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[bookmark: _Toc417644486]Assessment – BSBWRT301: Write simple documents
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBWRT301: Write simple documents.
Name: 		Olivia Torrisi
Address:	10 Mowburra Place Caloundra West
Email:		otorr1@eq.edu.au
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:		oliviatorrisi
Date:		10/10/2019
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: _Toc417644487]Competency Record to be completed by Assessor
Learner Name:		Olivia Torrisi
Date of Assessment:	10/10/2019
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	NG

	Valid
	NG

	Reliable
	NG

	Current
	NG

	Sufficient
	NG



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

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

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _GoBack][bookmark: _Toc415147200]Assessor Signature:		Nicole M Grigg
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
· Performing a skill or task that is asked of you
· Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
· Performing a work based skill or task 
· Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation 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. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Plan document
2. Draft document
3. Review document
4. Write final document
You should also demonstrate the following skills:
· Reading
· Writing
· Oral Communication
· Navigate the world of work
· Interact with others
· Get the work done
[bookmark: _Toc417644488]Activities
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to determine audience and purpose for the document

	Activity
	In pairs, groups or individually, complete the following;
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?
I would provide the copy that I sent to the client, if this did not meet policies and procedures I would amend for the manager




What is the difference between a statement of fact and straight forward advice?
Statement of fact is information that is correct and true such as the law. 
Straight forward advice is usually based on the opinion of personnel.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to determine the format and structure

	Activity
	In pairs, groups or individually, complete the following;
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.

Print the email and attach it to this Learner Workbook. Write Assessment Activity on the Page.

Afternoon Jessica

As discussed in our recent staff meeting it is important to remain aware of all WHS issues and report them as soon as possible.
The main points discussed in the meeting were hazard identification and elimination.
https://www.safeworkaustralia.gov.au/risk 
The above link outlines the process very well. Please take the time to look at it.

Regards
Olivia






[bookmark: _Toc417644491]Activity 1.3
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to establish key points for inclusion

	Activity
	In pairs, groups or individually, complete the following;
What is the purpose of using inclusions in your communication?
To provide more structure to information, such as tables to make the information that the recipient receives clearer and easier to read






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.


[image: Image result for health and safety]Change to Work Health and Safety Legislation 
Meeting: Friday 12th 
Time: 10.00 am
Location: Meeting Room Five
Review of changes to the law and how it will affect you
Use your knowledge of WHS/OHS legislation to highlight the impact of the change.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify organisational requirements

	Case Study
	In pairs, groups or individually, complete the following;
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?
There are not only discriminatory laws for each State/Territory in regards to making observations or speaking about situations that relate to sex, marital status, age, race, pregnancy, disability (past, present or future) and political and cultural backgrounds. 
There are also discriminatory laws in the new WHS legislation relating to terminating personnel.  When communicating with personnel, care should be taken that you are aware of the language that is unacceptable in your workplace. Certain words should be avoided.
Copyright legislation may also constrain the information that you can provide. For instance in the WHS Act, if you are assigned to accompany an investigator when they are on the work site, you can be cut off from interviews as employees have the right to stop you from entering an interview. Privacy and confidentiality will also apply when referring to information. If you were going to use information provided by a worker who has asked to remain anonymous, then by the WHS Act you could provide information but must make sure that the information can be used who the worker is.



Research the organisational requirements in the communication process. List the inclusion communication protocols that you are required to follow. Briefly explain those protocols. 
Style requirements:
Margins, fonts, use of colour as part of document design

Signatories for correspondence:
Depending on level of authority as to which specific correspondence you are allowed to do but you are able to obtain authorisation for some other correspondence

Hierarchy of control:
You will need to know your place in the workplace so you are aware of who you have to report to when something is needed to be done/discussed. Line of sight for communication flow and efficiency
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to establish a method of communication

	Activity
	In pairs, groups or individually, complete the following;
Use the Consultation process to explain why it is an inclusive form of communication.

The consultation process is an inclusive form of communication because it allows all members involved to express their opinions and make them feel involved in the decisions that are being made. It is also important part of ensuring that all employees actively participate in WHS in the workplace.
· Sharing information
· Giving workers a chance to share their views and opinions
· Give workers a chance to participate in the decision making process
· Provide feedback on the decision made
















[bookmark: _Toc316501481][bookmark: _Toc417644494]Activity 1.6
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to establish a means of communication

	Activity
	In pairs, groups or individually, complete the following;
Before you write a document, it is important that you plan the document first.
For this activity, you will determine what needs to be done and who needs to do it. The activity requires that you communicate information to your team, including management about changes made to WHS in the workplace. You choose the topic and it is recommended that you use a topic that you are familiar with.
Who is the audience? (Remember when you choose the audience, the rest of these answers must target the audience to ensure that the audience receives the message in a format that you can understand).
What is the purpose of the document?
To provide information to the customer or client

How will you format the document?
In a corporate format using the organisations layout style guide
How will the document be structured?
Full block style with open punctuation letter
What inclusions will you use to communicate the purpose of the communication?
Letterhead – the contains the business logo
Other examples could be charts, table, images etc

What organisational requirements will you need to use?
Letters should be typed in Arial font, size 12, positioned appropriately on letterhead paper as stated in the policies and procedures

What is the appropriate method of communication?
Presenting information to workers or any other stakeholder is important to present the information, using appropriate forms of formatting. This communication style is a representation of your organisation
What is the means of communication?
In general, communication is a means of connecting people or places. In business, it is a key function of management – an organisation cannot operate without communication between levels, departments and employees
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to develop a draft document to communicate key points

	Activity
	In pairs, groups or individually, complete the following;
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.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to obtain and include any additional information that may be required

	Activity
	In pairs, groups or individually, complete the following;
Using the preparation you completed in 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?

You will need to consult with the supervisor before proceeding





If you are unable to consult with another member of staff, what do you need to do?
Seek out a department supervisor to consult with
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to check draft for suitability of tone for audience, purpose, format and communication style

	Activity
	In pairs, groups or individually, complete the following;
Using the draft that you developed from Activity 2.2, review your draft and analyse:
For suitability of tone for audience, purpose, format and communication style

To improve communication for this document I changed the footer to correctly meet organisational guidelines and requirements.






Make recommendations about how you believe that you can improve the communication.


By being direct with communication so that there is no confusion due to wording and sequence of the document
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to check draft for readability, grammar, spelling, and sentence and paragraph construction

	Activity
	In pairs, groups or individually, complete the following;
Using the document that you have developed in Activities 1.1 – 1.6, 2.2 and 3.1, 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
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to make and proofread necessary changes

	Activity
	In pairs, groups or individually, complete the following;
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.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to ensure the document is sent to the intended recipient and file a copy of the document in accordance with organisational policies and procedures

	Activity
	In pairs, groups or individually, complete the following;
Research

When you process a document for WHS in your workplace, what procedures do you need to follow before the information is shared with the intended recipients?
Plan the document
Determing the audience
Format the structure
Inclusions
Method of communication
Draft document
Review the document
Write final document
Ensure document is sent to the intended recipient
File copy of the document is stored in accordance with organisations policies and procedures






How are WHS files filed and secured with in your organisation?

They are placed in folders at the back of the workplace and filed according to what they are referenced to.
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	Estimated Time
	45 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
· Navigating the world of work
· Interacting with others
· Getting the work done
· The process for checking basic grammar, spelling and punctuation
· Different communication methods
· How audience, purpose and method of communication influence the tone of a document

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

1. For your organisation, plan, draft and finalise three different simple documents that are used commonly in your organisation for internal use. Ensure you accurately convey the required basic information in a format suitable for use. Take into account your organisational policies and procedures for document production.

Written correspondence
Letters, faxes and memos – corporate format – full block open punctuation

Letter closure
Always use Yours Sincerely

Proofreading
All work must be proofread thoroughly before presentation to a supervisor

Contingency/data security
Work must be saved regularly to avoid loss

Online correspondence
Be civil
Keep it clean
Stay on topic
Do not plagiarise
Do not cross past
Do not add large attachments
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	Estimated Time
	60 – 120 Minutes

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

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:
1. Plan document
2. Draft document
3. Review document
4. Write final document

Using the document that you have developed for Assessment Activities, write a report to your supervisor about the information that you have found. Use at least two different software programs to communicate a meeting so that you can present your findings.

Your intended recipients are your class or work group. You must ask another member of your team to proof read the document before you complete the final draft. Once the final draft is prepared your trainer, team leader or supervisor should sign off on the document.

You should negotiate a time, date and intended venue with your trainer to use for the intended meeting with you workgroup or class with your trainer/team leader/manager.

1. Who is the audience? (Remember when you choose the audience; the rest of these answers must target the audience to ensure that the audience receives the message in a format that you can understand.

· What is the purpose of the document?
To inform staff of WHS changes
· How will you format the document?
In a corporate
· How will the document be structured?
Full block open punctuation 
· What inclusions will you use to communicate the purpose of the communication?
Diagram
· What organisational requirements will you need to use?
Font size and style, memo template
· What is the appropriate method of communication?
Internal staff document to be a memo not a letter
· What is the means of communication?
To disseminate information to all staff quickly

2. Write a draft of the document using the skills you have learnt. The letter should be no more than one page long and must reflect the answers from question 1. 

3. While you were writing the letter, you identified that you required two additional pieces of information. How did you source this information and why did you need it? Add this information to the draft of the letter.
I sourced the information from the WHS officer. I contacted them via email so as to clarify the exact evacuation plan
4. Proof read document and review for suitability, readability, structure and sequencing, and whether it would meet the organisations needs. What resources did you use to assist you with spelling? Who is the intended recipient? 
The trainer and the rest of the class
5. How is information stored and secured in your workplace?
It was saved according to policies and procedures manual on the H: drive in the appropriate folder
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