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Candidate Details
[bookmark: _Toc432169562]Assessment – BSBITU302: Create electronic presentations
The learners must complete the following activities and hand them into you for marking. This forms part of the learner’s assessment for BSBITU302: Create electronic presentations. 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: _Toc432169563]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: _Toc432169565]Activity 1A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to organise personal work environment in accordance with ergonomic requirements.

	Activity
	Take time to review the Australian Standard AS 3590 as it relates to workplace ergonomic requirements

Australian Standard AS 3590
SCOPE. This Standard specifies performance requirements for visual display units (VDUs) incorporating cathode-ray tubes. The Standard does not apply to CAD units or to test equipment. This Standard sets out guidelines for the evaluation, design, setting-up, and selection of furniture for desk-top, screen-based workstations in offices. The guidelines are aimed at selection of furniture and equipment that will suit particular screen-based tasks and encourage appropriate posture in screen-based equipment (SBE) operators. This Standard does not apply to special cases such as schools, where the height of counters, for example, might vary from those given. The Standard does not include requirements for wheelchair access.


	
	Instructor Notes
The instructor will need to monitor and review this activity first hand in the workplace to gauge the understanding and practical assessment, based on the instructor’s skills and what is regarded as being in accordance with the organisations requirements.
If conducted in the class, the activity can be set as a discussion or written activity as long as the students have a computer to research the standard and document their comments.
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Activity 1B
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to determine purpose, audience and mode of presentation in consultation with content author or presenter; identify presentation requirements in terms of supporting documents and equipment; and apply work organisation strategies and energy and resource conservation techniques to plan work activities.

	Activity
	Workplace Activity
	Detail from your workplace experience or discuss with the instructor alternative references, the practical examples of the following four elements discussed in this session.

	1. How does your workplace organise personal work environment in accordance with ergonomic requirements?
2. Detail your experiences in consultation with staff when researching content for a presentation or detail your workplace support in this area?
3. What levels of supporting documents, transparencies and equipment does your workplace provide?
4. Detail the strategies and energy and resource conservation techniques provided in your workplace?

	Instructor notes
	Question
	Answer

	1
	Could include: anti-glare screens, placement of computer and chair

	2
	Can the learner consult with a supervisor? Is there always a team dynamic?

	3
	Hand-outs, OHP

	4
	Could include limiting prints, turning off equipment not in use



Assessment must ensure:
· Access to an actual workplace or simulated environment
· Access to office equipment and resources
· Access to examples of electronic presentations and style guides
Method of assessment
A range of assessment methods should be used to assess practical skills and knowledge. The following examples are appropriate for this unit:
· Direct questioning combined with review of portfolios of evidence and third party workplace reports of on-the-job performance by the candidate
· Review of presentation materials
· Demonstration of techniques
· Oral or written questioning to assess knowledge of word processing software functions
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to create presentation.

	Activity
	Detail the actions and processes for a PowerPoint presentation used recently, currently or in the past in your workplace and address the elements listed in the activity below.

	Workplace Activity

	Establish your workplace designated timelines first!

Designated timelines may include:

· Organisational timeline e.g. conference deadline requirements
· Timeline agreed with internal or external client
· Timeline agreed with supervisor or person requiring presentation


	THEN, detail your findings for each step, how it was/can be achieved and maintain the agreed designated timelines.

1. Design slides, notes and handout masters and any task requirements in relation to image and preferred style
2. Meet any identified presentation requirements using software functions for consistency of design and layout
3. Balance presentation features for visual impact and emphasis
4. Detail any advanced software features used to streamline and customise the presentation for different audiences


	Instructor notes
Assessment must ensure:
· Access to an actual workplace or simulated environment
· Access to office equipment and resources
· Access to examples of electronic presentations and style guides
Method of assessment
A range of assessment methods should be used to assess practical skills and knowledge. The following examples are appropriate for this unit:
· Direct questioning combined with review of portfolios of evidence and third party workplace reports of on-the-job performance by the candidate
· Review of presentation materials
· Demonstration of techniques
· Oral or written questioning to assess knowledge of word processing software functions
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to use manuals, user documentation and online help to overcome problems with design and production.

	Activity
	
	Workplace Activity

	In groups of three or as directed by the instructor, discuss and detail the various advantages and disadvantages you have experienced in your workplace with accessing and using various types of user manuals, user documentation or online help to overcome workplace problems with design and production of a presentation using PowerPoint. Refer to the examples in the notes for a cross reference in similar or new issues.


	
Group # ______

Your details:
	Answers could include information about the following:
Advantages-
· Quickly managed to rectify problem
· Didn’t need to consult a supervisor as they could find answer themselves
Disadvantages
· May not have help for your specific problem
· Instructions were too technically worded so hard to follow





	Instructor notes
Assessment must ensure:
· Access to an actual workplace or simulated environment
· Access to office equipment and resources
· Access to examples of electronic presentations and style guides
Method of assessment
A range of assessment methods should be used to assess practical skills and knowledge. The following examples are appropriate for this unit:
· Direct questioning combined with review of portfolios of evidence and third party workplace reports of on-the-job performance by the candidate
· Review of presentation materials
· Demonstration of techniques
· Oral or written questioning to assess knowledge of word processing software functions
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Activity 3B
	Estimated Time
	Approx 1 Hour - Depends on how many groups there are

	Objective
	To provide you with an opportunity to check presentation for spelling and consistency in presentation features and style, in accordance with task requirements.

	Activity
	The five minute presentation 
Either singularly or in groups, as determined by the instructor, allocate sufficient preparation time to prepare, and then present a 5 minute PowerPoint presentation.

	TIPS
1. Although your material may be limited for a five minute presentation, you still need to do sufficient research to understand your topic and extract the theme and objective.
2. Draw on your workplace experiences or current issues for examples
3. Narrow down your topic to one core concept
4. Allow some time to practice
5. Five minutes is short, so if appropriate, lead with a compelling or controversial topic
6. For a 5 minute presentation do not overload with lots of facts, figures and statistics or you will run out of time and will quickly lose your audience

	
(This is a practical function using both the requirements of your 5 minute presentation and the practical use of a variety of print needs, as per the examples below.)

Presentation materials may/can include:

· Handouts
· Outlines
· Overhead transparencies
· Paper printouts of presentation/slide show
· Speaker notes
· 35 mm slides (not applicable)
· Website documents


	Instructor notes
Assessment must ensure:
· Access to an actual workplace or simulated environment
· Access to office equipment and resources
· Access to examples of electronic presentations and style guides
Method of assessment
A range of assessment methods should be used to assess practical skills and knowledge. The following examples are appropriate for this unit:
· Direct questioning combined with review of portfolios of evidence and third party workplace reports of on-the-job performance by the candidate
· Review of presentation materials
· Demonstration of techniques
· Oral or written questioning to assess knowledge of word processing software functions
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Activity 3C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to print presentation materials in accordance with presenter or audience requirements; and store presentation, in accordance with organisational requirements and exit application without information loss or damage.

	Activity
	Detail your workplace experience on the suggested examples and areas to note for storing presentations.

Be prepared to discuss these with the class.

	Storing presentations
	My workplace experience

	Authorised access

	Using passwords to ensure controlled access



	Filing locations

	Hard copies in a cabinet, soft copies on a shared hard drive



	Organisational policy for backing up files

	Storing a copy on a separate USB/shared server


	Organisational policy for filing hard copies

	Organised filing cabinets



	Security

	Passwords/restricted access



	Storage in folders or sub-folders

	




	Storage on disk drives, USB, CD-ROM, backup tapes, server

	




	Instructor notes
Assessment must ensure:
· Access to an actual workplace or simulated environment
· Access to office equipment and resources
· Access to examples of electronic presentations and style guides
Method of assessment
A range of assessment methods should be used to assess practical skills and knowledge. The following examples are appropriate for this unit:
· Direct questioning combined with review of portfolios of evidence and third party workplace reports of on-the-job performance by the candidate
· Review of presentation materials
· Demonstration of techniques
· Oral or written questioning to assess knowledge of word processing software functions
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Skills and Knowledge Activity
	Estimated Time
	90-120 Minutes

	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
· Oral communication
· Navigate the world of work
· Interact with others
· Get the work done
· Key provisions of relevant legislation, standards and codes that affect aspects of business operations
· How design features affect the readability and appearance of electronic presentations

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. In your place of work, produce a presentation for your organisation and include the following:

· Discussing and clarifying requirements with the relevant person(s)
· Taking into account the ergonomic requirements of your work area and resource requirements and ensuring these are correct
· Working within the designated timeline and following task requirements to produce electronic and/or printed copies
· Showing knowledge and ability to use software functions, including advanced features
· Checking design/layout, content, spelling and grammar and editing as required to ensure accuracy, readability and appropriate appearance
· Storing file and any paper copies to your organisation’s requirements.

Answers should be assessed on ability to produce the presentation and follow correct procedure, a thorough understanding of the skills, knowledge and the requirements of this unit.

2. From your presentation as produced in question 1, briefly explain the legislative requirements that were involved in your work, e.g. WHS legislative requirements for the workplace, copyright and privacy/confidentiality requirements.

Answers will vary depending upon the organisation and role of the learner, legislative/legal requirements may include:

· WHS legislation such as working within a safe environment with good ventilation, lighting and an ergonomically correct work area, and by ensuring breaks are taken when they should be and working within their allotted work hours (Workplace Health and Safety Legislation 2011)
· Privacy of information, i.e. ensuring all confidential information is handled appropriately and only shown to those who have permission. Storing and looking after all copies appropriately and safely (The Privacy Act 1988)
· Copyright protection of information – ensuring that any information that is already copyrighted has had permission for its use, checking that information is not copyrighted, and that information is copyrighted if needed for your organisation/relevant person (Copyright Act 1968).
· Defamation laws – ensuring that no false information about another party is spread to damage another’s reputation.
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	Estimated Time
	90-120 Minutes

	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 question in full to show their competency of each element:
1. Prepare to create presentation
2. Create presentation
3. Finalise presentation

1. Write a report of your workplace procedures for producing presentations.

Include the following:

· How work is given and briefed
· Your lines of communication with relevant personnel
· How work is undertaken, from initial brief through to final file/copy, including checking procedures and storing work
· Your organisational requirements, standards and legal requirements.

Answers will vary depending upon the learner and their place of work; all should display a thorough understanding of the process to create electronic presentations as stipulated within this unit.




image1.png




