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	Target(s):
	Criteria
	
	Preparation for next unit

	 (Any criteria which has priority or needs to be reinforced)
	(i.e. 1.2.1)
	
	(Any work that has been set for the learners or that you need to research/prepare)





	Date & Time
	Group
	Session Sequence(s)

	(Complete as appropriate)
	(Number of learners and where they are from)
	1-12 + Summative Assessments

	Points from previous learning that may need reinforcement e.g. misconceptions:

(Complete as appropriate)

	Learning objectives

· Know how to plan a document
· Discover how to draft a document
· Learn how to review a document
· Understand how to write a final document
· Gain the skills and knowledge required for this unit

	The big picture

This unit describes the skills and knowledge required to plan, draft and finalise a basic document. 
 
It applies to individuals who apply a broad range of competencies in various work contexts and may exercise some discretion and judgement to produce a range of workplace documentation.

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


	Learning outcomes

All learners will be able to:

· Plan a document
· Draft a document
· Review a document
· Write a final document
· Use the skills and knowledge required for this unit

	How I will assess the outcomes

· Learner Workbook Answers
· Observation
· Outcome of Activities and Major Activity
· Class Discussions and Questions



	Addressing the needs of individuals: 

· Terminology explained
· Being aware of individual needs i.e. learning requirements
· Differentiated Handouts (This is not a requirement)




	Generic Learning Links (Employability Skills)
	

	Fundamental Skills:

· Terminology
· Skills required for the specific job role will be obtained
	People Skills: 

· Group Work
· Discussions



	Thinking Skills:

· Activities
· Learner Workbook

	Personal Skills:

· Communication
· Research
· Organisation



	Resources – *(R)


(Instructor Workbook for your use)


	PowerPoint, Learner Guide and Learner Workbook – To be used throughout. 


	Health & Safety

	General Health and Safety, Fire Exits, First Aid, Trip Hazards and Emergency Procedures.

	Working with colleagues
	Ensure all learners have required resources and learner workbooks/guides. If sharing training with another colleague, ensure that they have own copies of session plan etc and are aware of their part.



	Time and 
Interaction
(Individual/Group/
Pair)
	Unit Sessions – What am I doing/asking/teaching?
(All bullet points are covered by the PowerPoint and/or yourself)
	Learner activities/tasks – What are they doing and/or learning?

	
	
Session 1

(Enter breaks where you feel necessary)

· Welcome participants to the program.
· Self introductions students and teacher
· Introduction to unit

· Discuss each activity as they arise and ensure learners fully understand what they are expected to do. 
· Use your discretion as to whether they should be completed in groups/pairs/individually, although some activities may state what is best.
· All bullet points indicate areas for class/group discussion or to be posed as a question by you.
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Housekeeping Items

Using the PowerPoint, take a few moments to inform the learners of the following;

· Where the toilets and fire exits are located, what the emergency procedures are and where the breakout and refreshment areas are.
Objectives

· Know how to plan a document
· Discover how to draft a document
· Learn how to review a document
· Understand how to write a final document
· Gain the skills and knowledge required for this unit

1.1 Determine audience and purpose for the document

· Who is your audience?
· The audience may include:
· What is the purpose of the document?
· The purpose may include?

Learning Task One 

Activity 1.1
Your manager has asked you to provide a copy of a report to them that you send to your client. Do you supply the information the way the manager prefers or the way your primary recipient requests?

What is the difference between a statement of fact and straight forward advice?

	
Use this area to add anything you feel the learners should/might be doing whilst you are teaching. They should be doing any of the following:

· Listening to instructor
· Completing workbook activities
· Having class/group/pair discussions
· Writing notes
· Asking questions





	
	Session 2

1.2 Determine the format and structure

Format may include:
· Example of organisational policies and procedures 
Format may also include
· Structure
Structure may include
· Organisation of the material to suit the format. Treatment of attachments and hyperlinks
· Visual Signposting.

Learning Task Two 

Activity 1.2
Format an email using the structure that you use in your organisation. Use a hyperlink to explain a WHS issue and attach a WHS document that you have completed as part of your training. Write a brief message to let your supervisor know the results of a recent meeting that they were unable to attend.
Use three different types of signposts in the email.
	

	
	[bookmark: _Toc343243240]Session 3

1.3 Establish key points for inclusion

Inclusion of graphics and visuals:
· Clipart
· Picture
· Charts
· SmartArt
· Shapes
Learning Task Three 

Activity 1.3
What is the purpose of using inclusions in your communication?

You have booked a training session with your workgroup about the changes to WHS legislation, especially the Consultation Process. Use your understanding of consultation to provide your workgroup with some of the items that will be covered. Use different inclusions to provide the information to your workgroup.
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1.4 Identify organisational requirements

· Identify organisational requirements
· Organisational requirements may include
· Non-discriminatory language relates to making reference to language relating to:
· There are also discriminatory laws 
· When communicating with personnel, care should be taken that you are aware of the language that is 
· Copyright legislation.


Learning Task Four 

Activity 1.4
Research your organisation’s procedures and see if you can find any procedures that ensure that you do not breach any discriminatory language or copyright laws? What are they and why do you have them?
Research the organisational requirements in the communication process. List the inclusion communication protocols that you are required to follow. Briefly explain those protocols. 
E.g. reporting an incidence – must be in writing

	

	
	Session 5

1.5. Establish method of communication

When you consider a method of communication, consider:
· Methods of communication may include?
· Effective ways in which you don’t put in roadblocks of own international communication are?
· The differences between formal and informal communication includes?

Learning Task Five 
Activity 1.5
Use the Consultation process to explain why it is an inclusive form of communication.

· Who is the audience? 
· What is the purpose of the document?
· How will you format the document?
· How will the document be structured?

	

	
	Session 6

1.6. Establish means of communication

· Means of communication
· Software packages may include...

Learning Task Six 

Activity 1.6
Before you write a document, it is important that you plan the document first.

· What inclusions will you use to communicate the purpose of the communication?
· What organisational requirements will you need to use?
· What is the appropriate method of communication?
· What is the means of communication?

	

	
	Session 7

2.1. Develop draft document to communicate key points

· Your document appeals and attracts it audience
· Documents should be geared towards
· Documents can be balanced
· Text should be kept short and simple
 
Learning Task Seven 

Activity 2.1
Prepare a draft of a letter for your supervisor. In Activity 1.6, you completed all of the preparation work for a letter. Use the information in the preparation to write an appropriate letter that will contact your expected audience. The letter should be no more than one page long.
	

	
	Session 8

2.2. Obtain and include any additional information that is required

· When adding information, make sure
· Identifying information requires that you identify:

Learning Task Eight 

Activity 2.2
Using the preparation you completed in Assessment Activity 1.6, write a draft of a letter. While you are writing the letter, consider what additional information you should provide? Who would you need to consult with? What information do you require and what source of information would you need to access to find the information that you require?

	

	
	Session 9

3.1. Check draft for suitability of tone for audience, purpose, format and communication style

· During the planning process, you wrote about
· Make sure that all you write is suitable for the recipient 
· What style are you?

Learning Task Nine 

Activity 3.1
Review your draft and analyse:
For suitability of tone for audience, purpose, format and communication style.
Make recommendations about how you believe that you can improve the communication.
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3.2. Check draft for readability, grammar, spelling, and sentence and paragraph construction

3.3. Check draft for sequencing and structure

[bookmark: _Toc316509010]3.4. Check draft to ensure it meets organisational requirements

3.5. Ensure draft is proofread, where appropriate, by supervisor or colleague

Learning Task Ten 

Activity 3.2-3.5
Check your draft for:

· Readability,
· Grammar,
· Spelling, and sentence and paragraph construction
· Sequencing and structure

Make sure the draft meets its organisational requirements and get someone to proofread, where appropriate, by supervisor or colleague.

	

	
	Session 11

4.1. Make and proofread necessary changes

· Make sure document is sent to intended recipient
· Audience for document
· Signatory of the document
· Supervisor /or other staff member who may add to or forward document to another recipient 

Learning Task Eleven 

Activity 4.1
Update the changes to the document that you have identified. Keep a print out of the original document, a copy of the corrections on the document and the final document.


	

	
	Session 12

4.2 Ensure document is sent to intended recipient

[bookmark: _Toc343243284]Make sure document is sent to intended recipient:

Learning Task Twelve 

4.3 File copy of document in accordance with organisational policies and procedures

· Know your organisation’s filing procedures:
· Naming and storing documents.

Learning Task Thirteen 

Activity 4.2-4.3




	

	
	
Summative Assessments

Skills and Knowledge Activity

Major Activity

· An opportunity to assess the learner’s knowledge of the entire unit.
· Can be completed in session time or in own time – instructor’s choice.

	





Session Evaluation
(For instructor’s use to evaluate their sessions and check if learning outcomes have been met)

Have the Learning Outcomes been met?
                          	
	Learning Outcomes

	To what extent were the Learning Outcomes met by all/most/some learners – and how do you know? Evidence?

	
	



Identifying Good Practice (What did you do well? What could you change for future sessions?)

	






Reflection on Learning Outcomes (Was everything understood? Will anything need re-explaining?)

	
 Learning points that need reinforcement in future session(s)











