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[bookmark: _Toc453864160][bookmark: _Toc530725573]Prior to conducting the assessment
· Read this document in its entirety
· Contextualise the activities, observations/demonstrations and other submitted evidence to ensure it reflects the learner cohort. Check this against the mapping, to ensure it is still valid
· Ensure that workplace (or simulated environment for learners that are not working) is suitable for the parameters of any required task, to ensure the learners will have an appropriate opportunity to demonstrate their skills
· If observations are undertaken on the job/in a simulated environment, discuss the assessment methods with the third party, so that they are aware of what is required of them (e.g. using the Third Party Observations/Demonstrations document), as well as any modifications that may be required in the workplace
· Ensure that the learner is allocated the appropriate time and resources required for the tasks
· If appropriate, determine and agree with the third party an acceptable timeframe for each observation
· Advise the learner prior to conducting observation/assessment:
· what will occur throughout the assessment process
· when the assessment will occur
· the level of competency expected
· Confirm arrangements for the third party to observe the learner in the workplace with the learner and the third party
· Ensure that the third party understands the requirements and instructions regarding the Third Party Observations/Demonstrations
· Never tell the learner how to perform a task or answer a question, as that would render the assessment invalid – the expectation is that the learner should know this prior to commencing the assessment
· Use the checklists and answer guides to assist you with marking, but never show or share them with the learner or the third party.

[bookmark: _Toc453864161][bookmark: _Toc530725574]Selecting a third party
· The third party must be someone in a position to make a valid comment on performance of the learner, e.g. a line manager
· You may use the third party at your discretion, when you feel the learner has not given a satisfactory response for any of the criteria in the unit of competency. Therefore, you may not need third party evidence for all of the performance criteria.
[bookmark: _Toc453864162][bookmark: _Toc530725575]Conducting the assessment
· Establish and oversee the evidence-gathering process to ensure it remains valid, sufficient, authentic, current and flexible
· Advise the learner when to commence the assessment
· Gather supporting documents, where available and appropriate, as evidence to help you make a judgement of the learner’s competency
· Record observations and evidence against the checklist
· Where a checklist point is not observable due to reasons outside the learner’s control, modify the scenario to allow the learner an opportunity to perform the task in question
· Do not interfere with the assessment unless the learner’s actions impose a risk of harm
· If there is an error, record it
· When the assessment is complete, advise the learner and record your comments in the relevant section. You must determine whether they are competent (C) or not yet competent (NYC).
[bookmark: _Toc453864163][bookmark: _Toc530725576]Making the decision on competency
· The learner needs to be deemed satisfactory for all of the criteria in the unit to gain competency – the minimum requirement is completing all of the activities (formative and summative) in the learner workbook and achieving a ‘satisfactory’ grade for all of them.
· If you are in doubt of the learner’s competency, gather further evidence to guide your decision. For example, this may include asking supplementary questions or requesting a portfolio of evidence from the learner
· Assess learners on their performance in this unit, not on actions before or after the assessment (unless a portfolio of evidence is required)
· Use the checklists and your professional judgment to determine the final outcome. However, if the learner’s performance in the assessment does not reflect performance during the course, consider undertaking an oral quiz or other supplementary assessment
· If you are marking the learner NYC (Not Yet Competent), ensure you outline why you have made this decision, and provide advice on how the learner can improve skills/knowledge prior to their next attempt.
When using evidence you have gathered on the learner to judge their competency, the following criteria will need to be met (as applicable to the unit of competency):
· All the performance criteria elements have been addressed to the required standard (set out in the unit of competency)
· The knowledge evidence/required knowledge has been demonstrated
· The performance evidence has been practically demonstrated
· The foundation skills/required skills have been practically demonstrated
· The assessment conditions/critical aspects of assessment have been met
· The context and consistency of assessment are addressed to appropriate AQF level
· The learner has been assessed through a range of assessment methods
· The learner has completed all assessments to the levels defined in the assessor workbook (as stated in the Learner Workbook activity answers and summative assessment answers).
[bookmark: _Toc453864164][bookmark: _Toc530725577]After the assessment
· Provide learners with:
· clear and constructive feedback based on the assessment decision
· information on ways of overcoming any identified gaps in competency revealed by the assessment
· the opportunity to discuss the assessment process and outcome 
· information on reassessment and the appeals process
· an opportunity for reassessment, if appropriate
· Regardless of the outcome of the assessment, provide all learners with a copy of the completed checklist, ensuring the comments section is completed. 
· Where the learner’s performance is deemed not yet competent, provide detailed feedback on the criteria they need to improve upon, if requested
· Record and report the outcome of assessment for each learner.

[bookmark: _Toc415147200][bookmark: _Toc453864165][bookmark: _Toc530725578]Observation/demonstration
Throughout this unit, the learners will be expected to show their competency of the elements through observations or demonstrations. As trainer/assessor, you will compile a list of demonstrations that you recognise the leaners will need to complete, or tasks to be observed. Any required observations and demonstrations will need to be completed, as well as the activities found in the Learner Workbook. 
Please note that observations are not compulsory for assessment. They are for use at the assessor’s discretion. They should be used only where observation is required for judging the learner’s competency (i.e. a practical or performance task), or where the learner requires a reasonable adjustment (e.g. they are unable to complete a written task due to impairment or a disability).
Observation checklists have been included for all performance criteria in the Observations and Demonstrations Checklists document, but the assessor only needs to record evidence in this document if they deem it necessary to judge competency for that particular activity. 
An explanation of observations and demonstrations:
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers.
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise.
You will need to inform each learner which one of the above they will be required to do. The observation/demonstration will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. As trainer/assessor, you will ensure each learner is provided with the correct equipment and/or materials to complete the task. Learners should also be informed on how long they have to complete the task.
Learners should be able to demonstrate the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc453864166][bookmark: _Toc530725579]Reasonable adjustments
Where learners are unable to complete the tasks in the methods specified due to situations beyond your/their control, you will need to make reasonable adjustments.
These will be dependent on the specific needs of the learners.
While learner needs will vary on an individual basis, examples are given below:
Learner workbook written answers
If the student is unable to write (e.g. due to a disability or injury), you may ask them questions verbally and record their responses on an audio device.
Also, you have the option of asking supplementary questions to confirm their competency in a given criteria, if necessary.
Skills activity
If the learner is unable to demonstrate their skills at the time of your presence, for whatever reason, they could provide a video demonstration to the assessor, or obtain third party evidence of them demonstrating the skills in question.
Knowledge activity
If the learner is unable to verbally answer questions, for whatever reason, they could provide written answers to the questions, or provide an audio recording of their answer at a later date.
Performance activity
If the learner is unable to perform the required practical tasks at the time of asking, for whatever reason, they may provide video evidence at a later date, or complete the task in a simulated environment, with evidence given by the designated third party, if required.




[bookmark: _Toc453864167][bookmark: _Toc530725580]Additional Evidence
In addition to the assessments provided in this unit, learners may also display competence through additional evidence. 
This may include, but is not limited to:
· Workplace evidence
· Portfolios
· Existing qualifications
· Workplace documents
· Case studies
· Research
· Reports.
This additional evidence may be submitted by the learner or their third party, but should be subject to validation by the assessor.


[bookmark: _Toc453864168][bookmark: _Toc530725581]Learner Workbook Activity answers
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).

Where applicable, a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

[bookmark: _Toc435695594][bookmark: _Toc530725582]Activity 1A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify how to adjust workspace, furniture and equipment to suit user ergonomic environments

	
	Identify three ways in which you can adjust the workspace, furniture and/or equipment according to ergonomic requirements.

Learners should identify three ways in which they could adjust the workspace, furniture and/or equipment according to ergonomic requirements.

Ergonomic requirements might include:

· Avoiding radiation from computer screens
· Chair height, seat and back adjustment
· Document holder
· Footrest
· Keyboard and mouse position
· Lighting
· Noise minimisation 
· Posture
· Screen position
· Workstation height and layout.

Ways to adjust the workplace, furniture and/or equipment will differ, but should be logical and relevant to desk-based work.

For example:

· To avoid radiation from computer screens, learners can use an LED monitor and keep a safe distance from your monitor
· Chair height, seat and back can be adjusted according the height of the user, allowing them to have their feet on the floor whilst still being able to carry out the task
· Document holders can be adjusted to aid work productivity
· Footrests can be placed under the desk to improve posture and sitting position
· Keyboard an mouse position can be moved closer/further away to suit the user and their height/reach
· Etc.




[bookmark: _Toc530725583]Activity 1B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to ensure workspace meets organisational requirements related to work health and safety, and energy and resource conservation, taking into account the type of digital device to be used

	
	Refer to Case Study A

In a simulated setting, use one safe work practice outlined in the Case Study for each of the following requirements:

· Work organisation
· Energy and resource conservation.

Learners should use the requirements to demonstrate one safe work practice for each of the requirements. 

For example, a learner may demonstrate how to:

· Do shoulder rolls
· Turn the brightness down on their screen.





[bookmark: _Toc530725584]Activity 1C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify document purpose, audience and presentation requirements, and identify how to clarify with relevant personnel as required

	
	1. Refer to Case Study B 

What do you think is the intended purpose and audience of the document provided in the Case Study?

2. Refer to Case Study B 

Look at the presentation requirements in the Case Study and identify whether it matches these or not. If not, why not?

3. Identify one way to clarify document requirements with the relevant personnel.

1. Answers should acknowledge that the intended purpose of the flyer is to inform and persuade people to come to a job fair, and the intended audience is anyone local to Newfound who is looking for work or training.

2. The learner should state that the document mostly matches the presentation requirements, but the contact information needs to be more visible (larger), and the telephone number is missing. 

3. Answers may differ. For example, ways to clarify document purpose might include:

· Email
· Face-to-face meeting.





[bookmark: _Toc530725585]Activity 1D
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify organisational and task requirements for text-based business documents to ensure consistency of style and image

	
	Refer to Case Study C

Follow the style guide to alter the document provided in Case Study C to meet the style requirements of the business.

Learners should alter the letter provided to be in line with the style requirements. The letter should look like this:

Polka Dot
Telephone: 707707

Miss Smith
12 Parrot Parade
Tree Lane
The Forest

19th March 2018
Dear Miss Smith
It was great to speak to you earlier at Polka Dot. I would like to take this opportunity to welcome you on behalf of everyone at Polka Dot insurance. Here at Polka Dot, we know how important it is to have a friendly, helpful voice at the end of the phone. 
To show you how much we value your custom, we are giving you $100 when you refer a friend.
See you soon,
Claire Bird




[bookmark: _Toc530725586]Activity 1E
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to select most appropriate word processing application to produce document, in accordance with available resources and organisational policies

	
	Refer to Case Study D

Select the appropriate application which Sally should use to produce the documents asked of her, according to organisational requirements.

Answers as follows:

· Form – Microsoft word
· Schedule – Lotus Work Pro
· Flyer – iWork Pages.





[bookmark: _Toc530725587]Activity 2A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify how to design document structure and layout to suit purpose, audience and information requirements of task

	
	Refer to Case Study E

Identify four ways to improve the document’s structure and layout to suit the purpose, audience and information requirements in the Case Study. 

Answers will differ as there are a variety of ways to improve the structure of the document, but answers should be relevant to the requirements outlined:

· Break the text down into smaller segments which are easier to read
· Add company colour (red and purple)
· Draw attention to key features.

The learner should give four ways – for example:

· Use columns to break up the text
· Use sub-headings to break up the text
· Use bullets
· Put information into paragraphs
· Add colour to the text
· Add images
· Put titles and dates at the beginning of the report
· Put titles and dates in a larger font.





[bookmark: _Toc530725588]Activity 2B
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to identify how to design document to enhance readability and appearance, and to meet organisational and task requirements for style and layout

	
	Refer to Case Study F

Imagine that your organisation has asked you to design a template for meeting minutes to enhance readability and appearance. Design the document using the requirements found in the Case Study.

Designs may vary, but they should meet all the requirements in the case study and be easy to read. For example:

Meeting Minutes
Date: [Space for text]

Attendees:
[Space for text]

Agenda:
· [Space for text]
· [Space for text]
· [Space for text]
· [Space for text]
· [Space for text]
	Action Items
	Owner
	Deadline

	· [Space for text]
	· [Space for text]
	· [Space for text]

	· [Space for text]
	· [Space for text]
	· [Space for text]

	· [Space for text]
	· [Space for text]
	· [Space for text]





[bookmark: _Toc530725589]Activity 2C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify how to use available application functions to ensure consistency of design and layout, adhering to organisational and task requirements

	
	Imagine that you have been asked to produce a text document in Microsoft Word by your organisation.

Outline how two functions available within this application can be used to ensure consistency of design and layout.

Learners should outline how two functions available within a word processing application can be used to ensure consistency of design and layout.

Answers will differ.

For example:

· Footnotes/endnotes – can be used to add consistent information on each page of a document, for example, the author or the date 
· Indentations – can be used at the beginning of a block of text or intermittently to break up paragraphs. Using the indentation format will ensure that the space is the same size
· Spacings – for example, line spacing can be used to ensure consistency in text, creating equal breaks between lines
· Typeface styles and point size – can be used to appoint the same font and size throughout a text or to different elements within the document.





[bookmark: _Toc530725590]Activity 2D
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to identify how to insert a standard table into document, changing cells, columns, and rows as necessary to meet information requirements

	
	Refer to Case Study G

For this activity, you will be provided with a laptop or a desktop computer with a word processing application installed.

Recreate the current table provided in the Case Study, and make amendments following the instructions given to Daniel.

For this activity, learners will need to be provided with a desktop computer or a laptop with a word processing application installed.

They will then need to recreate the following table by inserting a standard table into the document:

	Staff Name
	Department 

	Sharon Wise
	

	Daniel Parker
	

	Graham Pat
	



Learners should then amend the table following the requirements given in the Case Study:

· A column will need to be added to the right side of the table with the title ‘start date’
· A row will need to be added to the bottom of the table for new staff member Tyler Rust
· Line spacing should be even
· Text in the title column should be changed to bold.

Finished tables should be similar to the following:

	Staff Name
	Department 
	Start Date

	Sharon Wise
	
	

	Daniel Parker
	
	

	Graham Pat
	
	

	Tyler Rust
	
	



Note: this activity should be observed. Where not possible, a copy of the completed table should be attached to the workbook as evidence of completion.





[bookmark: _Toc530725591]Activity 2E
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to insert and format visual elements (including, for example, images or icons) to meet organisational and task requirements for style and layout

	
	A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

Refer to Case Study G

Imagine that you are Ebony, produce the poster for the event she is holding.

Attach the final copy of your poster to your workbook.

For this activity, learners will need to provided with a device which has a work application installed.

Learners will need to produce the poster for Ebony, following the task requirements. The task should be observed, and learners should be marked for their ability to insert the logo and a relevant image into a word document.

A final copy of the poster should also be attached as evidence of completion.

The design of posters will differ, but the logo provided and an image will need to be included.

For example:
[image: ]




[bookmark: _Toc530725592]Activity 3A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify how to use intermediate-level application functions to enable efficient production of digital text documents

	
	This activity will need to be observed by a supervisor, assessor or third party. 

1. Give three examples of advanced software functions.

2. Choose two functions that apply to the type of documents that you create within your organisation. Write step-by-step instructions describing how to complete your chosen functions. 

3. In an example Word document, complete the two functions from your previous answer. Print and attach a copy.

1. Answers may include:

· Alternate headers and footers
· Drawing tools
· Graphics tools 
· Importing data/objects/pictures 
· Mail merge
· Newspaper columns 
· Sections
· Sort
· Styles
· Tables
· Templates.

2. Answers will vary depending on the two functions that learners choose. They should give clear, detailed instructions that show that they know how to complete their chosen functions. 

3. Learners should attach an example Word document that shows they can complete the two functions from their previous answer. This shows that they can follow their own instructions. 





[bookmark: _Toc530725593]Activity 3B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to enter or import, and edit text and other data to meet task requirements

	
	Refer to Case Study I

1. Enter the textual information given in the case study (bullet points) into a letter which can be distributed to staff members across the company. The letter must be formal and professional, and must include all key details laid out in the Case Study.

1. Management has communicated that they want to amend some of the data given in the Case Study. After further investigation, they have discovered that there have actually been five injuries as a result of soldering equipment, with one of those a serious injury. Edit the letter you have written to include the updated information.

1. The learner must show that they can enter the information presented in the case study into a letter. This letter should address all staff, and cover all points communicated in the bullet points. However, the letter shouldn’t use bullet points. The learner must use simple, straightforward, and professional language to convey the necessary points.

1. The learner must show they can edit information quickly and accurately. They should need no longer than five minutes to delete, change, or add the updated information provided by managers. Importantly, the letter should communicate that there have been five injuries (one serious), instead of three.





[bookmark: _Toc530725594]Activity 3C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to preview, adjust and prepare documents for delivery in accordance with organisational and task requirements

	
	A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

Using the document you produced in Activity 3B (this must be a word processed document), show that you can do the following:

· View the document in preview mode
· Adjust the document, by changing the zoom level to 80% and narrowing the margins of the document
· Print five copies of the document.

The learner must show they can view their document in preview mode or in ‘full-screen reading mode’. They must also show they can adjust the document in basic ways, by changing the zoom level to 80% (bottom right of the screen) and narrowing the margins in the ‘page layout’ tab. Finally, they must show they can print a specific number of flawless copies which reach a standard at which they can be distributed to the staff at Talking Heads.





[bookmark: _Toc530725595]Activity 3D
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to name and store document, in accordance with organisational requirements and exit application without information loss/damage

	
	A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

Using the document you created in Activity 3B, show that you can do the following:

· Name the file you created: ‘TH faulty equipment letter’
· Store the file in a new folder called ‘Letters’. This folder should be placed in Documents
· Save the document and close the word processor you are using. Then, find and open the document you have just closed.

The learner must show they can name files quickly and accurately – usually by highlighting the file and then clicking again to edit the file name. They must then show that they can create a new folder by right-clicking and selecting ‘create new folder’, and then storing the file in this folder. They must then show they can close the word processor, before finding and opening the saved document in file explorer. The finished letter should be displayed.





[bookmark: _Toc530725596]Activity 3E
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to deliver document within designated timelines and organisational requirements for speed and accuracy

	
	Refer to Case Study I

Prepare a follow up textual report which explains that all workers should attend a group tutorial on the 18 December 2018 at 15:00. The tutorial will describe how to use new soldering equipment safely. The tutorial will be followed by two weeks of close supervision, in order to ensure soldering equipment is being used safely.

Using a word processor, write this document in under 10 minutes, including all necessary information.

The learner must show that they can complete the required document in under 10 minutes, making sure they have included all relevant information provided above. They must include the time and date of the tutorial, that all employees need to attend, the purpose of the tutorial, and the plans for supervision of work.





[bookmark: _Toc530725597]Activity 3F
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to use relevant help functions to overcome intermediate issues with document design and production

	
	Identify one help function which you could use to overcome an issue with document design and production. Outline how you would use this. 

(Max. 35 words)

Learners will need to identify one help function which they could use to overcome an issue with document design and production and outline how they would use this.

For example, help functions might include:

· Manuals
· User documentation
· Online help.

Outlines will differ, for example, to use a manual the learner may refer to the frequently asked questions or troubleshooting page to source a solution to their problem.





[bookmark: _Toc453864171][bookmark: _Toc530725598]Summative Assessments answer guide
[bookmark: _Toc530725599]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following skills:
· Reading
· Writing
· Oral communication
· Navigate the world of work
· Interact with others
· Get the work done.

Answer the activity in as much detail as possible, considering your organisational requirements.

1. See Case Study J. Using your reading skills, analyse the requirements that Totem Pole give in the case study. Choose a font size for headings, subtitles, and body text, as well as a font type for the body text in the document.

1. See Case Study J. Using your writing skills, write up a document which expresses the rules set out in the case study. It should include an introduction which explains the reason for the policy, the body – which explains the new rules – and a conclusion which explains the consequences of breaking the rules.

1. See Case Study J. Using your oral communication skills, Give a short presentation which explains the document that you prepared in question two. Specifically, explain at least three textual choices you have made and why you have made them.

1. See Case Study J. Show that you can interact with others by discussing the following problem with your classmates in groups of three or four: Totem Pole has indicated that they want to use specific body text fonts for the document. As a group, describe three reasons why these fonts are not suitable for this type of document, and give three alternative font type options which are more suitable.

1. See Case Study J. Show that you can get the work done by using advanced features in Microsoft Word to:

· Centre the main title in your document
· Underline and bold all subtitles in your document
· Set a ‘style’ for your bullet points
· Change line spacing to 1.5.

1. The learner must show that they can use their reading skills to understand the textual requirements that Totem Pole have set out. Taking note of these requirements, they should then pick font sizes for headings, subtitles, and body text, as well as a font type for the body text. For example, they might choose to 26 pt for headings, 20 pt for subtitles, and 12pt and Arial for body text.

1. The learner must demonstrate that they can use their writing skills to create the document that Totem Pole requires, while adhering to the document requirements that the company outlines.The document should include all policies, either in bullet points or in the body text, as well as a clear introduction and conclusion. The introduction should clearly explain – using simple, straightforward language –  the reasons for the new policies, while the conclusion should explain that workers will be held to account.

1. The learner must show that they can use their oral communication skills to give a short presentation which explains why they made the textual choices they made in their document for Totem Pole. For example, they might say: I used 30pt Arial Bold font for the heading because it stands out, while looking professional and suitable for the type of document the client wants. The presentation may be very short in duration, but they should give at least three reasons for their textual choices in the document. The learner must use clear, straightforward, and professional  language throughout the presentation, and they should convey information clearly and confidently. They should address their audience when speaking.

1. The learner must demonstrate that they can interact with others by discussing, in groups of three or four, why font requirements for the body text do not result in an appealing or professional-looking document. In their groups, they must discuss and agree on three reasons why the font types are not suitable for the document. Reasons may include that the fonts are too bold, too artistic, or that they are unclear and unprofessional. What matters is that learners can discuss these ideas together, listening and speaking in turn, and giving all members of the group a chance to voice their ideas.

1. The learner must show that they can get the work done by carrying out the advanced tasks set out in bullet points on their document. Centring the heading can be done by highlighting the title and clicking the ‘centre text’ option in the ‘paragraph’ tab. The learner should then highlight all subtitles and select the ‘bold’ and ‘underline’ options in the ‘font’ tab. They can set a new style by highlighting text, right-clicking and selecting ‘save selection as new quick style’ under the ‘styles’ menu. Line spacing can be set to 1.5 by selecting text and opening the paragraph options box.

[bookmark: _Toc530725600]Section B: Knowledge Activity (Q & A)
Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Key elements of intermediate-level formatting styles and their impact on formatting, readability and appearance of documents
· Key strengths and limitations of various word processing applications
· Key features of organisational requirements for ergonomics, work periods and breaks, and conservation techniques
· Key features relating to purpose and contents of organisational style guide.

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for, but the learner should be able to answer each question competently.

1. Identify three formatting styles and outline the impact they have on the formatting, readability and appearance of text documents.

2. For two different word processing applications you are familiar with, list two strengths and two limitations.

3. Write a one-page outline of any organisational requirements for ergonomics, work periods and breaks, and conservation techniques.

4. You will be provided with an example style guide.

Read the style guide and summarise:

· The purpose
· The key content.

1. Learners will need to identify three formatting styles and outline the impact they have on the formatting, readability and appearance of text documents.

Answers will differ. For example, learners might consider design principles such as:

· Balance
· Diversity
· Relative positioning of graphics and headings
· Simplicity
· Text flow
· Typography.

Or specific style considerations such as:

· Company colour scheme
· Company logo
· Consistent corporate image 
· Content restrictions
· Established guidelines and procedures for document production
· House styles
· Observing copyright legislation 
· Organisation name, time, date, document title, filename, etc. In header/footer
· Templates.

The impact of formatting features will differ depending on the answers chosen. For example, impacts might include:

· Draw attention to text
· Make key elements stand out
· Help text to read from a distance.

2. Learners should list two strengths and two limitations of two different word processing applications they are familiar with.

For example, Microsoft Word:

Strengths:

· Templates
· Mail merge.

Limitations:

· Some symbols aren’t easily accessible
· Auto-format can corrupt easily.

3. Learners should write a one-page outline of any organisational requirements for ergonomics, work periods and breaks, and conservation techniques.

Ergonomic requirements may include:

· Avoiding radiation from computer screens
· Chair height, seat and back adjustment
· Document holder
· Footrest
· Keyboard and mouse position
· Lighting
· Noise minimisation 
· Posture
· Screen position
· Workstation height and layout.

Work organisation strategies may include:

· Exercise breaks 
· Mix of repetitive and other activities
· Rest periods. 

Conservation techniques may include:

· Double-sided paper use
· Recycling used and shredded paper
· Re-using paper for rough drafts (observing confidentiality requirements)
· Utilising power-save options for equipment. 

4. Learners should be provided with an example style guide for this activity.

They will be required to read the guide and summarise:

· The purpose
· The key content.

Answers should reflect the content of the style guide provided and show the ability to identify the key features identified.

[bookmark: _Toc530725601]Section C: Performance Activity
Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following performance evidence:
· Follow correct ergonomic and conservation requirements, and relevant organisational policies and procedures
· Design and produce digital text documents that align to document purpose and are appropriate to target audience
· Adhere closely to task requirements and required specifications by:
· following designated timelines
· achieving consistency of style and image
· ensuring correct editing and style requirements
· adhering to designated timelines
· Use application features for intermediate-level document design
· Communicate effectively with relevant personnel
· Overcome problems by referring to application help functions.

Answer the activity in as much detail as possible, considering your organisational requirements.

All activity answers will vary depending on the learner and the organisation they work for, but the learner should be able to demonstrate their competency in the unit requirements.

1. See Case Study K (note: Callous Clothing is a fictional brand, and the linked items use examples from existing real-life brands). Adhering to Callous Clothing’s requirements of taking no longer than 20 minutes to write one product description, write product descriptions for the following items (adhering to the brand’s guidelines) ensuring that your descriptions are suitable for the target audience:

· https://www.amazon.co.uk/State-Cashmere-Sleeve-Pullover-Sweater/dp/B074CTX7V2/ref=sr_1_2_sspa?ie=UTF8&qid=1522761228&sr=8-2-spons&keywords=men%27s+jumpers&psc=1
· https://www.amazon.co.uk/Brave-Soul-JackD-Sleeve-Check/dp/B017SVO31K/ref=sr_1_6?s=clothing&ie=UTF8&qid=1522761257&sr=1-6&keywords=men%27s+shirts
· https://www.amazon.co.uk/OCHENTA-Casual-Slim-Tapered-Flat-Front-Trousers/dp/B013W5SUJC/ref=sr_1_20?s=clothing&ie=UTF8&qid=1522761282&sr=1-20&keywords=men%27s+trousers.

Whilst producing your document, you are also required to follow the organisation guidelines related to ergonomics and conservation.

1. Using advanced software features on the word processor that you used, apply the following to one product description from Question One:

· Set materials and size information in italics
· Turn body text purple
· ‘Justify’ body text.

1. See Case Study K. Working in pairs, develop three more textual requirements to improve the look and layout of Callous Clothing’s product descriptions. Explain why you have chosen each one.

1. Using online search engines to research your answer, explain how to use Markup to track the changes you make to a Word document (150 words max).

1. The learner must show that they can read and follow guidelines, organisational requirements, and strategies, in order to produce a series of product descriptions from Callous Clothing. Callous outline some clear requirements for their product descriptions, and specify that each product description should take no longer than 20 minutes to write. Learners must show that they can follow these guidelines effectively, producing three clear and appealing product descriptions in under an hour. Descriptions should include basic information about the product, including sizes and materials, as well as persuasive sales pitches for each item.

Whilst producing the document, learners should also follow the guidelines provided related to ergonomics and conservation:

· Adjust chair height and back to achieve a comfortable position
· Have feet placed flat on the ground (if this is not possible use a footrest)
· Keep a safe distance from monitor
· Take a 5-minute break every 20 minutes (away from screen).

1. The learner must show that they can use advanced word processor features to complete each of the tasks outlined. To set text in italics, select text and click the ‘I’ symbol in the font tab. To turn body text purple, they should select the appropriate text and select purple in the colour drop-down box in the font tab. To justify body text, they should select the appropriate text and then click the ‘justify’ option in the paragraph tab.

1. The learner must show they can work as part of a team to develop three more textual requirements for Callous Clothing’s product descriptions. Importantly, they must show they can use their speaking and listening skills to discuss possible options with their partner. For example, they might suggest that another textual requirement should be to highlight certain words in a colour other than black, in order to break up the text and make it more interesting to read. Learners must be able to explain why they have chosen each option.

1. The learner must show they can use basic online research tools, such as search engines, to find the answer to questions they do not know already. In this example, they must search to find how to use the Markup feature in Word. Importantly, they must show they can use trusted sources to collect information, making distinctions between inaccurate and accurate information.
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Every Tuesday Evening 17:30-18:30pm
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