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Summary of SIP12 Community Pharmacy Training Package

Summary of AQF

qualifications in SIP12

Code Title

SIP20112 Certificate Il in Community Pharmacy
SIP30112 Certificate Ill in Community Pharmacy
SIP40112 Certificate IV in Community Pharmacy

Summary of Units of Competency in SIP12 and their Pre-requisite Requirements

Code

| Title |

Pre-requisite

Community Pharmacy Management

SIPCCPM501 Lead and develop pharmacy teams | Nil
SIPCCPM502 Manage pharmacy sales and service | Nil
delivery
SIPCCPM503 Manage pharmacy premises and Nil
equipment
SIPCCPM504 Investigate new front of pharmacy Nil
products and services
Dispensary
SIPCDIS301 Accept prescriptions and return SIPCHCS201 Support the supply of
dispensed medicines to customers Pharmacy Medicines and
Pharmacist Only Medicines
SIPCDIS302 Deliver medicines to customers SIPCHCS201 Support the supply of
outside the pharmacy Pharmacy Medicines and
Pharmacist Only Medicines
SIPCDIS303 Assist in dispensing prescriptions SIPCHCS201 Support the supply of
Pharmacy Medicines and
Pharmacist Only Medicines
SIPCDIS301 Accept prescriptions
and return dispensed medicines to
customers
SIPCDIS404 Assist in dispensary stock control SIPCDIS303 Assist in dispensing
prescriptions
SIPCDIS405 Assist in dispensary administration SIPCDIS303 Assist in dispensing
prescriptions
SIPCDIS406 Assist in preparing dose SIPCDIS303 Assist in dispensing
administration aids prescriptions
SIPCDIS407 Assist in preparing extemporaneous | SIPCDIS303 Assist in dispensing
prescriptions prescriptions
SIPCDIS408 Coordinate service to patients in SIPCDIS406 Assist in preparing

residential care settings

dose administration aids

Health Care Supp

ort

SIPCHCS201 Support the supply of Pharmacy Nil
Medicines and Pharmacist Only
Medicines
SIPCHCS302 Assist in managing Pharmacy SIPCHCS201 Support the supply of
Medicines and Pharmacist Only Pharmacy Medicines and
Medicines Pharmacist Only Medicines
SIPCHCS303 Advise on asthma management SIPCHCS201 Support the supply of

Pharmacy Medicines and
Pharmacist Only Medicines




Code

Title

Pre-requisite

SIPCHCS304 Advise on smoking cessation SIPCHCS201 Support the supply of
Pharmacy Medicines and
Pharmacist Only Medicines
SIPCHCS305 Advise on continence management | Nil
SIPCHCS306 Advise on complementary medicines | SIPCHCS201 Support the supply of
Pharmacy Medicines and
Pharmacist Only Medicines
SIPCHCS407 Test blood pressure and advise on Nil
self-monitoring
SIPCHCS408 Test blood glucose and advise on HLTIN402C Maintain infection
equipment and services for diabetes | control standards in office practice
management settings
SIPCHCS201 Support the supply of
Pharmacy Medicines and
Pharmacist Only Medicines
SIPCHCS409 Advise on diet, nutrition and weight- | SIPCHCS201 Support the supply of
management products and services | Pharmacy Medicines and
Pharmacist Only Medicines
SIPCHCS410 Advise on pregnancy and maternal SIPCHCS201 Support the supply of
health products and services Pharmacy Medicines and
Pharmacist Only Medicines
SIPCHCS411 Advise on wound care products and | HLTIN301C Comply with infection
self-care control policies and procedures
SIPCHCS201 Support the supply of
Pharmacy Medicines and
Pharmacist Only Medicines
SIPCHCS412 Provide Australian Needle and Nil
Syringe Program services
SIPCHCS413 Supply and hire aids and equipment | Nil
to support home health care
SIPCHCS414 Support the management of Nil
obstructive sleep apnoea
SIPCHCS415 Coordinate pharmacy health SIPCHCS201 Support the supply of
promotions and home medicine Pharmacy Medicines and
reviews Pharmacist Only Medicines
Industry
SIPCIND201 Operate in a community pharmacy Nil
framework
SIPCIND202 Plan a career in community Nil

pharmacy

Merchandising

SIPCMER401

Market and promote a pharmacy
products and services area

SIPCHCS201 Support the supply of
Pharmacy Medicines and
Pharmacist Only Medicines

Pharmacy Product Knowledge

SIPCPPK201 Assist customers seeking commonly | SIPCHCS201 Support the supply of
requested vitamins, minerals and Pharmacy Medicines and
supplements Pharmacist Only Medicines

SIPCPPK202 Assist customers seeking eye and SIPCHCS201 Support the supply of

ear products

Pharmacy Medicines and
Pharmacist Only Medicines
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Code

Title

Pre-requisite

SIPCPPK203 Assist customers seeking first aid SIPCHCS201 Support the supply of
and wound care products Pharmacy Medicines and
Pharmacist Only Medicines
SIPCPPK204 Assist customers seeking oral care SIPCHCS201 Support the supply of
products Pharmacy Medicines and
Pharmacist Only Medicines
SIPCPPK205 Assist customers seeking to relieve | SIPCHCS201 Support the supply of
cough and cold symptoms Pharmacy Medicines and
Pharmacist Only Medicines
SIPCPPK206 Assist customers seeking to relieve | SIPCHCS201 Support the supply of
skin and fungal conditions Pharmacy Medicines and
Pharmacist Only Medicines
SIPCPPK207 Supply medical devices Nil
SIPCPPK308 Assist customers seeking relief from | SIPCHCS201 Support the supply of
gastro-intestinal conditions Pharmacy Medicines and
Pharmacist Only Medicines
SIPCPPK309 Assist customers seeking to relieve | SIPCHCS201 Support the supply of
common allergic symptom reactions | Pharmacy Medicines and
Pharmacist Only Medicines
SIPCPPK310 Assist customers seeking analgesic | SIPCHCS201 Support the supply of
and anti-inflammatory products Pharmacy Medicines and
Pharmacist Only Medicines
SIPCPPK311 Assist customers seeking baby or SIPCHCS201 Support the supply of
infant care medicines and products Pharmacy Medicines and
Pharmacist Only Medicines
SIPCPPK312 Assist customers seeking sexual SIPCHCS201 Support the supply of
health medicines and products Pharmacy Medicines and
Pharmacist Only Medicines
Quality
SIPCQUA401 Coordinate a pharmacy quality Nil

system
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Imported Units of Competency in SIP12 Community Pharmacy Training Package

Code

| Title

| Origin

BSBO07 Business Services Training Package

BSBCUS401A Coordinate the implementation of BSBO7 Business Services (Version
customer service strategies 5.0)
BSBFIA302A Process payroll BSBO07 Business Services (Version
5.0)
BSBMED301B Interpret and apply medical BSBO7 Business Services (Version
terminology appropriately 5.0)
BSBMGT403A Implement continuous improvement | BSBO7 Business Services (Version
5.0)
BSBMGT405A Provide personal leadership BSBO07 Business Services (Version
5.0)
BSBRES401A Analyse and present research BSBO7 Business Services (Version
information 5.0)
BSBSUS201A Participate in environmentally BSBO07 Business Services (Version
sustainable work practices 5.0)
BSBSUS301A Implement and monitor BSBO7 Business Services (Version
environmentally sustainable work 5.0)
practices
BSBWORS301A Organise personal work priorities BSBO07 Business Services (Version

and development

5.0)

HLTOQ7 Health Training Package

HLTCOM408C Use specific health terminology to HLTO7 Health (Version 4.0)
communicate effectively

HLTCSD306C Respond to difficult or challenging HLTO7 Health (Version 4.0)
behaviour

HLTIN301C Comply with infection control HLTO7 Health (Version 4.0)
policies and procedures

HLTIN402C Maintain infection control standards | HLTO7 Health (Version 4.0)
in office practice settings

HLTHIR403C Work effectively with culturally HLTO7 Health (Version 4.0)
diverse clients and co-workers

HLTHIR404D Work effectively with Aboriginal HLTO7 Health (Version 4.0)
and/or Torres Strait Islander people

HLTSL408C Perform home based assessments HLTO7 Health (Version 4.0)

for sleep studies

SIB10 Beauty Training Package

SIBBFAS201A

Demonstrate retail skin care
products

SIB10 Beauty (Version 1.2)

SIBBSKS201A

Pierce ears

SIB10 Beauty (Version 1.2)

SIBXFAS201A

Design and apply make-up

SIB10 Beauty (Version 1.2)

SIR07 Retail Services Training Package

SIRXCCS201 Apply point of sale handling SIR07 Retail Services (Version 2.0)
procedures

SIRXCCS202 Interact with customers SIR07 Retail Services (Version 2.0)

SIRXCCS203 Promote loyalty programs SIR07 Retail Services (Version 2.0)

SIRXCCS304 Coordinate interaction with SIR07 Retail Services (Version 2.0)
customers

SIRXCCS406 Provide customer service for high SIR07 Retail Services (Version 2.0)
value and complex sale

SIRXCCS408 Build retail relationships and sustain | SIR07 Retail Services (Version 2.0)

customer loyalty

12




Code Title Origin

SIRXCLM101 Organise and maintain work areas SIR07 Retail Services (Version 2.0)

SIRXCOM101 Communicate in the workplace to SIR07 Retail Services (Version 2.0)
support team and customer
outcomes

SIRXFIN201 Balance and secure point of sale SIR07 Retail Services (Version 2.0)
terminal

SIRXFINOO3A Produce financial results SIR07 Retail Services (Version 2.0)

SIRXHRMOO1A

Administer human resources policy

SIRO07 Retail Services (Version 2.0)

SIRXHRMOO02A

Recruit and select personnel

SIRO7 Retail Services (Version 2.0)

SIRXICTO01A Operate retail technology SIR07 Retail Services (Version 2.0)
SIRXICT303 Operate retail information SIR07 Retail Services (Version 2.0)
technology systems
SIRXIND101 Work effectively in a customer SIR07 Retail Services (Version 2.0)
service environment
SIRXINVOO01A Perform stock control procedures SIR07 Retail Services (Version 2.0)
SIRXINVO02A Maintain and order stock SIR07 Retail Services (Version 2.0)
SIRXINVO03A Plan inventory levels SIR07 Retail Services (Version 2.0)
SIRXINVOO5A Control inventory SIR07 Retail Services (Version 2.0)
SIRXMER201 Merchandise products SIR07 Retail Services (Version 2.0)
SIRXMER202 Plan, create and maintain displays SIR07 Retail Services (Version 2.0)
SIRXMER405 Manage store presentation and SIR07 Retail Services (Version 2.0)

pricing

SIRXMGTOO01A

Coordinate work teams

SIR07 Retail Services (Version 2.0)

SIRXMGTO02A

Maintain employee relations

SIR07 Retail Services (Version 2.0)

SIRXMGTO03A

Lead and manage people

SIR07 Retail Services (Version 2.0)

SIRXMPROO02A

Provide marketing and promotion
program support

SIR07 Retail Services (Version 2.0)

SIRXRPKO02A

Recommend hair, beauty and
cosmetic products and services

SIR07 Retail Services (Version 2.0)

SIRXRSK201 Minimise loss SIR07 Retail Services (Version 2.0)
SIRXRSKO002A Maintain store security SIR07 Retail Services (Version 2.0)
SIRXSLS201 Sell products and services SIR07 Retail Services (Version 2.0)
SIRXSLS303 Build relationships with customers SIR07 Retail Services (Version 2.0)
SIRXSLS304 Coordinate sales performance SIR07 Retail Services (Version 2.0)
SIRXWHS101 Apply safe work practices SIR07 Retail Services (Version 2.0)
SIRXWHS302 Maintain store safety SIR07 Retail Services (Version 2.0)

TAE10 Training and Education Training Package

TAEASS301B Contribute to assessment TAE10 Training and Education
(Version 2.0)

TAEDEL301A Provide work skill instruction TAE10 Training and Education
(Version 2.0)

TAEDEL404A Mentor in the workplace TAE10 Training and Education

(Version 2.0)
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Mapping to Previous Training Package

SIP12 Qualifications mapping table

Code and Title

Relates to

Nature of Relationship

SIP20112 Certificate Il in
Community Pharmacy

SIR20107 Certificate Il in
Community Pharmacy

SIP20112 replaces SIR20107
as the intent of the qualification
remains unchanged.

The total number of units
required to complete this
gualification has decreased to
18 units.

The number of core units has
decreased from 19 to 10.

The number of elective units
has increased from 3 to 8.

SIP30112 Certificate 111 in
Community Pharmacy

SIR30107 Certificate Il in
Community Pharmacy

SIP30112 replaces SIR30107
as the intent of the qualification
remains unchanged.

The total number of units
required to complete this
gualification has decreased
from 34 to 26.

The number of core units has
decreased from 21 to 17.

The number of elective units
has decreased from 13 to 9.

SIP40112 Certificate 1V in
Community Pharmacy

SIR40107 Certificate IV in
Community Pharmacy

SIP40112 replaces SIR40107
as the intent of the qualification
remains unchanged.

The total number of units
required to complete this
gualification has decreased
from 33 to 14.

The number of core units has
decreased from 22 to 4.

The number of elective units
has decreased from 11 to 10.
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SIP12 Units of competency mapping table

Code and Title

Relates to

Nature of Relationship
E = equivalent
N = not equivalent

Community Pharmacy Management

SIPCCPM501 Lead and N

develop pharmacy teams New unit

SIPCCPM502 Manage N

pharmacy sales and service New unit

delivery

SIPCCPM503 Manage N

pharmacy premises and New unit

equipment

SIPCCPM504 Investigate N

new front of pharmacy New unit

products and services

Dispensary

SIPCDIS301 Accept SIRPDIS001A Accept E

prescriptions and return prescriptions and deliver Updated and equivalent to

dispensed medicines to medicine SIRPDISO001A.

customers

SIPCDIS302 Deliver SIRPDIS002A Deliver E

medicines to customers medicines to customers Updated and equivalent to

outside the pharmacy outside the pharmacy SIRPDIS002A.

SIPCDIS303 Assist in SIRPDIS003A Assist in E

dispensing prescriptions dispensary operations Updated and equivalent to
SIRPDIS003A.

SIPCDIS404 Assist in SIRPDIS004A Assist in E

dispensary stock control dispensary stock control Updated and equivalent to
SIRPDIS004A.

SIPCDIS405 Assist in N

dispensary administration New unit

SIPCDIS406 Assist in SIRPDIS005A Assist in E

preparing dose administration | preparing dose administration | Updated and equivalent to

aids containers SIRPDIS005A.

SIPCDIS407 Assist in SIRPDISO006A Assist in E

preparing extemporaneous preparing extemporaneous Updated and equivalent to

prescriptions prescriptions SIRPDIS006A.

SIPCDIS408 Coordinate N

service to patients in New unit

residential care settings

Health Care Support

SIPCHCS201 Support the SIRPPKSO001A Support the E

supply of Pharmacy
Medicines and Pharmacist
Only Medicines

sale of pharmacy only and
pharmacist-only medicines

New functional area. Unit
descriptor expanded to define
regulatory environment.
Application statement
expanded to define scope and
boundaries of pharmacy
assistant role.

No change to the overall scope
or outcomes of the unit.
Equivalent to SIRPPKS001A.
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Code and Title

Relates to

Nature of Relationship
E = equivalent
N = not equivalent

SIPCHCS302 Assist in
managing Pharmacy
Medicines and Pharmacist
Only Medicines

SIRPPKSO010A Assist in the
management of pharmacy
only and pharmacist-only
medicines

E

New functional area. Unit
descriptor expanded to define
regulatory environment.
Application statement
expanded to define scope and
boundaries of pharmacy
assistant role. No change to
the overall scope or outcomes
of the unit. Equivalent to
SIRPPKSO010A.

SIPCHCS303 Advise on
asthma management

SIRPPKSO011A Provide
information, products and
services on asthma

E

New functional area. No
change to the overall scope or
outcomes of the unit.
Equivalent to SIRPPKSO011A.

SIPCHCS304 Advise on
smoking cessation

SIRPPKSO018A Provide
information, products and
services on smoking
cessation

E

New functional area. No
change to the overall scope or
outcomes of the unit.
Equivalent to SIRPPKS018A.

SIPCHCS305 Advise on
continence management

N
New unit

SIPCHCS306 Advise on
complementary medicines

SIRPPKS013A Provide
information, products and
services on complementary
medicine

E

New functional area. Unit
descriptor expanded to define
regulatory environment.
Application statement
expanded to define scope and
boundaries of pharmacy
assistant role. Content
strengthened to better define
range of medicines. No change
to the overall scope or
outcomes of the unit.
Equivalent to SIRPPKS013A.

SIPCHCS407 Test blood
pressure and advise on self-
monitoring

SIRPPKS012A Provide
information, products and
services on blood pressure

N

New functional area. Unit
scope and outcomes changed
to include performing blood
pressure testing.

SIPCHCS408 Test blood
glucose and advise on
equipment and services for
diabetes management

SIRPPKS014A Provide
information, products and
services on diabetes

N

New functional area. Unit
scope and outcomes changed
to include performing blood
sugar testing.
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Code and Title

Relates to

Nature of Relationship
E = equivalent
N = not equivalent

SIPCHCS409 Advise on diet,
nutrition and weight-
management products and
services

SIRPPKS015A Provide
information, products and
services on diet, nutrition and
weight management

E

New functional area. No
change to the overall scope or
outcomes of the unit.
Equivalent to SIRPPKSO015A.

SIPCHCS410 Advise on
pregnancy and maternal
health products and services

SIRPPKSO017A Provide
information, products and
services on pregnancy and
maternal health

E

New functional area. No
change to the overall scope or
outcomes of the unit.
Equivalent to SIRPPKSO017A.

SIPCHCS411 Advise on
wound care products and
self-care

SIRPPKS020A Provide
information, products and
services on wound care

E
Updated and equivalent to
SIRPPKS020A.

SIPCHCS412 Provide N
Australian Needle and New unit
Syringe Program services

SIPCHCS413 Supply and hire | SIRPPKS016A Provide E

aids and equipment to
support home health care

information, products and
services to support home
health care

New functional area and unit
title. No change to the overall
scope or outcomes of the unit.
Equivalent to SIRPPKS015A.

SIPCHCS414 Support the

N

management of obstructive New unit
sleep apnoea

SIPCHCSA415 Coordinate N
pharmacy health promotions New unit
and home medicine reviews

Industry

SIPCIND201 Operate in a N
community pharmacy New unit
framework

SIPCIND202 Plan a career in N
community pharmacy New unit
Merchandising

SIPCMER401 Market and SIRPMEROO1A Market and E

promote a pharmacy products
and services area

promote a pharmacy products
and services area

New functional area. Updated
and equivalent to
SIRPMEROO1A.

Pharmacy Product Knowledg

e

SIPCPPK201 Assist
customers seeking commonly
requested vitamins, minerals
and supplements

N
New unit

17




Code and Title

Relates to

Nature of Relationship
E = equivalent
N = not equivalent

SIPCPPK202 Assist
customers seeking eye and
ear products

SIRPPKSO006A Identify,
locate and sell eye, ear and
oral care products

N

New unit. Technical
modification of all areas of the
unit. Change to scope and
outcomes of unit which no
longer includes oral care.
Covers intent and outcomes of
eye and ear care that was
previously included in
SIRPPKSO006A.

SIPCPPK203 Assist
customers seeking first aid
and wound care products

SIRPPKSO008A Identify,
locate and sell first aid and
wound care products

E

New unit title. Technical
modification of all areas of the
unit. No change to the overall
scope or outcomes of the unit.
Equivalent to SIRPPKSO008A.

SIPCPPK204 Assist
customers seeking oral care
products

SIRPPKSO006A Identify,
locate and sell eye, ear and
oral care products

N

New unit. Covers content on
oral care that was previously
included in SIRPPKSO006A.

SIPCPPK205 Assist
customers seeking to relieve
cough and cold symptoms

SIRPPKSO005A Identify,
locate and sell cough and
cold products

E

New unit title. Technical
modification of all areas of the
unit. No change to the overall
scope or outcomes of the unit.
Equivalent to SIRPPKSO005A.

SIPCPPK206 Assist
customers seeking to relieve
skin and fungal conditions

SIRPPKSO009A Identify,
locate and sell products for
skin and fungal conditions

E

New unit title. Technical
modification of all areas of the
unit. No change to the overall
scope or outcomes of the unit.
Equivalent to SIRPPKSO009A.

SIPCPPK207 Supply medical
devices

N
New unit

SIPCPPK308 Assist
customers seeking relief from
gastro-intestinal conditions

SIRPPKSO007A ldentify,
locate and sell products for
gastro-intestinal conditions

E

New unit title. Technical
modification of all areas of the
unit. No change to the overall
scope or outcomes of the unit.
Equivalent to SIRPPKSO007A.

SIPCPPK309 Assist
customers seeking to relieve
common allergic symptom
reactions

SIRRPKSO001A Identify,
locate and sell products
related to allergies

E

New unit title. Technical
modification of all areas of the
unit. No change to the overall
scope or outcomes of the unit.
Equivalent to SIRPPKSO001A.
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Code and Title

Relates to

Nature of Relationship
E = equivalent
N = not equivalent

SIPCPPK310 Assist

customers seeking analgesic

and anti-inflammatory
products

SIRPPKSO003A Identify,

locate and sell analgesic and

anti-inflammatory products

E

New unit title. Technical
modification of all areas of the
unit. No change to the overall
scope or outcomes of the unit.
Equivalent to SIRPPKS003A.

SIPCPPK311 Assist
customers seeking baby or
infant care medicines and
products

SIRPPKSO004A Identify,
locate and sell baby and
infant products

E

Technical modification of all
areas of the unit. No change to
the overall scope or outcomes
of the unit. Equivalent to
SIRPPKS004A.

SIPCPPK312 Assist
customers seeking sexual

SIRPPKS019A Provide
information, products and

E
Confined to sexual health and

health medicines and services o0on wo|equivalentto related outcomes
products menbés health in SIRPPKS019A.
Quality

SIPCQUA401 Coordinate a
pharmacy quality system

N
New unit
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Overview

Review of SIR07 Retail Services i Community Pharmacy

The SIP12 Community Pharmacy Training Package represents the review, redevelopment and
re-establishment of an independent Community Pharmacy Training Package. The review of the
community pharmacy content within the SIR07 Retail Services Training Package formed the
basis for the SIP12 Community Pharmacy Training Package.
SIP12 was funded by the Department of Education, Employment and Workplace Relations
(DEEWR) and managed by the Service Industries Skills Council. The review was directed by a
Management Committee of the Wholesale, Retail and Personal Services Industry Advisory
Committee and involved input from a diverse range of community pharmacy industry
stakeholders including employers, employer bodies, employees, unions, public and private
RTOs and state training authorities.
The review commenced in March 2010 and a discussion paper was released. The
6Recommended Aé¢€CoommenRepoPhar macyd was deack
received from industry and other stakeholders. The report, published in June 2011, formed the
basis for further consultation with stakeholders and the development of the Training Package.
Validation involved dissemination of all content of the reviewed Training Package to ensure the
enhanced product meets the needs of users and provides industry with quality training and
assessment outcomes.
Changes within industry since 2007 and within the policy framework for the development of
Training Packages have resulted in the following key changes:
e Employability and sustainability skills are explicitly embedded in units of competency as the
result of major industry and DEEWR initiatives.
e Units of competency are presented using the latest DEEWR template designed to ensure
consistency across all Training Packages:

d The O6Applicationdé statement at wunit | eve
can apply to different contexts, industry sectors and environments; and who performs
the function described by the unit, and at what level of workplace responsibility. The
nomination of typical job titles clarifi
Information on the intent of the unit and how it can apply to the development of different
types of products provides clarity on the complexity of the skills described within the unit.

d The 6Critical Aspectsd statement in the
on the essential evidence to be collected by the assessor to ensure that the candidate
demonstrates competency. This statement synthesises all of the unit content into a
summarised statement that describes the absolute essence of a rigorous assessment. It
describes the essential knowledge and skill to be demonstrated and a requirement for
multiple assessments over a period of time and coverage of diverse products and range
of complexities, so that evidence of consistency and adaptability is collected.

d The 6Context of and Specific Resources f
assessment environments and the mandatory equipment, resources, workplace
documentation (for example, product information) and customer traffic required for these
environments.

3 The 6Methods of Assessmentd statement pr
assessment methods that can be used to gather evidence, and recommends where
related units can be grouped together for integrated (holistic) assessment.

e Units of competency have been updated and enhanced to:

3 ensure that new technology and industry trends are fully covered

3 provide clearer advice on the breadth and depth of knowledge, and the literacy,
numeracy and communication skills required

d reflect industryds requests to outline s
explicitly in the evidence guide component. In all cases, the evidence guide statements
that direct the assessor are tailored to each specific unit and provide practical
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information set in the context of each unit.
All units of competency have been reviewed to remove any duplication. Competency fields
and unit titles have been reviewed and updated to better reflect the nature of the skills and
knowledge.
New and strengthen units of competency have been developed in the areas of:

3 community pharmacy management
3 dispensary administration
3 coordinating service to patients in residential care settings
3 continence management
3 testing and advising on blood pressure
3 testing blood glucose and advising on equipment and services for diabetes management
3 providing support for the Australian Needle and Syringe Program services
3 supporting the management of obstructive sleep apnoea
3 coordinating pharmacy health education promotions and home medicine reviews
3 operating within the community pharmacy industry
3 planning a career in the community pharmacy industry
3 pharmacy product knowledge areas:
- vitamins, minerals and supplements
- eye and ear
- oral care

3 supplying medical devices

3 coordinating a pharmacy quality system.

Qualifications have been improved to ensure they are flexible to meet the diverse needs of

multiple community pharmacyi ndustry environments. This

need for multi-skilled workers within the many small businesses that make up the
community pharmacy industry. Key actions taken to improve and broaden the application of
community pharmacy qualifications include:

3 aclear progression from fundamental skills packaged at Certificate 1l level to more
broader skills required for the Certificate Il level, while maintaining both qualification
levels as entry points

3 clear specialisations for candidates of the Certificate IV qualification, to provide those
with experience with the opportunity for further skills development.

Each qualification is introduced by a statement that clearly outlines its applicability to

common job functions within the community pharmacy industry and to different industry

business types and environments.

An Employability Skills Summary is provided for each qualification to provide holistic

guidance to trainers and assessors and to assist employers to understand the generic skills

delivered by the qualification.

Details of specific changes and a mapping between the previous Training Package and this
version are outlined in the preliminary pages in this volume of the Training Package.
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Components of the SIP12 Community Pharmacy Training Package

The SIP12 Community Pharmacy Training Package consists of three major components
endorsed by the National Skills Standards Council (NSSC). The three components have been
design to establish the criteria and guidelines against which community pharmacy qualifications
will be awarded. All components have been developed through a consultative process with
industry in conjunction with other critical stakeholders.

Qualifications

The Qualifications Framework sets out the requirements for attainment of qualifications in the
community pharmacy industry. There are three qualifications ranging from Certificate 1l to
Certificate IV.

Details of the transition from qualifications in SIR07 to SIP12 may be found in the preliminary
pages in this volume of the SIP12 Community Pharmacy Training Package.

Assessment Guidelines

The Assessment Guidelines provide the framework for assessment of units of competency in
SIP12 Community Pharmacy Training Package. They are designed to ensure that assessment
activities are consistent with the Standards for NVR Registered Training Organisations and
AQTF; and that assessment processes are valid, reliable, flexible and fair.

Competency Standards
The competency standards represent the skills and knowledge applied at work and identified by
the industry as appropriate across the full range of community pharmacy workplaces.
The SIP12 Community Pharmacy Training Package comprises of 90 units of competency:
e 43 community pharmacy units of competency, organized into the following competency
fields:

CPM1 Community Pharmacy Management

DIS i Dispensary

HCS i Health Care Support

IND T Industry

MER i Merchandising

PPK'1 Pharmacy Product Knowledge

QUA T Quality
6 units of competency imported from the following Training Packages:

BBSO07 Business Services (version 5.0)

HLTO7 Health (version 4.0)

SIB10 Beauty (version 1.2)

SIR07 Retail Services (version 2.0)

TAE10 Training and Education (version 2.0).

Wwwwwwao wwwwwww

22



Industry Requirements for Employability Skills

This Training Package seeks to ensure that industry-endorsed employability skills are explicitly

embedded in units of competency. The application of each skill and the level of detail included

in each part of the unit will vary according to industry requirements and the nature of the unit of

competency.

Employability skills must be both explicit and embedded within units of competency. This means

that employability skills will be:

e embedded in units of competency as part of the other performance requirements that make
up the competency as a whole

e explicitly described within units of competency to enable Training Packages users to identify
accurately the performance requirements of each unit with regards to employability skills.

This Training Package also seeks to ensure that employability skills are well-defined and written

into units of competency so that they are apparent, clear and can be delivered and assessed as

an essential component of unit work outcomes.

The following table contains examples of embedded employability skills for each component of

a unit of competency. Please note that in the examples below the bracketed skills are provided

only for clarification and will not be present in units of competency within this Training Package.

Examples from this Training Package of Employability Skills embedded within
unit components

Unit component Example of embedded Employability Skill
Unit Title Give formal presentations and take part in meetings.
(communication)

Unit Descriptor This unit covers the skills and knowledge required to

promote the use and implementation of innovative work
practices to effect change. (initiative and enterprise)

Element Proactively resolve issues. (problem solving)

Performance Criteria Information is organised in a format suitable for analysis
and dissemination in accordance with organisational
requirements. (planning and organising)

Range Statement Software applications may include email, internet, word
processing, spreadsheet, database or accounting
packages. (technology)

Required Skills and Modify activities depending on differing workplace contexts,
Knowledge risk situations and environments. (learning)
Work collaboratively with others during a fire emergency.
(teamwork)

Instructions, procedures and other information relevant the
maintenance of vessel and port security. (communication)

Evidence Guide Evidence of having worked constructively with a wide range
of community groups and stakeholders to solve problems
and adapt or design new solutions to meet identified needs
in crime prevention. In particular, evidence must be
obtained on the ability to:

e assess response options to identified crime-prevention
needs and determine the optimal action to be
implemented

e in consultation with relevant others, design an initiative
to address identified issues. (initiative and enterprise)
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List of AQF Qualifications

Qualification Title

Code

SIP20112 Certificate Il in Community Pharmacy
SIP30112 Certificate Il in Community Pharmacy
SIP40112 Certificate IV in Community Pharmacy

Whole of Industry Qualification Information

An RTO will award a qualification when the required number of competencies, as determined by
the packaging rules for the specific qualification, has been demonstrated. If a learner does not
complete all of the competencies required for a qualification he/she will receive a Statement of
Attainment for the unit/s of competency completed.
Units of competency within each qualification have been categorised as either core or elective.
The core units are essential to the qualification. Candidates must also choose the specified
number of elective units required for each qualification.

Qualification code
and title

Number of core
units required

Number of elective
units required

Total number of
units required

SIP20112 Certificate
Il in Community
Pharmacy

10

8

18

SIP30112 Certificate
lll'in Community
Pharmacy

17

26

SIP40112 Certificate
IV in Community
Pharmacy

10

14
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Qualifications Pathways

SIP40112 Certificate IV in Community
Pharmacy
This qualification reflects the role of individuals who
apply knowledge and skills to provide leadgpsin the
pharmacy teamworking relatively autonomously under
the broad supervision of the pharmacist. Thagy also
coordinate and supervisethers in the workplace. The
role involves the use of a broad knowledge base
incorporating some theoreticatoncepts and requires
the identification, analysis and evaluation of
information from a variety of sources.

A

SIP30112 Certificate lll in Community
Pharmacy
This qualificaibn reflects the role of individuals who
apply pharmacy product and service knowledge alon
with retail skills to provide service to customers in a
community pharmacy environment. Work is undertake
with some autonomy but under the supervision of a
pharmadgst. The structure of this qualification
recognises the diversity of business models that
characterise thecommunity pharmacy industry. It
supports multiskilling and participation in work teams

A

SIP20112 Certificate Il in Community
Pharmacy
This qualification reflects the role of individuals who
apply retail operational tasks and provide initial
customer service in a community pharmacy
environment. These individuals provide preliminary
advice to customers, and fation undersupervision, as
part of a pharmacy team, recognising tlimitations of
their job role and referring customers to more senior
pharmacy assistants or a pharmacist where appropria]
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SIP20112 Certificate Il in Community Pharmacy

Qualification Notes

Modification SIP20112 replaces SIR20107 Certificate Il in Community Pharmacy as
history the intent of the qualification remains unchanged.

The total number of units required to complete this qualification has
decreased to 18 units.

The number of core units has decreased from 19 to 10.

The number of elective units has increased from 3 to 8.

Descriptor

This qualification reflects the role of individuals who apply retail operational tasks and provide
initial customer service in a community pharmacy environment. These individuals provide
preliminary advice to customers, and function under supervision, as part of a pharmacy team,
recognising the limitations of their job role and referring customers to more senior pharmacy
assistants or a pharmacist where appropriate.

Work could be undertaken in a variety of community pharmacy settings.

This qualification is suitable for an Australian Apprenticeship pathway. The Certificate Il in
Community Pharmacy is suitable for VET in Schools delivery.

Job roles

Individuals with this qualification are able to perform roles, such as:

e responding to and advising customers on general retail products

e accepting prescriptions

e applying product knowledge to recommend and supply a defined range of pharmacy
products and services to customers

e referring customers to more senior pharmacy assistants or a pharmacist

e operating within the legislative framework, regulation and protocols that apply to community
pharmacy

e operating a point of sale area

e maintaining stock levels and displays

e organising and maintaining work areas

Licensing and regulatory
All relevant federal, state or territory legislation, Pharmacy Board of Australia Guidelines, and
established practice and quality assurance standards are to be met.

Qualifications Pathways

Pathways into the qualification
People may enter this qualification with limited or no vocational experience and without a lower
level qualification.

Pathways from the qualification
After achieving this qualification, people may progress to a Certificate 11l in Community
Pharmacy or to Certificate Il qualifications other service industry fields.

Entry requirements
There are no entry requirements for this qualification.
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Packaging Rules

To achieve a Certificate Il in Community Pharmacy ,18 units must be completed:

e 10 core units
e 38 elective units:

3 4 units must be selected from Group AT Pharmacy Product Knowledge
3 the remaining 4 units may be selected from:
- Group B1 General Elective Units, or
- SIP12 Community Pharmacy or another endorsed Training Package or accredited
course, provided the units are first packaged at AQF level 2 or 3 in the parent
Training Package.

In all cases, selection of electives must be guided by the job outcome, local industry
requirements and the characteristics of this qualification (as per the AQF descriptors).

Core Units

HLTIN301C Comply with infection control policies and procedures

SIPCIND201 Operate in a community pharmacy framework

SIPCHCS201 Support the supply of Pharmacy Medicines and Pharmacist Only
Medicines

SIRXCCS201 Apply point of sale handling procedures

SIRXCLM101 Organise and maintain work areas

SIRXCOM101 Communicate in the workplace to support team and customer outcomes

SIRXIND101 Work effectively in a customer service environment

SIRXMER201 Merchandise products

SIRXRSK201 Minimise loss

SIRXWHS101 Apply safe work practices

Elective Group A1

Pharmacy Product Knowledge

SIPCPPK201 Assist customers seeking commonly requested vitamins, minerals and
supplements

SIPCPPK202 Assist customers seeking eye and ear products

SIPCPPK203 Assist customers seeking first aid and wound care products

SIPCPPK204 Assist customers seeking oral care products

SIPCPPK205 Assist customers seeking to relieve cough and cold symptoms

SIPCPPK206 Assist customers seeking to relieve skin and fungal conditions

SIPCPPK207 Supply medical devices

SIRXRPKO02A

Recommend hair, beauty and cosmetic products and services

Elective Group B i General Elective Units

Client and Customer Service

SIRXCCS202

Interact with customers

Computer Operations and ICT Management

SIRXICTOO01A

Operate retail technology

Finance
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SIRXFIN201

Balance and secure point of sale terminal

Inventory

SIRXINVOO1A

Perform stock control procedures

Pharmacy Product

Knowledge

SIPCPPK201 Assist customers seeking commonly requested vitamins, minerals and
supplements

SIPCPPK202 Assist customers seeking eye and ear products

SIPCPPK203 Assist customers seeking first aid and wound care products

SIPCPPK204 Assist customers seeking oral care products

SIPCPPK205 Assist customers seeking to relieve cough and cold symptoms

SIPCPPK206 Assist customers seeking to relieve skin and fungal conditions

SIPCPPK207 Supply medical devices

SIRXRPKO02A

Recommend hair, beauty and cosmetic products and services

Retail Make-Up and

Skin Care

SIBBFAS201A

Demonstrate retail skin care products

SIBXFAS201A

Design and apply make-up

Sales

SIRXSLS201

Sell products and services

Skin Services

SIBBSKS201A

Pierce ears

Sustainability

BSBSUS201A Participate in environmentally sustainable work practices
Industry
SIPCIND202 Plan a career in community pharmacy
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EMPLOYABILITY SKILLS QUALIFICATION SUMMARY

Employability Skill

Industry/enterprise requirements for this qualification
include:

Communication

Use questioning and active listening skills to establish customer
requirements, answer questions and provide information on the
location of pharmacy product or service areas. Refer requests for
product advice to a more senior team member or a pharmacist.
Regularly carry out verbal instructions from other team members
and supervisors. Interpret simple workplace documents, complete
simple written workplace forms and share work related information
with other team members.

Teamwork

Work collaboratively with other team members, supporting the
team, respecting and under stan
receiving feedback in the context of a pharmacy customer service
environment where employees are expected to perform their
individual tasks but also look for opportunities to assist others.

Problem-solving

Demonstrate sensitivity to customer needs and concerns
anticipating problems and acting to avoid them where possible.
Solve problems in the context of a team structure where after
clarification, recognition of risk may be referred to another team
member or a supervisor for resolution depending upon store policy
and procedures.

Initiative and enterprise

Look for opportunities to do things better and suggest ideas to
supervisors and other team members and supervisors in the
context of the job role. Positively accept and adapt to changes in
procedures or arrangements in the pharmacy. Take positive action
to report hazards or risks to supervisors.

Planning and organising

Plan and carry out simple front of pharmacy tasks to timelines and
priorities that are set by a supervisor.

Self-management

Understand and follow pharmacy regarding work availability,
rosters and work duties. Work within the pharmacy culture by
practising inclusive behaviour, effective management of personal
presentation, hygiene, and time; and the ability to efficiently
prioritise and complete delegated tasks under instruction.

Learning

Identify personal strengths and weaknesses in the context of the
job role and to recognise how to personally learn best at work.
Accept opportunities to learn new ways of doing things and
implement changes under instruction within the context of store
procedures.

Technology

Use of computer based point of sale systems in the context of
available equipment and pharmacy procedures. Recognise and
report faulty equipment and follow pharmacy occupational health
and safety procedures.
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SIP30112 Certificate lll in Community Pharmacy

Qualification Notes

Modification SIP30112 replaces SIR30107 Certificate Il in Community Pharmacy as
history the intent of the qualification remains unchanged.

The total number of units required to complete this qualification has
decreased from 34 to 26.

The number of core units has decreased from 21 to 17.

The number of elective units has decreased from 13 to 9.

Descriptor

This qualification reflects the role of individuals who apply pharmacy product and service
knowledge along with retail skills to provide service to customers in a community pharmacy
environment. Work is undertaken with some autonomy but under the supervision of a
pharmacist.

The structure of this qualification recognises the diversity of business models that characterise
the community pharmacy industry. It supports multi-skilling and participation in work teams as
appropriate to the size and structure of the business.

This qualification is suitable for an Australian Apprenticeship pathway and is not recommended
for VET in Schools delivery.

Job roles

Individuals with this qualification are able to perform pharmacy assistant roles, such as:

e communicating with customers to identify needs

e accepting and delivering prescriptions to and from customers

e applying specialised product knowledge to recommend and supply pharmacy products and
services to customers

e operating within the legislative framework, regulation and protocols that apply to community

pharmacy

recognising and acting on situations or requests that require referral to a pharmacist

assisting in the dispensary

creating and maintaining displays

merchandising products and performing stock control.

Licensing and regulatory
All relevant federal, state or territory legislation, Pharmacy Board of Australia Guidelines, and
established practice and quality assurance standards are to be met.

Qualifications Pathways

Pathways into the qualification
People may enter this qualification with limited or no vocational experience and without a lower
level qualification, or they may have previously completely a Certificate Il qualification.

Pathways from the qualification
After achieving this qualification, people may progress to a Certificate IV in Community
Pharmacy or to Certificate IV qualifications other service industry fields.

Entry requirements
There are no entry requirements for this qualification.
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SIP30112 Certificate lll in Community Pharmacy

Packaging Rules

To achieve a Certificate 11l in Community Pharmacy 26 units must be completed:

e 17 core units
e 9 elective units:

3 5 units must be selected from Group AT Pharmacy Support
3 the remaining 4 units may be selected from:
- Group B1 General Elective Units, or
- SIP12 Community Pharmacy or another endorsed Training Package or accredited
course, provided the units are first packaged at AQF level 2, 3 or 4 in the parent
Training Package.

In all cases selection of electives must be guided by the job outcome, local industry
requirements and the characteristics of this qualification (as per the AQF descriptors).

Core units

HLTIN301C Comply with infection control policies and procedures

HLTCSD306C Respond effectively to difficult or challenging behaviour

SIPCDIS301 Accept prescriptions and return dispensed medicines to customers

SIPCHCS201 Support the supply of Pharmacy Medicines and Pharmacist Only
Medicines

SIPCPPK205 Assist customers seeking to relieve cough and cold symptoms

SIPCPPK206 Assist customers seeking to relieve skin and fungal conditions

SIPCPPK308 Assist customers seeking relief from gastro-intestinal conditions

SIPCPPK309 Assist customers seeking to relieve common allergic symptom reactions

SIPCPPK310 Assist customers seeking analgesic and anti-inflammatory products

SIRXCCS201 Apply point of sale handling procedures

SIRXCCS202 Interact with customers

SIRXCLM101 Organise and maintain work areas

SIRXCOM101 Communicate in the workplace to support team and customer outcomes

SIRXIND101 Work effectively in a customer service environment

SIRXINVOO01A Perform stock control procedures

SIRXRSK201 Minimise loss

SIRXWHS101 Apply safe work practices

Elective Group A1

Pharmacy Support

SIPCHCS302 Assist in managing Pharmacy Medicines and Pharmacist Only Medicines
SIPCHCS303 Advise on asthma management

SIPCHCS304 Advise on smoking cessation

SIPCHCS305 Advise on continence management

SIPCHCS306 Advise on complementary medicines
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SIP30112 Certificate lll in Community Pharmacy

SIPCPPK201 Assist customers seeking commonly requested vitamins, minerals and
supplements

SIPCPPK202 Assist customers seeking eye and ear products

SIPCPPK203 Assist customers seeking first aid and wound care products

SIPCPPK204 Assist customers seeking oral care products

SIPCPPK311 Assist customers seeking baby or infant care medicines and products

SIPCPPK312

Assist customers seeking sexual health medicines and products

SIRXRPKO02A

Recommend hair, beauty and cosmetic products and services

Elective Group B i

General Elective Units

Client and Customer Service

SIRXCCS203

Promote loyalty programs

Computer Operations and ICT Management

SIRXICT303 Operate retail information technology systems
Dispensary

SIPCDIS302 Deliver medicines to customers outside the pharmacy
SIPCDIS303 Assist in dispensing prescriptions

Finance

SIRXFIN201 Balance and secure point of sale terminal

Health Care Support

SIPCHCS302 Assist in managing Pharmacy Medicines and Pharmacist Only Medicines
SIPCHCS303 Advise on asthma management

SIPCHCS304 Advise on smoking cessation

SIPCHCS305 Advise on continence management

SIPCHCS306 Advise on complementary medicines

Inventory

SIRXINVO02A Maintain and order stock

Medical Services A

dministration

BSBMED301B

Interpret and apply medical terminology appropriately

Management

SIRXMGTOO01A

Coordinate work teams

SIRXMGTOO02A

Maintain employee relations

Marketing and Promotion

SIRXMPROO2A

Provide marketing and promotion program support

Merchandising

SIRXMER201

Merchandise products

SIRXMER202

Plan, create and maintain displays
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SIP30112 Certificate lll in Community Pharmacy

Pharmacy Product

Knowledge

SIPCPPK201 Assist customers seeking commonly requested vitamins, minerals and
supplements

SIPCPPK202 Assist customers seeking eye and ear products

SIPCPPK203 Assist customers seeking first aid and wound care products

SIPCPPK204 Assist customers seeking oral care products

SIPCPPK311 Assist customers seeking baby or infant care medicines and products

SIPCPPK312

Assist customers seeking sexual health related medicines and products

SIRXRPKO02A

Recommend hair, beauty and cosmetic products and services

Skin Services

SIBBSKS201A Pierce ears

Sales

SIRXSLS201 Sell products and services

Sustainability

BSBSUS201A Participate in environmentally sustainable work practices

Training and Education

TAEASS301B Contribute to assessment

TAEDEL301A Provide work skill instruction

Workplace Effectiveness

BSBWOR301A Organise personal work priorities and development
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SIP40112 Certificate IV in Community Pharmacy

Qualification Notes

Modification SIP40112 replaces SIR40107 as the intent of the qualification remains
history unchanged.

The total number of units required to complete this qualification has
decreased from 33 to 14.

The number of core units has decreased from 22 to 4.

The number of elective units has decreased from 11 to 10.

Descriptor

This qualification reflects the role of individuals who apply knowledge and skills to provide
leadership in the pharmacy team; working relatively autonomously under the broad supervision
of the pharmacist. They may also coordinate and supervise others in the workplace. The role
involves the use of a broad knowledge base incorporating some theoretical concepts and
requires the identification, analysis and evaluation of information from a variety of sources.

The flexible structure of the qualification recognises the diversity of business models that
characterise the community pharmacy industry. It supports multi-skilling and leading or
participating in work teams as appropriate to the size and structure of the business.

This qualification is suitable for an Australian Apprenticeship pathway.

Job roles

Individuals with this qualification are able to perform roles, such as:
e maintaining store safety and security

coordinating sales and customer service

leading a team

supervising front of pharmacy staff

coordinating merchandise and pharmacy presentation
coordinating pharmacy health promotions

providing specialised pharmacy product advice

providing health care support services

assisting a pharmacist in dispensary operations and administration
coordinating stock control requirements for the pharmacy
coordinating the administration of the pharmacy quality program.

Licensing and regulatory
All relevant federal, state or territory legislation, Pharmacy Board of Australia Guidelines, and
established practice and quality assurance standards are to be met.

Qualifications Pathways

Preferred Pathway
The preferred pathway for candidates entering this qualifications is the:
e SIP30112 Certificate 1l in Community Pharmacy.

Entry Requirements
In the absence of this qualification, the following entry requirements apply.

The candidate must demonstrate employment experience in a community pharmacy setting,
demonstrating the following skills:

e communicating with customers to identify needs

e accepting and delivering prescriptions to and from customers

e applying current specialised product knowledge to recommend and supply pharmacy
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SIP40112 Certificate IV in Community Pharmacy

products and services to customers

e operating within the legislative framework, regulation and protocols that apply to community
pharmacy

e recognising and acting on situations or requests that require referral to a pharmacist

e creating and maintaining displays

e merchandising products and performing stock control.

Packaging Rules

To achieve a Certificate IV in Community Pharmacy, 14 units must be completed:
e 4 core units
e 10 elective units:
3 all 4 units from one of the following elective groups:
- Group A1 Front of Pharmacy Supervision
- Group B i Health Care Support and Promotion
- Group Ci Community Pharmacy Dispensary
- Group D1 Stock Control.
3 the remaining 6 units:
- 3 must be selected from Group E - General Elective Units
- amaximum of 3 units may be selected from SIP12 Community Pharmacy or another
endorsed Training Package or accredited course, provided the units are first
packaged at AQF level 4 or 5 in the parent Training Package.

In all cases selection of electives must be guided by the job outcome, local industry
requirements and the characteristics of this qualification (as per the AQF descriptors).

Core units

HLTCSD306C Respond effectively to difficult or challenging behaviour

SIPCHCS302 Assist in managing Pharmacy Medicines and Pharmacist Only Medicines

SIRXWHS302 Maintain store safety

SIRXMGTOO03A | Lead and manage people

Elective Group A Front of Pharmacy Supervision

SIPCMER401 Market and promote a pharmacy products and services area

SIRXCCS304 Coordinate interaction with customers

SIRXMGTO0O01A | Coordinate work teams

SIRXSLS304 Coordinate sales performance

Elective Group B i Health Care Support

SIPCHCS407 Test blood pressure and advise on self-monitoring

SIPCHCS408 Test blood glucose and advise on equipment and services for diabetes
management

SIPCHCS409 Advise on diet, nutrition and weight-management products and services

SIPCHCS415 Coordinate pharmacy health promotions and home medicine reviews

Elective Group C1 Community Pharmacy Dispensary
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SIP40112 Certificate IV in Community Pharmacy

SIPCDIS303 Assist in dispensing prescriptions
SIPCDIS404 Assist in dispensary stock control
SIPCDIS405 Assist in dispensary administration
SIPCDIS406 Assist in preparing dose administration aids

Elective Group Di Stock Control
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SIP40112 Certificate IV in Community Pharmacy

SIRXINVOO1A Perform stock control procedures
SIRXINVO02A Maintain and order stock
SIRXINVOO03A Plan inventory levels
SIRXINVOO5A Control inventory

Elective Group

E i General Elective Units

Client and Customer Service

BSBCUS401A | Coordinate implementation of customer service strategies
SIRXCCS304 Coordinate interaction with customers

SIRXCCS406 Provide customer service for high value and complex sales
SIRXCCS408 Build retail relationships and sustain customer loyalty
Communication and Teamwork

HLTCOM408C | Use specific health terminology to communicate effectively
BSBRES401A | Analyse and present research information

Dispensary

SIPCDIS303 Assist in dispensing prescriptions

SIPCDIS404 Assist in dispensary stock control

SIPCDIS405 Assist in dispensary administration

SIPCDIS406 Assist in preparing dose administration aids

SIPCDIS407 Assist in preparing extemporaneous prescriptions

SIPCDIS408 Coordinate service to patients in residential care settings

Finance

BSBFIA302A Process payroll

SIRXFINOO3A Produce financial results

Health Care Support

HLTHIR403C Work effectively with culturally diverse clients and co-workers
HLTHIR404D Work effectively with Aboriginal and/or Torres Strait Islander people
HLTIN402C Maintain infection control standards in office practice settings
HLTSL408C Perform home based assessments for sleep studies

SIPCHCS201 Support the supply of Pharmacy Medicines and Pharmacist Only Medicines
SIPCHCS303 Advise on asthma management

SIPCHCS304 Advise on smoking cessation

SIPCHCS305 Advise on continence management

SIPCHCS306 Advise on complementary medicines

SIPCHCS407 Test blood pressure and advise on self-monitoring

SIPCHCS408 Test blood glucose and advise on equipment and services for diabetes

management
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SIP40112 Certificate IV in Community Pharmacy

SIPCHCS409 Advise on diet, nutrition and weight-management products and services
SIPCHCS410 Advise on pregnancy and maternal health products and services
SIPCHCS411 Advise on wound care products and self-care

SIPCHCS412 Provide Australian Needle and Syringe Program services

SIPCHCS413 Supply and hire aids and equipment to support home health care
SIPCHCS414 Support the management of obstructive sleep apnoea

SIPCHCS415 Coordinate pharmacy health promotions and home medicine reviews

Human Resourc

es

SIRXHRMOO1A

Administer human resources policy

SIRXHRMOO02A

Recruit and select personnel

Infection Contro

HLTIN301C Comply with infection control policies and procedures
Inventory

SIRXINVOO1A Perform stock control procedures

SIRXINVO02A Maintain and order stock

SIRXINVO03A Plan inventory levels

SIRXINVOO5A Control inventory

Merchandising

SIPCMER401 Market and promote a pharmacy products and services area
SIRXMER405 Manage store presentation and pricing

Management and Leadership

BSBMGT403A

Implement continuous improvement

BSBMGT405A

Provide personal leadership

SIRXMGTO002A

Maintain employee relations

Quality and Innovation

SIPCQUA401

Coordinate a pharmacy quality system

Risk Management and Security

SIRXRSKO002A

Maintain store security

Sales

SIRXSLS303 Build relationships with customers

SIRXSLS304 Coordinate sales performance

Sustainability

BSBSUS301A Implement and monitor environmentally sustainable work practices

Training and Education

TAEASS301B

Contribute to assessment

TAEDEL404A

Mentor in the workplace
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EMPLOYABILITY SKILLS QUALIFICATION SUMMARY

Employability
Skill

Industry/enterprise requirements for this qualification include:

Communication

Apply communication skills to provide instruction and feedback, mentor
others in the workplace and co-ordinate customer service. Interact with
customers who may be elderly, ill or drug affected, often about highly
personal and sensitive matters requiring empathy, tact and confidentiality. Be
familiar with technical terms used to describe products and/or used in product
and health care information.

Teamwork

Effectively participate in community pharmacy teams, working closely with
the pharmacist and other members of the staff team (according to business
size). Lead front of pharmacy teams where required in the context of the job
role. Mentor workplace procedures and protocols to others, provide
leadership and support team members to carry out their role.

Problem-solving

Demonstrate sensitivity to customer needs and concerns, anticipating
problems and acting to avoid them where possible. Solve problems within a
framework of established business procedures and protocols and with
reference to the pharmacist. Respond to staffing and resource issues,
investigate and resolve stock discrepancies and respond to customer
requests.

Initiative and
enterprise

Use initiative in identifying the most appropriate products and services for
customers and maintain current knowledge of product range and market
trends. Opportunities for initiative and enterprise occur within established
business procedures and protocols and with reference to the pharmacist.
Those responsible for marketing and merchandising develop and coordinate
promotional strategies for community pharmacy products.

Planning and
organising

Support the pharmacist in planning and providing a safe and secure work
environment and overseeing implementation of work procedures and
protocols consistent with legislative, business and customer requirements.
Identify and source required resources to support management of sales and
customer service. Schedule work activities, co-ordinate inputs of specialist
service providers and ensure that the required resources are available for the
staff team to deliver business outcomes.

Self-
management

Understand how a personal job role fits into the context of the wider business
values and directions. Manage own time and oversee or establish schedules
and routines for others in consultation with the pharmacist and/or other staff.
Understand the legal context, including the boundaries of the job role and
also an awareness of the special requirements for selling medicines and
managing scheduled medicines. This involves a detailed understanding of
the roles and responsibilities of the pharmacy assistant and how these relate
to the role of the pharmacist.

Learning

Identify personal strengths and weaknesses in the context of the job role and
recognise how to personally learn best at work. Maintain current knowledge
of market trends and products and services that could be sold by the
pharmacy. Access a range of sources of information and expertise to update
personal knowledge and provide current information to customers. Make
current product knowledge available to other team members.

Technology

Update and maintain computer-based information and database systems.
Sell a range of health care products including kits, aids and equipment.
Understand how these items operate, to assist the customer in appropriate
selection depending on their need/capacity, demonstrate safe use and
provide information on care and maintenance as appropriate.
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Skill Sets in this Training Package

Skill Set Community Pharmacy Management

Target group This skills set provides the skills and knowledge required for a manager in the
community pharmacy setting.

Units Unit Code Unit Title
SIPCCPM501 | Lead and develop pharmacy teams
SIPCCPM502 | Manage pharmacy sales and service delivery
SIPCCPM503 | Manage pharmacy premises and equipment
SIPCCPM504 | Investigate new front of pharmacy products and services

Pathway These units provide a credit towards the SIR50112 Diploma of Retail
Management.

Suggested form | These competencies from the SIP12 Community Pharmacy Training

of words on Package meet skills required to be a manager in the community pharmacy

Statement of industry.

Attainment
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Assessment
Guldelines



Introduction
These Assessment Guidelines provide the endorsed framework for assessment of units of
competency in this Training Package. They are designed to ensure that assessment is
consistent with the Australian Quality Training Framework (AQTF) Essential Standards for Initial
and Continuing Registration or Standards for NVR Registered Training Organisations.
Assessments against the units of competency in this Training Package must be carried out in
accordance with these Assessment Guidelines.

Assessment System Overview
This section provides an overview of the requirements for assessment when using this Training
Package, including a summary of the AQTF requirements; licensing and registration
requirements; Standards for NVR Registered Training Organisations; and assessment
pathways.
Quality assessment underpins the credibility of the vocational education and training sector.
The Assessment Guidelines of a Training Package are an important tool in supporting quality
assessment.
Assessment within the National Skills Framework is the process of collecting evidence and
making judgements about whether competency has been achieved to confirm whether an
individual can perform to the standards expected in the workplace, as expressed in the relevant
endorsed unit of competency.
Assessment must be carried out in accordance with the:

- benchmarks for assessment

- specific industry requirements

- principles of assessment

- rules of evidence

- assessment requirements set out in the AQTF.

Benchmarks for Assessment

The endorsed units of competency in this Training Package are the benchmarks for
assessment. As such, they provide the basis for nationally recognised Australian Qualifications
Framework (AQF) gualifications and Statements of Attainment issued by Registered Training
Organisations (RTOs).

Principles of Assessment
All assessments carried out by RTOs are required to demonstrate compliance with the
principles of assessment:
- validity
reliability
flexibility
fairness
- sufficiency.
These principles must be addressed in the:
- design, establishment and management of the assessment system for this Training
Package
- development of assessment tools, and
- the conduct of assessment.

Validity
Assessment is valid when the process is sound and assesses what it claims to assess. Validity
requires that:
(a) assessment against the units of competency must cover the broad range of skills
and knowledge that are essential to competent performance
(b) assessment of knowledge and skills must be integrated with their practical
application
(c) judgement of competence must be based on sufficient evidence (that is, evidence
gathered on a number of occasions and in a range of contexts using different
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assessment methods). The specific evidence requirements of each unit of
competency provide advice on sufficiency
Reliability
Reliability refers to the degree to which evidence presented for assessment is consistently
interpreted and results in consistent assessment outcomes. Reliability requires the assessor to
have the required competencies in assessment and relevant vocational competencies (or to
assess in conjunction with someone who has the vocational competencies). It can only be
achieved when assessors share a common interpretation of the assessment requirements of
the unit(s) being assessed.

Flexibility

To be flexible, assessment should reflect the candidat e 6s needs; provide
competencies no matter how, where or when they have been acquired; draw on a range of
methods appropriate to the context, competency and the candidate; and support continuous
competency development.

Fairness

Fairnessi n assessment requires consideration of
characteristics, and any reasonable adjustments that need to be applied to take account of
them. It requires clear communication between the assessor and the candidate to ensure that
the candidate is fully informed about, understands and is able to participate in, the assessment
process, and agrees that the process is appropriate. It also includes an opportunity for the
person being assessed to challenge the result of the assessment and to be reassessed if
necessary.

Sufficiency

Sufficiency relates to the quality and quantity of evidence assessed. It requires the collection of
enough appropriate evidence to ensure that all aspects of competency have been satisfied and
that competency can be demonstrated repeatedly. Supplementary sources of evidence may be
necessary. The specific evidence requirements of each unit of competency provide advice on
sufficiency. Sufficiency is also one of the rules of evidence.

Rules of Evidence

The rules of evidence guide the collection of evidence that address the principles of validity and
reliability, guiding the collection of evidence to ensure that it is valid, sufficient, current and
authentic.

Valid

Valid evidence must relate directly to the requirements of the unit of competency. In ensuring
evidence is valid, assessors must ensure that the evidence collected supports demonstration of
the outcomes and performance requirements of the unit of competency together with the
knowledge and skills necessary for competent performance. Valid evidence must encapsulate
the breadth and depth of the unit of competency, which will necessitate using a number of
different assessment methods.

Sufficient

Sufficiency relates to the quality and quantity of evidence assessed. It requires the collection of
enough appropriate evidence to ensure that all aspects of competency have been satisfied and
that competency can be demonstrated repeatedly. Supplementary sources of evidence may be
necessary. The specific evidence requirements of each unit of competency provide advice on
sufficiency.

Current

In assessment, currency relates to the age of the evidence presented by a candidate to
demonstrate that they are still competent. Competency requires demonstration of current
performance, so the evidence collected must be from either the present or the very recent past.
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Authentic

To accept evidence as authentic, an assessor must be assured that the evidence presented for
assessment is the candidateds own wor k.

Assessment Requirements of the Australian Quality Training Framework

Assessment leading to nationally recognised AQF qualifications and Statements of Attainment
in the vocational education and training sector must meet the requirements of the AQTF as
expressed in the AQTF 2010 Essential Standards for Registration or the Standards for NVR
Registered Training Organisations.

The AQTF 2010 Essential Standards for Initial and Continuing Registration can be downloaded
from <www.training.com.au>.

The Standards for NVR Registered Training Organisations can be downloaded from
<www.asga.gov.au>.
The following points summarise the assessment requirements:

Registration of Training Organisations

Assessment must be conducted by, or on behalf of, an RTO formally registered by a State or
Territory Registering Body in accordance with the AQTF or Standards for NVR Registered
Training Organisations. The RTO must have the specific units of competency and/or AQF
gualifications on its scope of registration.

Quality Training and Assessment

Each RTO must provide quality training and assessment across all its operations. See the
AQTF Essential Standards for Initial and Continuing Registration, Standard 1 or refer to the
Standards for NVR Registered Training Organisations.

Assessor Competency Requirements

Each person involved in training and assessment must be competent for the functions they

perform. See the AQTF Essential Standards for Initial and Continuing Registration, Standard 1

for assessor (and trainer) competency requirements. See alsothe AQTFUs er sd® Gui de to
Essential Standards for Registration i Appendix 2 or refer to the Standards for NVR Registered

Training Organisations.

Assessment Requirements

The RTOs assessments, including RPL, must meet the requirements of the relevant endorsed
Training Package. See the AQTF Essential Standards for Initial and Continuing Registration or
the Standards for NVR Registered Training Organisations.

Assessment Strategies

Each RTO must have strategies for training and assessment that meet the requirements of the
relevant Training Package or accredited course and are developed in consultation with industry
stakeholders. See the AQTF Essential Standards for Initial and Continuing Registration or the
Standards for NVR Registered Training Organisations.

National Recognition

Each RTO must recognise the AQF qualifications and Statements of Attainment issued by any
other RTO. See the AQTF Essential Standards for Initial and Continuing Registration or the
Standards for NVR Registered Training Organisations.

Access and Equity and Client Outcomes

Each RTO must adhere to the principles of access and equity and maximise outcomes for its
clients. See the AQTF Essential Standards for Initial and Continuing Registration or the
Standards for NVR Registered Training Organisation.
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Monitoring Assessments

Training and/or assessment provided on behalf of the RTO must be monitored to ensure that it
is in accordance with all aspects of the AQTF Essential Standards for Initial and Continuing
Registration or the Standards for NVR Registered Training Organisations.

Recording Assessment Outcomes

Each RTO must manage records to ensure their accuracy and integrity. See the AQTF 2010
Essential Standards for Initial and Continuing Registration or the Standards for NVR Registered
Training Organisations.

Issuing AQF qualifications and Statement of Attainment

Each RTO must issue AQF qualifications and Statements of Attainment that meet the
requirements of the current AQF Implementation Handbook and the endorsed Training
Packages within the scope of its registration. An AQF qualification is issued once the full
requirements for a qualification, as specified in the nationally endorsed Training Package are
met. A Statement of Attainment is issued when an individual has completed one or more units
of competency from nationally recognised qualification(s)/courses(s).

See the AQTF and the edition of the AQF Implementation Handbookd available on the AQF
Council website <www.aqf.edu.au> or refer to the ASQA website <www.asga.gov.au>.

Licensing/Registration Requirements

This section provides information on licensing/registration requirements for this Training
Package, with the following important disclaimer.

The developers of this Training Package consider that no licensing or registration requirements
apply to RTOs, assessors or candidates with respect to this Training Package. Contact the
relevant State or Territory Department(s) to check if there are any licensing or registration
requirements with which you must comply. For further information on this topic contact
www.serviceskills.com.au

Pathways

The competencies in this Training Package may be attained in a number of ways including
through:

e formal or informal education and training

e experiences in the workplace

e general life experience, and/or

e any combination of the above.

Assessment under this Training Package leading to an AQF qualification or Statement of
Attainment may follow a learning and assessment pathway, or a recognition pathway, or a
combination of the two as illustrated in the following diagram.

E Learning and Assessment Pathway E
E Statement of
Attainment and/or
Units of and/or qualification under
Competency E the Australian
Qualifications
E Credit Pathways E Framework
(RPland Credit Transfer)
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Each of these assessment pathways leads to full recognition of competencies held i the critical
issue is that the candidate is competent, not how the competency was acquired.

Assessment, by any pathway, must comply with the assessment requirements set out in the
Assessment Guidelines of the Training Package , the AQTF and, where relevant, the Australian
Quialifications Framework.

Learning and Assessment Pathways

Usually, learning and assessment are integrated, with evidence being collected and feedback
provided to the candidate at anytime throughout the learning and assessment process.
Learning and assessment pathways may include structured programs in a variety of contexts
using a range of strategies to meet different learner needs. Structured learning and assessment
programs could be: group-based, work-based, project-based, self-paced, action learning-based,;
conducted by distance or e-learning; and/or involve practice and experience in the workplace.
Learning and assessment pathways to suit Australian Apprenticeships have a mix of formal
structured training and structured workplace experience with formative assessment activities
through which candidates can acquire and demonstrate skills and knowledge from the relevant
units of competency.

Credit Pathways

Credit is the value assigned for the recognition of equivalence in content between different
types of learning and/or qualifications which reduces the volume of learning required to achieve
a qualification.

Credit arrangements must be offered by all RTOs that offer Training Package qualifications.
Each RTO must have a systematic institutional approach with clear, accessible and transparent
policies and procedures.

Competencies already held by individuals can be formally assessed against the units of
competency in this Training Package, and should be recognised regardless of how, when or
where they were acquired, provided that the learning is relevant to the unit of competency
outcomes.

Recognition of Prior Learning

Recognition of Prior Learning (RPL) is an assessment process which determines the credit
outcomes of an individual application for credit.

The availability of Recognition of Prior Learning (RPL) provides all potential learners with
access to credit opportunities.

The recognition of prior learning pathway is appropriate for candidates who have previously
attained skills and knowledge and who, when enrolling in qualifications, seek to shorten the
duration of their training and either continue or commence working. This may include the
following groups of people:

e existing workers

individuals with overseas qualifications

recent migrants with established work histories

people returning to the workplace

people with disabilities or injuries requiring a change in career.

As with all assessment, RPL assessment should be undertaken by academic or teaching staff
with expertise in the subject, content of skills area, as well as knowledge of and expertise in
RPL assessment policies and procedures.
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Assessment methods used for RPL should provide a range of ways for individuals to

demonstrate that they have met the required outcomes and can be granted credit. These might

include:

e (uestioning (oral or written)

e consideration of a portfolio and review of contents

e consideration of third party reports and/or other documentation such as documentation such
as articles, reports, project material, papers, testimonials or other products prepared by the
RPL applicant that relate to the learning outcomes of the relevant qualification component

e mapping of learning outcomes from prior formal or non-formal learning to the relevant
gualification components

e observation of performance, and

e participation in structured assessment activities the individual would normally be required to
undertake if they were enrolled in the qualification component/s.

In a Recognition of Prior Learning (RPL) pathway, the candidate provides current, quality

evidence of their competency against the relevant unit of competency. This process may be

directed by the candidate and verified by the assessor. Where the outcomes of this process

indicate that the candidate is competent, structured training is not required. The RPL

requirements of the AQTF must be met.

As with all assessment, the assessor must be confident that the evidence indicates that the

candidate is currently competent against the endorsed unit of competency. This evidence may

take a variety of forms and might include certification, references from past employers,

testimonials from clients, work samples and/or observation of the candidate. The onus is on

candidates to provide sufficient evidence to satisfy assessors that they currently hold the

relevant competencies. In judging evidence, the assessor must ensure that the evidence of prior

learning is:

e authentic (the candidatebs own wor k)

e valid (directly related to the current version of the relevant endorsed unit of competency)

¢ reliable (shows that the candidate consistently meets the endorsed unit of competency)

o current (reflectsthe candi dateds current capacity to
by the endorsed unit of competency)

o sufficient (covers the full range of elements in the relevant unit of competency and
addresses the four dimensions of competency, namely task skills, task management skills,
contingency management skills, and job/role environment skills).

Credit Transfer
Credit transfer is a process which provides learners with agreed and consistent credit outcomes
based on equivalences in content between matched qualifications.

This process involves education institutions:

e mapping, comparing and evaluating the extent to which the defined learning outcomes and
assessment requirements of the individual components of one qualification are equivalent to
the learning outcomes and assessment requirements of the individual components of
another qualification

¢ making an educational judgment of the credit outcomes to be assigned between the
matched components of the two qualifications

e setting out the agreed credit outcomes in a documented arrangement or agreement, and

e publicising the arrangement/agreement and credit available.

Combination of Pathways

Credit may be awarded on the basis of a combination of credit transfer plus an individual RPL
assessment for additional learning. Once credit has been awarded on the basis of RPL,
subsequent credit transfer based on these learning outcomes should not include revisiting the
RPL assessment but should be based on credit transfer or articulation or other arrangements
between providers.
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Where candidates for assessment have gained competencies through work and life experience
and gaps in their competence are identified, or where they require training in new areas, a
combination of pathways may be appropriate.

In such situations, the candidate may undertake an initial assessment to determine their current
competency. Once current competency is identified, a structured learning and assessment
program ensures that the candidate acquires the required additional competencies identified as
gaps.

53



Assessor Requirements

This section identifies the specific requirements on the vocational competence and experience
for assessors, to ensure that they meet the needs of industry and their obligations under AQTF
or Standards for NVR RTOs, and clarifies how others may contribute to the assessment process
where one person alone does not hold all the required competencies.

Assessor Competencies

The AQTF specifies mandatory competency requirements for assessors. For information,
Element 1.4 from the AQTF Essential Standards for Registration (which is equivalent to
Standards for Initial Registration (SNR)4, 4.4 from the standards for NVR Registered Training
Organisations) follows:

1.4 Training and assessment are conducted by trainers and assessors who:

a) have the necessary training and assessment competencies as determined by the
National Quality Council or its successors, and

b) have the relevant vocational competencies at least to the level being delivered or
assessed, and

¢) can demonstrate current industry skills directly relevant to the training/assessment
being undertaken, and

d) continue to develop their Vocational Education and Training (VET) knowledge and
skills as well as their industry currency and trainer/assessor competence.

*See AQTF2010User s 6 Gui de t o the Essenti Apendk® a

Requirements for Assessors

Community pharmacy industry assessors, or at least one person in the assessment team, must satisfy
the following community pharmacy vocational competency reguientsfor each assessment to meet
for AQTENSRcompliance:

1. Hold a formal qualification as a pharmacist

Or

2. Hold a formal qualification, recognition or industry recognition as a pharmacy/dispensary
assistant

e Have industry experience in the field in which they are assessing, that must include the
workplace application of the specific units of competency they are assessing.

e Have comprehensive current knowledge of the industry, including knowledge of current
industry practices and the job role against which performance is being assessed. This
current knowledge shall be developed and demonstrated through two or more of the
following:

3 recent and relevant work experience in a community pharmacy environment
3 involvement in professional industry networks and memberships
3 participation in assessment and or training activities conducted in the workplace.

Currency of vocational competence is crucial to the success of assessment outcomes for
community pharmacy. It ensures that those involved in assessment processes have current
industry knowledge, expertise in current operational practice and knowledge of what workplace
equipment is currently used so that assessments reflect up-to-date workplace practice.
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Alternative ways of meeting the requirement to use qualified assessors

OPTIONS

Assessors, technical experts and workplace supervisors
(includes mandated requirements and recommended attributes)

Single assessor

An individual
assessor conducts
the assessment

An assessor is required to:

hold formal recognition of competence as per the Standard 1,
element 1.4 from the AQTF Essential Conditions and Standards for
Registration - (2010), which is equivalent to SNR4, 4.4 at the
Standards for NVR Registered Training Organisations.

be deemed competent and, hold formal recognition in the specific
units of competency from this Training Package, at least to the level
being assessed

have experience in workplace application of the specific units of
competency they are assessing

demonstrate current knowledge of the industry, industry practices,
and the job or role against which performance is being assessed
demonstrate current knowledge and skill in assessing against this
Training Package in a range of contexts.

Partnership
arrangement

An assessor works
with a technical
expert to conduct the
assessment

An assessor is required to:

hold formal recognition of competence as per the Standard 1,
element 1.4 from the AQTF Essential Conditions and Standards for
Registration - (2010), which is equivalent to SNR4, 4.4 at the
Standards for NVR Registered Training Organisations.
demonstrate current knowledge and skill in assessing against this
Training Package in a range of contexts.

communicate and liaise with the technical expert throughout the
assessment process

A technical expert shall be a person who:

is deemed competent and, holds formal recognition of competence
in the specific units of competency from this Training Package, at
least to the level being assessed

has experience in workplace application of the specific units of
competency they are assessing

demonstrates current knowledge of the industry, industry practices,
and the job or role against which performance is being assessed
communicates and liaises with the assessor throughout the
assessment process.

Designing Assessment Tools
This section provides an overview on the use and development of assessment tools.

Use of Assessment Tools
Assessment tools provide a means of collecting the evidence that assessors use in making
judgements about whether candidates have achieved competency.

There is no set format or process for the design, production or development of assessment
tools. Assessors may use prepared assessment tools, such as those specifically developed to
support this Training Package, or they may develop their own.

Using Prepared Assessment Tools
If using prepared assessment tools, assessors should ensure these relate to the current version
of the relevant unit of competency. The current unit of competency can be checked on the
National Register <www.training.gov.au>.

Developing Assessment Tools
When developing their own assessment tools, assessors must ensure that the tools:
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e are benchmarked against the relevant unit or units of competency;

e are reviewed as part of the validation of assessment strategies required under the AQTF;
and

e meet the assessment requirements expressed in the AQTF Essential Standards for Initial
and Continuing Registration or the Standards for NVR Registered Training Organisations.

A key reference for assessors developing assessment tools is TAEL10 Training and Education

Training Package.

Language, Literacy and Numeracy
The design of assessment tools must reflect the language, literacy and numeracy competencies
required for the performance of a task in the workplace and not exceed these expectations.

Conducting Assessment
This section details the mandatory assessment requirements and provides information on equity
in assessment including reasonable adjustment.

Mandatory Assessment Requirements

Assessments must meet the criteria set out in the AQTF Essential Standards for Initial and
Continuing Registration or the Standards for NVR Registered Training Organisations. For
information, the mandatory assessment requirements from Standard 1 from the AQTF Essential
Standards for Initial and Continuing Registration are as follows:

1.5 Assessment, including Recognition of Prior Learning (RPL):
a) meets the requirements of the relevant Training Package or accredited course

b) is conducted in accordance with the principles of assessment and the rules of
evidence

c) meets workplace and, where relevant, regulatory requirements

d) is systematically validated.
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Assessment of Employability Skills

Employability Skills are integral to workplace competency. As such, they must be considered in
the design, customisation, delivery and assessment of vocational education and training
programs in an integrated and holistic way, as represented diagrammatically below.

Competency
Standards

Learning
Outcomes

Integration
of
Employability Skills

Workplace Assessment
Activities Strategies

Employability Skills are embedded within each unit of competency, and an Employability Skills

Summary is available for each qualification. Training providers must use Employability Skills

information in order to design valid and reliable training and assessment strategies. This

analysis could include:

e reviewing units of competency to locate relevant Employability Skills and determine how
they are applied within the unit

e analysing the Employability Skills Summary for the qualification in which the unit or units are
packaged to help clarify relevant industry and workplace contexts and the application of
Employability Skills at that qualification outcome

e designing training and assessment to address Employability Skills requirements.

The National Quality Council has endorsed a model for assessing and reporting Employability
Skills, which contains further suggestions about good practice strategies in teaching, assessing,
learning and reporting Employability Skills. The model is available from
<http://www.training.com.au/>.

The endorsed approach includes learners downloading qualification specific Employability Skills
Summaries for Training Package qualifications from an online repository at
<http://employabilityskills.training.com.au>

For more information on Employability Skills in SIP12 Community Pharmacy Training Packages
go to the Service Skills Australia website at <www.serviceskills.com.au>

Employability Skills are reported on each qualification using the following statement on the
qualification testamur: "A summary of the Employability Skills developed through this
gualification can be downloaded from http://employabilityskills.training.com.au "
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Access and Equity

An individual's access to the assessment process should not be adversely affected by

restrictions placed on the location or context of assessment beyond the requirements specified

in this Training Package: training and assessment must be bias-free.

Under the rules for their development, Training Packages must reflect and cater for the
increasing diversity of Australiabés VET clients
flexibilities offered by Training Packages should enhance opportunities and potential outcomes

for all people so that we can all benefit from a wider national skills base and a shared
contribution to Australiabs economic devel opment

Reasonable Adjustments

It is important that education providers take meaningful, transparent and reasonable steps to
consult, consider and implement reasonable adjustments for students with disability.

Under the Disability Standards for Education 2005, education providers must make reasonable
adjustments for people with disability to the maximum extent that those adjustments do not
cause that provider unjustifiable hardship. Whil
hardshipb6 are di f f erdédferent consideatonms;tiey bath skekitorstvike & v e
balance between the interests of education providers and the interests of students with and
without disability.

An adjustment is any measure or action that a student requires because of their disability, and
which has the effect of assisting the student to access and participate in education and training

on the same basis as students without a disability. An adjustment is reasonable if it achieves

this purpose while taking into account factors suchasthe nat ure of the student
views of the student, the potential effect of the adjustment on the student and others who might

be affected, and the costs and benefits of making the adjustment.

An education provider is also entitled to maintain the academic integrity of a course or program
and to consider the requirements or components that are inherent or essential to its nature

when assessing whether an adjustment is reasonable. There may be more than one adjustment
that is reasonable in a given set of circumstances; education providers are required to make
adjustments that are reasonable and that do not cause them unjustifiable hardship.

The Training Package Guidelines provides more information on reasonable adjustment,

including examples of adjustments. Go to http://www.deewr.gov.au/tpdh/Pages/home.aspx .
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Industry Requirements

Industry has determined that due to the complexity of medicines, services and the
requirement for pharmacist supervision, learning and assessment in a real workplace
context is most appropriate to all units of competency whenever possible.

Dispensary units may only be assessed in the workplace.

Competency should therefore be demonstrated in the workplace or in a simulated workplace
environment, as detailed in each unit of competency and indicated on the following unit
summary.

Individual units of competency include, where relevant, an identification of the specific
environment required for assessment. In addition to the broad requirements specified below,
assessment in these environments will require a range of equipment and resources specific
to the industry context.

Unit Code and Title | Simulated | Workplace

Community Pharmacy Management

SIPCCPM501 Lead and develop pharmacy teams

SIPCCPM502 Manage pharmacy sales and service delivery

SIPCCPM503 Manage pharmacy premises and equipment

T|T| T T
T T T T

SIPCCPM504 Investigate new front of pharmacy products
and services

Dispensary

o

SIPCDIS301 Accept prescriptions and return dispensed
medicines to customers

o

SIPCDIS302 Deliver medicines to customers outside the
pharmacy

SIPCDIS303 Assist in dispensing prescriptions

SIPCDIS404 Assist in dispensary stock control

SIPCDIS405 Assist in dispensary administration

SIPCDIS406 Assist in preparing dose administration aids

T T 0T

SIPCDIS407 Assist in preparing extemporaneous
prescriptions

o

SIPCDIS408A Coordinate service to patients in residential
care settings

Health Care Support

SIPCHCS201 Support the supply of Pharmacy Medicines P P
and Pharmacist Only Medicines

SIPCHCS302 Assist in managing Pharmacy Medicines and | P P
Pharmacist Only Medicines

SIPCHCS303 Advise on asthma management

SIPCHCS304 Advise on smoking cessation

SIPCHCS306 Advise on complementary medicines

P P
P P
SIPCHCS305 Advise on continence management P P
P P
P P

SIPCHCS407 Test blood pressure and advise on self-
monitoring

SIPCHCS408 Test blood glucose and advise on equipment | P P
and services for diabetes management

SIPCHCS409 Advise on diet, nutrition and weight- P P
management products and services

SIPCHCS410 Advise on pregnancy and maternal health P P
products and services
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SIPCHCS411 Advise on wound care products and self-care | P P

SIPCHCS412 Provide Australian Needle and Syringe P P
Program services

SIPCHCS413 Supply and hire aids and equipment to support | P P
home health care

SIPCHCS414 Support the management of obstructive sleep P P
apnoea

SIPCHCS415 Coordinate pharmacy health promotions and P P
home medicine reviews

Industry

SIPCIND201 Operate in a community pharmacy framework

SIPCIND202 Plan a career in community pharmacy P P
Merchandising

SIPCMER401 Market and promote a pharmacy products and | P P

services area
Pharmacy Product Knowledge

SIPCPPK201 Assist customers seeking commonly requested
vitamins, minerals and supplements

SIPCPPK202 Assist customers seeking eye and ear products P

SIPCPPK203 Assist customers seeking first aid and wound
care products

SIPCPPK204 Assist customers seeking oral care products P P

SIPCPPK205 Assist customers seeking to relieve cough and
cold symptoms

SIPCPPK206 Assist customers seeking to relieve skin and
fungal conditions

SIPCPPK207 Supply medical devices

SIPCPPK308 Assist customers seeking relief from gastro-
intestinal conditions

SIPCPPK309 Assist customers seeking to relieve common
allergic symptom reactions

SIPCPPK310 Assist customers seeking analgesic and anti-
inflammatory products

SIPCPPK311 Assist customers seeking baby or infant care
medicines and products

SIPCPPK312 Assist customers seeking sexual health P
medicines and products

Quality
SIPCQUA401 Coordinate a pharmacy quality system | P P

A simulated work environment may be required for the following reasons:

e the learner may not have access to a workplace

e the workplace may not use the relevant skill, equipment or process

e conducting assessments may be disruptive or interfere with work requirements, e.g. there
may be ethical, privacy or confidentiality issues to consider

In order to be valid and reliable, the simulation must closely resemble what occurs in a real work

environment. The simulated work environment should involve a range of activities that reflect

real work experience.
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It is critical that when a simulated work environment is being set up, the assessor is thoroughly

familiar with the competency standard as well as experienced in the current circumstances and

environment of the workplace.

In deciding whether a simulation or an assessment environment has been adequately set up,

the following criteria should be applied. The simulated environment must:

e provide access to the full range of up-to-date equipment and technology that would
generally be available in a modern working community pharmacy

e stock a comprehensive community pharmacy medicines and product range that will support
the development and demonstration of the full range of skills and knowledge described in
SIP12 Community Pharmacy Training Package units of competency

e provide access to appropriate workplace documents which are used in a modern community
pharmacy business

e provide access to designated front of pharmacy and dispensary areas and sufficient client
traffic to reflect the complexity of the role and allow learners to deal with multiple tasks
simultaneously

e require that learners provide services within timeframes that reflect accepted industry
service times

e involve learners in prioritising competing tasks

o allow learners to deal with customers, including difficult ones

e require learners to work with others in a team, which would typically include pharmacy
assistants, dispensary assistants and front of pharmacy managers and pharmacists.

Individual units of competency include, where relevant, an identification of the specific
environment required for assessment. In addition to the broad requirements specified above,
assessment in these environments will require a range of equipment and resources specific to
the industry context.
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Further Sources of Information

The section provides a listing of useful contacts and resources to assist assessors in planning,
designing, conducting and reviewing of assessments against this Training Package

Contacts

Industry Skills Council

Service Skills Australia

(Service Industries Skills Council Ltd)
GPO Box 4194, Sydney NSW 2001

Level 10, 171 Clarence Street, Sydney NSW

2000

Telephone: +61 2 8243 1200

Fax: +61 2 8243 1299

Email: info@serviceskills.com.au
Web: www.serviceskills.com.au

For information on the TAE10 Training and
Education Training Package contact:

Innovation & Business Skills Australia
Telephone: (03) 9815 7000

Facsimile: (03) 9815 7001

Email: virtual@ibsa.org.au

Web: www.ibsa.org.au

General Resources

AQF Implementation Handbook, Fifth Edition 2011. <www.agf.edu.au>

Australian Quality Training Framework (AQTF) and AQT F U Suide ® the Essential
Standards for Registration i www.training.com.au

Australian Skills Quality Authority www.asqa.gov.au

For general information and resources go to http://www.training.com.au

The National Register is an electronic database providing comprehensive information about
RTOs, Training Packages and accredited courses i www.training.gov.au

The Training Package Development Handbook site provides National Quality Council policy for
the development of Training Packages. The site also provides guidance material for the
application of that policy, and other useful information and links.
<http://www.deewr.gov.au/Skills/Overview/Policy/TPDH/Pages/main.aspx

Assessment Resources

Registered training organisations (RTOs) are at the forefront of vocational education and
training (VET) in Australia. They translate the needs of industry into relevant, quality, client-
focussed training and assessment.

RTOs should strive for innovation in VET teaching and learning practices and develop highly
flexible approaches to assessment which take cognisance of specific needs of learners, in order
to improve delivery and outcomes of training.
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Resources can be purchased or accessed from:
Service Skills Australia

(Service Industries Skills Council Ltd)

GPO Box 4194, Sydney NSW 2001

Level 10, 171 Clarence Street, Sydney NSW 2000
Telephone: +61 2 8243 1200

Fax: +61 2 8243 1299

Email: info@serviceskills.com.au

Web: www.serviceskills.com.au
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Competency
Standards
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List of ALL Units within Training Package

Code | Name | Volume

Community Pharmacy Management

SIPCCPM501 Lead and develop pharmacy teams 1

SIPCCPM502 Manage pharmacy sales and service delivery 1

SIPCCPM503 Manage pharmacy premises and equipment 1

SIPCCPM504 Investigate new front of pharmacy products and 1
services

Dispensary

SIPCDIS301 Accept prescriptions and return dispensed medicines | 1
to customers

SIPCDIS302 Deliver medicines to customers outside the pharmacy | 1

SIPCDIS303 Assist in dispensing prescriptions 1

SIPCDIS404 Assist in dispensary stock control 1

SIPCDIS405 Assist in dispensary administration 1

SIPCDIS406 Assist in preparing dose administration aids 1

SIPCDIS407 Assist in preparing extemporaneous prescriptions 1

SIPCDIS408 Coordinate service to patients in residential care 1
settings

Health Care Support

SIPCHCS201 Support the supply of Pharmacy Medicines and 1
Pharmacist Only Medicines

SIPCHCS302 Assist in managing Pharmacy Medicines and 1
Pharmacist Only Medicines

SIPCHCS303 Advise on asthma management 1

SIPCHCS304 Advise on smoking cessation 1

SIPCHCS305 Advise on continence management 1

SIPCHCS306 Advise on complementary medicines 1

SIPCHCS407 Test blood pressure and advise on self-monitoring 1

SIPCHCS408 Test blood glucose and advise on equipment and 1
services for diabetes management

SIPCHCS409 Advise on diet, nutrition and weight-management 1
products and services

SIPCHCS410 Advise on pregnancy and maternal health products 1
and services

SIPCHCS411 Advise on wound care products and self-care 1

SIPCHCS412 Provide Australian Needle and Syringe Program 1
services

SIPCHCS413 Supply and hire aids and equipment to support home | 1
health care

SIPCHCS414 Support the management of obstructive sleep apnoea | 1

SIPCHCS415 Coordinate pharmacy health promotions and home 1
medicines reviews

Industry

SIPCIND201 Operate in a community pharmacy framework 1

SIPCIND202 Plan a career in community pharmacy 1
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Code | Name | Volume

Merchandising

SIPCMER401 Market and promote a pharmacy products and 1
services area

Pharmacy Product Knowledge

SIPCPPK201 Assist customers seeking commonly requested 1
vitamins, minerals and supplements

SIPCPPK202 Assist customers seeking eye and ear products 1

SIPCPPK203 Assist customers seeking first aid and wound care 1
products

SIPCPPK204 Assist customers seeking oral care products 1

SIPCPPK205 Assist customers seeking to relieve cough and cold 1
symptoms

SIPCPPK206 Assist customers seeking to relieve skin and fungal 1
conditions

SIPCPPK207 Supply medical devices 1

SIPCPPK308 Assist customers seeking relief from gastro-intestinal | 1
conditions

SIPCPPK309 Assist customers seeking to relieve common allergic 1
symptom reactions

SIPCPPK310 Assist customers seeking analgesic and anti- 1
inflammatory products

SIPCPPK311 Assist customers seeking baby or infant care 1
medicines and products

SIPCPPK312 Assist customers seeking sexual health medicines 1
and products

Quality

SIPCQUA401 Coordinate a pharmacy quality system 1
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SIPCCPM501 Lead and develop pharmacy teams

Modification history

N
New unit

Unit descriptor

This unit describes the performance outcomes, skills and
knowledge required to lead and develop staff in a community
pharmacy.

The unit covers the essential skills and knowledge for business
success: building a strong team culture, setting clear performance
goals, and motivating and leading team members. It is critical that
the appropriate profile and number of staff are available to drive
the business.

No licensing, legislative, regulatory or certification requirements
apply to this unit at the time of endorsement.

Employability skills

This unit contains employability skKills.

Prerequisite units

Application of the unit

This unit applies to managers and business owners responsible for
managing and leading a team within a community pharmacy, which
may include management across single or multiple outlet
businesses.

Competency field

Community Pharmacy Management

Unit sector

Community Pharmacy

ELEMENT

Elements describe the essential
outcomes of a unit of
competency.

PERFORMANCE CRITERIA

Performance criteria describe the performance needed to demonstrate
achievement of the element. Where bold italicised text is used, further information
is detailed in the required skills and knowledge section and the range statement.
Assessment of performance is to be consistent with the evidence guide.

1. Plan the staffing
needs of the
pharmacy.

1.1.Use t he phar weaecstar@ards,vaued ahdh
goals to inform own understanding of staffing
requirements.

Analyse current and projected volume and type of work to
be undertaken.

1.3. Assess existing staff skills, knowledge and behaviour to
ensure access to the required mix and level of skills.
Identify need for additional staff to meet pharmacy human
resource requirements.

Ensure appropriate human resources policies are in
place to support the effective operation of staff and
pharmacy.

1.2.

1.4.

1.5.

2. Influence individuals
and teams in a
positive manner.

2.1. Encourage, value and reward individual and team
contributions.

Promote accountability of work undertaken by individuals
and teams by communicating roles, responsibilities and
expectations clearly.

Gain positive acceptance and support from the team for

information and ideas.

2.2.

2.3.
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ELEMENT PERFORMANCE CRITERIA

3. Make informed 3.1. Gather and analyse information relevant to issues under

decisions. consideration.

3.2. Encourage individuals and teams to actively participate in
the decision-making process.

3.3. Determine preferred course of action after risks and
options are examined and assessed.

3.4. Communicate decisions to individuals and teams clearly
and in a timely manner.

3.5. Prepare plans to implement decisions after agreement by
relevant individuals and teams.

3.6. Monitor the implementation and impact of decisions using
reliable feedback processes.

4. Review and respond 4.1. Identify current and future staff development needs using
to the development a range of methods and in line with organisational policies.
needs of staff. 4.2. Provide ongoing personal advice, coaching and mentoring

to staff to build team skill base and performance.

4.3. Provide opportunities for staff to develop their skills and
knowledge in line with organisational policies.

4.4. Include cost of staff training and development needs in
relevant budgets and operational plans.

4.5. Provide feedback and direction to staff members on their
professional development needs.

5. Enhance the image of 5.1. Conduct business in a way that is consistent with
the business. pharmacy health-care standards and values.

5.2. Note and promptly discuss inappropriate values, standards
and behaviour exhibited in the pharmacy with the
appropriate person.

5.3. Consistently model a high standard of personal
presentation in line with pharmacy expectations.

REQUIRED SKILLS AND KNOWLEDGE

This section describes the skills and knowledge required for this unit.

Required skills

communication skills to:

3 coach and mentor team members

3 inform team members of pharmacy protocols and procedures

3 provide direction and support to team members

3 explain changes in product and service delivery to team members

initiative and enterprise skills to promote pharmacy standards and values

literacy skills to:

3 access and analyse complex information from varied sources

3 develop documents that detail service standards, systems and procedures
learning skills to identify and follow relevant human resource policies and procedures
numeracy skills to calculate cost of staff training and development

planning and organising skills to:

3 ensure the required mix and level of skills in the pharmacy team

3 predict factors that affect resource availability

3 identify and plan for current and future staff development needs

problem-solving skills to assess the need for, and make, systemic improvements to address
service quality issues

teamwork skills to motivate and lead a customer service team

technology skills to access and use online information as required by the job role
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REQUIRED SKILLS AND KNOWLEDGE

Required knowledge

coaching and mentoring techniques

key features of operational environment, including:

3 customer base

3 pharmacy products and services

pharmacy human resources policies

methods for:

3 assessing staff skills, knowledge and behaviour

3 building a pharmacy team-oriented environment, including:
- affirming respect for individual behaviour and differences
- applying techniques to resolve conflict within the team
- facilitating team building activities and behaviour

3 implementing quality assurance in the pharmacy, including:
- establishing and monitoring standards and procedures
- involving and rewarding staff
- evaluating customer service

pharmacy standards and values

RANGE STATEMENT

The range statement relates to the unit of competency as a whole. It allows for different work environments and
situations that may affect performance. Bold italicised wording, if used in the performance criteria, is detailed below.
Essential operating conditions that may be present with training and assessment (depending on the work situation,
needs of the candidate, accessibility of the item, and local industry and regional contexts) may also be included.

Human resources policies may e application of industrial relations legislation and
include: regulations, such as Fair Work Act

e relevant agreements and awards
administration of human resources records and
databases

induction processes and programs

job description and performance appraisals
leave entitlements

work health and safety (WHS)

recruitment and selection

remuneration practices

rewards and recognition practices
termination procedures.

Staff development needs may be
determined by many factors,
including:

changes to work practices and processes
customer feedback

individual staff requests for training
introduction of new technologies or software
applications

performance appraisals

o staff surveys

e supervisor reports on individual staff.

EVIDENCE GUIDE

The evidence guide provides advice on assessment and must be read in conjunction with the performance criteria,
required skills and knowledge, range statement and the Assessment Guidelines for the Training Package.

Overview of assessment

Critical aspects for assessment | Evidence of the ability to:
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EVIDENCE GUIDE

and evidence required to
demonstrate competency in this
unit

plan the staffing needs of the pharmacy
communicate pharmacy expectations to staff of
team member roles and responsibilities

involve team members in the decision-making
process, and develop and communicate clear
outcomes and plans

plan for and organise the ongoing professional
development of pharmacy staff

promote pharmacy standards and values to
pharmacy staff and others.

Context of and specific
resources for assessment

Assessment must ensure that competency is:

observed by the assessor or the technical expert
working in partnership with the assessor as
described in the assessment guidelines
demonstrated over sufficient time to include
handling of a range of contingencies
demonstrated in a real or simulated pharmacy
environment, which may include customer
interruptions and involvement in other related
activities normally expected in the pharmacy.

Assessment must ensure access to:

a pharmacy team

customers with different requirements

current information on pharmacy products and
service provision

relevant pharmacy human resources policies and
procedures.

Method of assessment

A range of assessment methods should be used to
assess practical skills and knowledge. The following
examples are appropriate for this unit:

observation of the candidate in the workplace
written or oral questions appropriate to the
language and literacy level of the learner to test
relevant underpinning knowledge

role plays to confirm communication skills to meet
diverse team and customer requirements

review of portfolios of evidence and third-party
workplace reports of on-the-job performance.

Guidance information for
assessment

Holistic assessment with other units relevant to the
industry sector, workplace and job role is
recommended.
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SIPCCPM502 Manage pharmacy sales and service delivery

Modification history N
New unit

Unit descriptor This unit describes the performance outcomes, skills and
knowledge required to monitor, maintain and improve pharmacy
sales and service delivery.

It involves the continuous improvement of operations by seeking,
evaluating and reporting feedback from customers and colleagues
on sales and service delivery and working conditions; and sourcing
and negotiating adequate supply of stock and other necessary
resources in accordance with pharmacy policy.

No licensing, legislative, regulatory or certification requirements
apply to this unit at the time of endorsement.

Employability skills This unit contains employability skills.

Prerequisite units

Application of the unit | This unit applies to persons with managerial responsibility in
community pharmacies and may include management across
single or multiple outlet businesses.

Persons in this role are required to apply initiative and judgement,
using a range of problem-solving and decision-making strategies.

Competency field Community Pharmacy Management

Unit sector Community Pharmacy

ELEMENT PERFORMANCE CRITERIA

Elements describe the essential | Performance criteria describe the performance needed to demonstrate

outcomes of a unit of achievement of the element. Where bold italicised text is used, further information

competency. is detailed in the required skills and knowledge section and the range statement.

Assessment of performance is to be consistent with the evidence guide.

1. Establish and respond 1.1. Plan and develop strategies to enhance provision of
to customer customer service according to pharmacy policy.
requirements. 1.2. Research and analyse customer needs in regard to

pharmacy products and services, along with local
demographic and cultural issues.

1.3. Resolve customer complaints referred by team members
according to pharmacy policy.

1.4. Monitor sales and service targets and plans to ensure that
customer requirements are met, and take appropriate
remedial action if required.

1.5. Encourage team members to take responsibility for
meeting customer requirements.

1.6. Seek and use feedback from customers to improve future

operations.
2. Monitor, maintain and 2.1. Implement, communicate and review policies and
improve sales and procedures for sales and service delivery on a regular
service delivery. basis.

2.2. Maintain adequate resources for optimum customer
service provision and in line with relevant budget
allocation.

2.3. Ensure sales and service targets and plans are consistent
with pharmacy values, objectives and business plan.
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ELEMENT

PERFORMANCE CRITERIA

2.4.

2.5.

2.6.

2.7.

Communicate sales and service targets and plans to
relevant personnel according to implementation schedules.
Provide feedback to staff and take corrective measures to
minimise factors that may disrupt operations.

Monitor and evaluate effectiveness of corrective actions for
future operational planning.

Ensure current and accurate records on sales are
available to authorised personnel and act on relevant
reports as required.

3. Negotiate supply of
goods.

3.1.

3.2.

3.3.

3.4.

3.5.

3.6.

Negotiate and implement arrangements with suppliers
and communicate to relevant personnel.

Monitor records of suppliers and stock for accuracy and
legibility and take appropriate action where necessary.
Identify and communicate market factors affecting supply
of pharmacy medicines or products to the pharmacist in
charge and relevant team members.

Convey complete and accurate records of negotiations and
agreements to appropriate personnel within designated
time limits.

Take immediate corrective action where potential or actual
problems with supply are indicated.

Identify and develop new suppliers where relevant, to
maintain and improve sales and service delivery.

4. Provide productive
work environment.

4.1.

4.2.

4.3.

4.4.

4.5.

4.6.

Regulate and monitor staff access to and use of resources
for maximum efficiency and sustainability.

Maintain staff work conditions to meet requirements of
relevant agreements, legislation and pharmacy policy.
Ensure that maintenance frequency and use of equipment
conform to recommended schedules and procedures.
Replace, repair or adapt resources that do not meet
requirements as soon as practicable and with minimum
disruption to work activity.

Communicate recommendations for improving conditions
to relevant personnel within designated timeframe.
Maintain complete and accurate records and make them
available to authorised personnel.

REQUIRED SKILLS AND KNOWLEDGE

This section describes the skills and knowledge required for this unit.

Required skills

e communication skills to:

ask questions to identify and confirm requirements
communicate with staff through clear and direct communication
negotiate with suppliers and customers

share information

use and interpret non-verbal communication

use language and concepts appropriate to cultural differences

W W wwww

e literacy skills to:

3 research and interpret a broad range of written material

3 prepare reports

3 document results

e planning and organising skills to manage sales and service delivery
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REQUIRED SKILLS AND KNOWLEDGE

e problem-solving skills to:
3 handle supply and service contingencies
3 negotiate effective complaint resolution outcomes with customers
e numeracy skills to:
3 interpret and maintain pharmacy medicines, product supply and sales data
3 estimate stock volume
3 calculate costs and pricing arrangements
3 set and monitor achievement of sales and service targets
e technology skills to monitor and maintain data relating to stock levels

Required knowledge

e customer demographics and associated demand and market trends

e |ocation of merchandise in pharmacy

e pharmacy policies and procedures in regard to:

efficient and sustainable use of resources

product pricing

sales and service delivery

stock maintenance and control

supply specifications

range and availability of pharmacy products and services

awards and agreements governing the employment of pharmacy staff
pharmacy quality procedures

relevant legislation and statutory requirements, including work health and safety (WHS)
requirements applicable to the sales environment

sales and service targets

e sources of product supply

o o o o
o

RANGE STATEMENT

The range statement relates to the unit of competency as a whole. It allows for different work environments and
situations that may affect performance. Bold italicised wording, if used in the performance criteria, is detailed below.
Essential operating conditions that may be present with training and assessment (depending on the work situation,
needs of the candidate, accessibility of the item, and local industry and regional contexts) may also be included.

Customer may include people: e from a range of social, cultural and ethnic
backgrounds and with varying mental and physical
abilities

e visiting the pharmacy, contacting the pharmacy by
phone, or in their own home

e with special needs, such as:

3 the elderly
3 infants

e who are:

3 drug or alcohol affected
3 emotionally unstable

3 mentally unstable

3 physically unwell.

Team members may include: allied health professionals
dispensary assistants
pharmacists

pharmacy assistants.
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RANGE STATEMENT

Policies and procedures for sales
and service delivery may involve:

accepting and returning prescriptions
advising customers

customer privacy protocols

customer service procedures

documenting testing, such as:

3 blood glucose

3 blood pressure

handling customer complaints

handling and supplying Pharmacy Medicines (S2)
and Pharmacist Only Medicines (S3)

making appointments for special pharmacy
services, such as home medicine reviews
triggers for referral to a pharmacist or a more
experienced pharmacy assistant

staff induction

staff presentation.

Resources may include:

equipment and technology
materials

rostered team members
pharmacy stock.

Factors may include:

staff shortages
supply of stock.

Negotiate may include:

correspondence
email

face-to-face contact
meetings
telephone.

Arrangements with suppliers may
include:

credit levels

delivery

partnerships and exclusivity
pricing.

Problems with supply may involve:

cost

coverage or content
quality

guantity

time schedules.

Relevant agreements and
legislation may include:

awards and agreements relating to the employment
of staff

equal employment opportunity and
anti-discrimination laws

federal, state or territory, and local legislation
WHS.

Relevant personnel may include:

pharmacist owner
pharmacist in charge
team members.
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EVIDENCE GUIDE

The evidence guide provides advice on assessment and must be read in conjunction with the performance criteria,
required skills and knowledge, range statement and the Assessment Guidelines for the Training Package.

Overview of assessment

Critical aspects for assessment
and evidence required to
demonstrate competency in this
unit

Evidence of the ability to:

e maintain, monitor, improve and evaluate sales and
service delivery

e communicate sales and service targets and plans to
relevant personnel and provide feedback on
operations and outcomes

e maintain and interpret data on sales and service
delivery

e negotiate and arrange supply of goods

e maintain, monitor and evaluate supply of stock.

Context of and specific
resources for assessment

Assessment must ensure that competency is:

e observed by the assessor or the technical expert
working in partnership with the assessor as
described in the assessment guidelines

e demonstrated over sufficient time to include
handling of a range of contingencies

e demonstrated in a real or simulated pharmacy
environment, which may include customer
interruptions and involvement in other related
activities normally expected in the pharmacy.

Assessment must ensure access to:

e afront of pharmacy sales and services team

e real or simulated customers with different
requirements

¢ relevant documentation, such as:

3 awards and agreements governing the
employment of pharmacy staff

3 pharmacy quality procedures

3 relevant legislation and statutory requirements,
including WHS requirements applicable to the
sales environment

e pharmacy protocols and procedures relating to:
3 efficient and sustainable use of resources
3 pricing
3 sales and service delivery
3 stock maintenance and control.

Method of assessment

A range of assessment methods should be used to

assess practical skills and knowledge. The following

examples are appropriate for this unit:

e observation of the candidate in the workplace

e customer feedback

e research report

e written or oral questions appropriate to the
language and literacy level of the learner to test
relevant underpinning knowledge

e review of portfolios of evidence and third-party
workplace reports of on-the-job performance.
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EVIDENCE GUIDE

Guidance information for Holistic assessment with other units relevant to the
assessment industry sector, workplace and job role is
recommended.
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SIPCCPM503 Manage pharmacy premises and equipment

Modification history

N
New unit

Unit descriptor

This unit describes the performance outcomes, skills and
knowledge required to ensure pharmacy merchandise, premises
and equipment are consistently presented and maintained in line
with the image of a professional health provider.

No licensing, legislative, regulatory or certification requirements
apply to this unit at the time of endorsement.

Employability skills

This unit contains employability skills.

Prerequisite units

Application of the unit

This unit applies to persons with managerial responsibility in
community pharmacies and may include management across
single or multiple outlet businesses.

Persons in this role are required to apply initiative and judgement,
using a range of problem-solving and decision-making strategies.

Competency field

Community Pharmacy Management

Unit sector

Community Pharmacy

ELEMENT

Elements describe the essential
outcomes of a unit of
competency.

PERFORMANCE CRITERIA

Performance criteria describe the performance needed to demonstrate
achievement of the element. Where bold italicised text is used, further information
is detailed in the required skills and knowledge section and the range statement.
Assessment of performance is to be consistent with the evidence guide.

1. Manage pharmacy
appearance and
access.

1.1. Develop and implement pharmacy procedures for
pharmacy housekeeping and maintenance.

Ensure pharmacy housekeeping standards are monitored
and maintained.

Provide easy and safe access into and within the
pharmacy for people with mobility aids.

Maintain professional services area that is clearly
distinguishable from the general trading area and
supervised at all times by a pharmacist.

Initiate contingency plans in the event of merchandise or
pharmacy presentation problems.

1.2.

1.3.

1.4

1.5.

2. Manage pharmacy
stock storage and
equipment
maintenance.

2.1. Ensure all equipment used in the pharmacy is kept clean,
serviceable and calibrated where required.

Maintain areas for receiving and storing stock under
appropriate conditions, according to stock category.
Ensure refrigerated storage is cold chain tested and
certified at regular intervals.

Maintain a room temperature at no more than 25 degrees

in professional, trading and storage areas of the pharmacy.

2.2.

2.3.

2.4,

3. Manage pharmacy
merchandise
presentation.

3.1. Ensure layout and presentation promote customer flow,
and comply with scheduled medicine display restrictions
and pharmacy visual merchandising policies and plans.
Develop and implement layout assessment checks.
Organise the location of displays of temporary specials
and promotions.

Define standards for visual presentations and displays and

3.2.
3.3.

3.4.
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clearly communicate these to team members.

3.5. Ensure team members maintain displays in a clean and
tidy condition according to display plans.

3.6. Consult with front of pharmacy team members to assess
customer response to space allocations.

4. Maintain pharmacy
merchandise pricing.

4.1. Maintain pricing of pharmacy medicines and products
according to pharmacy pricing policy.

4.2.Communicate accurate pricing information and changes to
relevant team members.

4.3. Ensure current and accurate pricing is maintained on all
displays.
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REQUIRED SKILLS AND KNOWLEDGE

This section describes the skills and knowledge required for this unit.

Required skills

communication skills to:

consult team members

convey accurate pricing information to team members

explain pharmacy standards and expectations to front of pharmacy team members
ask questions to identify and confirm requirements

use language and concepts appropriate to cultural differences

literacy skills to:

3 read pharmacy documents

3 follow visual merchandising plans

3 follow pharmacy merchandising and pricing procedures

numeracy skills to:

3 analyse stock figures

3 check and maintain pricing policies

3 check and maintain merchandise space requirements

problem-solving skills to initiate a contingency plan in the event of incidents, such as:
3 blackouts

3 breakages

3 major spillages

planning and organising skills to:

3 work with pharmacist in charge to monitor dispensary equipment and cold storage
3 arrange equipment maintenance where required

3 develop and implement layout and assessment checks

technology skills to use pharmacy point of sale and stock software

W

Required knowledge

appropriate storage conditions for temperature-sensitive stock
cold chain requirements

merchandise space allocations and stock layout

pharmacy equipment requiring regular maintenance checks or calibration
pharmacy protocols and procedures in regard to:

3 efficient and sustainable use of resources

3 housekeeping for premises, fittings, fixtures and equipment
3 pricing

3 stock storage

3 visual merchandising

range and availability of pharmacy products
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RANGE STATEMENT

The range statement relates to the unit of competency as a whole. It allows for different work environments and
situations that may affect performance. Bold italicised wording, if used in the performance criteria, is detailed below.
Essential operating conditions that may be present with training and assessment (depending on the work situation,
and local industry and regional contexts) may also be included.

needs of the candidate, accessibility of the item

Pharmacy housekeeping and
maintenance may include:

pharmacy premises

fittings and fixtures

equipment

safe disposal of undispensed or returned medicines
maintenance and calibration of:

3 cold chain equipment and storage areas

3 weighing and measuring devices

servicing and updating pharmacy hardware and
software.

Category may include:

temperature-sensitive stock requiring storage
between 2 degrees centigrade and 8 degrees
centigrade

scheduled medicines

cytotoxic medicines

unscheduled stock items

damaged, faulty or expired stock

return of unwanted medicines

products subject to recall.

Visual merchandising policies and
plans may include:

banner group display standards

key product areas

medicine locations, according to schedules
pharmacy image

pharmacy layout and space availability
pricing policy

seasonal lines

target market.

EVIDENCE GUIDE

The evidence guide provides advice on assessment and must be read in conjunction with the performance criteria,
required skills and knowledge, range statement and the Assessment Guidelines for the Training Package.

Overview of assessment

Critical aspects for assessment
and evidence required to
demonstrate competency in this
unit

Evidence of the ability to:

manage pharmacy appearance and access
manage stock-handling storage to maintain
optimum quality

plan and coordinate a system of regular equipment
checks and maintenance

manage space allocation, merchandise
presentation and pricing to comply with medicine
schedules and pharmacy visual merchandising
standards.

Context of and specific
resources for assessment

Assessment must ensure that competency is:

observed by the assessor or the