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10120NAT Course in Observing and Documenting a Mental State Examination

Core unit

	Unit Code
	Unit Title
	Questions
	Practical

	MSEDOC001
	Observe and document a mental state examination
	Yes
	No



This kit has been developed to streamline the application for recognition of prior learning.



Gap training 
(if required)

Application from candidate

Assessment of the application

Competency
Conversation

Assessor interviews the candidate and review document/s 

SUCCESSFUL
ISSUE RESULT
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For your information, this flowchart provides an overview of the RPL assessment process which is undertaken by an accredited assessor.

Step 1:
Analyse the application.
Identify links between documents provided and competency unit.
Identify key questions for competency conversation.
Step 5:
Identify any practical activities required to confirm competency (e.g. completion of a MSE)

Step 7:
Identify areas where 3rd party verification is needed and inform candidate. 
Confirm / verify 3rd party reports
Step 3:
Conduct competency conversation

Step 2:
Record results of analysis in the table at the end of this application.

Step 4:
Complete the record of conversation 
during the competency conversation

Step 6:
Obtain authentication of documentation.

Step 8:
Receive completed/verified third party reports

* Remember RPL assessment is an accumulative process of collecting evidence.

Complete assessment; sign off;
 file documentation.
Issue result / advise applicant of gap training, as appropriate

Assessment activity
Record keeping activity
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To have skills formally recognised in the national system, assessors must make sure you have the skills and knowledge to meet an industry standard. This means you must be involved in a careful and comprehensive process against criteria within the unit of competency.

Assessment of your application happens in a variety of ways. Being prepared can save you valuable time and make the recognition process stress-free. 

Here are some tips and hints:

1. Be prepared to talk about your job roles and your work history. Have your current resume ready or jot down points about where you have worked, either paid or unpaid, and what you did there.

2. Have your position description and any performance appraisal reports that are relevant to the RPL you are seeking.

3. Think about who can confirm your skill level e.g. current or recent supervisors who have seen you work in the past 18 months and will be able to confirm your skills. 

The assessor will need to contact the people you nominate.

4. Collate your certificates from relevant in-house or formal training.

5. Be prepared to speak about other ways you can demonstrate your skills. These could be:
a. letters from employers
b. records of your professional development sessions
c. employers or clients in related industries or government agencies
d. acknowledgements
e. workplace forms (providing they don’t show client details) or 
f. other relevant documents.
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Steps you are to complete in the RPL process

1. Documentary information 
To have skills formally recognised under the Australian Qualifications Framework, you must meet industry standards. From information provided by you the assessor will gain a general understanding your skills and experience. 
Complete the forms in this kit, providing as much information of your previous experience relevant to the unit of competency. Examples of work history you may include are:
· resume or work history
· relevant position descriptions
· certificates/results of assessment 
· details of in house courses, workshops, seminars, orientation or induction sessions
· references/letters from previous employers/supervisors
· documentation to demonstrate relevant industry experience
· membership of relevant professional associations
Depending on the industry you have worked in, you may or may not have documentary evidence available. This is not a barrier to gaining recognition. The assessor will use questioning and referee validation to gain further evidence.
Additional documents that may be provided include, but are not limited to:
· Documentation that demonstrates industry experience; 
· certificates/results of assessment;
· results/statement of attendance/certificates – vendor training courses, in-house courses, workshops, seminars, symposiums;
· results/statements of attendance/ certificates –e.g. first aid etc;
· membership of relevant professional associations;
· references/letters from previous employers/supervisors.
Interview about your documentary information
The assessor will align your documentation and skills to the 10120NAT Course in Observing and Documenting a Mental State Examination.
The assessor will review the information provided by you and arrange a time with you to discuss your submission. During the RPL process you can discuss and identify previous experience. 
Referees
You will need to supply contact details of one or two work referees who can confirm your industry skills. 
Completing the self-assessment questionnaire, on the following pages, will assist identify your level of experience against each criteria of the unit of competency.
Important: provide as much information of previous experience with observing and documenting mental state examinations as is available. 
At this stage, the assessor will determine if you have provided sufficient evidence against the unit of competency.
2. Competency conversation
A competency conversation is where the assessor will hold a conversation with you. Notes from this conversation are recorded as they are an important component of assessment evidence against the unit of competency. 
This conversation is designed to gain further evidence of your experience in observing and documenting a mental state examination. 
Prior to the conversation, the assessor will review the information, and documentation, you provided and begin to match up your skills to the unit of competency for which you are seeking RPL. From the information you have provided, the assessor will understand your industry experience.
At this point, you can further discuss and identify your previous experience with the assessor. 
3. Third party verification
Your nominated referees will be asked to complete a third-party verification report. This report will be sent to your referees by the Queensland Centre for Mental Health Learning. Your nominated referees are to confirm your skills and experience against the criteria of the respective unit of competency.
4. Gap training
RPL is an assessment process designed to show areas of competence and to identify if you have gaps in your skills and knowledge against the unit of competency.
Not all candidates will have skill/knowledge gaps. 
If skill gaps are identified, the assessor will discuss these with you. You may be offered to attend face-to-face training; or requested to provide further evidence to address the gaps.




THE FOLLOWING SECTION IS TO BE SEPARATED FROM THE PRECEDING PAGES


ONCE COMPLETED, SUBMIT TO




Queensland Centre for Mental Health Learning
The Park  - Centre for Mental Health
Locked Bag 500
Archerfield   Qld   4108


or via email to:  QCMHL_Assessment@health.qld.gov.au 
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10120NAT Course in Observing and Documenting a Mental State Examination

Candidate Name (printed):  						  

Please identify your level of experience in each criteria listed in the table below. 
In the columns on the right side of the table, enter a ; X; or write ‘Yes’ under the respective cell showing how often you have performed the task (i.e. frequently; sometimes; never).

	Unit Code
	MSEDOC001

	Unit Title
	Observe and document a mental state examination

	Performance criteria elements
	I have performed these tasks

	
	Frequently
	Sometimes
	Never

	1
	Prepare to record the clinical interview

	1.1
	Locate mental state examination forms or progress notes for recording the mental state examination
	
	
	

	1.2
	Identify and consider the context in which the mental state examination is conducted when preparing to make clinical observations.
	
	
	

	2
	Make clinical observations

	2.1
	Observe a person’s behaviours, content of through, affect and appearance and categorise according to 9 core components.
	
	
	

	2.2
	Make assessments based on clinical evidence.
	
	
	

	2.3
	Identify issues of risk associated with mental health concerns.
	
	
	

	3
	Record findings using documentation

	3.1
	Use criteria to document clinical evidence.
	
	
	

	3.2
	Document evidence of a person’s mental state using language that is clear and unambiguous.
	
	
	

	3.3
	Use terminology only when it accurately describes the observed signs and behaviours.
	
	
	

	3.4
	Record the person’s own words to clarify the nature of observed mental state signs and behaviours.
	
	
	

	3.5
	Record examples that provide evidence of mental state signs and symptoms.
	
	
	



Candidate Signature:  						 

Date: 			
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Applicant details:

	Personal Details

	Last name
	

	Preferred title (Mr, Mrs, Ms, Miss)
	

	First name/s
	

	Note: Above details repeat on each page

	Any other name used
	


	Home Address
	
………………………………………………………………….
Unit number; street number and street name

	
	
………………………………………………………………….
Suburb; state and postcode

	Postal address if different from above 
	
………………………………………………………………….
Unit number; street number and street name

	
	
………………………………………………………………….
Suburb; state and postcode

	Telephone Numbers
	Home:
	

	· 
	Work:
	

	· 
	Mobile:
	

	Date of Birth
	………. /  ……….  / ……….        

	Gender 
	MALE  
FEMALE  
Other (details)…………………….

	Are you a permanent resident of Australia
	YES 		/ 	NO 

	Current Employment 

	Are you currently employed?

	YES  		/ 	NO 

	If yes, in which occupation are you currently employed? 

	

	If yes, who is your current employer? 

	

	
	

	Training completed

	Have you undertaken training courses related to the RPL applied for?
	YES  		/ 	NO 

	If yes
	

	Training course title
	

	Training completion date 
(month / year)
	

	Country where you trained
	

	Name of course and institution (if applicable)
	


	
	


	Course credential received (e.g. degree; statement of attainment; certificate)
	

	Further information:
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	Is there any further information you wish to provide to support this application? 
	
	
	
	
	
	
	
	
	
	
	
	


	Professional Referees (relevant to work situation)

	
Name

Position

Organisation

Phone Number

Mobile Number

Email Address
	
……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

	
Name

Position

Organisation

Phone Number

Mobile Number

Email Address
	
……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

	Applicant employment history

	Employer name
	

	Employer address
	

	Employer telephone
	

	Period of employment
	From:
	To:

	Position held
	

	Description of major duties
	

	
	

	
	

	
	

	
	

	
	

	
	

	Employer name
	

	Employer address
	

	Employer telephone
	

	Period of employment
	From:
	To:

	Position held
	

	Description of major duties
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Employer name
	

	Employer address
	

	Employer telephone
	

	Period of employment
	From:
	To:

	Position held
	

	Description of major duties
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Employer name
	

	Employer address
	

	Employer telephone
	

	Period of employment
	From:
	To:

	Position held
	

	Description of major duties
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Attach information, if required
If you are including documents in your application, please provide a brief description below 

	Document Description
(e.g. resume, photos, awards etc)
	Office Use Only – Assessor to use this section to align documents to unit of competency and identify key questions for competency conversation

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Declaration

I declare that the information contained in this application is true and correct and that all documents are genuine.

Candidate signature:  						  

Date: 			
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