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Instruction Sheet for the Candidate 
	Qualification
	CNC MACHINIST Level-IV

	Competency Standard
	0031BCS01 Develop Basic Communication Skills

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name______________________________________________________

Registration/Roll Number_______________________________________

	Guidance for Candidate 

	To meet this standard, you are required to complete the following within 04 Hrs. time frame (for practical demonstration & assessment):
· Adopt effective listening
· Develop non-verbal communication skill
· Develop verbal communication skill
· Develop interpersonnel skill
Activity:
· Listen to a speech and respond in class room 
· Role play in class about hand gestures/eye contact
· Deliver a speech in class room

	Time:  4 Hrs.
	During a practical assessment, under observation by an assessor, you are required to 

	Minimum Evidence Required
	1. Practice active listening
2. Ask clarifying questions
3. Adopt sympathize attitude
4. Adopt hand gestures if required
5. Encourage others to speak openly
6. Make eye contact with communicator
7. Make relaxed, open stance during communication
8. Adopt face to face conversations
9. Convey your message clearly and directly
10. Adopt phrases as simple as demonstrate
11. Respect others and their ideas
12. Convey your message in few words
13. Communicate politely
14. Handle the conflict in an efficient way
15. Adopt sympathy



Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	CNC MACHINIST Level-IV

	Competency Standard
	0031BCS01 Develop Basic Communication Skills

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	· Adopt effective listening
· Develop non-verbal communication skill
· Develop verbal communication skill
· Develop interpersonnel skill
Activity:
· Listen to a speech and respond in class room 
· Role play in class about hand gestures/eye contact
· Deliver a speech in class room


I can……………….
	Performance Criteria
	Yes
	No

	1. Practice active listening
	
	

	2. Ask clarifying questions
	
	

	3. Adopt sympathize attitude
	
	

	4. Adopt hand gestures if required
	
	

	5. Encourage others to speak openly
	
	

	6. Make eye contact with communicator
	
	

	7. Make relaxed, open stance during communication
	
	

	8. Adopt face to face conversations
	
	

	9. Convey your message clearly and directly
	
	

	10. Adopt phrases as simple as demonstrate
	
	

	11. Respect others and their ideas
	
	

	12. Convey your message in few words
	
	

	13. Communicate politely
	
	

	14. Handle the conflict in an efficient way
	
	

	15. Adopt sympathy
	
	


Candidate’s Signature__________________ Assessor’s Signature____________________
Date: _______________________________


Assessors Judgment Guide 
	Qualification
	CNC MACHINIST Level-IV

	Competency Standard
	0031BCS01 Develop Basic Communication Skills

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name: ______________________________________________________

Registration/Roll Number: _______________ Signature: _______________

	Assessment Outcome
	
COMPETENT                                         NOT YET COMPETENT    

Name of the Assessor_________________________________________ 

Assessor’s code: _____________________________________________

Signature: ________________________________





	Assessment Summary (to be filled by the assessor)

	Activity
	Method
	Result

	Nature of Activity 
	Written
	Oral
	Observation 
	Portfolio
	Role Play
	Competent
	Not Yet Competent

	Practical Skill Demonstration
	
	   
	
	
	
	
	

	Knowledge Assessment 
	
	
	
	
	
	
	

	Other Requirement
	
	
	
	
	
	
	





Observation Checklist
	Assessment Task

	· Adopt effective listening
· Develop non-verbal communication skill
· Develop verbal communication skill
· Develop interpersonnel skill
Activity:
· Listen to a speech and respond in class room 
· Role play in class about hand gestures/eye contact
· Deliver a speech in class room

	During the practical assessment, candidate demonstrated the following:
	Yes
	No
	Remarks

	1. 
	Did the candidate practiced the active listening?
	
	
	

	2. 
	Did the candidate asked for clarifying questions?
	
	
	

	3. 
	Did the candidate adopt sympathize attitude?
	
	
	

	4. 
	Did the candidate adopt hand gestures, where required?
	
	
	

	5. 
	Did the candidate encouraged others to speak openly?
	
	
	

	6. 
	Did the candidate made eye contact with communicator?
	
	
	

	7. 
	Did the candidate made relaxed, open stance during communication?
	
	
	

	8. 
	Did the candidate adopt face to face conversations?
	
	
	

	9. 
	Did the candidate conveyed your message clearly and directly?
	
	
	

	10. 
	Did the candidate adopt phrases as simple as demonstrate?
	
	
	

	11. 
	Did the candidate respect others and their ideas?
	
	
	

	12. 
	Did the candidate conveyed your message in few words?
	
	
	

	13. 
	Did the candidate communicate politely?
	
	
	

	14. 
	Did the candidate handled the conflict in an efficient way?
	
	
	

	15. 
	Did the candidate adopt sympathy?
	
	
	

	Competent 
	Not Yet Competent 





Knowledge Assessment
	Qualification
	CNC MACHINIST Level-IV

	Competency Standard
	0031BCS01 Develop Basic Communication Skills

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name: _______________________________________________________

Registration/Roll Number: __________   Candidate Signature: ___________

	Assessment Outcome
	
COMPETENT                                        NOT YET COMPETENT    

Name of the Assessor: __________________________________________ 

Assessor’s code: _______________________________________________

Signature of the Assessor: _______________________




	Candidate’s response is not required to be identical, but similar concepts and/or keywords must be used. Oral questioning may be used to clarify candidate understanding of topic and its application.



	Questions (Candidate confidently answered questions correctly and demonstrated understanding of the topics and their application)
	Satisfactory
	Not Satisfactory

	1. 
	How do you ensure you're actively listening during a conversation?
	
	

	2. 
	
	
	

	3. 
	What strategies do you use to encourage others to speak openly?
	
	

	4. 
	
	
	

	5. 
	How do you incorporate hand gestures or body language to enhance communication?
	
	

	a. 
	
	
	

	6. 
	How do you handle a situation when you need to clarify something during a conversation?
	
	

	7. 
	
	
	

	8. 
	When conflicts arise, what approach do you take to resolve them efficiently and politely?
	
	

	9. 
	

	
	

	10. 
	How do you show empathy and respect toward others when discussing differing ideas?

	
	

	Feedback to the Candidate

	


	


	


	


	


	



Candidate’s Signature__________________ Assessor’s Signature _________________
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