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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: 		_____________________________________________________________
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: _Toc417644487]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:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc415147200]Assessor Signature:		________________________________________________________
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
[bookmark: _Toc417644489]Activity 1.1
	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?
The primary recipient is the main person who the communication is to, such as in the example of the email above. When you send information, it is essential that you communicate in the manner that they prefer. The primary recipient is the one that must receive the information.





What is the difference between a statement of fact and straight forward advice?
A statement is based on fact and is legal while straight forward advice is based on opinion and impressions.













[bookmark: _Toc417644490]Activity 1.2
	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.
Dear Mrs Grigg
I have noticed that the employees in the marketing department are constantly working and always looking at their screen with little to no breaks or  time away from the screen as per the guidelines for screen based work located here http://www.safeatwork.org.au/sites/safeatwork.org.au/files/actu_guidelines_for_screen_based_work.pdf , we suggested that we schedule more time away from the screen or more breaks so people can rest their eyes.   
Regards 
Hunter Jones







[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 help the reader though the points that are important throughout the communication, and the use of other visuals such as graphs and pictures to show the data in a simple way








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.

Some of the items that need to be covered is to make sure that those with a duty make sure they understand and will do their duty. We also need to identify nay hazards and assess any risks that arise while at work.












[bookmark: _Toc417644492]Activity 1.4
	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?

That each person is treated equally in the workplace. They are set in place so that everyone regardless of gender, race or beliefs, or age. There are also anti discrimitory laws in the workplace health and safety act to outline how to terminate an employee’s employment. 


















Research the organisational requirements in the communication process. List the inclusion communication protocols that you are required to follow. Briefly explain those protocols. 

When reporting an incident to make sure that it is in writing so it can be stored for a later date.













[bookmark: _Toc417644493]Activity 1.5
	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.


When you communicate with personnel, it is important to make sure that you use a method of communication that work group members will understand. The aim of information is to provide information. If the method of communication is incorrect you could do more damage than good to say your WHS Consultation process.
Workgroups may see a formal report as a negative. If they are unable to understand it, for example, incorrect and uninformed decisions made will have a negative impact on morale and will impede the WHS consultation process. Workers may also make incorrect decisions. Workers may also see a report as an attempt to patronize them. Education in some cultures is seen in a good light. When a person is unable to obtain an education, they may see that you are trying to patronize them. When a person sees a communication as a personal insult, they will become angry and not work with you to achieve the organisations goals.
When you consider a method of communication, consider:
· The roles of personnel and their level of authority
· The type of personnel that you are communicating with
· The type of information that you are going to provide the recipient with.




Method of communication may include:
· Inclusive communication
An inclusive communication strategy is one in which explicit steps are taken to ensure that all employees feel they are involved in decisions that affect their day-to-day work. The consultation process that forms part of the harmonisation of the new work health and safety legislation is an important part of ensuring that all employees actively participate in WHS in the workplace.
Harmonisation aims to ensure that work health and safety legislation is consistent across all States and Territories across Australia. Correct use of the consultative process requires that information flows freely across all level s of the organisation, taking into consideration any levels of authority and confidentiality and discriminatory laws.
Organizations with a secretive communication environment shut people out, which can stifle involvement and will result in lost ideas and opportunities. Employee involvement is a key factor that affects employee satisfaction and success as demonstrated in a work environment that embraces the use of consultation.
· Use of active or passive voice
Language barriers are a common challenge in international business settings—and a two-way process. What native speakers often do not realize is that frequently it is not the other person's accent but their own way of speaking that creates the greatest barriers to effective communication. 
Use the strategies below to ensure you are not putting up your own roadblocks to effective international communication.
1. Ask for clarification.
If you are not 100% sure you’ve understood what others say, politely ask for clarification. Avoid assuming you’ve understood what’s been said.
2. Frequently check for understanding.
Check both that you’ve understood what’s been said and that others have fully understood you. You can do this by paraphrasing whatever is being said to you.
3. Avoid idioms.
[image: ]Business language is often contextual, and therefore culture specific. Use clear and concise worlds that will not confuse listeners that will take what is said literally.
4. Be careful of jargon.
Watch the use of TLAs (Three Letter Abbreviations) and other organizational language that may not be understood by others. If you use them, provide in parentheses a description of what these are so others can learn to use the same language you do.
5. Define the basics of business.
In international business contexts terms such as: ‘success’, ‘doneness’, ‘meetings’, ‘punctuality’, etc. may mean different things to different people. Spend time early in your communication defining what these mean to you and others. Invest in building a shared vocabulary.
6. Be specific.
Spell out your expectations and deadlines clearly. Instead of, ‘Please get back to me shortly,’ say ‘Please email the completed report by 5 pm Eastern Standard time on Wednesday, February 21.’
7. Choose your medium of communication effectively.
Carefully choose your form of communication (phone or video conference, email, instant message, etc.). Be mindful not to ‘overuse’ email. While useful, there are times when the medium is likely to be ineffective. When a message is complex and complicated or there is tension or conflict that needs to be resolved, switch to another medium.
8. Provide information via multiple channels.
Follow phone calls with emails that summarize what’s been said. When possible, provide presentations, agendas, etc. in advance so those working in their non-native language can get familiar with materials.
9. Be patient.
Cross-cultural communication takes more time. If not at all times, certainly initially you cannot expect your communication to occur with the same speed and ease as when you are communicating with someone from your own culture.
· Use of the appropriate register or style of language 
Style of language will vary between formal, standard and informal language that you use. The style that you use should reflect the level of familiarity that you have with the recipient of your communication and the type of communication. For example; you may have a line of communication with a client that is very informal. When you send them a report at the start of the month, the report may be formal, however the level of communication that you provide in the email may be informal where you make more personal dialogue with the client.
When the client sends the emails of the report to the members of his/her team the message is more standard because the email is for a variety of personnel on many levels. When you write a communication to personnel make sure that you consider they type of communication and who the recipient is. 
Informal communication usually refers to information that is passed through the use of casual conversation. Formal is usually used in a professional setting.

Harmonisation aims to ensure that work health and safety legislation is consistent across all States and Territories across Australia. Correct use of the consultative process requires that information flows freely across all level s of the organisation, taking into consideration any levels of authority and confidentiality and discriminatory laws.
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	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).
The team including management in the workplace

What is the purpose of the document?
The procedure of processing customer complaints
How will you format the document?
With simple outlines to make sure that you are able to get your point across effectively and as understandable as possible 
How will the document be structured?
In a way that allows anyone else including you to pick up the document and understand what needs to be decimated.
What inclusions will you use to communicate the purpose of the communication?
· The source of the information
· Whether you are required to consult with people internal or external to the organization
· Whether you have access to the information 
· The relevance of the information
· Whether you are required to obtain permission to provide the recipients with the information required.


What organisational requirements will you need to use?

Correct labelling of the file and table of contents that makes it easier to access the part of the document that you need
What is the appropriate method of communication?

The method of communication is an email.
What is the means of communication?

When you communicate, you need to consider the most appropriate package that will meet your needs. Listed below are three packages common to most organisations. By know what software options there are available and what each package will allow you to do, you will be able to choose the package that will afford you the most productivity.






[bookmark: _Toc417644495]Activity 2.1
	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.

Dear Staff and management.
This email is being sent out to any staff and management to ensure that everyone understands the proper procedure for any complaints given to the company either as a whole or just to a single staff member.
Firstly make sure that you understand why the customer is complaining so that we can understand why they are giving the complaint. 
Secondly offer any compensation, such as a refund or replacing the product if it a problem with a product. 
Thirdly make sure that you notify management and the manager on duty so that the complaint can be recorded and stored for further investigation. Thank you all for your time.
Sincerely Management. 











[bookmark: _Toc417644496]Activity 2.2
	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?

So that employees understand what the procedure for dealing with complaints is, Management to see what the procedure 
What the procedure for processing complaint is.















If you are unable to consult with another member of staff, what do you need to do?
Make sure that you read the manual of how complaints are handled. 
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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
It is suitable. 






Make recommendations about how you believe that you can improve the communication.
I can improve communication by making sure that I understand all of the departments of the business and that I understand the procedure for processing complaints.





















[bookmark: _Toc417644498]Activity 3.2 - 3.5
	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





[bookmark: _Toc417644499]Activity 4.1
	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.

Dear Staff and management.
This email is being sent out to any staff and management to ensure that everyone understands the proper procedure for any complaints given to the company either as a whole or just to a single staff member.
Firstly make sure that you understand why the customer is complaining so that we can understand why they are giving the complaint. 
Secondly offer any compensation, such as a refund or replacing the product if it a problem with a product. 
Thirdly make sure that you notify management and the manager on duty so that the complaint can be recorded and stored for further investigation. Thank you all for your time.
Sincerely Head Office. 
























[bookmark: _Toc417644500]Activity 4.2 - 4.3
	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?
The procdure of making sure that management understands that im sending out a email






How are WHS files filed and secured with in your organisation?
Though head office and stored on the computer. 












[bookmark: _Toc415147203][bookmark: _Toc417644501]Skills and Knowledge Activity
	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.

Email.
Mrs Grigg.

On the 3/03/2017 there will be a scheduled fire drill occurring during the gathering for assembly, please be mindful to have the roll for the class that you have been assigned and to make sure that all of the students follow the fire drill procedures in an orderly manner.
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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?
· How will you format the document?
· How will the document be structured?
· What inclusions will you use to communicate the purpose of the communication?
· What organisational requirements will you need to use?
· What is the appropriate method of communication?
· What is the means of communication?

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. 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? 

4. How is information stored and secured in your workplace?

1. The audience is the instructor of the course.
The purpose of the memo is to make sure that the staff within a specific or the company as a whole gets the information that they need and let them know of any updates that may have occurred. The format of the memo will be with the title up the top of the document, with who its being sent to and who by just below that, with the actual information being written below the names. I will need to make sure that I include the appropriate workplace header and footers. the means of communication for this memo will be through email.

2. TO Marketing 
From Head Office

As you are well aware we are having an influx of new employees in the marketing department over the next 2 months, this is to increase productivity and efficiency. Please make sure that they get any help they need in and around the workplace. 
3. The resource that I used in order to make sure that my spelling was correct was the auto correct tool that comes standard with Microsoft Word. The intended precipitant was to the marketing department of my company. 
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