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ORGANISING WORKS 
 
 
The Program 
 
Organising Works give participants real, hands-on experience in each of the key components of 
organising.   
 
It trains them in the best of traditional practice, as well as introducing them to innovative and modern 
methods of organising, helping them learn to: 

• Develop and implement an organising plan. 
• Empower and communicate with workers. 
• Promote union values, principles and policies. 
• Promote equality of opportunity and fair treatment for all workers. 
• Participate in the bargaining process. 
• Provide advice to union members. 
• Undertake negotiations. 
• Organise for safer workplaces.  

 
The goal of Organising Works is to work with union leads and mentors to produce competently trained 
‘beginning’ organisers who: 

• Have a deep understanding of the challenges faced by the union movement  
• Have ability to develop strategies to address the challenges 
• Can be part of the union change to meet the challenges of modern unionism. 

 
Organising Works is for organisers early in their career.  It is not the entirety of their development, but 
aims to assist unions in developing their organisers beyond the program. 
 

 
 
Delivery 

 
Formal, structured training conducted by ACTU Organising Centre, comprising 10 courses (35 
days) over 14 months.  

 

On-the-job experience, guided by mentors, allowing participants to gain the skills, strategies and 
knowledge required to work effectively as a union organiser 
The program places major focus on the key skills of an organiser – planning and conversations.  
Practice in these are woven throughout a number of courses 

All participating unions agree to the Organising Works Memorandum of Understanding, including: 
• Providing a supportive environment in which the participant can focus on organising. 
• Providing a mentor who has adequate time to be actively involved in on-the-job training and 

supervision. 
• Developing an organising plan for the participant to identify priority organising targets. 
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Pre Course Activities 
 
ACTU Organising Centre educators visit unions to meet both participants and mentors. 
These meetings are designed to: 
 

 Outline and clarify the program, and ensure the program is suitable for each participant. 

 

 

 
Set an individual work plan for each participant, which: 

• Connects their training to their real work. 
• Identifies opportunities and times for modeling and practice, with the aim of building on-

the-job competence, in supported environments. 
• Identifies additional people in the union who may be involved in developing the 

participant. 
 

 Complete a literacy/numeracy indicator and identify any issues that may need support. 

 Ensure the Organising Works MOU and Organising Centre policies are known and understood.  

 Explain the assessment process, and the union and mentor role in assessment. 

 
 
The Mentor’s Role 
 
The role of union leads and mentors is vital to the success of the Organising Works program. 
With the focus on ensuring real world learning and application of the skills and knowledge obtained 
through training room education, the role of the mentor cannot be understated. 
 
Mentors must: 

• Be involved in the between course activities, be able to demonstrate and model organiser 
competence and be able to provide opportunities for the participant to practice skills. 

• Have on-going observation of the participant. 
• Complete the Participant Progress Reports. 
• Regularly liaise with educators. 
• Assist the participant to gather evidence if they wish to be assessed at the completion of the 

program, including completing the assessment Checklists. 
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I hear and I forget 
I see and I remember 
I do and I understand (Chinese Proverb) 

 
Individual Learning Steps – The Mentor’s Role 
  

 
 
The educator introduces the task/skill in training by demonstrating, explaining, discussing, 
providing examples, using case-studies and scenarios, etc. 
 
The participant observes, discusses, applies and practises the task/skill in training, in a 
safe/simulated group environment. 
 

 
 
The Mentor walks & talks the participant through the task/skill, giving details, instructions and 
examples of how it is applied in their union and workplaces. 
 
The participant asks questions and clarifies as necessary. 
 

 
 
The Mentor sets up opportunities for the participant to observe the task/skill in real situations. 
 
The Mentor asks questions to encourage the participant to think about the application of the 
task/skill, as they observe. 
 
The participant describes what they’ve observed and how it relates to their training room 
learning. 
 

 
 
The Mentor breaks down the task/skill by demonstrating it in small steps. 
 
The participant practises each step of the task/skill in safe but real environments, with the 
Mentor, and on their own.  
 
The Mentor observes and provides feedback by questioning and posing problems, encouraging 
the participant to think more deeply and apply alternative strategies/methods. 
 

 
 
The participant practises the task/skill, in its entirety, in various, increasingly complex, real 
workplace situations. 
 
The Mentor observes and provides feedback as above. 
 

 
 
The participant demonstrates the task/skill in real, complex workplace situations. 
 
The Mentor observes and confirms that the participant can complete the task/skill without 
supervision.  The Mentor completes the observation checklist. 
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Course 1 (5 days) 
The focus of course 1 is union history, union values, working together and the introduction of the core 
organising skills of conversations and planning. 
 
Learning Outcomes 
 
In Training 

 

Develop understanding of own values and the movement’s shared values, articulate these 
values through practical examples of union history and demonstrate a sense of pride in the 
union movement.  

 Access information depicting the current state of the Australian union movement, including 
levels of union density and opportunities for membership growth. 

 
Articulate an understanding of the goals and requirements of the Organising Works program, 
and own goals. 

 
Fully participate in the program by showing insight into the ‘Learning Journey’ steps that aids 
the learning process.  

 
Explain what workplace mapping is and why it is the most important research tool an organiser 
has. 

 
List the most effective communication techniques and demonstrate basic 1-1 conversation 
skills. 

 
Back at Work 

 Reflect on own and shared values. 

 Complete introductory mapping. 

 Research own union. 

 Research a significant victory won by members of own union.  

 
Observe mentors demonstrate and model basic 1-1 conversations and have opportunities to 
practice basic 1-1 conversations. 
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Course 2 (4 days) 
Course 2 explores the organising cycle, identifying and analysing issues, objections and barriers, 
motivators for change, inclusion and diversity, and developing workplace plans, including setting goals 
and objectives. 
 
Learning Outcomes 
 
In Training 

 Describe the essential elements and structure of an organising plan. 

 Give a basic description of the organising cycle and explain the link between organising & power. 

 List the six key components of the organising process. 

 Analyse worker issues & workplace mapping to determine the issues appropriate for organising.  

 List the six parts of the organising conversation and conduct an organising conversation 
demonstrating the six steps. 

 Build rapport with workers and find specific issues that motivate a worker to change their 
circumstances. 

 Identify likely objections given by workers during the organising conversation.  

 Investigate own unions diversity policies and initiatives and connect them to organising.  

 Clearly communicate the rights, responsibilities and benefits of union membership, and utilise 
opportunities to explain and promote the values and principles of the union movement.  

 Explain the importance and role of planning in organising work and the first three steps in 
planning, setting goals and identifying targets (SMART objectives).  

 
Back at Work 

 Research diversity policies and procedures (structures and process). 

 Start own Organising Plan with goals, objectives, targets and SWOT analysis. 

 
Observe mentors demonstrate and model 1-1 conversations focusing on recruitment and have 
opportunities to practice 1-1 conversations focusing on recruitment. 
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Course 3 (3 days) 
The focus of course 3 is activist identification and development. The concepts of power and union power 
and union structures/activists, diversity of activists and the importance of activists and how we involve 
them in our unions, are central to this course. 
 
Learning Outcomes 
 
In Training 

 
Explain the importance of workplace leaders and make the link between maintaining union 
power and active workplace leaders.  

 Identify where developing workplace leaders fits into the organising process. 

 Encourage activists to take ownership for planning for collective action. 

 
Identify the characteristics of a leader and distinguish between active members and true 
leaders appropriate and representative to the workplace.  

 Eliminate barriers and implement strategies for participation. 

 Explain and identify different learning styles. 

 
Plan development for different leaders using training needs analysis (eg SKAB – Skills, 
Knowledge, Attitudes, Behaviour).  

 Explain how own union identifies and develops activists.  

 
Back at Work 

 Research current process for delegate development in own union. 

 Identify own role as an organiser in developing delegates. 

 
Identify 3 activists to develop, map their current SKAB and discuss a plan for their on-going 
development with mentor/leads. 

 Task the 3 activists and follow up.  

 Add mapping to draft plan. 
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Course 4 (3 days) 
Course 4 provides overlearning opportunities relating to conversations and tasking.  It also includes 
content around problem solving, providing advice, working with awards and agreements, written 
communication skills, discrimination, and structuring an argument.  The focus is to prepare participants 
for what they face on a daily basis – dealing with members issues, handling grievances, dealing with 
workplace managers/employers, interpreting awards and agreements. 
 
Learning Outcomes 
 
In Training 

 Identify discrimination and its impact on workers and on unions.  

 Discuss the responsibilities of union organisers in addressing and challenging discrimination. 

 Identify sources of workers rights, explain how they inter-relate, and interpret information. 

 Identify relevant agencies and explain their processes for addressing discrimination.  

 Hold 1-1 interviews to ascertain facts about a workplace issue. 

 
Describe and apply problem solving Frameworks (eg: FIOA, structure an argument) to deal with 
an individual members issue, handle grievances and provide advice. 

 Structure an argument and manage the member’s expectations.  

 Use appropriate written communication to progress and work towards resolution.  

 
Back at Work 

 Observe grievance handling of individual issues by an industrial officer or lead organiser. 

 Reflect on use of the problem solving Frameworks. 

 
Observe mentors demonstrate and model interviewing and grievance handling and have 
opportunities to practice interviewing and grievance handling. 

 Update activist plan to include SKAB for grievance handling.  

 Collect and discuss samples of real grievance handling letters from own union. 

 Analyse internal system of own union against method, purpose, audience. 
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Course 5 (3 days) 
Course 5 is focussed on collective actions.  These include developing an organising plan around a 
collective issue, involving activists and workplace leaders, drafting bulletins, surveys and petitions, 
planning workplace meetings and taking action, providing advice in a group situation and the roles and 
priorities in collective negotiations. 
 
Learning Outcomes 
 
In Training 

 Distinguish individual issues from collective (widely and deeply felt). 

 Draft group communications such as surveys and petitions to consult with members. 

 Plan a group meeting around an issue, encouraging activists to determine tasks. 

 Mobilise members to join the union, become activists and take collective action.  

 
Analyse and interpret awards and agreements and provide feedback via group communications 
(eg bulletins). 

 Describe why an organising drive is important. 

 Identify differences between strategies, tactics and actions and explain the importance of each.  

 
Begin developing an organising plan around a collective issue, including well developed and 
appropriate strategies, tactics and actions.  

 Describe why reviewing an organising drive is important.  

 Speak confidently under pressure to workers to persuade and engage them in a group forum.  

 
Back at Work 

 
Draft a survey and bulletin, and collect and discuss samples of real surveys and bulletins from 
own union. 

 Hold tasking conversations. 

 
Observe mentors demonstrate and model running a meeting and have opportunities to practice 
running a meeting. 

 Update plan to include strategies and tactics.  
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Course 6 (3 days) 
Course 6 is about union structures and social justice structures – networks and committees, systems of 
power and oppression.  It explores further the power dynamics in the ‘world as it is versus the world as it 
should be’.  This course also includes learning about storytelling and the power of stories and public 
narrative. 
 
Learning Outcomes 
 
In Training 

 
Analyse the role of networks and committees in creating the necessary organisation for building 
power. 

 Describe the characteristics of effective and ineffective structures. 

 Apply the WOC agenda. 

 Apply the Peetz democracy model.  

 Explain systems of power and oppression (triangle tool) in reality. 

 Promote, engage and get involved with social justice networks. 

 Articulate stories of hope and encourage participation.  

 
Explain how own union is governed and accountable, and how it’s democratic structures 
function.  

 
 
Back at Work 

 

Educators meet 1-1 with participants and mentors to: 
• Look at progress against the participant’s workplace plan. 
• Identify areas where the participant is progressing well. 
• Identify areas needing improvement. 
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Course 7 (5 days Residential) 
Campaigning elements are the central theme of course 7 with the opportunity to explore campaign 
theories, public speaking, different ways to build power, community organising and escalating actions. 
 
Learning Outcomes 
 
In Training 

 Develop campaign goals and strategies. 

 Describe and apply Marshall Ganz five phases of campaigning. 

 Describe the role of strategy and motivation in a campaign. 

 Analyse groups to ascertain allies and opponents.  

 Plan escalating actions to promote membership participation in a collective agenda. 

 
Discuss the resolution phase of a campaign, the purpose of campaign evaluation and the 
transition to maintenance organising. 

 Plan and publicise campaign action to relevant people.  

 Deliver a speech using the key elements of core messaging and communication pyramid.  

 Speak confidently under pressure in a public setting to give a report back.  

 
Back at Work 

 
Use speech development steps to write and deliver a presentation to own union/team on 3 key 
concepts from Residential, around Marshall Ganz campaigning theory. 

 With mentors, continue practicing organising conversations. 
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Course 8 (3 days) 
Course 8 is about bargaining and provides a recap of work done in previous courses and being able to 
apply it in a bargaining context. Fair Work bargaining elements, negotiation skills, developing a plan and 
implementing the plan in the workplace are the core of this course 
 
Learning Outcomes 
 
In Training 

 
Explain the FWA bargaining timeframes and provision and how they apply with the Ganz 
campaign model. 

 
Explain the steps in bargaining an agreement with members and discuss the merits and 
benefits. 

 Implement organising strategies to build membership, involvement and power in the workplace. 

 Plan activities that involve members in support of union claims.  

 
Articulate the basic principles of negotiating and identify the purpose and objectives of the 
negotiations, including developing a top and bottom line. 

 Identify and apply the steps involved before, during and after negotiations.. 

 Utilise effective communication techniques for dealing with conflict and deadlocks  

 
Assign roles for negotiators, fully brief all participants and gain support from relevant parties for 
an agreed approach.  

 
Put workplace structures in place to ensure agreement is implemented and monitored by 
workplace leaders.  

 Evaluate the effectiveness of the negotiation against objective and relevant policies.  

 
Back at Work 

 Investigate own union bargaining processes and policies. 

 Observe negotiations (eg EBAs, industrial dispute consultation meeting) with mentor. 

 Run a report back meeting in a negotiation context. 
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Course 9 (3 days) 
The focus of course 9 is work health and safety.  Core union business and concepts regarding organising 
around WHS issues and connecting with union activists. 
 
Learning Outcomes 
 
In Training 

 
Outline the importance of protecting workers health and safety at work and promote a union 
approach. 

 Develop, implement and evaluate a work health and safety organising plan. 

 Identify work health and safety organising opportunities. 

 Describe and apply the steps within the risk management approach.  

 
Back at Work 

 
With mentors, conduct inspections of worksites alongside HSRs to identify WHS organising 
opportunities and develop an organising plan. 

 
Map own union around work health and safety and develop an action plan for WHS Policy review 
and development, with a focus on what support the union gives to HSRs at worksites. 
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Course 10 (3 days) 
Course 10 involves review and evaluation of the program. 
 
** For the 2016 intake, it is anticipated that course 10 will also include a component on cultural 
awareness. 
 
Learning Outcomes 
 
In Training 

 
Evaluate outcomes against stated objectives and member engagement to assess the overall 
success of organising plans. 

 
Prepare written reports on outcomes, with suggestions for future activities and improvements 
for members and leaders. 

 
Develop a plan for own future as an organiser, demonstrating commitment to values and 
principles of unionism and ongoing accountability for leader development. 

 
Back at Work 

 

Educators meet 1-1 with participants and mentors to: 
• Look at achievement against the participant’s workplace plan. 
• Identify areas where the participant is progressing well. 
• Identify areas needing improvement and opportunities for further training and 

development. 
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Participant Progress Report (Mid-Point – Course 6) 
 
The Progress Report is completed by the participant and mentor/s in consultation, to: 

• Identify areas where the participant is progressing well. 
• Identify areas needing improvement. 

 
For this report to be an accurate reflection of the participant’s progress towards competency, the 
mentor/s must have had on-going observation of the participant. 
 

 

Participant  Mentor  

1. KNOWLEDGE:  Does the participant show sufficient understanding of: YES / NO 

1. Political, social and economic issues facing workers and trade unions?  

2. Union rules, policies, practices and protocols?  

3. Relevant awards and agreements?  

4. Relevant legislation, rights & obligations (eg. Discrimination, IR, WHS)?  

5. Career paths and competency standards of relevant industries?  

6. Union services and campaigns?  

7. Structure and history of the union?  

8. Organising principles, strategies and behaviours?  

2. VALUES & ATTITUDES:  Does the participant: YES / NO 

1. Integrate social justice issues into work practices?  

2. Make links with relevant social and political coalitions?  

3. Encourage others to participate in union activities?  

4. Challenge inappropriate or discriminatory behaviour or language?  

5. Use democratic and accountable decision making processes?  

6. Promote union values and principles when appropriate?  

3. ORGANISING & COMMUNICATING:  Does the participant: YES / NO 

1. Initiate contact with workers?  

2. Encourage workers to talk and find out information from workers?  

3. Respond appropriately to workers’ objections?  
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4. Inform union staff of the organising approach?  

5. Develop appropriate strategies within organising plans?  

6. Identify networks of members, activists or others?  

7. Maintain networks & develop positive relationships amongst members?  

8. Provide support and resources to networks?  

9. Successfully coach or mentor colleagues, members or others?  

10. Communicate the perspectives and opinions of union members?  

11. Develop and document monitoring activities  

12. Conduct meetings and provide relevant and accurate information?  

13. Make presentations, using appropriate visual aids/resources?  

14. Relate to people from diverse backgrounds and abilities?  

15. Work well in teams as well as individually?  

16. Manage time efficiently?  

17. Use technology appropriately?  

4. AREAS WHERE PARTICIPANT IS PROGRESSING WELL  
Use the responses from sections 1-3, to give comments and suggestions  
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5. AREAS NEEDING IMPROVEMENT 
Use the responses from sections 1-3, to give comments and suggestions 
 

6. PLAN FOR ADDRESSING AREAS NEEDING IMPROVEMENT 

 

Mentor 
Signature  Participant 

Signature  

Date  Date  
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Participant Progress Report (End-Point – Course 10) 
 
The Progress Report is completed by the participant and mentor/s in consultation, to: 

• Identify areas where the participant has progressed well. 
• Identify areas still needing improvement 
• Determine further training and/or mentoring opportunities. 

 
For this report to be an accurate reflection of the participant’s progress towards competency, the 
mentor/s must have had on-going observation of the participant. 
 

 

Participant  Mentor  

1. KNOWLEDGE:  Does the participant show sufficient understanding of: YES / NO 

1. Political, social and economic issues facing workers and trade unions?  

2. Union rules, policies, practices and protocols?  

3. Relevant awards and agreements?  

4. Relevant legislation, rights & obligations (eg. Discrimination, IR, WHS)?  

5. Career paths and competency standards of relevant industries?  

6. Union services and campaigns?  

7. Structure and history of the union?  

8. Organising principles, strategies and behaviours?  

2. VALUES & ATTITUDES:  Does the participant: YES / NO 

1. Integrate social justice issues into work practices?  

2. Make links with relevant social and political coalitions?  

3. Encourage others to participate in union activities?  

4. Challenge inappropriate or discriminatory behaviour or language?  

5. Use democratic and accountable decision making processes?  

6. Promote union values and principles when appropriate?  

3. ORGANISING & COMMUNICATING:  Does the participant: YES / NO 

1. Initiate contact with workers?  

2. Encourage workers to talk and find out information from workers?  
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3. Respond appropriately to workers’ objections?  

4. Inform union staff of the organising approach?  

5. Develop appropriate strategies within organising plans?  

6. Identify networks of members, activists or others?  

7. Maintain networks & develop positive relationships amongst members?  

8. Provide support and resources to networks?  

9. Successfully coach or mentor colleagues, members or others?  

10. Communicate the perspectives and opinions of union members?  

11. Develop and document monitoring activities  

12. Conduct meetings and provide relevant and accurate information?  

13. Make presentations, using appropriate visual aids/resources?  

14. Relate to people from diverse backgrounds and abilities?  

15. Work well in teams as well as individually?  

16. Manage time efficiently?  

17. Use technology appropriately?  

4. AREAS WHERE PARTICIPANT HAS PROGRESSED WELL  
Use the responses from sections 1-3 (and the Mid-Point Report) to give comments and suggestions  
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5. AREAS STILL NEEDING IMPROVEMENT 
Use the responses from sections 1-3 (and the Mid-Point Report) to give comments and suggestions 
 

6. PLAN FOR ADDRESSING AREAS NEEDING IMPROVEMENT 
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7. PLAN FOR GATHERING / SUBMITTING CERT IV U&IR ASSESSMENT EVIDENCE  (Optional) 

FROE Permit 
and FWA test 

 

1-1 
Conversations 
(x 5) 

 

Organising 
Plans  
(x 2) 

 

Presentations 
to Workers  
(x 4) 

 

Leader 
Verification 
(signed by 
Leadership) 

 

8. OPPORTUNITIES FOR FURTHER TRAINING / DEVELOPMENT / MENTORING (Beyond Organising Works) 

 

Mentor 
Signature  Participant 

Signature  

Date  Date  
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Assessment 
 
At the completion of training, interested participants may complete an assessment process, enabling 
them to formally achieve the ACTU Certificate IV in Unionism and Industrial Relations (10157NAT).  
 
A summary of each unit of competency within the qualification is shown below. 
Full details of each unit are available at Organising Works or email orgcentre@actu.org.au  
An organiser working competently at Certificate IV standard: 

• Has broad knowledge and well developed skills in unionism and industrial relations in a wide 
variety of contexts. 

• Can apply solutions to unpredictable problems. 
• Can analyse and evaluate information from a variety of sources. 
• May provide leadership and guidance to others with some limited responsibility for the output 

of others. 
 

 
 
TUEUIR401A Develop and implement an organising plan 
 
This unit is about developing, implementing and evaluating organising plans. 
 
It requires participants to demonstrate skills and knowledge in: 

• The trade, craft, industry or occupation being targeted for recruitment 
• The workplace issues and concerns of members and potential members 
• Developing and implementing organising plans to achieve defined aims and objectives 
• Analysing the effectiveness of organising plans 

 
 
TUEUIR402A Empower workers 
 
This unit is about: 

• Identifying commonality of issues and needs 
• Identifying and developing members and potential activists 
• Developing, facilitating and monitoring networks 

 
It requires participants to demonstrate skills and knowledge in: 

• Techniques that empower groups and individuals to advocate for social change 
• Developing members and potential activists to achieve defined aims and, where appropriate, 

how networks are built 
• Identifying workplace issues through interviews, surveys and questionnaires 
• Legislation and regulations relating to rights and responsibilities of representatives and union 

members, OHS and anti-discrimination as it pertains to employment. 
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TUEUIR403A Communicate with workers 
 
This unit is about: 

• Building relationships with, and motivating workers 
• Preparing communication for circulation to, and on behalf of workers 
• Making presentations to workers 

 
It requires participants to demonstrate skills and knowledge in: 

• Techniques that lead to increases in union membership or collective action which advance the 
members' causes 

• Union rules, policies, practices and protocols. 
• One-to-one and group communication with workers, using various mediums 

 
 
TUEUIR404A Promote equality of opportunity & fair treatment for all workers 
 
This unit is about: 

• Promoting involvement of diverse groups and eliminating discrimination 
• Accessing and reviewing policies to promote equality and fair treatment 

 
It requires participants to demonstrate skills and knowledge in: 

• Actively working to promote equality of opportunity and representation within the workplace 
and the union 

• Reviewing policies and developing strategies to promote equality of opportunity and fair 
treatment for all workers 

• Relevant legislation, codes of practice and national standards in the areas of OHS, sexual 
harassment, equal opportunity, industrial relations and disability 

 
 
TUEUIR405A Promote union values, principles and policies 
 
This unit is about: 

• Demonstrating understanding of union context and principles 
• Promoting social justice and the trade union movement 
• Developing own and others commitment to a collective and social justice agenda 

 
It requires participants to demonstrate skills and knowledge in: 

• How the values of the union movement are applied in their daily or regular work practices 
• Their own union: its history, vision and policies, its coverage of workers and its structure and 

processes 
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TUEUIR406A Participate in the bargaining process 
 
This unit is about: 

• Developing and promoting a bargaining agenda and environment 
• Involving membership in bargaining processes 
• Implementing agreements 

 
It requires participants to demonstrate skills and knowledge in: 

• Developing bargaining agreements and accompanying documentation 
• How union members are involved in the bargaining process, how agreements are presented to 

employers and employer responses 
• How bargaining is practiced to achieve endorsement and support for the outcome 
• Critical evaluation of bargaining process and how it could be enhanced 
• Bargaining theory and practices, including how union power and capacity is built through 

bargaining 
 
 
TUEUIR407A Provide advice to union members 
 
This unit is about: 

• Identifying and interpreting information about members' rights 
• Providing information, advice and support to members 

 
It requires participants to demonstrate skills and knowledge in: 

• Various ways to provide union members with accurate information about the union, relevant 
legislation, awards and worker entitlements 

• Relevant employment agreements, awards and terms, and conditions of employment 
• Using rights as opportunities to build union capacity 

 
 
TUEUIR408A Undertake negotiations 
 
This unit is about preparing for, participating in, finalising and monitoring outcomes of negotiations 
 
It requires participants to demonstrate skills and knowledge in: 

• Negotiating on a range of industrial and other relevant issues, with various stakeholders 
• Preparing of relevant documents to support effective negotiations 
• Precedents for similar issues/matters that achieved both member and union objectives 
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TUEUIR409A Organising for safer workplaces 
 
This unit is about OHS legislation to assist in establishing unionised health and safety structures, and 
organising through a risk assessment process 
 
It requires participants to demonstrate skills and knowledge in: 

• Mapping and analysing the work health and safety issue/s being targeted 
• Using the Safe System of Work to develop, implement and evaluate an organising plan 
• Relevant work health and safety legislation 

 
 
 
Evidence of Competency 
 
Throughout the Organising Works program, in training courses and during the between course 
activities, participants have opportunity to gather evidence of their competence as an organiser. 
 
For assessment against the Certificate IV in Unionism and Industrial Relations (10157NAT) 
qualification, participants must submit (at the completion of the program), the following evidence: 
 

• Completion of the ACTU Federal Right of Entry course, to obtain a right of entry permit from the 
Fair Work Commission and demonstration of knowledge of the Fair Work Act through 
successful completion of a written test (undertaken during course work). 

• 5 Instances of 1-1 conversations. 

• 2 Organising plans (with accompanying documentation). 

• 4 Instances of presentations to workers (with accompanying documentation). 

• Verification of competence in the workplace, signed by appropriate union leadership. 

 
For each piece of evidence, checklists are provided for mentors to record observations and make 
comment on / provide examples of the participant’s competency. 
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Completion of the ACTU Federal Right of Entry course, to obtain a right of entry permit from the 
Fair Work Commission and demonstration of knowledge of the Fair Work Act through successful 
completion of a written test (undertaken during course work). 

 

 
 
5 Instances of 1-1 Conversations. 
All must show: 

• Preparatory work for the conversation scenario: 
o Target workplace. 
o Number of workers / delegates / members. 
o Union structures / If there is a collective agreement. 
o Who the worker is (eg their job, etc). 
o What the worker’s issue is. 
o What the ‘Hope’ is / How the issue might be resolved. 
o The tasks / activities the worker will be asked to commit to. 
o The objections the worker might have. 

• Demonstration of the conversation frameworks: 
o Introduction and rapport building. 
o Finding motivators for change. 
o Anger. 
o Hope. 
o Action. 
o Inoculation. 
o Handling objections (eg. using the LEAP framework). 
o Close. 
o Critical reflection of own performance and overall success of the conversation. 

 
For each conversation, mentors record observations and make comment on / provide examples 
of the participant’s competency using the 1-1 Conversation Checklist. 
 

 
 
2 Organising Plans. 
At least one plan must focus on organising around a work health and safety issue (promoting the 
Safe System of Work). 
Both must show: 

• Aims and objectives. 
• Mapping and research of the target group. 
• An outline of why the particular target group was chosen. 
• Examples of consultation with members (eg: surveys/questionnaires, petitions, interview 

notes). 
• Strategies for systematic contact. 
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• An outline of how activists will be identified. 
• Strategies for activist development and education (including facilitation of networks). 
• Strategies for growth – building membership, involvement and power in the workplace. 
• Integration of strategies for promoting a bargaining agenda and involving members in 

bargaining processes. 
• Integration of strategies for promoting equality of opportunity and fair treatment. 
• Integration of the Safe System of Work (where focusing on WHS issues). 
• Strategies and tools for how and when the plan will be monitored and evaluated. 
• Strategies for explaining the plan to members (and leaders) and gaining their agreement 

to implement the plan. 
• Evaluation and analysis of the implementation of each part of the plan. 

 
For each plan, mentors record observations and make comment on / provide examples of the 
participant’s competency using the Organising Plan Checklist. 
 

 
 
4 Instances of Presentations to Workers 
Presentations should include a variety of inductions, membership meetings, motivational 
meetings to take action, report back meetings, delegate conferences, providing advice on 
industrial and employment rights, etc. 
All must show: 

• Delivery methods and visual aids appropriate to the content and audience. 
• Clear, accurate and appropriate presentation of information, using effective 

communication techniques. 
• Accurate knowledge, as necessary/appropriate, of the union, relevant legislation, awards 

and worker entitlements, relevant employment agreements and conditions. 
• Appropriate responses to objections and use of motivational techniques. 
• Appropriate planning and, as necessary/appropriate, publicising. 
• Examples of visual aids / written communication (eg. bulletins, notices, flyers, letters, 

reports, online information, etc.) 
 
For each presentation, mentors record observations and make comment on / provide examples 
of the participant’s competency using the Presentation to Workers Checklist. 
 

 
 
Verification of Competence 
Must be signed by appropriate union leadership (eg Lead Organiser, Secretary), once they are 
satisfied the participant has consistently demonstrated competence in their work as a union 
organiser. 
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1-1 Conversation Checklist  (1st of 5 conversations) 
 
This checklist is completed by the mentor/s, providing comment on, and examples of the participant’s 
demonstrated competence in each criterion. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant  Mentor  

 
1.  The participant 
prepared sufficiently & had 
adequate knowledge of: 

Mentor/s provide observations and constructive comment  

The target workplace  

The number of workers / 
delegates / members  

Union structures / If there 
is a collective agreement  

Who the worker is (eg their 
job, etc)  

What the worker’s issue is  

What the ‘Hope’ is / How 
the issue might be resolved  
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The tasks / activities the 
worker will be asked to 
commit to 

 

The objections the worker 
might have  

2. During the conversation, 
the participant: Mentor/s provide observations and constructive comment  

Introduced themself and 
explained why they were 
talking to the worker 

 

Built rapport and made the 
worker feel comfortable 
enough to talk 

 

Found motivators for 
change (ie wide and deep)  

Successfully agitated 
around the worker’s issue 
(Anger) 

 

Used story of self, story of 
us, visioning questions 
(Hope) 

 

Made an appropriate ask of 
the worker (Action)  
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Successfully inoculated  

Successfully handled 
objections (using LEAP 
framework) 

 

Used an appropriate close  

4. After the conversation, 
the participant: Mentor/s provide observations and constructive comment  

Reflected to determine 
overall success of the 
conversation and areas of 
own performance needing 
improvement 

 

 
Mentor 
Signature  Participant 

Signature  

Date  Date  
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1-1 Conversation Checklist  (2nd of 5 conversations) 
 
This checklist is completed by the mentor/s, providing comment on, and examples of the participant’s 
demonstrated competence in each criterion. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant  Mentor  

 
1.  The participant 
prepared sufficiently & had 
adequate knowledge of: 

Mentor/s provide observations and constructive comment  

The target workplace  

The number of workers / 
delegates / members  

Union structures / If there 
is a collective agreement  

Who the worker is (eg their 
job, etc)  

What the worker’s issue is  

What the ‘Hope’ is / How 
the issue might be resolved  
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The tasks / activities the 
worker will be asked to 
commit to 

 

The objections the worker 
might have  

2. During the conversation, 
the participant: Mentor/s provide observations and constructive comment  

Introduced themself and 
explained why they were 
talking to the worker 

 

Built rapport and made the 
worker feel comfortable 
enough to talk 

 

Found motivators for 
change (ie wide and deep)  

Successfully agitated 
around the worker’s issue 
(Anger) 

 

Used story of self, story of 
us, visioning questions 
(Hope) 

 

Made an appropriate ask of 
the worker (Action)  
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Successfully inoculated  

Successfully handled 
objections (using LEAP 
framework) 

 

Used an appropriate close  

4. After the conversation, 
the participant: Mentor/s provide observations and constructive comment  

Reflected to determine 
overall success of the 
conversation and areas of 
own performance needing 
improvement 

 

 
Mentor 
Signature  Participant 

Signature  

Date  Date  
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1-1 Conversation Checklist  (3rd of 5 conversations) 
 
This checklist is completed by the mentor/s, providing comment on, and examples of the participant’s 
demonstrated competence in each criterion. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant  Mentor  

 
1.  The participant 
prepared sufficiently & had 
adequate knowledge of: 

Mentor/s provide observations and constructive comment  

The target workplace  

The number of workers / 
delegates / members  

Union structures / If there 
is a collective agreement  

Who the worker is (eg their 
job, etc)  

What the worker’s issue is  

What the ‘Hope’ is / How 
the issue might be resolved  
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The tasks / activities the 
worker will be asked to 
commit to 

 

The objections the worker 
might have  

2. During the conversation, 
the participant: Mentor/s provide observations and constructive comment  

Introduced themself and 
explained why they were 
talking to the worker 

 

Built rapport and made the 
worker feel comfortable 
enough to talk 

 

Found motivators for 
change (ie wide and deep)  

Successfully agitated 
around the worker’s issue 
(Anger) 

 

Used story of self, story of 
us, visioning questions 
(Hope) 

 

Made an appropriate ask of 
the worker (Action)  
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Successfully inoculated  

Successfully handled 
objections (using LEAP 
framework) 

 

Used an appropriate close  

4. After the conversation, 
the participant: Mentor/s provide observations and constructive comment  

Reflected to determine 
overall success of the 
conversation and areas of 
own performance needing 
improvement 

 

 
Mentor 
Signature  Participant 

Signature  

Date  Date  
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1-1 Conversation Checklist  (4th of 5 conversations) 
 
This checklist is completed by the mentor/s, providing comment on, and examples of the participant’s 
demonstrated competence in each criterion. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant  Mentor  

 
1.  The participant 
prepared sufficiently & had 
adequate knowledge of: 

Mentor/s provide observations and constructive comment  

The target workplace  

The number of workers / 
delegates / members  

Union structures / If there 
is a collective agreement  

Who the worker is (eg their 
job, etc)  

What the worker’s issue is  

What the ‘Hope’ is / How 
the issue might be resolved  
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The tasks / activities the 
worker will be asked to 
commit to 

 

The objections the worker 
might have  

2. During the conversation, 
the participant: Mentor/s provide observations and constructive comment  

Introduced themself and 
explained why they were 
talking to the worker 

 

Built rapport and made the 
worker feel comfortable 
enough to talk 

 

Found motivators for 
change (ie wide and deep)  

Successfully agitated 
around the worker’s issue 
(Anger) 

 

Used story of self, story of 
us, visioning questions 
(Hope) 

 

Made an appropriate ask of 
the worker (Action)  

 
 

Organising Works PARTICIPANT WORKBOOK |  Last Updated:  18.07.2016  |  Page 38 of 73 



ORGANISING WORKS 
 
 

Successfully inoculated  

Successfully handled 
objections (using LEAP 
framework) 

 

Used an appropriate close  

4. After the conversation, 
the participant: Mentor/s provide observations and constructive comment  

Reflected to determine 
overall success of the 
conversation and areas of 
own performance needing 
improvement 

 

 
Mentor 
Signature  Participant 

Signature  

Date  Date  
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1-1 Conversation Checklist  (5th of 5 conversations) 
 
This checklist is completed by the mentor/s, providing comment on, and examples of the participant’s 
demonstrated competence in each criterion. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant  Mentor  

 
1.  The participant 
prepared sufficiently & had 
adequate knowledge of: 

Mentor/s provide observations and constructive comment  

The target workplace  

The number of workers / 
delegates / members  

Union structures / If there 
is a collective agreement  

Who the worker is (eg their 
job, etc)  

What the worker’s issue is  

What the ‘Hope’ is / How 
the issue might be resolved  
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The tasks / activities the 
worker will be asked to 
commit to 

 

The objections the worker 
might have  

2. During the conversation, 
the participant: Mentor/s provide observations and constructive comment  

Introduced themself and 
explained why they were 
talking to the worker 

 

Built rapport and made the 
worker feel comfortable 
enough to talk 

 

Found motivators for 
change (ie wide and deep)  

Successfully agitated 
around the worker’s issue 
(Anger) 

 

Used story of self, story of 
us, visioning questions 
(Hope) 

 

Made an appropriate ask of 
the worker (Action)  
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Successfully inoculated  

Successfully handled 
objections (using LEAP 
framework) 

 

Used an appropriate close  

4. After the conversation, 
the participant: Mentor/s provide observations and constructive comment  

Reflected to determine 
overall success of the 
conversation and areas of 
own performance needing 
improvement 

 

 
Mentor 
Signature  Participant 

Signature  

Date  Date  
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Organising Plan Checklist (1st of 2 plans) 
 
This checklist is completed by the mentor/s, providing comment on, and examples of, the participant’s 
demonstrated competence in each criterion. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant  Mentor  

 

The organising plan….. Mentor/s provide observations and constructive comment. 
Includes appropriate aims and 
objectives 
Egs 
o Specific 
o Measureable 
o Agreed 
o Realistic 
o Time-framed 

 

Clearly shows mapping / 
research of target group 
Egs 
o How many 
o Who / where they are 
o How employed 
o Characteristics of target 

group 
o Current and past 

organising plans and their 
outcomes  

o Employer background 
o Industrial relations history 
o Knowledge of awards or 

agreements 
o Size of employer 
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Clearly outlines why this 
particular target group was 
chosen 
Egs 
o Level of membership 
o Good organising 

opportunity 
o A worker issue needs 

action/resolution 
o Union priority 

 

Clearly outlines approaches / 
strategies for systematic 
contact 
Egs 
o Member driven 
o Utilise activists 
o Utilise other organisers 
o Cold site visits 
o Home visits 
o One-to-one approaches 
o Phone calls 
o Speaking to groups 
o Web-based organising 
o Working through leads 

 

 
 

Organising Works PARTICIPANT WORKBOOK |  Last Updated:  18.07.2016  |  Page 44 of 73 



ORGANISING WORKS 
 
 

Clearly outlines how activists 
will be identified 
Egs 
o Recommended by 

workmates 
o Previous activism 
o Giving them a task 
o Increasing the activism 

level of delegates 

 

Clearly outlines strategies for 
activist development and 
education, including 
networking opportunities 
Egs 
o Scheduled class-room 

training 
o Mentoring 
o Briefing and de-briefing 
o Lunch & learn 

 

 
 

Organising Works PARTICIPANT WORKBOOK |  Last Updated:  18.07.2016  |  Page 45 of 73 



ORGANISING WORKS 
 
 

Clearly outlines strategies for 
growth 
Egs 
o Member to member 

recruitment 
o Campaigning on 

workplace issues 
o Targets for conversations 

 

Integrates promoting a 
bargaining agenda and 
involving members in 
bargaining processes 
Egs 
o Shows knowledge of FWA 
o Includes consultation, 

mapping and analysis 
around worker issues and 
claims 

o Explains steps to 
bargaining an agreement 
to members/future 
members 

o Develops key campaign 
messages and theme 

o Includes training and 
support for delegates to 
fulfill their agreed 
bargaining role 

o Utilises research and 
analysis of employer 
strategies and tactics and 
identifies union responses 
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Integrates equal opportunity 
and fair treatment 
Egs 
o Promotes involvement of 

diverse / marginalised 
groups  

o Promotes elimination of 
discrimination 

o Ensures effective 
representation  

o Recommends reasonable 
adjustments  

o Shows knowledge of 
legislation  

o Identifies sources of 
information and support  

o Identifies what activists 
can make happen  

 

Integrates promoting the Safe 
System at Work (where 
focusing on WHS issues) 
Egs 
o Explains process for 

negotiating workgroups 
and electing HSRs. 

o Includes consultation, 
mapping and analysis 
around WHS 

o Encourages establishing 
WHS committees 

o Includes strategies for 
assisting HSRs and 
delegates to work closely 
together 

o Implements organising 
through a risk 
management process 

o Shows knowledge of WHS 
law 
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Details appropriate monitoring 
arrangements 
Egs 
o Regular review 
o Reporting to members 
o Reporting to Lead 

Organisers 
o Meetings 
o Opportunities for 

feedback, advice/support, 
debriefing for members 

o Exit interviews/surveys of 
resigning members 

o Updating databases 

 

Shows how the plan will be 
explained to members (and 
leaders) and their agreement 
to implement the plan 
obtained 
Egs 
o Conversation plans with 

delegates 
o Description of how to get 

sign-off 
o Members meetings 
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During implementation……. Mentor/s provide observations and constructive comment. 
Appropriate monitoring 
occurred 
Egs 
o Strategies implemented 

according to plan 
o Analysis of outcomes and 

effectiveness of strategies 
o Ongoing access to and 

communication with 
members to provide 
support 

o Evaluation of member 
engagement 

o Suggestions for modifying 
strategies and activities 

 

After implementation……. Mentor/s provide observations and constructive comment. 
Appropriate review and 
evaluation occurred 
Egs 
o Analysis of outcomes and 

effectiveness of strategies 
o Evaluation of member 

engagement 
o Suggestions for future 

activities 
o Written reports 

 

 

Mentor 
Signature  Participant 

Signature  

Date  Date  
 
** Attach a copy of the organising plan, and all supporting documentation (eg.  mapping, examples of 
consultation with members, reports, etc) when submitting for assessment.  
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Organising Plan Checklist (2nd of 2 Plans) 
 
This checklist is completed by the mentor/s, providing comment on, and examples of, the participant’s 
demonstrated competence in each criterion. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant  Mentor  

 

The organising plan….. Mentor/s provide observations and constructive comment. 
Includes appropriate aims and 
objectives 
Egs 
o Specific 
o Measureable 
o Agreed 
o Realistic 
o Time-framed 

 

Clearly shows mapping / 
research of target group 
Egs 
o How many 
o Who / where they are 
o How employed 
o Characteristics of target 

group 
o Current and past 

organising plans and their 
outcomes  

o Employer background 
o Industrial relations history 
o Knowledge of awards or 

agreements 
o Size of employer 
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Clearly outlines why this 
particular target group was 
chosen 
Egs 
o Level of membership 
o Good organising 

opportunity 
o A worker issue needs 

action/resolution 
o Union priority 

 

Clearly outlines approaches / 
strategies for systematic 
contact 
Egs 
o Member driven 
o Utilise activists 
o Utilise other organisers 
o Cold site visits 
o Home visits 
o One-to-one approaches 
o Phone calls 
o Speaking to groups 
o Web-based organising 
o Working through leads 
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Clearly outlines how activists 
will be identified 
Egs 
o Recommended by 

workmates 
o Previous activism 
o Giving them a task 
o Increasing the activism 

level of delegates 

 

Clearly outlines strategies for 
activist development and 
education, including 
networking opportunities 
Egs 
o Scheduled class-room 

training 
o Mentoring 
o Briefing and de-briefing 
o Lunch & learn 

 

 
 

Organising Works PARTICIPANT WORKBOOK |  Last Updated:  18.07.2016  |  Page 52 of 73 



ORGANISING WORKS 
 
 

Clearly outlines strategies for 
growth 
Egs 
o Member to member 

recruitment 
o Campaigning on 

workplace issues 
o Targets for conversations 

 

Integrates promoting a 
bargaining agenda and 
involving members in 
bargaining processes 
Egs 
o Shows knowledge of FWA 
o Includes consultation, 

mapping and analysis 
around worker issues and 
claims 

o Explains steps to 
bargaining an agreement 
to members/future 
members 

o Develops key campaign 
messages and theme 

o Includes training and 
support for delegates to 
fulfill their agreed 
bargaining role 

o Utilises research and 
analysis of employer 
strategies and tactics and 
identifies union responses 
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Integrates equal opportunity 
and fair treatment 
Egs 
o Promotes involvement of 

diverse / marginalised 
groups  

o Promotes elimination of 
discrimination 

o Ensures effective 
representation  

o Recommends reasonable 
adjustments  

o Shows knowledge of 
legislation  

o Identifies sources of 
information and support  

o Identifies what activists 
can make happen  

 

Integrates promoting the Safe 
System at Work (where 
focusing on WHS issues) 
Egs 
o Explains process for 

negotiating workgroups 
and electing HSRs. 

o Includes consultation, 
mapping and analysis 
around WHS 

o Encourages establishing 
WHS committees 

o Includes strategies for 
assisting HSRs and 
delegates to work closely 
together 

o Implements organising 
through a risk 
management process 

o Shows knowledge of WHS 
law 
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Details appropriate monitoring 
arrangements 
Egs 
o Regular review 
o Reporting to members 
o Reporting to Lead 

Organisers 
o Meetings 
o Opportunities for 

feedback, advice/support, 
debriefing for members 

o Exit interviews/surveys of 
resigning members 

o Updating databases 

 

Shows how the plan will be 
explained to members (and 
leaders) and their agreement 
to implement the plan 
obtained 
Egs 
o Conversation plans with 

delegates 
o Description of how to get 

sign-off 
o Members meetings 
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During implementation……. Mentor/s provide observations and constructive comment. 
Appropriate monitoring 
occurred 
Egs 
o Strategies implemented 

according to plan 
o Analysis of outcomes and 

effectiveness of strategies 
o Ongoing access to and 

communication with 
members to provide 
support 

o Evaluation of member 
engagement 

o Suggestions for modifying 
strategies and activities 

 

After implementation……. Mentor/s provide observations and constructive comment. 
Appropriate review and 
evaluation occurred 
Egs 
o Analysis of outcomes and 

effectiveness of strategies 
o Evaluation of member 

engagement 
o Suggestions for future 

activities 
o Written reports 

 

 

Mentor 
Signature  Participant 

Signature  

Date  Date  
 
** Attach a copy of the organising plan, and all supporting documentation (eg.  mapping, examples of 
consultation with members, reports, etc) when submitting for assessment.  
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Presentation to Workers Checklist (1st of 4 presentations) 
 
This checklist is completed by the mentor/s, providing comment on, and examples of, the participant’s 
demonstrated competence in each criterion. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant  Mentor  

 

For the presentation……… Mentor’s provide observations and constructive comment. 
The methods of delivery and 
visual aids were appropriate to 
the content and audience 
Egs 
o Visual aid egs: online info, 

bulletins, computer based 
presentations, posters, 
handouts, videos, 
whiteboards 

o Venue, location and 
facilities appropriate 

 

Information was presented 
clearly, accurately and 
appropriately to the needs of 
workers 
Egs 
o Presented in a positive 

manner 
o Clear delivery, appropriate 

pace 
o Well explained, minimal 

jargon 
o Utilised persuasive 

communication 
techniques to secure 
audience interest 

o Summarised key 
information at strategic 
points to aid 
understanding 

 

 
 

Organising Works PARTICIPANT WORKBOOK |  Last Updated:  18.07.2016  |  Page 57 of 73 



ORGANISING WORKS 
 
 

For the presentation……… Mentor’s provide observations and constructive comment. 
Accurate knowledge was 
demonstrated, as necessary, 
of 
Egs 
o The union 
o Legislation / Common Law 
o Awards and worker 

entitlements 
o Employment agreements 

and conditions. 
 

 

The participant responded well 
to objections and/or motivated 
workers 
Egs: 
o Showed benefits of 

collective action 
o Answered objections  
o Explored / equalised 

barriers or objections 
o Recognised / 

acknowledged objections 
were real for the person 

o Encouraged workers to 
reflect on the issues 

o Utilised non-verbal 
techniques & body 
language to enhance 
positive communication 

o Showed leadership skills 
o Listened effectively 
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For the presentation……… Mentor’s provide observations and constructive comment. 
The participant encouraged 
the audience to participate, 
talk and ask questions  
Egs: 
o Provided opportunity for 

audience to comment / 
seek clarification 

o Showed open and positive 
body language 

o Gained trust of audience 
o Showed culturally 

appropriate 
communication skills 

 

The participant did adequate 
preparation in order to build a 
relationship with workers  
Egs: 
o Ascertained correct 

information about the 
workers 

o Identified barriers to union 
membership and activism  

o Analysed issues 
o Prepared answers for 

anticipated objections 
o Publicised the event 

appropriately 
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ORGANISING WORKS 
 
 

For the presentation……… Mentor’s provide observations and constructive comment. 
The participant reviewed and 
evaluated the effectiveness of 
their presentation afterwards 
Egs: 
o Sought / discussed 

reactions from audience 
and/or key people 

o Utilised feedback from 
audience and/or key 
people to make 
improvements 

o Reflected on own 
performance and 
identified areas/ideas for 
improvement 

 

 
Mentor 
Signature  Participant 

Signature  

Date  Date  

 
** Attach a copy of all supporting documentation (eg. written communications, etc) when submitting for 
assessment. 
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ORGANISING WORKS 
 
 
Presentation to Workers Checklist (2nd of 4 presentations) 
 
This checklist is completed by the mentor/s, providing comment on, and examples of, the participant’s 
demonstrated competence in each criterion. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant  Mentor  

 

For the presentation……… Mentor’s provide observations and constructive comment. 
The methods of delivery and 
visual aids were appropriate to 
the content and audience 
Egs 
o Visual aid egs: online info, 

bulletins, computer based 
presentations, posters, 
handouts, videos, 
whiteboards 

o Venue, location and 
facilities appropriate 

 

Information was presented 
clearly, accurately and 
appropriately to the needs of 
workers 
Egs 
o Presented in a positive 

manner 
o Clear delivery, appropriate 

pace 
o Well explained, minimal 

jargon 
o Utilised persuasive 

communication 
techniques to secure 
audience interest 

o Summarised key 
information at strategic 
points to aid 
understanding 
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ORGANISING WORKS 
 
 

For the presentation……… Mentor’s provide observations and constructive comment. 
Accurate knowledge was 
demonstrated, as necessary, 
of 
Egs 
o The union 
o Legislation / Common Law 
o Awards and worker 

entitlements 
o Employment agreements 

and conditions. 
 

 

The participant responded well 
to objections and/or motivated 
workers 
Egs: 
o Showed benefits of 

collective action 
o Answered objections  
o Explored / equalised 

barriers or objections 
o Recognised / 

acknowledged objections 
were real for the person 

o Encouraged workers to 
reflect on the issues 

o Utilised non-verbal 
techniques & body 
language to enhance 
positive communication 

o Showed leadership skills 
o Listened effectively 
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ORGANISING WORKS 
 
 

For the presentation……… Mentor’s provide observations and constructive comment. 
The participant encouraged 
the audience to participate, 
talk and ask questions  
Egs: 
o Provided opportunity for 

audience to comment / 
seek clarification 

o Showed open and positive 
body language 

o Gained trust of audience 
o Showed culturally 

appropriate 
communication skills 

 

The participant did adequate 
preparation in order to build a 
relationship with workers  
Egs: 
o Ascertained correct 

information about the 
workers 

o Identified barriers to union 
membership and activism  

o Analysed issues 
o Prepared answers for 

anticipated objections 
o Publicised the event 

appropriately 
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ORGANISING WORKS 
 
 

For the presentation……… Mentor’s provide observations and constructive comment. 
The participant reviewed and 
evaluated the effectiveness of 
their presentation afterwards 
Egs: 
o Sought / discussed 

reactions from audience 
and/or key people 

o Utilised feedback from 
audience and/or key 
people to make 
improvements 

o Reflected on own 
performance and 
identified areas/ideas for 
improvement 

 

 
Mentor 
Signature  Participant 

Signature  

Date  Date  

 
** Attach a copy of all supporting documentation (eg. written communications, etc) when submitting for 
assessment. 
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ORGANISING WORKS 
 
 
Presentation to Workers Checklist (3rd of 4 presentations) 
 
This checklist is completed by the mentor/s, providing comment on, and examples of, the participant’s 
demonstrated competence in each criterion. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant  Mentor  

 

For the presentation……… Mentor’s provide observations and constructive comment. 
The methods of delivery and 
visual aids were appropriate to 
the content and audience 
Egs 
o Visual aid egs: online info, 

bulletins, computer based 
presentations, posters, 
handouts, videos, 
whiteboards 

o Venue, location and 
facilities appropriate 

 

Information was presented 
clearly, accurately and 
appropriately to the needs of 
workers 
Egs 
o Presented in a positive 

manner 
o Clear delivery, appropriate 

pace 
o Well explained, minimal 

jargon 
o Utilised persuasive 

communication 
techniques to secure 
audience interest 

o Summarised key 
information at strategic 
points to aid 
understanding 
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ORGANISING WORKS 
 
 

For the presentation……… Mentor’s provide observations and constructive comment. 
Accurate knowledge was 
demonstrated, as necessary, 
of 
Egs 
o The union 
o Legislation / Common Law 
o Awards and worker 

entitlements 
o Employment agreements 

and conditions. 
 

 

The participant responded well 
to objections and/or motivated 
workers 
Egs: 
o Showed benefits of 

collective action 
o Answered objections  
o Explored / equalised 

barriers or objections 
o Recognised / 

acknowledged objections 
were real for the person 

o Encouraged workers to 
reflect on the issues 

o Utilised non-verbal 
techniques & body 
language to enhance 
positive communication 

o Showed leadership skills 
o Listened effectively 
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ORGANISING WORKS 
 
 

For the presentation……… Mentor’s provide observations and constructive comment. 
The participant encouraged 
the audience to participate, 
talk and ask questions  
Egs: 
o Provided opportunity for 

audience to comment / 
seek clarification 

o Showed open and positive 
body language 

o Gained trust of audience 
o Showed culturally 

appropriate 
communication skills 

 

The participant did adequate 
preparation in order to build a 
relationship with workers  
Egs: 
o Ascertained correct 

information about the 
workers 

o Identified barriers to union 
membership and activism  

o Analysed issues 
o Prepared answers for 

anticipated objections 
o Publicised the event 

appropriately 
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ORGANISING WORKS 
 
 

For the presentation……… Mentor’s provide observations and constructive comment. 
The participant reviewed and 
evaluated the effectiveness of 
their presentation afterwards 
Egs: 
o Sought / discussed 

reactions from audience 
and/or key people 

o Utilised feedback from 
audience and/or key 
people to make 
improvements 

o Reflected on own 
performance and 
identified areas/ideas for 
improvement 

 

 
Mentor 
Signature  Participant 

Signature  

Date  Date  

 
** Attach a copy of all supporting documentation (eg. written communications, etc) when submitting for 
assessment. 
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ORGANISING WORKS 
 
 
Presentation to Workers Checklist (4th of 4 presentations) 
 
This checklist is completed by the mentor/s, providing comment on, and examples of, the participant’s 
demonstrated competence in each criterion. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant  Mentor  

 

For the presentation……… Mentor’s provide observations and constructive comment. 
The methods of delivery and 
visual aids were appropriate to 
the content and audience 
Egs 
o Visual aid egs: online info, 

bulletins, computer based 
presentations, posters, 
handouts, videos, 
whiteboards 

o Venue, location and 
facilities appropriate 

 

Information was presented 
clearly, accurately and 
appropriately to the needs of 
workers 
Egs 
o Presented in a positive 

manner 
o Clear delivery, appropriate 

pace 
o Well explained, minimal 

jargon 
o Utilised persuasive 

communication 
techniques to secure 
audience interest 

o Summarised key 
information at strategic 
points to aid 
understanding 
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ORGANISING WORKS 
 
 

For the presentation……… Mentor’s provide observations and constructive comment. 
Accurate knowledge was 
demonstrated, as necessary, 
of 
Egs 
o The union 
o Legislation / Common Law 
o Awards and worker 

entitlements 
o Employment agreements 

and conditions. 
 

 

The participant responded well 
to objections and/or motivated 
workers 
Egs: 
o Showed benefits of 

collective action 
o Answered objections  
o Explored / equalised 

barriers or objections 
o Recognised / 

acknowledged objections 
were real for the person 

o Encouraged workers to 
reflect on the issues 

o Utilised non-verbal 
techniques & body 
language to enhance 
positive communication 

o Showed leadership skills 
o Listened effectively 
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ORGANISING WORKS 
 
 

For the presentation……… Mentor’s provide observations and constructive comment. 
The participant encouraged 
the audience to participate, 
talk and ask questions  
Egs: 
o Provided opportunity for 

audience to comment / 
seek clarification 

o Showed open and positive 
body language 

o Gained trust of audience 
o Showed culturally 

appropriate 
communication skills 

 

The participant did adequate 
preparation in order to build a 
relationship with workers  
Egs: 
o Ascertained correct 

information about the 
workers 

o Identified barriers to union 
membership and activism  

o Analysed issues 
o Prepared answers for 

anticipated objections 
o Publicised the event 

appropriately 
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ORGANISING WORKS 
 
 

For the presentation……… Mentor’s provide observations and constructive comment. 
The participant reviewed and 
evaluated the effectiveness of 
their presentation afterwards 
Egs: 
o Sought / discussed 

reactions from audience 
and/or key people 

o Utilised feedback from 
audience and/or key 
people to make 
improvements 

o Reflected on own 
performance and 
identified areas/ideas for 
improvement 

 

 
Mentor 
Signature  Participant 

Signature  

Date  Date  

 
** Attach a copy of all supporting documentation (eg. written communications, etc) when submitting for 
assessment. 
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ORGANISING WORKS 
 
 
Verification of Competence 
 
The verification is completed by the participant’s Leadership (eg. Lead Organiser, Secretary), once they 
are satisfied the participant has consistently demonstrated competence in their work as a union 
organiser. 
Once completed, it forms part of the required evidence for the participant to be assessed against the 
ACTU Certificate IV in Unionism and Industrial Relations (10157NAT). 
 

 

Participant Name  

 
 
I confirm the participant consistently displays the skills and knowledge listed below to Certificate IV 
standard, as required in the workplace. 
 

• Develop, implement and evaluate a strategic approach to organising and recruiting union 
members. 

• Advance the collective interests of workers and the unions in workplaces and the community, 
through identifying and developing activists and creating worker networks to empower 
members 

• Communicate effectively with workers on a one to one basis and in groups in order to move 
them towards union membership, involvement, collectivism and activism  

• Work with diversity and promote equality within the union and the workplace, by challenging 
discrimination on the basis of race, sex, sexual orientation, disability, age and employment 
status. 

• Demonstrate the values of the union and social justice movements. 
• Effectively participate in the process of bargaining to establish collective agreements that 

maintain and promote rights and conditions for union members. 
• Provide advice to union members about their industrial and employment rights. 
• Effectively participate in negotiations. 

 
 

Name  

Position  

Contact Phone  

Signature  

Date  
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