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NZQA Assessment Support Material 

 
Unit standard 28066 

Title Negotiate a complex spoken exchange (EL) 

Level 4 Credits 5 Version 1 

 

Note 
The following guidelines are supplied to enable assessors to carry out valid and consistent 
assessment using this internal assessment resource. 

Assessors must manage authenticity for any assessment from a public source, because learners 
may have access to the assessment schedule or student exemplar material.  This assessment 
resource without modification may mean that learners’ work is not authentic.  The assessor will 
need to change the context or topic to be investigated, or change to a different text to read or 
perform. 

 

Assessor guidelines 
 
Refer to the unit standard document for the outcome, evidence requirements and grading criteria. 
 

T H I S  U N I T  S T A N D A R D  C A N  B E  A W A R D E D  W I T H  A N  
A C H I E V E D ,  M E R I T ,  O R  E X C E L L E N C E  G R A D E  
 

A W A R D  O F  G R A D E S  

• For award with Achieved, spoken text is generally clear, coherent and spontaneous. 

Ideas are relevant to the topic, purpose, and context. 

A limited range of language features and conventions is used with control. 

Spoken exchange may contain errors and inconsistencies, but these do not interfere with 
meaning. 
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A W A R D  O F  G R A D E S  

Range language features include – grammatical, lexical and phonological features; 

 grammatical features may include but are not limited to – tense, modality, question 
forms, connectives, response forms to support communication; 

 lexical features may include but are not limited to – word choice, grammatical form of 
words, collocation, register; 

 phonological features include – pronunciation, intonation, stress, pace, audibility, 
rhythm. 

• For award with Merit, spoken text is clear, coherent, spontaneous, and generally fluent, with 

some hesitation. 

Ideas are developed and connected. 

Negotiation demonstrates the use of a range of language features and conventions. 

Meaning is conveyed with minor inconsistencies. 

• For award with Excellence, spoken text communicates ideas effectively with minimal 

hesitation. 

Ideas are well developed. 

Negotiation demonstrates the use of a wide range of language features and conventions. 

Meaning is conveyed with minimal inconsistencies. 

 

This unit standard has one outcome: 
 
Outcome 1: Negotiate a complex spoken exchange. 
 
Range must include a minimum of two people, each person contributing a minimum of ten 

turns. 

 
Conditions of assessment 
 
• All the assessment activities must be conducted in English, which must not be the learner's first 

language. 
• For the purposes of moderation, the discussion must be recorded audio-visually.  Any 

supporting materials, including audio-visual, must be included.  For guidance on how to submit 
materials for moderation refer to http://www.nzqa.govt.nz/qualifications-
standards/qualifications/ncea/ncea-subject-resources/preparing-digital-visual-submissions-for-
moderation/ 

• Learners may ask for clarification to understand the requirements of the task. 
• The negotiation must be 6 to 10 minutes long. 
 

http://www.nzqa.govt.nz/qualifications-standards/qualifications/ncea/ncea-subject-resources/preparing-digital-visual-submissions-for-moderation/
http://www.nzqa.govt.nz/qualifications-standards/qualifications/ncea/ncea-subject-resources/preparing-digital-visual-submissions-for-moderation/
http://www.nzqa.govt.nz/qualifications-standards/qualifications/ncea/ncea-subject-resources/preparing-digital-visual-submissions-for-moderation/
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Learning contexts 
 
Assessment of this standard must reflect the qualifier (general, workplace or academic) being 
studied.  It is recommended that assessment for this standard be assessed in authentic or 
simulated situations relevant to the context of the learner, as part of an integrated unit of work.  
This assessment activity should follow class activities in which the learners have had the 
opportunity to become familiar with the discussion skills required.  It is recommended that 
assessment be conducted in conjunction with assessment against other level 4 English Language 
unit standards. 
 
Notes for assessors 
 
• It is important that learners are familiar with the requirements of the evidence requirements and 

the explanatory notes of the unit standard, including definitions. 
• The assessor must be satisfied that the learner can independently demonstrate competence 

against the standard. 
• Refer to your institution's policies before offering a further assessment opportunity. 
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Note to Assessors:  These role cards should be adapted to the context and personal situation of 
your learners. The learner should not view the information on their partner’s card. 
 

Employee Role Card 

 
You have been offered a job as a ‘Trainee Data Entry Clerk’. You would like the job as it is difficult 
to find other work at the moment. You have several years experience as a data entry clerk, as well 
as more challenging roles. You have two young children and no relatives nearby to help look after 
them, so you would like some flexibility with your work in the school holidays. 
 
The issues you have with the contract: 
 

a) The job title is too basic. 
b) The wages are lower than you expected ($14.50 an hour), and won’t increase for a year. 
c) You are expected to work overtime evenings and weekends on request. 
d) You want flexibility to work from home or different hours during the school holidays. 
e) You will have no sick leave for the first six months. 
f) The contract restricts you from working for a company with the same type of business for 

one year after leaving their employment. 
g) The 8am start. You would rather start later and take a shorter lunch. 

 
You may also select other issues to negotiate. 

 
 

HR Manager Role Card 

 
You are offering this person a position as “Trainee Data Entry Clerk”. You really hope they take the 
job, as they have a lot of experience and seem more responsible than many of your current 
employees. You are willing to negotiate on some issues, but can’t make any big decisions without 
discussing it with the management team. 
 
You are currently offering: 
 

a) $14.50 an hour wages fixed for the first year. 
b) 8am-5pm, with one hour for lunch 
c) Overtime some evenings and weekends on request (time and a half) 
d) 5 days’ sick leave per year after the first six months employment 
e) Medical insurance after two years’ employment 

 
• No employees may work from home. 
• All staff start as “trainees” for the first six months of employment (although most staff are 

younger and less experienced) 
• Overtime is essential, but is only required about six times per year, during peak business. 
• Some staff work flexi-time or evening shifts. 
• Management are happy to give time in lieu, but the time should be made up before leave is 

taken. 

  



 

28066 version 1 ASM version 1 Page 5 of 11 
Assessor guidelines July 2014   New Zealand Qualifications Authority 2014 
 

Model exchange 
 
 
This is a model exchange based on task 1, not a script. Note also that this part of the negotiation is 
only 2-3 minutes long. The standard requires an exchange of six to ten minutes’ duration. 
 
Task: Negotiate the conditions of your employment contract. 
 

HR (1) 
 
Vera (1) 
 
HR (2) 
 
 
Vera (2) 
 
HR (3) 
 
Vera (3) 
 
 
 
HR (4) 
 
 
Vera (4) 
 
 
 
HR (5) 
 
 
Vera (5) 
 
HR (6) 
 
Vera (6) 
 
 
 
HR (7) 
 
 
 
Vera (7) 
 
 
 
 
HR (8) 
 
 
 

So we’d like to offer you the data entry position. 
 
That’s great, thank you.1 

 
What we need to do now is to finalise your contract. Have you 
had time to read through the standard contract? 

 
Yes, I have, but there are a few things I’d like to query.2 

 
OK, sure. Which parts? 

 
The first part is the job title. The contract states ‘Trainee Data 
Entry Clerk”, but I’ve done this type of job before. I would’ve 
thought my role would just be ‘Data Entry Clerk’.3 

 
This is standard for all our new employees for the first six 
months; all of the roles are “Trainee” in this period. 
 
I appreciate that this may be standard procedure4; however, I 
feel with my experience, an exception could be made5. 
Certainly I would be unhappy putting “Trainee” on my resumé at 
this age. 
 
Hmm, ok, I see your point. I’ll need to talk to management, but 
perhaps an exception can be made in your case. 
 
Great, thanks6. 
 
Any other issues? 
 
Yes, a few other things. I don’t mean to be difficult7, but the 
contract states that employees are required to be available for 
overtime in the evening and at weekends ‘as required’. 
 
Yes, that’s right. At certain times of the year, such as the end of 
the financial year, work gets quite hectic. We expect employees 
to take on extra hours during these peak times. And you’ll be 
paid overtime rates. 
 
I don’t have a problem with that8. It’s just that the wording is 
very vague9. You could be asking us to work eighty hours a 
week. I’d like to see this made clearer. For example, up to an 
extra ten hours in total per week, and not more than six 
weeks in the year10. 
 
Yes, that’s a good point. Again, I’ll have consult with the team 

 
 

 

1 acknowledges 
partner’s 
contribution 
 
2 issue signalled 
 
 
 
3 issue presented 
 
 

 

 

 

4  responds to 
partner’s input 
 
5 develops & 
defends idea 
 
 
6 acknowledges 
partner’s 
contribution 
 
 

7 acknowledges 
partner’s position 
 
 
 
 
8  reassures 
partner 
 
9develops idea 
through 
explanation 
 
10 offers an 
alternative 
 
 



 

28066 version 1 ASM version 1 Page 6 of 11 
Assessor guidelines July 2014   New Zealand Qualifications Authority 2014 
 

Vera (8) 
 
 
 
 
 
HR (9) 
 
 
 
 
Vera (9) 
 
 
 
 
HR (10) 
 
 
 
Vera (10) 
 
 
 
* 10 turns by 
each speaker 
to this point in 
the 
negotiation 

about the exact wording for this. Is it okay if I get back to you 
about this in a few days? 
 
Sure. No problem. The next thing is11 a related query about 
work hours. I have two young children, so I was wondering if it 
would be possible to have time off in lieu for the overtime hours 
worked during the school holidays. Or alternatively, whether it 
would be possible to work from home for part of the day12.  
 
I’m sure you understand the difficulties of this – if we let one staff 
member work from home, they’ll all want to do it. And although 
you might be able to be trusted to get the work done, there will 
be others who can’t. So, I’m sorry we’ll have to say no to the 
second suggestion. 
 
Fair enough13. Another thought I had was14 whether it would 
be possible to work evenings during the school holidays. I’ll 
understand if it’s not possible13, but it would be very helpful if I 
could at least spend part of the day at home. 
 
That might be a possibility. As long as you’re still doing your eight 
hours. You could perhaps work four hours in the afternoon and 
four in the evening.9  
 
I’d really appreciate that. Now on the next page15... 

11 indicates a 
change of topic 
 

12 offers an 
alternative 
 
 
 
 
 
 
13 expresses 
understanding of 
partner’s position 
 

14 introduces an 
alternative 
 
 
 
15 indicates a 
change of topic 
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Marking checklist 
 

Learner’s name:  Date  
 

Achieved Achieved with Merit Achieved with Excellence Comments/supporting evidence 

Spoken text is generally clear, 
coherent and spontaneous. 

Spoken text is clear, coherent, 
spontaneous, and generally fluent 
with some hesitation. 

Spoken text communicates ideas 
effectively with minimal hesitation. 

 

Ideas are relevant to the topic, 
purpose, and context. 

Ideas are developed and 
connected. 

Ideas are well developed.  

A limited range of language 
features and conventions is used 
with control. 

Negotiation demonstrates the use 
of a range of language features 
and conventions. 

Negotiation demonstrates the use 
of a wide range of language 
features and conventions. 

 

Spoken exchange may contain 
errors and inconsistencies, but 
these must not interfere with 
meaning. 

Meaning is conveyed with minor 
inconsistencies. 

Meaning is conveyed with minimal 
inconsistencies. 

 

Learner has taken at least ten turns in the discussion.  

The exchange is six to ten minutes long.  
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Assessment Schedule 

 
Unit standard 28066 

Title Negotiate a complex spoken exchange (EL) 

Level 4 Credits 5 Version 1 

 

Evidence/Judgements for achievement Evidence/Judgements for achievement with 
merit 

Evidence/Judgements for achievement with 
excellence 

Spoken text is generally clear, coherent and 
spontaneous. 
 
This means that language is clear and easy to 
understand most of the time. It is mostly 
unrehearsed, but the candidate may pause to 
recall language. 

Spoken text is clear, coherent, spontaneous, 
and generally fluent with some hesitation. 
 
This means that language is clear, easy to 
understand and unrehearsed. The candidate 
speaks smoothly most of the time, and there are 
few unnatural pauses. 

Spoken text communicates ideas effectively 
with minimal hesitation. 
 
This means that language is clear, easy to 
understand, smooth and unrehearsed. There 
are very few unnatural pauses. 

Ideas are relevant to the topic, purpose and 
context. 
 
e.g. Could I start a little later and then only take 
half an hour for lunch? 
 
This means that the candidate presents their 
ideas and opinions in a manner that relates to 
the topic, purpose and context of the negotiation 
most of the time. 
 
 
 

Ideas are developed and connected. 
 
This means that the candidate presents their 
ideas and opinions in a logical way, including 
supporting detail or explanation, and relates 
these to their own and their partner’s 
contributions. 
 
This may include, but is not limited to the 
candidate: 
- developing (expanding upon) or defending 

ideas and opinions 
e.g. It would provide more incentive to the 

Ideas are well developed. 
 
This means that the candidate presents their 
ideas and opinions in a logical and convincing 
way, including specific supporting detail or 
explanation, and consistently relates these to 
their own and their partner’s contributions. 
 
e.g. Is there any chance I could start a bit later, 
say at 8:30 or 9? The gates at my children’s 
school don’t open until 8:30 and I’m not keen on 
them waiting outside. I’d be happy to take a 
shorter lunch hour instead. Or alternatively, you 



 

28066 version 1 ASM version 1 Page 9 of 11 
Assessment schedule July 2014   New Zealand Qualifications Authority 2014 
 

This may include, but is not limited to the 
candidate: 
- presenting ideas and opinions 

e.g. In this kind of job, I think it’s more 
appropriate to.... 

employees, and improve productivity. 
- responding or adding to the ideas and 

opinions of the partner 
e.g. That’s a good point, but... 

- - referring back to points previously raised 
e.g. As I said before...; As you mentioned 
previously  

- offering alternatives 
e.g. I would appreciate it if could start a bit 
later, say at 8:30. I can’t drop my children off 
at their school until then. I’d be happy to 
take a shorter lunch hour instead. 

 
See Achieved statement for further examples. 

mentioned that some staff do evening shifts; I 
could do one evening shift a week to make up 
for it. 
 
See Achieved and Merit statements for further 
examples. 

A limited range of language features and 
conventions is used with control.  
 
This means that the candidate uses appropriate 
verbal and non-verbal language and 
conventions. Some of the following are used 
correctly most of the time. 
 
Appropriate grammatical features include: 
- tense e.g. I have had twenty years’ 

experience. 
- modality e.g. would, had better 
- question forms e.g. How often would I…? 
- response forms e.g. No, I wouldn’t… 
- use of conjunctions and connectives to 

signal 
    points and counter points e.g. on the other  
   hand, however, at the same time 
 
Appropriate lexical forms include: 
- correct word choice e.g. time in lieu, raise,  
    promotion, flexi-time 

Negotiation demonstrates the use of a range of 
language features and conventions. 
 
This means that the candidate uses many of the 
language features and conventions correctly, 
with only occasional lapses and in a manner 
that encourages negotiation. 
 
See Achieved statement for examples. 

Negotiation demonstrates the use of a wide 
range of language features and conventions. 
 
This means that most of the language features 
are used correctly and consistently in such a 
manner that facilitates successful negotiation. 
 
See Achieved statement for examples. 
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- correct grammatical form e.g. a lot of work 
not: 
a lot of works; work hard not: work hardly 

- collocation e.g. take time off, eligible for 
promotion 

- register e.g. I would like to… not: I 
wanna…; 
Yes, definitely. not: Yeah, I s’pose. 

 
Appropriate phonological features include: 
- correct pronunciation 
- correct intonation and stress to convey 

meaning 
- pace (not too fast or too slow) 
- audibility 
- volume (varying loudness or softness) 
- rhythm and pitch  
 
Appropriate conventions may include, but are 
not limited to: 
- turn-taking e.g. not interrupting, not 

speaking too much or too little 
- acknowledgement of partner’s contributions 

e.g. Thanks for that. 
- acknowledgement of partner’s position e.g. I 

understand this may be difficult, but... 
- discourse markers to preface ideas 

e.g. to indicate a change of topic e.g. 
Another thing...; By the way... 

- back-channelling e.g. Uh uh; I see 
- body language e.g. turning towards and 

looking at the person; nodding in agreement 
- hedging e.g. Is there any chance that...?; I 

don’t suppose... 
- offering alternatives e.g. Or would it be 

possible to.... 
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- asking questions to progress the negotiation 
e.g. When would I be expected to finish that 
by? 

- making suggestions to progress the 
negotiation e.g. How do you feel about...? 

- keeping the negotiation on task e.g. Could 
we get back to talking about... 

- confirming or checking points negotiated 
e.g. So I’ll be eligible for a raise in three 
months instead of six, right? 

- asking for clarification e.g. So you mean..?; 
What kind of PD would that be? 

 
Spoken exchange may contain errors and 
inconsistencies, but these must not interfere 
with meaning. 
 
This means that there is some repeated 
incorrect language use, but the candidate can 
be understood most of the time. 

Meaning is conveyed with minor 
inconsistencies. 
 
 
This means that there are with only a few lapses 
in control of language. The candidate can self-
correct, if necessary. 

Meaning is conveyed with minimal 
inconsistencies. 
 
 
This means that the candidate demonstrates 
sustained control of language throughout the 
negotiation. 

Learner has taken at least ten turns during the discussion. 

The discussion is within the time limit of six to ten minutes. 

 


