VU21323 Develop and document a learning plan and portfolio 

Goals 

Key indicators for 

success Resources Actions and activities Responsibility 

Monitoring 

progress updating Timelines 

Short-term goal 1:       

Short-term goal 2:       



 

VU21323 Develop and document a learning plan and portfolio 

Unit mapping – VU21323 Develop and document a learning plan and portfolio 

Unit descriptor  This unit develops the skills and knowledge to identify and document current skills and plan future skills development to achieve individual learner objectives 

with the advice of an appropriate support person. This unit also develops the skills and knowledge to develop and maintain a portfolio. 

Application of the unit This unit applies to those with personal, learning, employment and community participation goals. The learning plan documents an agreed program that the 

learner will undertake during the course to plan, document and monitor progress towards achieving learning goals. The program will take into account the 

learner’s learning style and preferences. The learner documents the learning plan using an established format. The learner is also supported to develop and 

maintain a portfolio of completed work samples, selected to demonstrate competency in particular skill areas. The portfolio conforms to an agreed format. 

Licensing requirements NA 

Prerequisites NA 

 

Element Performance criteria 

Assessment Tasks 

AT1 AT2 AT3 AT4 

1. Clarify learning goals 1.1 Identify and prioritise learning goals A1 ✓   

1.2 Discuss goals with appropriate persons and identify any 

additional skills requirements 
A1 ✓   

1.3 Compare current skills and knowledge with identified goals A1 ✓   

1.4 Access support resources A2 ✓   

2. Clarify factors 

impacting on own 

learning 

2.1 Discuss previous experiences in relation to achieving identified 

goals 
A4 ✓   

2.2 Identify preferred learning styles A5 ✓   

2.3 Note ways in which participating in the program will assist in 

meeting personal goals 
A3 ✓   

3. Document an individual 

learning plan 

3.1 Clarify the purpose of an individual learning plan A6 ✓   

3.2 Identify the features of an individual learning plan A6 ✓   
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Element Performance criteria 

Assessment Tasks 

AT1 AT2 AT3 AT4 

3.3 Confirm the processes for developing an individual learning 

plan 
A7 ✓   

3.4 Complete the individual learning plan  ✓   

4. Prepare portfolio of 

completed work 

samples 

4.1 Discuss the purposes of the portfolio A8    

4.2 Identify and discuss types of evidence required A9    

4.3 Define the purpose of evidence A9    

4.4 Clarify format of portfolio    ✓ 

4.5 Collect examples of evidence for portfolio    ✓ 

5. Monitor and update the 

individual learning plan 

5.1 Identify progress towards end-of-course goals and objectives   ✓  

5.2 Determine factors which contributed to success in meeting 

goals 
  ✓  

5.3 Note barriers to success in meeting goals   ✓  

5.4 Discuss learning strategies which can be applied to other 

contexts with appropriate support person 
  ✓  

5.5 Amend individual learning plan as needed   ✓  

 

Required knowledge 

Assessment Tasks 

AT1 AT2 AT3 AT4 

▪ importance of documenting learning to support progress A1 ✓ ✓ ✓ 

▪ factors which can support or hinder progress in learning A3, A4, A5  ✓  

▪ different learning strategies and how they contribute to learning A3, A4, A5,  ✓ ✓  



 

VU21323 Develop and document a learning plan and portfolio 

 

Required skills 

Assessment Tasks 

AT1 AT2 AT3 AT4 

▪ communication skills to     

 participate in the planning process to develop a learning plan A6, A7 ✓   

 discuss aspects of the learning plan such as purpose and preferred learning styles to 

support development of the plan 
A6, A7 ✓   

 read and interpret a range of information related to own goals A6, A7 ✓ ✓  

▪ problem solving skills to: 

 gather and use information to support development of the plan A7 ✓   

 draw on previous experiences to inform development of the plan A4   ✓ 

 identify, select and organise evidence for portfolio using an established model    ✓ 

 compare own skills to learning goals to identify achievable steps A3    

 

Critical aspects for assessment 

Assessment Tasks 

AT1 AT2 AT3 AT4 

▪ Assessment must confirm the ability to: 

▪ clarify own learning goals and factors affecting own learning, document a learning plan using an 

established template, maintain a portfolio, and monitor and update the learning plan when 

necessary 

✓ ✓ ✓ ✓ 
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Context of and specific resources for assessment 

Assessment Tasks 

AT1 AT2 AT3 AT4 

Assessment must ensure access to:     

▪ an established format to document the learning plan  ✓ ✓  

▪ computer technology as required ✓ ✓ ✓ ✓ 

Assessment of performance requirements in this unit is best undertaken over the course of the 

program so learning goals can be reviewed and amended 
  ✓  

 

Method(s) of assessment 

Assessment Tasks 

AT1 AT2 AT3 AT4 

The following assessment methods are suitable for this unit:     

▪ oral or written questioning to assess knowledge of the purpose and strategies to achieve goals ✓    

▪ direct observation of the learner participating in the process of developing and monitoring a 

learning plan or completing tasks for the portfolio 
 ✓  ✓ 

▪ portfolios to assess evidence of how identified goals have been met consisting of: 

 collections of samples compiled by the learner    ✓ 

 product with supporting documentation    ✓ 

 journal/log book    ✓ 

▪ testimonials/reports from other teachers or support staff    ✓ 
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Introduction   

Assessment requirements  

This record tool is to be used to record the assessment decisions for VU21323 Develop and document a 

learning plan and portfolio.  

Assessment is based on a number of forms of evidence, as follows: 

▪ Assessment Task 1: Written/oral questions 

▪ Assessment Task 2: Prepare an Individual Learning Plan (ILP) 

▪ Assessment Task 3: Monitor and update ILP 

▪ Assessment Task 4: Prepare a portfolio of completed works. 

Recording assessment outcomes 

Use this Assessment Record Tool to record the outcomes of each assessment task related to this unit. Add any 

further comments about the student’s performance to the Assessment Cover Sheet for the relevant task. 

Marking Guide 

Refer to the Marking Guide for benchmark responses to written tasks and projects. 

Assessment Checklists 

Use the checklists below to record the outcomes of each task.  

Observation tasks (where applicable to this unit) will include guidance to expected performance as well as 

instructions to the assessor about any further assessment requirements. 

Record each task’s outcome on the Record of Assessment Outcomes at the end of this document. 
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ASSESSMENT TASK 2: INDIVIDUAL LEARNING PLAN 

Did the learner: Yes No Comments 

Identify and prioritise learning goals?    

Discuss goals with appropriate person?   

Identify additional skills requirements?   

Compare current skills and knowledge with those needed to attain goals and determine 

gaps? 

  

Identify and access support resources?   

Discuss previous experiences in relation to achieving identified goals?   

Identify preferred learning styles?   

Determine and note ways in which participating in the program will assist in meeting personal 

goals? 

  

Clarify the purpose of an ILP?   

Identify the features of an ILP?   

Confirm the processes for developing an ILP?   

Complete an ILP?   

Understand the importance of documenting learning to support progress?   

Understand the factors that can support or hinder progress in learning?   

Understand the different learning strategies and how they contribute to learning?   

Demonstrate communication skills to: 

 participate in the planning process to develop a learning plan 

 discuss aspects of the learning plan such as purpose and preferred learning styles to 

support development of the plan 

 read and interpret a range of information related to own goals? 
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Record of assessment outcomes: VU21323  

This section records the outcome of each task/assessment requirement so that the final assessment outcome 

can be determined for VU21323 Develop and document a learning plan and portfolio. 

The table below shows all the assessment requirements for this unit. Once the student has satisfactorily 

completed all requirements related to the unit, they can be given a Final Assessment Result of ‘Competent’. 
Final Assessment Results should only be recorded once all tasks have been attempted. 

Assessment Tasks 

Task Outcome 

Satisfactory (S) 

Not satisfactory 

(NS) Date 

Assessor 

initials 

Assessment Task 1: Written/oral questions    

Assessment Task 2: Individual Learning Plan    

Assessment Task 3: Monitor and update an ILP 

Assessment Task 4: Portfolio    

Final Assessment Results Result (C/NYC) Date 

VU21323 Develop and document a learning plan and 

portfolio 
  

Student name: 

Assessor name: 

Assessor signature: Date:        /       / 
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VU21323 Develop and document a 

learning plan and portfolio

Title slide 

Welcome the class and introduce the unit.

S
A
M
P
L
E



HOUSEKEEPING

Work health & safety

Emergency procedures 

Session times 

Facilities 

Housekeeping reminders 

Time allocated: 

Notes: 

• Advise learners of WHS considerations 

• Provide emergency process, exits, procedures etc. 

• Advise expected class session start/finish/break times

• Provide students with orientation/navigation of facilities – kitchen, bathroom 

etc. 

My First Template
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• Activities in Learner Booklet

• Individual Learning Plan (ILP)

• Monitor and update ILP

• Portfolio

ASSESSMENT/LEARNER BOOKLET

Assessment/Learner Booklet

Time allocated:

• Refer learners to their Learner Booklet and talk them through it – make reference 

to particular components.

• Refer them to page 5 of their Learner Booklet and explain the required assessment 

of the unit.

• Explain that you will provide dates for the assessments and when they will be 

required to place pieces of writing in their portfolio.

• Explain in more detail what the assessments consist of – refer to the student’s 

assessment booklet and the marking guide.

• Explain the RTO’s policy on assessment appeals.

• Refer them to page 6 of their Learner Booklet and explain the Learner agreement.

• Ask learners to complete the Learner agreement.

• End of introductory slides.
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Learning goals

TOPIC

Session 1

Time allocated: 

Key learning outcomes: To assist learners to develop personal learning goals.

Equipment required: Learner booklet, pens, whiteboard/black board, computer with 

Internet access to watch: https://www.youtube.com/watch?v=d6o5PyJM3bY (SMART 

goals), English-to English dictionary and bilingual dictionary

Explain to the learners that this session is entitled ‘Learning goals.

Ask learners what goals are and elicit their responses.

Ask them why we have goals? Are they important? Elicit responses.

1
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“A dream is just a dream. A goal is 

a dream with a plan and a 

deadline.” – Harvey Mackay    

Quote

Time allocated:

Discuss the quote.

Go to the next slide.

3
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Goals are dreams with deadlines.

Quote

Time allocated: 

Reiterate the point.

Go to the next slide.

6
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• Work experience 

• Volunteer or recreational experience 

• Family responsibilities 

• Study including formal schooling or informal learning 

PREVIOUS EXPERIENCES

Previous experiences

Time allocated: 

Explain.

Learners are to complete Activity 4 in their Learner Booklet. Generate discussion on 

learners’ past experiences that have or may impact on them achieving their learning 

goals.

End of topic.
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Portfolios

TOPIC

Session 4

Time allocated: 

Key learning outcomes: To assist learners to identify the purpose of a portfolio, types 

of evidence to include and to prepare and maintain a portfolio of completed works.

Equipment: Learner Booklet, pens, portfolio folder or presentation booklet, English-to 

English dictionary and bilingual dictionary.

Explain to the learners that this session is entitled ‘Portfolios’ and ask them if they 

know what a portfolio is.

Elicit responses, provide comment and feedback.

Explain that they will be preparing and maintaining a portfolio for assessment.

Assessment Task 4 will be started at the end of this session.

1
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Learning styles

TOPIC

Session 2

Time allocated: 

Key learning outcomes: To assist learners to identify preferred learning styles and 

understand how they can help them to achieve their goals. 

Equipment required:  Learner booklet, pen, computer with Internet to complete 

online learning style test, printer, English-to English dictionary and bilingual 

dictionary, four sheets of paper per learner, pens and pencils. 

Explain to the learners that this session is entitled ‘Learning styles’ and proceed to 

the next slide.

1
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AUDITORY

Image sourced under a creative commons license from www.pexels.com 

Auditory

Time allocated: 

Explain that many people learn best by hearing things. They may find written 

instructions and directions difficult to follow and would prefer they were provided 

orally.

For auditory learners:

• to know it is hearing it

• written directions may be difficult to follow

• facial expressions and body language may be difficult to read

• reading may be difficult 

• writing may be difficult.

Auditory learners should:

• participate in discussions or chats to learn better

• ask for all directions/instructions to be read aloud.

4
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10

How many did you remember?

How many did you remember?

Time allocated: 

Ask students check and determine how many they remembered.

This will be a good opportunity to work on vocabulary.

Elicit as many as possible – write on board for students to have spelling and 

definition.

Go to the next slide.
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Image purchased under a standard license from www.bigstock.com

Reflect

Time allocated: 

Ask learners which activity they found the easiest (remembered most).

Discuss the three learning styles again.

Encourage input and discussion from learners.
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Individual Learning Plan (ILP)

TOPIC

Session 3

Time allocated: 

Key learning outcomes: To assist learners to develop an Individual Learning Plan (ILP). 

Equipment required: Learner booklet, pens, white board/black board, English-to 

English dictionary and bilingual dictionary.

Learners will complete Assessment Task 2 during this session.

Explain to the learners that this session is entitled ‘Individual Learning Plan’ and they 

are going to learn about the purpose of an Individual Learning Plan and they are 

going to spend time on developing their own ILP with your support.

1
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• Complete Assessment Task 2: Prepare an Individual 

Learning Plan (ILP)

• Discuss Assessment Task 3: Monitor and update an ILP

ASSESSMENT

Assessment

Time allocated: 

Learners should now complete Assessment Task 2 in class time. 

Explain that learners are to complete their ILP on computer. (You will need to 

determine the best way of achieving this (email template to learners / have copy on 

school computer).

Explain that they are then to print out their ILP and discuss the plan with you for 

approval. They are then to provide a copy of their ILP to you (give time and date) and 

keep a copy themselves for monitoring and review.

Refer learners to Assessment Task 3 and discuss monitoring and updating the learning 

plan and provide dates for review.

Work through the benefits of review and the requirements of learners prior to and 

within the individual meetings you will have as part of Assessment Task 3.

End of topic.

6

S
A
M
P
L
E


