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Candidate Details
[bookmark: _Toc429661895]Assessment – BSBITU307: Develop keyboarding speed and accuracy
The learners must complete the following activities and hand them into you for marking.  This forms part of the learner’s assessment for BSBITU307: Develop keyboarding speed and accuracy. The initial activities are formative - the Major Activity is summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed.  We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________
[bookmark: _Toc429661896]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT    (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
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Activities
[bookmark: _Toc429661898]Activity 1A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to adjust workspace, furniture and equipment to suit ergonomic requirements

	Activity
	1. Describe in detail how you would adjust a new workspace.

Make sure the chair is at the correct height, with your legs parallel to the floor and your feet resting on the floor. The back of the chair should be straight or tilted slightly forwards. Adjust the armrests so you can rest your forearms, but not so high you can’t drop your shoulders. Your elbows should be above the desk with your wrists in a neutral position, not bent up or down. 

Put your screen about an arm’s length away from your face with the top of it just below your eyes. Ensure you don’t need to turn your head or twist to reach everything in your workspace.

2. How would you change your workspace if your wrists were hurting?

Ensure your posture and setup is correct. Buy a wrist rest for your keypad and mouse. If you have a laptop, consider changing to a normal keyboard, or buying a smaller mouse.

3. What problems can light cause and how would you deal with these?

Light can cause:

· Strain to eyes if it is too dark
· Discomfort to the eyes if is it is too bright or there is glare on the screen.

These problems could be solved by:

· Moving work stations to a better location
· Closing nearby curtains or blinds
· Purchasing an anti-glare surface to put over the screen
· Changing the contrast. White writing on a black background may be easier to see
· Tilting your screen forward so less light falls on it
· Placing a folder or book overhanging the screen by around three inches
· Purchasing an LCD screen which eliminates glare.
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Activity 1B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to ensure work meets organisational and work health and safety (WHS) requirements for computer operation

	Activity
	1. What are your workplace health and safety responsibilities as an employee?

Employee’s responsibilities are:

· To follow all WHS instructions given by supervisors or others
· Follow relevant legislation
· Speaking to a relevant member of staff if they believe their workplace is unsuitable, and escalating the claim if it is ignored.

2. How can employees improve their own safety?

They could:

· Take short, regular breaks from typing rather than one long one
· Spend no more than five hours per day or 50 minutes a time typing
· Take ‘visual rests’ every ten minutes by looking away  from the screen
· Developing a good touch-typing technique
· Taking an eye test if necessary. 
· Use dynamic sitting when seated for a while.

3. What might be WHS officers’ responsibilities?

Their responsibilities may be:

· Calling WHS meetings
· Deal with concerns put forward
· Hazard reporting 
· Emergency plans
· Accident/near miss reports
· Consulting with employees on WHS issues, which may include:
· Storage and maintenance of PPE (personal protective equipment).




[bookmark: _Toc429661900]
Activity 2A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify and apply keyboard functions for both alpha and numeric strokes

	Activity
	1. Explain the functions of the three types of keys and where they are located.

The three types are:

Alphanumeric keys
These produce letters or numbers, and take up the majority of the keyboard. Letter keys are in the middle and numbers at the second row from the top and on the right.

Punctuation keys
These produce punctuation such as commas, full stops and colons. They are located between the number and letter keys.

Special keys
These have special functions such as deleting text, making capitals or starting a new line. They are generally located around the edge of the keyboard. The Function keys are located on the top row.





[bookmark: _Toc429661901]Activity 2B
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to apply touch-typing technique to complete tasks

	Activity
	1. What is an advantage of touch typing over ‘hunt and peck’ typing?

Touch typing is quicker and places less strain on fingers as there is less repetitive movement. It also reduces neck injuries from looking up and down constantly. 

2. In a session or in your own time, practise touch typing for half an hour. Transcribe a book or magazine.

Learn where the keys are located without looking before attempting to build up speed and use the correct finger for each key.

The learners should understand and use correct touch typing techniques. They should know where keys are located without looking. Technique is more important than speed.
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Activity 2C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to develop speed and accuracy in accordance with workplace requirements for level of responsibility

	Activity
	1. In a session or in your own time, practise increasing your speed and accuracy while touch typing for half an hour.

The learner should begin to increase their speed and accuracy using relevant touch type techniques.
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Activity 3A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to check accuracy

	Activity
	1. What should you look for when proofreading?

You should look for:

· Spelling errors
· Grammatical errors
· Whether the document makes sense.

2. Should you use spellcheck when proofreading?

Use it but also proofread extensively. Don’t automatically trust spellcheck suggestions and continue to proofread even if spellcheck claims there aren’t any mistakes.

3. When amending the document, how might you increase your concentration?

Answers may include:

· Work in a quiet area
· Block out other distractions
· Come back to the document after a break of an hour or more to see it with fresh eyes.
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 Skills and Knowledge Activity
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Navigating the world of work
· Getting the work done
· Key provisions of work health and safety (WHS) legislation that impact developing keyboard skills
· Ergonomic requirements applicable to developing keyboard skills

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. Adjust your workspace so it is suitable to work at safely. Explain what changes you made or would make given the opportunity.

The learner must show a strong understanding of ergonomics in the workplace, such as chair, desk and equipment layout.

2. What would you do if the workplace wasn’t suitable to work at?

Bring it up with your supervisor as soon as possible. They have WHS requirements to ensure you can work safely. If they don’t solve the problem, escalate it to the HR department, WHS officer or management, depending on the organisation.

3. Type the paragraphs below quickly and accurately using touch typing skills. Proof read it, correct errors and print the document. Attach it to this workbook.

Learner version:

Check the document carefully before you hand it in. It may not be checked agaon before it is sent out to a customer or shown to management, soo it is you’re responsibility to make sure that itis accurate and mistake-free.

Where possibility, it is advisable to leave the document a while before proofreading it. this will allow you to look at it with ‘fresh eyes” having forgotten what it is supposed to say, which will alllow you to notice mistakes. A daye is preferable, but an hour is also acceptable. Some typists also prefer to swap with a partner to achieve the same effect 

Proofread the the document multiple times. Focus first on speelings and then on grammatical mistakes.

Remember that mistakes will present a Negative view of your work and make you look un-professional. Even if your work is 99% mistake free, the 2% of mistakes will stand out. 

Instructor version:

Check the document carefully before you hand it in. It may not be checked again before it is sent out to a customer or shown to management, so it is your responsibility to make sure that it is accurate and mistake-free.

Where possible, it is advisable to leave the document a while before proofreading it. This will allow you to look at it with ‘fresh eyes’ having forgotten what it is supposed to say, which will allow you to notice mistakes. A day is preferable, but an hour is also acceptable. Some typists also prefer to swap with a partner to achieve the same effect. 

Proofread the document multiple times. Focus first on spellings and then on grammatical mistakes.

Remember that mistakes will present a negative view of your work and make you look unprofessional. Even if your work is 99% mistake free, the 1% of mistakes will stand out. 
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	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their competency of each element:
1. Use safe work practices
2. Identify and develop keyboard skills
3. Check accuracy

1. How can you reduce injuries caused by repetitive actions such as typing?

Answers may include:

· Having the correct ergonomic desk layout (e.g. keyboard an arm’s length away)
· Having the correct posture
· Taking microbreaks whenever fingers don’t need to be on the keyboard
· Taking shorter, regular breaks rather than one long break
· Buying suitable equipment (e.g. keypad and mousepad rests)
· Taking VDU eye tests
· Using touch typing rather than ‘hunt and peck’ typing.

2. How should supervisors avoid overloading employees with work, causing WHS problems?

They should:

· Know each employee’s individual limits and enforce them
· Plan ahead to avoid extremely busy periods
· Prioritise important work
· Set realistic expectations for employees.

3. Explain touch typing, and why it increases speed.

In touch typing, the user places their fingers on the ‘home row’. Each finger has a designated ‘area’. It presses only these, which prevents ‘hunt and peck’ typing. As soon as a key has been pressed, the finger moves back to the home row. 

This saves time looking for keys and lifting fingers up; they glide across the keys instead, making it more efficient.

4. Why is accuracy important? Give relevant examples.

Mistakes take time to correct, which undermines the increased speed from touch typing. The information may also be very important, for example:

· Doctor’s receptionists recording patients’ medical details
· Court reporters transcribing statements for legal reasons.

5. How can you improve your proofreading abilities?

Answers may include:

· Proofreading multiple times
· Not trusting spellchecker all the time
· Waiting before proofreading
· Swapping with a partner.

6. Why is it important to correct mistakes in documents?

Not correcting them will make both you and the company look unprofessional. Sometimes the document may not be checked again before it is sent out to a customer or shown to management. It is therefore your responsibility to check it.
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