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Complete all sections of the Evidence Portfolio with the support, advice and guidance of your employer and your MITO Industry Training Advisor (ITA).

MITO learner name 


MITO ID number  5

Training programme    


Workplace    


Employer name   


Supervisor name   


MITO ITA name   


Date Evidence Portfolio completed   

Evidence Portfolio checklist

Tick to confirm that you have included the following in your Evidence Portfolio:

 FORMCHECKBOX 

A detailed CV that outlines your work history including the roles and responsibilities for the positions that you have held.  You can use the form on page 3 if you do not have a CV.
 FORMCHECKBOX 

References or testimonials provided by your past or current employer(s) that detail the type of jobs you have done and your level of knowledge and ability.


Please make sure your reference or testimonial includes information that will help the assessor make a judgement on your competence in the unit standards you want considered for RCC.

Your references and testimonials should also contain information about:

· what types of jobs you have been involved in

· what level of responsibility you have had in the workplace

· what training you have been involved in while you have worked there

· the quality of the work you have done 

· your ability to deal with customers in accordance with company guidelines

· how competent you are using a computer and/or diagnostic equipment in the workplace
· how well you follow workplace policies and procedures in your work

· how well you can interpret and follow manufacturer's specifications when you do a job



and any other information that shows your competence.

 FORMCHECKBOX 

Proof of any qualification(s) you hold (if applicable)

 FORMCHECKBOX 

Proof of any overseas qualification(s), including NZQA equivalence letter (if applicable)
 FORMCHECKBOX 

The following completed forms:

Work History Record 
pg 3

Evidence Checklist
pg 4

Evidence Record Form
pg 5

Evidence Reference Chart
pg 7

Note:

Do not include originals of your CV, references and testimonials or qualifications.  Copy the originals and keep them for the ITA to match to the photocopy.  The ITA will initial the photocopy as authentic.  After evaluation, the Evidence Portfolio, including your photocopies, will be kept by MITO National Office.  It will not be returned to you.
Work History Record

Complete this form if your CV does not contain details of your relevant work history.
Start with your most recent job. If you need more than one page, photocopy this page.  Use as many pages as necessary.

	Company Name: 

	Position/Title: 
Start Date: 
End Date: 

	Responsibilities/Achievements: 

	Relevant Skills: 


	Company Name: 

	Position/Title: 
Start Date: 
End Date: 

	Responsibilities/Achievements: 

	Relevant Skills: 


	Company Name: 

	Position/Title: 
Start Date: 
End Date: 

	Responsibilities/Achievements: 

	Relevant Skills: 


Evidence Checklist
Tick in the item column for each type of evidence you have gathered.

	Item (√)
	Evidence type

	
	Job card

	
	Job number or sheet

	
	Invoice of work completed

	
	Photo of work completed

	
	Fleet maintenance log

	
	Timesheet

	
	Video

	
	Diary entry

	
	Quote sheet

	
	Company policy document

	
	Reference from customer

	
	Correspondence from customer

	
	Certificate or award

	
	Industry franchise course completion

	
	Employer testimonial

	
	Other


Evidence Record Form

Photocopy this page.  Use as many pages as necessary to record all your evidence. 

	Evidence reference number
	Brief description of evidence item
	Date task completed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Evidence Record Form - Instructions

To complete the Evidence Record Form:

1 Photocopy a blank Evidence Record Form 

2 Write numbers in the left hand boxes on the Evidence Record Form, beginning at 1.  Each number is for an item of evidence.

3 Write a brief description of each piece of evidence in the boxes beside each number on the Evidence Record Form.  

4 Write the date that the task was completed beside this in the date completed column.

5 Label your evidence with the number next to its description.

Example of a completed Evidence Record Form

	Evidence reference number
	Brief description of evidence item
	Date task completed

	1
	Repair order 152 detailing service check of 2002 Toyota Corolla.  Includes details of changing engine oil, oil filter, topping up washer bottle, adjusting wiper blade, replacing spark plugs, replacing brake fluid, clearing the ABS fault code, replacing auto trans fluid, checking tyre pressures and cleaning air filter.  
	17/09/2008

	2
	Repair order 214 detailing repair carried out on Toyota Hi Ace van.  Includes details of checking for rattle on sliding door, rotating tyres, replacing rear brake-shoes (front brake pads are still OK), changing the brake fluid, adjusting handbrake.
	25/01/2009

	3
	Repair order 104 detailing service check of 2003 Toyota Wish Wagon.  Includes details of changing engine oil, adjusting handbrake, changing brake fluid, rotating tyres, adjusting tyre pressure.
	01/06/2008

	4
	Repair order 300 detailing repair done on Mitsubishi Pajero.  Includes removing the brake drums and slave cylinders and replacing the cylinder cups, then reassembling and refitting.
	02/03/2009

	5
	Repair order 316 on Ford Falcon. 60.000 km service check, replace front brake pads and rear shoes, rotate tyres.
	21/03/2009

	6
	Invoice number 222, Mazda 626. Replace front brake discs, all brake pads and handbrake cable assembly. Change brake fluid and rotate tyres.
	20/03/2009

	7
	Page of photos: me interchanging wheels on Toyota Hi Ace van, Mazda 626, Ford Falcon, Toyota Wish Wagon.  Also photos showing tyre tread of each, showing that I matched tyres by amount of wear when repositioning.
	21/03/2009

	8
	My timesheets covering the days where I spent time on the jobs provided as evidence.
	21/03/2009


Evidence Reference Chart

Photocopy this page and use as many pages as necessary.
	Unit standard number 
	Evidence reference number

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Evidence Reference Chart – Instructions
To complete the Evidence Reference Chart:
1 Photocopy a blank Evidence Reference Chart.

2 Write the number of each unit standard included in your application in the unit standard column.

3 Write the evidence reference number for each item of evidence which demonstrates the skills and knowledge required by the unit standard in the evidence reference number boxes.

Example of a completed Evidence Reference Chart

	Unit standard number 
	Evidence reference number

	242
	1
	2
	3
	4
	6
	
	
	
	
	
	
	
	

	21690
	1
	2
	3
	5
	6
	7
	
	
	
	
	
	
	

	5466
	2
	4
	5
	6
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


	The details of these unit standards are:

21690
  Perform general servicing checks on a motor vehicle


  Element 1: Carry out general servicing checks on a car or light commercial vehicle

  Element 2: Change the engine oil and filter

  Element 3: Interchange the wheels
242
  Change the fluid and bleed a brake hydraulic system.  

Range: This unit standard includes  bleeding an anti-lock braking system (ABS) and     a non-ABS on vehicles


  Element 1: Change the fluid in a brake hydraulic system


  Element 2: Bleed air from a brake hydraulic system
5466
  Remove and replace light vehicle brake pads and shoes


  Element 1: Determine brake pad and lining condition

  Element 2: Remove brake pads and shoes from a light vehicle

  Element 3: Refit brake pads and shoes to a light vehicle
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