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Introduction

The Victorian not-for-profit (NFP) community sector is broad and complex encompassing organisations with diverse missions including:

· providing direct services such as welfare

· building skills and connection through the arts, and sport and recreation programs

· focusing on community and local issues, such as sustainability.

The Community Sector Workforce Capability Framework (Capability Framework) describes the broad capabilities required by people in community sector organisations. The Capability Framework provides current and future employees and managers, as well as volunteers, with a common language for the knowledge and skills and the personal attributes that are critical for the organisation, or for individual roles. 

The Capability Framework was developed after extensive research and consultation in the NFP sector. A range of capability frameworks being used by government and non government organisations in Australia and overseas were examined to determine what features or content would be suitable for inclusion in a Capability Framework for the community sector. People in the sector were consulted widely, through a series of forums held in metropolitan and regional areas of Victoria, an online survey and face to face interviews. 

The Capability Framework has been trialled and implemented in a number of community organisations since its release in 2010.

Purpose of the Capability Framework

The Capability Framework was developed for use by the NFP community sector workforce to: 

· improve the identification of skills and thus the staffing organisations need now and into the future

· improve overall quality and effectiveness of service provision and improve client outcomes now and into the future

· provide a greater capacity for professional development and learning
· provide better career pathways and recognition for community sector employees

· promote enhanced and more flexible professional and management practice
· improve and assist recruitment and retention.

By using the Capability Framework, people in community sector organisations will be able to develop flexible and transferrable skills that can be used across the whole sector. This will also allow for:

· cross sectoral career pathways 

· movement between types of service delivery and types of clients

· more collaboration across different organisations.

How the Capability Framework can be used

The Capability Framework can be used by NFP community sector leaders to:

· align staff capability to the strategic business needs of the organisation

· assist with a range of human resource functions including job design, recruitment and selection, performance management and development, and career planning.

The Capability Framework can be used by NFP community sector managers to:

· identify the capabilities required of their people

· identify the capabilities required of themselves as managers

· develop selection criteria when filling positions

· address staff development needs during staff performance discussions

· support individual career planning

· form the basis of discussions with external training providers about course outcomes to be incorporated into current and future courses.

The Capability Framework can be used by people in NFP community sector organisations to:
· understand the capabilities required to work at their current level

· understand the capabilities required to work at a different level

· identify opportunities for development during staff performance discussions

· identify any gaps in skills, knowledge and behaviours that need addressing

· provide a guide during career planning discussions

· provide volunteers with a framework of capabilities required for a particular role

· provide evidence of Recognition of Prior Learning (RPL) when applying for entry into courses.

The Capability Framework will be particularly useful to smaller organisations that do not have a dedicated human resource team.

Supporting resources

A number of resources have been developed to support the implementation of the Capability Framework. These are all available free of charge from the website:

providers.dhhs.vic.gov.au/workforce-capability-framework-implementation


They include:

· this Train the Trainer Guide, which is accompanied by PowerPoint Slides and the Community Sector Workforce Capability Framework Tool Kit and Trainer Notes
· Workforce Capability Cards
· position description examples/templates
· videos of people explaining the use of the Capability Framework

Train the Trainer Guide

Purpose of this Train the Trainer Guide

This Train the Trainer Guide is part of a suite of resources designed to be used by anyone in the community sector to support implementation of the Community Sector Workforce Capability Framework across the NFP sector.

The Guide can be used by people in the NFP sector to work with their own staff, or with staff in other organisations, to implement the Capability Framework within the organisation. It includes instructions for planning and facilitating a successful training program including:

· a suggested session outline

· instructions for facilitating training activities

· ideas for adapting the program to meet the needs of the individual organisation

· hints for trainers.

Objectives

By using this Guide you should be able to:

· explain the Community Sector Workforce Capability Framework, its development, content and possible uses

· explain how to use the tools developed to implement the Capability Framework
· assist people within an organisation to use the tools and adapt the Capability Framework to meet the requirements of the individual organisation.

Training resources 

Before you begin you will need to access the resources, available at the website:

providers.dhhs.vic.gov.au/workforce-capability-framework-implementation


For the trainer

Resources to accompany this Trainer the Trainer Guide include:

· PowerPoint slides

· trainer Notes

· evaluation form

· Community Sector Workforce Capability Framework Tool Kit
· set of Workforce Capability Cards 

· position Description template.

For each participant

For each participant you should provide:

· a copy of the PowerPoint slides used in the session

· evaluation form
· the Community Sector Workforce Capability Framework Tool Kit 

· a set of Workforce Capability Cards (one for each participant, or a set to share for each small group)

· highlighter pens for Activity 3.

How to use the Train the Trainer Guide

This Train the Trainer Guide gives you suggestions about how to facilitate a session, either in your own organisation or another community sector organisation. It includes a suggested session plan for a 3 hour session, with detailed instructions for each activity.

To prepare for a training session, you will need to:

· download the suggested resources and make sure you are familiar with their content

· look at the suggested session plan provided in this Guide; you can use it as it is, or expand or delete any activities which you think are not relevant to your group

· gather the resources you need for each activity, including resources for participants

· adapt the session plan, activities and accompanying PowerPoint slides if necessary.

Room set up

It is suggested that the room is set up so that participants are working in small groups of about 4. However, this will depend on the size of the group and the training space available. If possible, initially mix people up so they are sitting with people they do not normally work with.

Adapting the training

This Train the Trainer Guide and accompanying resources can be adapted for your own organisation. Here are some suggestions.

· Add your own logo to the Participant Resource.

· Concentrate on activities which your organisation needs. For example you may feel that your organisation needs to improve its recruitment and selection processes, so you may concentrate on that part of the session.
· Use any forms, policies or procedures from your own organisation. For example, you may use your organisation’s performance appraisal procedures and use the Capability Framework to update it.

· Add real or hypothetical case studies from your own organisation to illustrate the application of the Capability Framework.

Form working groups or action learning groups after the session to explore a particular area in more detail, with the help of an action plan

Suggested training session

Below is a suggested session outline to be delivered to an organisation. If it is followed, it will take approximately 3 hours. However, if you adapt the session, the time frame can also be altered. Following this outline are detailed instructions for each activity.

Table 1 Suggested session outline
	Topic
	Activity
	Content
	Time

	1. Introduction and warm up activity
	Small group work
	Introductions

Agenda

Purpose of session

Warm up activity
	10 mins

	2. Overview of Community Sector Workforce Capability Framework
	Presentation
	Background to Capability Framework

What is the Capability Framework?

Why it is important

Structure

Levels

Streams

Personal attributes

Capabilities
	20 mins

	3. Familiarisation with Community Sector Workforce Capability Framework
	Case study

Individual and whole group work
	Exploring one level of Capability Framework in relation to own position in organisation
	20 mins

	4. Using the Community Sector Workforce Capability Framework for Recruitment and Selection
	Small group work
	Development of a position description for a specific position within organisation
	40 mins

	Break
	15 mins

	5. Using the Community Sector Workforce Capability Framework for Performance Appraisal
	Case study

Role play
	Using the Capability Assessment Tool 

Using the Capability Mapping and Feedback Tool
	30 mins

	6. Using the Community Sector Workforce Capability Framework for Learning and Development and Career Planning
	Individual and pair work
	Reviewing own capabilities and attributes

Learning and development options
	30 mins

	7. How can we use the Community Sector Workforce Capability Framework?
	Whole group work
	Reflection on use of Capability Framework in own organisation

Summary

Evaluation
	15 mins


Activity 1. Introduction and warm up activity

Table 2 Activity 1. Introduction and warm up activity
	Purpose of activity
	To introduce the session, trainer and participants, and to introduce participants to the concept of the Community Sector Workforce Capability Framework.

	Activity
	Small group work

	Suggested time
	10 minutes

	Resources and preparation
	PowerPoint slides:

1 – Title

2 – Agenda

3 – Purpose of session

4 – Housekeeping

List of famous people:

· Devise a list of famous people who have recently been in the news, whom everyone is likely to have heard about and who may be seen as role models, e.g. Cadel Evans, Oprah Winfrey, Nelson Mandela, Bill Gates, Hilary Clinton, Dalai Lama. Do not choose people who the participants are likely to personally know, or who may be politically contentious.

· Write each person’s name on a card – you could even include a photo if one is available. Place on table, each table having a different famous person.

· Alternatively, you could ask each small group to choose a famous person.

Participant resources:
Have a set of the Capability Cards on each table, with Personal Attributes Cards (orange) separated; or a set for each participant.

	Instructions
	Title slide (SLIDE 1)

Have the title slide showing when people come into the room. 

Introduce yourself, then use the following slides to introduce the session.

Agenda (SLIDE 2)

Explain the Agenda for the session, with break times.

Purpose of session (SLIDE 3)

Explain that the purpose of the session is to help the organisation implement the Community Sector Workforce Capability Framework.

Housekeeping (SLIDE 4)

Show emergency exits and facilities, request phones are turned off and stress confidentiality of session.

Warm up activity

· This activity should be light hearted and fun. It will introduce the participants to the Capability Cards and give them an opportunity to work as a group.

· Ask the group to make sure they introduce themselves to the people at their table if they do not already know them.

· Ask group to look at the name of the ‘famous person’ you have given them; and to also find the orange Personal Attributes Cards. Ask them to choose three personal attributes that their ‘famous person’ strongly possesses, and think of some examples of how the attributes have been demonstrated.

· Encourage participants to spread the cards over the table and discuss the attributes. Indicative behaviours have been listed on the cards, but you want them to give real examples of these behaviours.

· For example: Hilary Clinton possesses RESILIENCE, and this is demonstrated by her come back after she was unsuccessful in her attempt to win the Democratic presidential nomination in 2008. In 2009 she became Secretary of State and works on the world stage.

· Or you might choose to use Cadel Evans, the cyclist, as an example of RESILIENCE for his win in the Tour de France and a four time Olympian.

After the activity, ask each group to quickly give the name of their famous person, the three attributes and an example of each.

	Debrief
	Explain that this activity has introduced them to part of the Community Sector Workforce Capability Framework and one of the tools available. These will be explored in greater detail during the session.

	Notes
	This is intended to be a light hearted activity to relax the group as well as introducing them to the Capability Cards. 


Activity 2. Overview of the Capability Framework

Table 3 Activity 2. Overview of the Capability Framework
	Purpose of activity
	To introduce the Capability Framework, its background, importance and structure.

	Activity
	Presentation

	Suggested time
	20 minutes

	Resources and preparation
	PowerPoint slides:

5 – What is a capability framework?

6 – Why is a capability framework important?

7 – Background to the Capability Framework

8 – Capability Framework structure

9 – Levels

10 – Streams

11 – Descriptors

12 – Personal attributes

13 – Access and availability

Participant resources:

Community Sector Workforce Capability Framework – Tool Kit

Capability Cards

	Instructions
	Use the PowerPoint slides 5 – 13 to provide an overview of the Community Sector Workforce Capability Framework.

· Encourage participants to ask questions, and relate the Capability Framework to their own workplace as much as possible.

· Notes for each slide are given below, including some suggestions about engaging the participants. However, this is intended as an overview and there will be opportunities to work with the Community Sector Workforce Capability Framework in more detail throughout the session.

What is a capability framework? (SLIDE 5)

Ask participants to consider what they think a capability framework is, and whether they have used one, e.g. they may already have one in their own organisation. It is important to acknowledge what they already know about capability frameworks.

Use PowerPoint slide to further explain that capability frameworks:

· describe skills and behaviours that people will demonstrate if they are doing high quality work

· cover a range of job roles and/or work contexts

· are used to assist with job design, recruitment and selection, self assessment, performance appraisal, learning and development and other HR functions.

Why is a capability framework important? (SLIDE 6)

Use PowerPoint slide to further explain importance of a capability framework in the NFP sector. Explain that research showed that there were a number of issues facing the NFP sector, including:

· increasing complexity of client needs and contexts 

· problems with finding people with the right skills for the work

· problems in retaining skilled staff

· lack of transparency in career pathways

· lack of recognition of skills and their transferability

· multiple qualifications, awards and pay levels
· smaller organisations do not have dedicated HR practitioners or have limited resources for infrastructure.

Point out, however, that the research showed that it is clear that the sector is doing valuable work and makes a great contribution to the quality of life for many Victorians.

Background to the Community Sector Workforce Capability Framework (SLIDE 7)

Ask if anyone was involved in the development of this Capability Framework, e.g. attended any of the community forums or responded to the online survey, or were involved in a pilot. Thank any who contributed.

Use PowerPoint slide to explain background:

· developed with help of NFP peak bodies, community organisations and individuals within the sector in 2010

· trialled and implemented in a number of organisations during 2010 and 2011

· set of tools developed to assist with implementation.

Capability Framework structure (SLIDE 8)

Ask participants to have a brief look at the Capability Framework in the Tool Kit. Appendix 1 shows the Personal Attributes Matrix; and Appendix 2 shows the Individual View of the Capability Framework. This lists all the capabilities required for an individual to perform at a particular level across the nine streams.

Also ask participants to have a brief look at the Capability Cards – they have already used the cards in the warm up activity. The cards show the Personal Attributes (orange). They also show the capabilities (aqua) in a Comparative View, with descriptors and indicative behaviours, across all levels e.g. OHS levels 1-4. This view can be used to review the differences between levels, or view a current level and see what is needed for career development.

Use the PowerPoint slide to explain that:

· there are 4 levels or groupings

· there are 9 streams for capabilities

· the Capability Framework includes 14 personal attributes

· organisations have an option to provide further detail or change the wording to suit their own needs.

These will be explained further in following slides.

Levels (SLIDE 9)

Use the PowerPoint slide to explain that as there are many job titles and levels of responsibilities used throughout the community sector, these have been broadly categorised into four (4) levels for the Capability Framework. 

Level 1: Practitioner

Level 2: Advanced Practitioner

Level 3: Manager, Supervisor and Lead Practitioner

Level 4: CEO and Executive

Generally people working at the higher levels (levels 3-4) have a greater degree of autonomy and decision making and take responsibility for the work outcomes of others.

Refer participants to the description of the Capability Framework levels on page 11 of the Tool Kit. Have them spend a few minutes looking at the descriptions, and think about where they think their job role fits. They may wish to just reflect on this, or share their ideas with the rest of the group.

Streams (SLIDE 10)

Use the PowerPoint slide to explain that the Capability Framework has been structured into nine (9) key streams:

1: Community and inter-agency relations

2: Professionalism

3: Communication

4: Leadership and teamwork

5: Resources, assets and sustainability

6: Service delivery

7: Program management and policy development

8: Change and responsiveness

9: Governance and compliance

· Refer participants to the Tool Kit, page 9, for a description of each of the streams.

· Explain that organisations can add specialist streams to reflect organisational requirements. For example there might be a stream for board members.

· Give participants a few minutes to look at the descriptions, and ask them if they can suggest any specialist streams they could add in their organisation. 

Descriptors (SLIDE 11)

Use the PowerPoint slide to explain that:

· each stream has five (5) descriptors

· these show indicative behaviours at each level.

Suggest that the participants:

· look at the Capability Framework Individual View in Appendix 2 of Tool Kit, to see streams and descriptors for one level

· choose one of the Capability Cards, and look at descriptors for one stream at different levels.

Personal attributes (SLIDE 12)

Point out that the participants have already had a quick look at the Personal Attributes during the warm up activity. Refer them to the Personal Attributes in Appendix 1 of the Tool Kit.

Use the PowerPoint slide to explain the Capability Framework includes 14 Personal Attributes which describe qualities expected of people in this sector. Emphasise that:

· particular qualities will vary depending on focus of organisation

· some are relevant to the organisation; others more relevant to a specific job or task

· they are not connected to any particular level.

Access and availability (SLIDE 13)

Use PowerPoint slide to explain how to access the resources, as well as show other linked products on the website: providers.dhhs.vic.gov.au/workforce-capability-framework-implementation

	Extension activity
	Video of Rosalie Flynn explaining the Capability Framework on the website:

providers.dhhs.vic.gov.au/workforce-capability-framework-implementation

	Debrief
	Explain that this session will give participants a chance to use the Capability Framework for a variety of purposes within their organisation and that they will become more familiar with the Capability Framework during the session.

	Notes
	PowerPoint presentations on their own can be a bit boring, so encourage participants to engage in the conversation and also have them looking at the tools.


Activity 3. Familiarisation with the Capability Framework

Table 4 Activity 3. Familiarisation with the Capability Framework
	Purpose of activity
	For participants to explore the Capability Framework and to become familiar with its contents.

	Activity
	Case study

Individual and whole group work

	Suggested time
	20 minutes

	Resources and preparation
	PowerPoint slides:

14 – Case study: Emerging Leaders in Community Arts

15 – Levels

Participant resources:

· Capability Framework – Individual view – in Tool Kit, Appendix 2

· 2 different coloured highlighter pen for each participant 

· Case study: Emerging Leaders in Community Arts in Participant Resource 

	Instructions
	· Explain to participants that this activity will give them a chance to explore the contents of the Capability Framework by examining how it relates to their own position in the organisation.

· (The work in this exercise will be extended further into a learning and development plan in a later activity.)

· Participants will first look at a case study and think about how they could apply it to their own organisation.

· They will then be looking at their own personal capabilities – strengths and areas needing development.

Case study: Emerging Leaders in Community Arts (Slide 14)

· Ask the participants to read the extract from the Case study: Emerging Leaders in Community Arts, in their Participant Resource. The full case study can be found in the Case Studies section of their Resource. They will be looking at this feedback to determine whether they would be able to use the same model for their own organisation.
· Explain to participants that this activity will give them a chance to explore the contents of the Capability Framework by examining how it relates to their own position in the organisation.

· (The work in this exercise will be extended further into a learning and development plan in a later activity.)

· Participants will first look at a case study and think about how they could apply it to their own organisation.

· They will then be looking at their own personal capabilities – strengths and areas needing development.

Ask the participants to discuss the following question in their small group: 

· Would you be able to use this model within your own organisation to determine individual or organisational development needs? 

· Ask for some feedback from each small group. This is a brief general discussion only.

Individual capabilities: Show PowerPoint slide again with the 4 Levels of the Capability Framework. (SLIDE 15)

Ask participants to:

· choose the level which best fits with their own position in the organisation, then look at the capabilities within that level 

· with one coloured highlighter, highlight the three capabilities they feel they are recruitment at, enter into My Capabilities worksheet in the Participant Resource 

· look at the indicative behaviours, and give an example of something they do or know that shows they demonstrate the indicative behaviour and enter into worksheet. For example, if they choose Level 4, 8.4.4 Technology, an example of indicative behaviour might be that they have just introduced a new electronic accounting system and have trained the senior staff in its use.

· take the other coloured highlighter and highlight three capabilities where they feel they need some development, describe why it is important to their job, and also enter into worksheet (possible methods of development will be discussed in a later activity).

Extension activity

· If you feel the participants would be comfortable sharing the capabilities where they feel they need development, you do the following activity.

· Place a coloured card with each of the names of the individual nine (9) streams on the walls around the wall.

· Ask participants to stand next to the card which reflects their area of greatest development need. In their small group, ask them to discuss which particular areas they need development. For example, someone may think they need development in the Resources, assets and sustainability stream, feeling that in particular they need to have more of an understanding of the organisation’s procurement processes in order to get the best value for money.
· Explain that they will be thinking about how to develop capabilities in a later exercise, Activity 6.

	Extension activity
	A coloured card with each of the names of the individual nine (9) streams, to be placed on the walls around the room.

	Debrief
	· Ask the participants if there are any other capabilities related to their job role which they think are not covered in the Capability Framework; or any terminology which they could change to make it more workplace specific. If there are, explain that this is an example of when they can alter the Capability Framework to suit the needs of their job role and organisation.

· Ask if anyone would like to share one of their capabilities, with an example of how it is demonstrated. However, this is voluntary.


Case study: Emerging Leaders in Community Arts

This case study summarises the key findings from a workshop conducted with eight emerging leaders from community arts organisations. The emerging Leaders Group meets regularly using a peer support model to share ideas and experiences about their work.

The Group’s organisations have different objectives; for example, to produce festivals, grow young writers and broadcasters, encourage participation in dance and the visual arts.

The sector is characterised by lack of career pathways and progression. Within the arts there are multiple small to medium enterprises and a few large and comparatively conservative organisations.

The group met in July 2010 to discuss leadership in the Community Arts sector. They reviewed the Capability Framework to consider their strengths and areas where they would like to grow their skills. The Capability Framework provided a useful basis to start this reflection.

Some of the more common strengths were:

· Partnerships and collaboration and knowledge of community (stream 1) 

· Time management, taking responsibility (stream 2)

· Communication and interpersonal skills (stream 3)

· United vision and diversity (stream 4)

· Program development (stream 7)

Areas where participants felt they would like development included:

· Client / member outcomes 

· Reflective practice

· Risk management

Additionally some participants felt that most of the capabilities from streams 5 (resources, assets and sustainability), 6 (service delivery) and 9 (governance and compliance) in the Capability Framework, were areas where they needed development. 

Activity 4. Using the Capability Framework for Recruitment and Selection

Table 5 Activity 4. Using the Capability Framework for Recruitment and Selection
	Purpose of activity
	For participants to use the Community Sector Workforce Capability Framework to assist with recruitment and selection, including writing position descriptions.

	Activity
	Small group work

	Suggested time
	40 minutes

	Resources and preparation
	PowerPoint slides:

16 - Activity: Using the Capability Framework for recruitment and selection

Participant resources:

· Sample Position Descriptions; there is one in the Participant Resource, and you could download others from the OCS website, e.g. have a set of Position Descriptions on each table for participants to browse through

· Position Description template and Position Description Worksheet in the Participant Resource

· If your organisation has position descriptions you would like to review, bring along a sample of these; or ask participants to bring their own or one they would like to work with

· Capability Cards – at least one set for each small group

	Instructions
	In this activity, participants will be developing or revising a position description for a particular job role within their organisation, using the Capability Framework as a guide.

They could all be working on the one position, or each small group could work on a different position, depending on the needs of the group.

Activity: Using the Capability Framework for recruitment and selection (SLIDE 16)

Use the PowerPoint slide to explain the activity.

Ask participants to:

· look at a sample Position Description which has been completed using the Capability Framework. There is one in their Participant Resource, and some samples are available on the website providers.dhhs.vic.gov.au/workforce-capability-framework-implementation
· Point out that the numbering against the key skills/competencies link to specific capabilities from the Workforce Capability Framework
· look at the template for position descriptions

· choose a job role they wish to discuss. It may be one which already has a position description they want to revise; a job role which does not yet have a position description; or their own job role
· use the capability cards to choose approximately 6 – 9 capabilities which are critical to the role, including the stream, descriptor and level (encourage the participants to spread the cards out on the table and move them around)

For example:

· Capability stream: Community and inter-agency relations

· Descriptor: Networks and stakeholders

· Level 2: Researches community’s needs and concerns and provides community development/education.

· (Note: although position descriptions are generally around a level, they can choose different levels if it is more appropriate.)

· choose 4 – 5 critical attributes from the Personal Attributes cards

· look at the wording of the capabilities and attributes – change them to fit better with the unique requirements of the organisation if necessary

· enter into the Position Description Worksheet in the Participant Resource.

· share findings with the whole group.

	Debrief
	· Encourage participants to reflect on whether the Capability Framework will help them to prepare or improve their recruitment and selection processes.

· Describe how the Capability Cards could be used in a job interview.

· When interviewing an applicant for a position, structure your interview questions around the capabilities identified as being necessary for the position. Ask them to give you examples that demonstrate these capabilities.

· When interviewing an applicant for a position, place a number of Capability Cards onto the desk in front of them, and ask them to pick out three capabilities that they feel would be most useful and relevant for the position and the organisation. Ask them to talk about why they chose the ones they did.

· You can do this same exercise, but this time ask the job applicant to pick out three attributes that they feel they can demonstrate, and ask them to explain how they are relevant and beneficial for the role they are applying for.


Activity 5. Using the Capability Framework for Performance Appraisal

Table 6 Activity 5. Using the Capability Framework for Performance Appraisal
	Purpose of activity
	For the participants to use the Capability Framework for performance appraisal; and to understand the purpose and use of the Capability Mapping and Feedback Tool.

	Activity
	Case study

	Suggested time
	30 minutes

	Resources and preparation
	PowerPoint slides:

17 – Activity preparation: Performance appraisal 

18 – Activity: Performance appraisal

19 – Workforce Capability Mapping and Feedback Tool 

20 – Mapping tool example

Participant resources:

· Case study: Suzie, social worker (you may wish to substitute the case study of a hypothetical person and job role with one that fits better with your organisation, although make sure it does not reflect the capabilities of an individual within the organisation)

· Capability Framework Individual View in Tool Kit, Appendix 2

· Capability Assessment Tool. Explanation in Tool Kit, page 16, and proforma in Participant Resource

	Instructions
	In this activity, participants will be using a case study to explore the use of the Capability Framework for performance appraisal. 

They will then use the Capability Assessment Tool from the Tool Kit.

This activity invites participants to review a case study and use the Capability Assessment Tool from the Tool Kit, page 14, to identify and rate relevant capabilities.
Activity preparation: Performance appraisal (SLIDE 17)

Explain that in this activity participants will be using Capability Assessment Tool as a basis for performance appraisal, although it could also be used to gather evidence to help with a learning and development plan.

To prepare for this case study activity, ask participants to:

· read the case study; they may wish to embellish it a bit more, adding other strengths and weaknesses to Suzie’s description

· look at the Capability Assessment Tool proforma in their Participant Resource and the eight (8) capabilities which the organisation feels are essential for the job role
· note the key to rating performance at the end of the Capability assessment tool in the Participant Resource.

Activity: Performance appraisal (SLIDE 18)

After this preparation:

· discuss the case study and its implications
· consider whether there are any other level 2 capabilities for Suzie’s job role that you would like to add to the Capability Assessment Tool
· using the case study provided, work through the Capability Assessment Tool to review Suzie’s performance
· complete the Capability Assessment Tool proforma reviewing Suzie’s performance (one example has been given on the proforma).

At the completion of the activity, ask each pair to feedback some of their ratings for Suzie, their rationale for this and their comments about the process.

	Extension activity
	· Show the video on the website of Brad Sadler from Windermere Child and Family Services, explaining how he has used the Capability Framework in his organisation to develop a performance appraisal tool.

· If providing feedback about performance is a particular issue with your group, and you have time, you might consider inviting participants to role play a performance appraisal meeting between Suzie and Jana.

· Participants could use the Capability Assessment Tool to do a self assessment of their capabilities in their job role. This could be an individual reflection, or they could discuss it with others in the group.


Case study: Suzie, social worker

Suzie is a social worker with XYZ organisation, and as an advanced practitioner she fits with Level 2 of the Capability Framework.
Suzie has great relationships with her clients and is very determined when advocating for the needs of her clients. During the time she has been working in the role she had developed wide networks and is able to use these networks to help with her work. Her interpersonal skills are well developed, and she relates to her clients with empathy. She also relates well to other staff, is always willing to help or provide advice when needed, and comes up with creative solutions to problems.

However, Suzie's supervisor Jana is concerned that sometimes Suzie rushes into solutions without really thinking through the possible consequences and that sometimes she may even put herself and others at risk. For example, Suzie recently took Steven, a client with significant behavioural problems, on an excursion without notifying the office about where she was going and with whom. Although there were no major problems during the excursion, when Steven got home he was reportedly very agitated and upset. His mother rang Suzie to find out what happened, and to make a complaint that she had not been given full details of the excursion. A week later Steven's mother rang the CEO to complain that no-one had followed up the complaint. The CEO could not find any record of the mother's earlier complaint in any of Suzie's files or case notes.

Jana also notices that Suzie is not good at keeping her reports up to date. Jana suspects this may be because Suzie gets frustrated with the new reporting software that has been introduced.

Recently Jana was buying coffee in the local cafe and overheard Suzie discussing a client with another staff member.

Activity 6. Using the Capability Framework for Learning and Development and Career Planning

Table 7 Activity 6. Using the Capability Framework for Learning and Development and Career Planning
	Purpose of activity
	For participants to use the Community Sector Workforce Capability Framework to assist with their own or others’ learning and development and career planning.

	Activity
	Individual work

	Suggested time
	30 minutes

	Resources and preparation
	PowerPoint slides:

21 – Activity – Learning and development

22 – Career planning

23 and 24 – Learning styles

Participant resources:

· My Capabilities Worksheet (used in Activity 3)

· Career Planning Worksheet in Participant Resource

· Learning styles summary in Participant Resource

	Instructions
	In this activity, participants will be working individually on their own learning and development plan. If it is appropriate, they can then share their plan with another person or the group.

Participants have already started to look at their own capabilities in Activity 3. At this stage of the session they will have a greater understanding of the content of the Capability Framework and how it applies to their own job roles. 

Refer participants to the Learning and Development proforma in their Participant Resource. 

Activity: Learning and development (SLIDE 21)

Ask participants to:

· find the three capabilities highlighted in Activity 3, which they use in their job but where they feel they need some development; they may wish to change these now they have a greater understanding of the Capability Framework. 

· jot down a range of ways they can develop these competencies in the My Capabilities Worksheet.

You will need to judge whether or not the participants are willing to share their learning and development. However, ask them for some examples of how they can develop their competencies, as this may help others think creatively. 

Draw two columns on the whiteboard, one labelled Development method and the other labelled Barriers. 

· ask participants to brainstorm the methods for development they have thought of, plus any others not related to themselves individually; encourage participants to provide a range of techniques (not just attending training courses) 

· advise that not all people learn in the same way, and that different approaches will work better for different individuals; use the PowerPoint slide to have a brief discussion about learning styles and refer them to the summary of learning styles and references in the Participant Resource

· now ask the participants to think about each of the development methods, and consider any barriers that might arise that could prevent use of this method in their own organisation; ask them also to brainstorm some solutions

· after this discussion, ask participants to go back to their My Capabilities Worksheet and revise if necessary.

Activity: Career planning (SLIDE 22)

Explain that the Capability Framework can also be used for career planning – their own, or people who report to them. 
Ask participants to:

· look at the Capability Cards, which gives a comparative view of the Capability Framework

· think of a position they may wish to take on in the future – it could be a promotion or a sideways shift (or think of someone who reports to them who may wish to have a career move)

· the Capability Cards, showing the comparative view, may suggest some capabilities required for a higher level position

· choose three capabilities which may be required in this position, and which they feel they need to further develop

· using the list of development methods discussed in the previous exercise, or others they can think of, suggest some methods of development, and enter on the Career Planning proforma.

This is a personal task; however, they may wish to discuss this in a small group.

Ask participants if they can add to the methods of development after this exercise, and add to the list on the whiteboard.

Learning styles (SLIDES 23 and 24)

Explain to participants that people learn in different ways, and they may like to choose methods of develop that reflect their preferred learning style; or a method which challenges this learning style. Using the PowerPoint slides, briefly explain two different theories about learning styles, and refer participants to the notes on learning styles in their Participant Resource.

	Extension activity
	If you have used the extension activity in Activity 3, where they grouped around the capability where they felt they needed the greatest development, you could build on this activity.

Ask participants to regroup around the capability that best reflects where they need the greatest development. 

As a small group, ask them to think of some actual examples of activities they could undertake to further build their capabilities in the chosen area.

If it is appropriate, ask them to feedback this back to the whole group, as others may learn from their suggestions.

	Debrief
	Your participants will come up with a range of development methods. Some suggestions for development could be:

· formal training – face to face, e-learning, accredited or non accredited

· shadowing an expert

· job rotation

· coaching on the job

· mentoring by someone in a different section or from outside the organisation

· action learning, undertaking a project or solving a problem with a group

· undertaking a supervised project

· attending conferences and community events

· practice

· reading, research and reflection.

· Ask for specific examples if possible.

	Notes
	You will need to make a judgement about whether or not the participants are willing to share their development plans with others.


Activity 7. How can we use the Capability Framework?

Table 8 Activity 7. How can we use the Capability Framework?
	Purpose of activity
	For the participants to reflect on how they could use the Capability Framework in their own organisation; to give them an opportunity to reflect on the outcomes of the session; and to provide a summary of the session.

	Activity
	Reflection 

Whole group work

	Suggested time
	15 minutes

	Resources and preparation
	PowerPoint slides:

· 25 – Summary of the Capability Framework

· 26 – Uses of the Capability Framework – leaders

· 27 – Uses of the Capability Framework – managers

· 28 – Uses of the Capability Framework – people in the community sector

Participant resources:

· Workplace scenarios in Tool Kit, pages 18 – 22

· Case studies of pilots implementing the Capability Framework in Participant Resource.

	Instructions
	Summary of the Capability Framework (SLIDE 25)

Summarise some of the uses of the Capability Framework:

· not mandatory

· guide or framework to use and adapt to suit your organisation

· covers a broad workforce and many different occupations and organisations of different sizes and missions

· generic

· language can be changed to suit the terminology used in your own organisation

· useful to smaller organisations that do not have a dedicated human resource team.

Uses of the Capability Framework – leaders (SLIDE 26)

Explain that the Capability Framework can be used by community sector leaders to: 

· align staff capability to the strategic business needs of the organisation

· assist with a range of human resource functions including job design, recruitment and selection, performance management and development, and career planning.

Uses of the Capability Framework – managers (SLIDE 27)

Explain that the Capability Framework can be used by community sector managers to:

· identify the capabilities required of their people

· identify the capabilities required of themselves as managers

· develop selection criteria when filling positions

· address staff development needs during staff performance discussions

· support individual career planning

· form the basis of discussions with external training providers about course outcomes to be incorporated into current and future courses.

Uses of the Capability Framework – people in the community sector (SLIDE 28)

Explain that the Capability Framework can be used by people in community sector organisations to: 

· understand the capabilities required to work at their current level

· understand the capabilities required to work at a different level

· identify opportunities for development during staff performance discussions

· identify any gaps in skills, knowledge and behaviours that need addressing

· provide a guide during career planning discussions

· provide volunteers with a framework of capabilities required for a particular role

· provide evidence of Recognition of Prior Learning (RPL) when applying for entry into courses.

Workplace scenarios

Suggest that participants spend a few minutes looking at the workplace scenarios in the Tool Kit, pages 18 – 22; and the case studies from pilot projects implementing the Capability Framework, in their Participant Resource.

As a whole group, ask participants to brainstorm ways they could use the Capability Framework in their own organisation. Make a note on whiteboard.

Also ask the participants to think about what they will do immediately as a result of this session, e.g.

· research further

· present to a staff meeting

· form an action group to implement the Capability Framework to meet a particular need in the organisation.

	Debrief
	Questions (SLIDE 29)

· To close the session, ask if there are any questions.

· Ask participants to complete the Evaluation form, and thank them for their attendance.

	Notes
	You could encourage participants to form working groups or action learning groups after the session to develop a particular area in more detail, with the help of an action plan.


Adult learning principles

You may or may not be involved in facilitating training regularly. This section is not designed as a full training course for trainers, but may give you some ideas to help the facilitation of your group.

This section will cover the implications for facilitators when considering:

· adult learning principles

· preferred learning styles

As you will be facilitating a group of adults, it is important to think about how adults prefer to learn, in order to organise a session that will be of most benefit to your group. Adults tend to approach learning differently from children and facilitation approaches should vary accordingly. There are many theories about adult learning and much discussion about adult learning principles. If you want to explore this further, just do an Internet search and you will find plenty of information.

The general theory of adult learning, called androgogy, originated in Europe in the 1050s, and was pioneered in the 1970s by Malcolm Knowles, an American practitioner and theorist of adult education. Knowles identified six principles of adult learning. These are described below, with suggestions about what this could mean for your facilitation. However, it is important to remember that this is a theory and not all people fit into this model.

1. Adults are internally motivated and self-directed

Adults are used to being responsible for their own decisions and for their own lives, and need to be treated as capable of self-direction. Adults resent and resist situations in which they feel imposed upon by others. Adults need to contribute to how and what they learn.

As a facilitator you can:

· be approachable and encourage asking of questions and exploration of concepts

· actively and carefully listen to any opinions and questions

· provide regular constructive and specific feedback 

· review goals and acknowledge goal completion

· encourage use of resources outside the training session, such as those provided on the Department of Planning and Community Development website

· encourage participants to form action learning groups after the training session to develop processes or resources using the Capability Framework

· use a range of different learning activities, acknowledging that people learn in different ways.

2. Adults bring life experiences and knowledge to learning experiences

Adults like to be given opportunity to use their existing foundation of knowledge and experience gained from life and work experience, and apply it to their new learning experiences.

As a facilitator you can:

· find out about your learners’ experience in the community sector

· assist them to draw on those experiences when implementing the Capability Framework

· assist them to reflect on existing biases or habits based on experience and move them towards approaching the Capability Framework with a new understanding.

3. Adults are goal oriented

Adult students become ready to learn when they feel they need to know or do something in order to cope effectively with their workplace issues or problems.

As a facilitator you can:

· clearly link the learning to the needs of their workplace 

· provide real case-studies as a basis from which to learn about how to apply the Capability Framework

· ask questions that motivate reflection, inquiry and further research.

4. Adults are relevancy oriented

Adult learners want to know the relevance and purpose of what they are learning to what they want to achieve. 

As a facilitator you can:

· ask the participants to do some reflection on for example, what they expect to learn prior to the experience, on what they learnt after the experience, and how they might apply what they learnt in the future, or how it will help them to meet their learning goals

· provide some choice of activities so that learning is more likely to reflect the participants’ interests

· make the purpose of the training and each activity clear; and keep linking what they are learning to how they can implement the Capability Framework in the workplace.

5. Adults are practical

Adults learn through problem-solving where they can recognise first-hand how what they are learning applies to life and the work context.

As a facilitator you can:

· be explicit about how what the participant is learning is useful and applicable to the job

· promote active participation by allowing participants to try things rather than observe; providing hands on experience with the use of the tools developed to implement the Capability Framework.

6. Adult learners like to be respected

Respect can be demonstrated to your participants by:

· taking an interest in them and their work

· acknowledging the wealth of experiences that the participants brings to the training session

· regarding them as colleagues who are equal in life experience

· encouraging expression of ideas, reasoning and feedback at every opportunity.

Preferred learning styles

As a facilitator, it is important to understand that people learn in different ways. There are many different theories of how people prefer to learn. However, as with adult learning principles, it is important to remember that these are theories and not all people fit into the models.

Implications for facilitators

The implications for you as a facilitator is that you should use a range of different activities in any session, so that:

· people’s preferred learning styles are catered for, and 

· to challenge people to experience using different learning styles.

Two theories of learning are given, with examples from the Train the Trainer program to illustrate how a range of activities have been included to cater for a range of learners.

If you want to explore this topic further, some references have been added at the end of this Resource, but you are encouraged to search yourself, as there are also some free online learning styles questionnaires offered.

Learning styles - Felder and Solomon

One theory about learning styles has been developed by Richard Felder and Barbara Solomon. This learning styles theory is described briefly below, with examples from the training program to illustrate how the preferred learning style has been catered for. You will probably find that participants have a combination of preferences, e.g. they may be an active and visual learner.

Table 9 Learning styles - Felder and Solomon
	Learning style
	Descriptor
	Example

	Active
	Understand new information by doing something with it. Often keen to try out and experiment with the new information and often enjoy working in groups.
	Developing a Position Description using the Capability Framework, in a small group.

	Reflective
	Often prefer to think through problems first on their own rather than discussing it in groups. 
	Reviewing own capabilities and attributes.

	Sensing
	Like learning facts and solving problems by well established methods and like new knowledge to have some connection to the real world.
	

	Intuitive
	Prefer discovering new relationships, can be innovative in their approach to problem solving and dislike repetition and routine calculations.
	Considering a range of innovative learning and development options.

	Visual
	Understand new information best by seeing it in the form of pictures, demonstrations, diagrams, charts, films etc.
	Use of the PowerPoint slides to give instructions; and use of the Capability Cards to build Position Descriptions

	Verbal
	Understand new information best through written and spoken words.
	Listening to the presentation on the Overview of the Capability Framework; and reading the Framework in the Tool Kit.

	Sequential
	understand new information where each step follows logically from the previous one.
	Completing a Position Description template.

	Global
	tend to learn in large jumps by absorbing material in a random order without necessarily seeing any connections until they have grasped the whole concept.
	Spreading out the Capability Cards to choose relevant Personal Attributes and Capabilities for a position.


Memletics Learning Styles Inventory

Table 10 Memletics Learning Styles Inventory
	Visual learner
	prefers pictures, images and spatial understanding

	Aural learner
	prefers sound and music

	Verbal learner
	prefers words, in speech and writing

	Physical learner
	prefers using body, hands and sense of touch

	Logical learner
	prefers using logic, reasoning and systems

	Social learner
	prefers to learn in groups and with others

	Solitary learner
	prefers to work alone and use self-study or reflection


The suggested session outline is catering for different learning styles, for example by:

· including individual reflection, pair work, small group work and whole group work

· having people use the Capability Cards, encouraging them to move them around to ‘mix and match’ capabilities and attributes; and read the Capability Framework in the Tool Kit

· giving instructions visually using PowerPoint slides and verbally using the videos on the website

· encouraging people to move to different parts of the room for some exercises, and sit at tables for others

· undertaking a role play exercise where imagination has to be used, and working logically through a Capability Assessment Tool.

Learning styles references

Below are a selection of websites that discuss different learning styles and theories. However, have a search on the Internet and see what else you can find.

Study and Learning Centre, RMIT - Learning Styles

https://www.dlsweb.rmit.edu.au/lsu/content/1_StudySkills/study_tuts/learning%20styles/vak.html
University of Leicester - Learning theories

http://www2.le.ac.uk/offices/ssds/sd/pgrd/resources/teaching/theories
Department of Health








