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[bookmark: _Toc435015414][bookmark: _Toc435103747][bookmark: _Toc453864159][bookmark: _Toc529802770]Instructions to Assessor
[bookmark: _Toc453864160][bookmark: _Toc529802771]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: _Toc529802772]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: _Toc529802773]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: _Toc529802774]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: _Toc529802775]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: _Toc529802776]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: _Toc529802777]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: _Toc529802778]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: _Toc529802779]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: _Toc529802780]Activity 1A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify how to organise personal work environment (including furniture and equipment) in accordance with ergonomic requirements

	
	Outline one way to organise your personal work environment according to TWO of the following ergonomic requirements:

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

(Max. 100 words)

Learners will need to outline one way to organise their personal work environment according to two of the following ergonomic requirements:

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

Answers will differ depending on the options chosen by the learner.

For example, radiation can be avoided by:

· Avoid working in front of your computer for too long
· Use an LED monitor 
· Keep a safe distance from your monitor.

Chair height can be organised by:

· Being positioned to allow feet to rest on the floor whilst also allowing access to equipment.



[bookmark: _Toc529802781]
Activity 1B
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to identify purpose, audience and mode of presentation in consultation with content author or presenter

	
	Refer to Case Studies A & B

Working in pairs, carry out a role-play activity in which your partner plays the role of the author and presenter of an electronic presentation which you have been tasked to produce.

In consultation, identify the purpose, audience and mode of the presentation, and document these in bullet-point form.

Switch roles so that each person can play each role.

Note: Case Studies A & B contain the purpose, audience and mode of two different presentations. Select a case study each which you can refer to when playing the role of the author and presenter.

Learners should work in pairs to carry out a role-play activity in which their partner play the role of the author and presenter of an electronic presentation which they have been tasked to produce.

The learner should carry out consultation with their partner and identify the purpose, audience and mode the of the presentation and document these in bullet-point form.

Note: Case Studies A & B each contain the purpose, audience and mode of two different presentations. The learner playing the role of the author and presenter should refer to one of these case studies, and vise-versa when they swap roles.

Learners should be able to determine the purpose, audience and mode of the presentation as it is described in the Case Study.

For example:

Case Study A: Presentation Profile One

· This presentation is to inform the HR team of two new procedures will are going to be introduced over the next couple of months. It will give a brief outline of the procedures and the impact they will have on their role
· The audience for the presentation will be the HR team
· The presentation will be delivered on a monitor, with the speaker talking through each slide/element. The presentation will then be made available online for reference.





[bookmark: _Toc529802782]Activity 1C
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify organisational and task requirements relating to supporting documents and equipment

	
	Make a list of five supporting documents and/or equipment that might be required for a presentation that you are in the process of developing.

Learners should make a list of five supporting documents and/or equipment that might be required for a presentation that they are in the process of developing.

For example, equipment might include:

· Computer equipment and peripherals for on-screen presentation
· Data show
· Digital pointer
· Laptop computer
· Network access
· Overhead projector
· Overhead transparencies
· Slide projector
· Video projector/s.

And documents might include:

· Handouts
· Paper printouts of presentation or slideshow
· Worldwide web documents.





[bookmark: _Toc529802783]Activity 1D
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to select most appropriate application or platform to produce presentation, in accordance with available resources and organisational policies

	
	Refer to Case Study A

Select one application or platform which would be appropriate for this presentation and explain why. 

(Max. 30 words)

Learners should select one application or platform which would be appropriate for the presentation profile given in Case Study A and explain why.

Answers are likely to differ depending on learner’s individual experience and knowledge.

For example, applications and platforms might include:

· Google Slides
· LinkedIn SlideShare  
· FlowVella 
· Keynote  
· Microsoft PowerPoint  
· Haiku Deck 
· SlideShark 
· SlideIdea 
· Showpad
· Prezi.

Explanations should refer directly to the presentation profile. For example, Google slides would be appropriate for this presentation as it will be easy to give online access to the presentation for all participants.





[bookmark: _Toc529802784]Activity 2A
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to plan and prepare slides, notes and handouts according to organisational and task requirements and image and style requirements

	
	Refer to Case Study C

Plan and prepare a presentation on a subject of your choice, following the requirements outlined in the Case Study.

Create appropriate supporting notes and documents for your presentation.

Learners are required to plan and prepare a presentation on a subject of their choice following the guidelines outlined in Case Study C:

· Include a title page
· Use the organisation’s colour scheme (red and purple)
· Ensure that the text is readable from a distance (when shown on a monitor)
· Avoid distractions and ensure focus on key elements.

Results will differ depending on the subject chosen by the learner, but presentations should incorporate each of the above-listed steps.

Learners should also create appropriate supporting notes and documents. For example, this might include handouts to be given to the group and notes giving a brief outline of the presentation.

Where possible, learners should be observed throughout the process.





[bookmark: _Toc529802785]Activity 2B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify how to use application functions for consistency of design and layout, to meet identified presentation requirements

	
	Identify three application functions and outline how each can be used to ensure consistency of design and layout and to meet presentation requirements.

Learners should identify three application functions and outline how each can be used to ensure consistency of design and layout and to meet presentation requirements.

Answers might include functions and outlines such as:

· Editing 
· Spell checking 
· Using styles
· Backgrounds
· Colour schemes
· Creating templates
· Handout master
· Importing outlines from other applications
· Importing images and graphics
· Notes master
· Placeholders
· Slide master. 

Outlines may also vary, but should provide a logical explanation as to how the application can be used to ensure good quality presentations.

For example:

· Editing – can be used to ensure that a document is correct, accurate and consistent
· Spell checking – can be used to ensure that there are no spelling errors throughout
· Using styles – can be used to ensure a consistent look throughout the presentation 
· Backgrounds – can be used to ensure that key elements such as text is the main focus of the presentation.





[bookmark: _Toc529802786]Activity 2C
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to balance presentation features for visual impact and emphasis

	
	Refer to Case Study D

Produce the presentation Harry has been asked to do, ensuring that the requirements have been followed.

Attach a printed copy of the presentation to your workbook.

Learners are required to produce the presentation Harry has been asked to do in Case Study D, ensuring that the requirements are followed.

Where possible, the activity should be observed, but learners are also required to attach a printed copy of their presentation as evidence of completion.

Presentations should demonstrate that the learner can incorporate and balance the required features ensuring that emphasis is on the written text.

For example, the presentation might look similar to the following:

[image: ]
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Note: marking should not be based on content.Assessors should be satisfied that learners have competently balanced the features to ensure emphasis on text.





[bookmark: _Toc529802787]Activity 2D
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to use advanced application features to streamline and customise presentation for different audiences

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

1. Add an agenda slide at the beginning of the presentation you created for Activity 2C. Make appropriate use of headings and incorporate hyperlinks to relevant sections within the presentation.

2. Create a custom show for the purpose of showing a segment or specific group of slides from a presentation and having them play separately. Rearrange or hide slides as necessary.

For the following activities, learners should be provided with a laptop or computer which has a presentation application available.

1. Learners should integrate agenda slides in order to highlight sections that are going to be covered during presentations. They should restrict the number of points that are covered and avoid the use of subsections.

This process should be followed for the creation of agenda slides:

· Select the view tab and click on the slide sorter
· Return to the home tab and click the drop down new slide button 
· Choose the title and content option
· Insert the blank slide at an appropriate point for outlining the agenda within your presentation
· Give the agenda slide an appropriate title (could be the name of the conference or subject area being discussed)
· Add slide titles which correspond to the subject headings in the presentation
· Add hyperlinks from the agenda slide to the corresponding subject slides
· Add any images and other visual elements for added interest.

It will be necessary to supervise the learners and ensure that they produce agenda slides in accordance with organisational expectations.

2. Learners should demonstrate the ability to create custom shows, rearranging or hiding slides as necessary.

· The process of creating a custom show is as follows:
· Select the slideshow tab, click on the drop-down custom slideshow menu, and then the custom shows option
· Click new in the dialogue box
· Give your custom slideshow an appropriate name
· Select the slides in presentation that you want to add to your custom show
· Click on add to incorporate the selected slides and then reorder them as necessary
· Click ok and then close the custom shows box.
· Click on the drop-down custom slideshow menu and select your custom show when you want it to be played.

It will be necessary to supervise the learners and ensure that they produce custom shows for specific audience in accordance with organisational expectations.





[bookmark: _Toc529802788]Activity 2E
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to prepare presentation within designated timeline

	
	Identify three steps that you can take to ensure that presentations are prepared within a designated timeline.

Learners will need to identify three steps they can take to ensure that presentations are prepared within a designated timeline.

For example, answers might include:

· Recording your deadlines
· Prioritising your tasks 
· Keeping track of your progress
· Knowing how to deal with possible problems that may arise. 





[bookmark: _Toc529802789]Activity 2F
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to use relevant help functions to overcome issues relating to presentation creation, if necessary

	
	Imagine that you are having issues inserting a video clip into your presentation.

Using the application available to you, use the help function to identify how to complete this task.

Document the answer you find.

Learners should be provided with a laptop/computer which has an application for creating electronic presentations.

Using this application, learners should identify the help function and use this to identify how to insert a video clip into the presentation.

This activity should be observed where possible, but learners will also need to document the answer they find.

For example, Microsoft PowerPoint provide the following solution to embed a video clip stored on the computer:

· In Normal view, click the slide in which you want to embed the video
· On the Insert tab, in the Media group, click the arrow under Video
· Select Video from file, and then browse to the location of your video, and select it
· On the Insert button, click the down arrow, and then click Insert.
 




[bookmark: _Toc529802790]Activity 3A
	Estimated Time
	30 Minutes

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

	
	Refer back to the presentation you produced in Activity 2C.

Check the presentation for spelling and consistency in terms of the requirements which were given.

Make any changes you think are necessary and document these.

Learners should refer back to the presentation they produced in Activity 2C and check this for spelling and consistency in terms of the requirements which were given.

Learners should make and document any changes they think are necessary.

The activity should be observed where possible to ensure the checking process has been carried out.





[bookmark: _Toc529802791]Activity 3B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify how to prepare presentation materials for delivery in accordance with presenter or audience requirements

	
	Refer to Case Study D

Follow the audience requirements outlined in the Case Study.

You will need access to the presentation you produced in Activity 2C.

Learners should be provided with a printer for this task.

Learners are required to prepare presentation materials for delivery in accordance with the audience requirements given in Case Study D.

To do this, they should print 6 copies of the presentation they produced in Activity 2C.

The activity should be observed where possible, but learners should attach the printed materials to their workbook as evidence of completion.





[bookmark: _Toc529802792]Activity 3C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify how to name and store presentation appropriately, in accordance with organisational requirements and exit application without information loss

	
	Refer to Case Study D

1. Suggest an appropriate title which Harry could give to this presentation.

2. For the application you used to create the presentation in Activity 2C, outline the steps you would follow to save the document and exit the application.

1. Learners should suggest an appropriate title which Harry could give to the presentation outlined in Case Study D.

Titles should be relevant to the given requirements and purpose of the presentation. For example, ‘New mission: Fast-fashion.’

2. Learners will then need to outline the steps they would follow to save the presentation they created in Activity 2C and exit the specific application used.

Answers may differ depending on the application used.

For example, in Microsoft PowerPoint, you would simply go to the taskbar at the top of the window, click file, and then save. If you are yet to title your document, you would select ‘Save As’ which will allow you to choose your title as well as where in your folders the document will be stored.





[bookmark: _Toc453864171][bookmark: _Toc529802793]Summative Assessments answer guide
[bookmark: _Toc529802794]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. Create a plan for the creation of a presentation suitable for your organisation. Specify the details of any manuals, user documentation, and sources of online help which may be accessed to obtain help relevant to this task. Come up with an appropriate sequence for the slides and outline the ways in which advanced software features can be used to streamline and customise the presentation for the audience. Consult the content author or presenter, encouraging them to come up with suggestions, and recording any actions considered necessary for the effective development of the presentation. Ensure that the plan is developed in accordance with any designated timelines.

This activity will need to be observed, and a signed record of this observation (completed by the assessor or third party) should be attached in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

1. Learners should be provided with resources and information necessary for the creation of presentation plans. They should make appropriate reference to any manuals, user documentation, and sources of online help. An appropriate slide sequence should be outlined, considering the use of transitions and ensuring the appropriate delivery of information to the audience. The learners should also specify appropriate use of agenda slides and custom shows for the purpose of streamlining and customising the presentation for the audience.

The learners should also have the opportunity to consult with content authors or presenters. They should ask relevant questions about aspects of the presentation and listen carefully to any points that are made. The purpose, audience and mode of presentation should be established. A written record should be taken of any points considered relevant. 

Designated timelines may include:

· Organisational timeline, e.g. deadline requirements
· Timeline agreed with internal/external client
· Timeline agreed with supervisor/person requiring document.

Designated timelines may be:

· Within organisational deadline
· Within an agreed period
· By the end of the month
· Daily
· As requested.

Documentary evidence should be provided for the completion of this activity.



[bookmark: _Toc529802795]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 provisions of relevant legislation, standards and codes that affect aspects of business operations
· Key elements of design features and their effect on the readability and appearance of electronic presentations
· Key functions of relevant applications for producing electronic presentations
· Key features of organisational requirements for ergonomics
· Key features of organisational style and presentation 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. What is the aim of copyright legislation and how does this affect your work in the development of presentations?

(Max. 75 words)

2. Give five examples of organisational requirements which relate to the development of presentations.

3. Name two design features and identify how they have a positive and a negative effect on the readability and/or appearance of electronic presentations.

4. Identify three key functions of an application you are familiar with for producing electronic presentations.

5. List three ergonomic requirements in place within your organisation and outline how they aid your work or the working environment in general.

6. Outline two key features of your organisation’s style and/or presentation for electronic presentations.

1. Learners should outline the aim of copyright legislation and explain how it affects their work in the development of presentations in no more than 75 words.

Answers should acknowledge that copyright legislation protects the work of creators from being used by unauthorised bodies. It will affect their work in the sense that they will need to be conscious of where they source information, including any images, videos, etc., and ensure that they have permission to use anything which they incorporate into your presentation.

2. Learners will need to give five examples of organisational requirements which relate to the development of  presentations.

For example, organisational requirements may include:

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

3. Learners will need to identify two design features and identify how they have a positive and a negative effect on the readability and/or appearance of electronic presentations.

Answers will differ depending on the design features selected.

For example:

· Brightly coloured text
· can draw attention to a block of text
· overly bright colours such as yellow can be difficult to read from a distance
· Animation
· can give presentation life and entertainment
· can distract from the key message of the presentation/individual slide
· Sound
· can gain attention of participants
· could be offputting to the message.

4. Learners should identify three key functions of an application they are familiar with for producing electronic presentations.

For example, functions might include:

· Editing
· Spell checking
· Using styles
· Backgrounds
· Colour schemes
· Creating templates
· Handout master
· Importing outlines from other applications
· Importing images and graphics
· Notes master
· Placeholders
· Slide master.

5. Learners are required to list three ergonomic requirements in place within their organisation and outline how these aid work or the working environment in general.

For example:

Ergonomic requirements may include:

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

Answers should acknowledge that each ergonomic requirement should enhance the quality of their work as well as their safety within the workplace.

6. Learners should outline two key features of their organisation’s style and/or presentation for electronic presentations.

Answers will differ depending on the learner’s organisation and their chosen features.

For example, learners might discuss features such as:

· Animation
· Charts
· Graphics
· Headlines or titles
· Illustrations
· Logos
· Music
· Objects
· Pace
· Pictures
· Sound
· Text content
· Timing
· Transitions
· Video clips.

Learners should be able to outline their organisation’s specific use of the identified features. For example, they may consider aspects such as colour schemes, size of text/ animations, volume/length of music, etc.


[bookmark: _Toc529802796]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 requirements and organisational policies and procedures
· Produce electronic presentations that align to task purpose and are appropriate to target audience
· Adhere closely to task requirements and organisational policies and procedures relating to:
· following designated timelines
· consistency of design and layout
· editing and style requirements
· Use relevant help functions to rectify presentation issues
· Produce presentation in appropriate format for review
· Communicate effectively with personnel
· Store presentation in accordance with organisation policies and procedures relating to data security.

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. Develop and finish the presentation that was planned in the skills activity. Ensure that you fulfil the following requirements:

· Adhere to organisational requirements and strategies including:
· ergonomic requirements
· energy and resource requirements
· Adhere closely to task requirements, including
· following designated timelines
· achieving consistency of design and layout
· ensuring correct editing and style requirements
· Use advanced software features
· Communicate effectively with personnel
· Print and store presentation.

This activity will need to be observed, and a signed record of this observation (completed the assessor or third party) should be attached in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

1. Learners should be provided with necessary time and resources for the development of the presentation.

They should adhere to ergonomic requirements, including:

· 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.

The energy and resource requirements may relate to:

· Heating
· Lighting
· Water
· Paper use.

The designated timelines that may have to be followed include:

· Organisational timeline, e.g. deadline requirements
· Timeline agreed with internal/external client
· Timeline agreed with supervisor/person requiring document.

The designated timelines may be:

· Within organisational deadline
· Within an agreed period
· By the end of the month
· Daily
· As requested.

These software features may be used for consistency of design and layout:

· Editing
· Spell checking
· Using styles
· Backgrounds
· Colour schemes
· Creating templates
· Handout master
· Importing outlines from other applications
· Importing images and graphics
· Notes master
· Placeholders
· Slide master.

Editing may involve:

· Correction
· Organisation
· Condensation 
· Other modifications.

The use of styles may help the learners to create consistent presentations, incorporating:

· Different sizes, colours, and fonts for headings
· Indented bullet lists
· Contrasting colour to emphasise text
· Particular paragraph spacing.

Learners should demonstrate the effective use of agenda slides and custom shows to streamline and customise presentation for different audiences. They should also use appropriate oral communication techniques when communicating with personnel, who may include content authors and presenters. Relevant questions should be asked, and the learners should establish key details about the presentations. 

It might be necessary to print the following presentation materials:

· Handouts
· Outlines
· Overhead transparencies 
· Paper printouts of presentation/slideshow 
· Speaker notes
· 35 mm slides
· Worldwide web documents.

Learners should also save and store the presentations in accordance with organisational expectations. They should demonstrate effective use of storage devices, follow file naming procedures and ensure the appropriate organisation of presentation materials.
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