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Candidate Details
[bookmark: _Toc418680920]Assessment – BSBITU201: Produce simple word processed documents
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBITU201: Produce simple word processed 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: _Toc418680921]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:		________________________________________________________
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:
Prepare to produce documents
Produce documents
Finalise documents
You should also demonstrate the following skills:
Reading
Writing
Oral communication
Navigate the world of work
Interact with others
Get the work done.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to use safe work practices to ensure ergonomic, work organisation, energy and resource conservation requirements are met.

	Activity
	What are your individual responsibilities for health and safety in your workplace?


















For safe working practices within your role, specify four ergonomic requirements and for each, document whether or not you think these requirements are fulfilled, explaining why.




















Which ergonomic requirement affects you the most and why?







Why is it important to take exercise breaks when exposed to prolonged static posture?









Describe three different workstation exercises.











How often are you legally entitled to a rest and meal break within your organisation?








What conservation procedures are in place within your organisation?
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify document purpose, audience and presentation requirements, and clarify with relevant personnel as required.

	Activity
	What types of simple word processed documents does your organisation produce and which of these will you be working with?











Identify two of these simple word processed documents and state what their purpose is.








Now identify the audience of both of these documents within your organisation.








Identify relevant personnel within your organisation you could approach to clarify the purpose, audience and presentation requirements of such documents.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify organisational and task requirements for document layout and design.

	Activity
	Identify six different organisational requirements that may be observed in document layout and design.





















Gathering as many documents used by your organisation as you can, look for consistencies in and inconsistencies in the organisational requirements you have detailed above. Document your findings.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to format document using appropriate software functions to adjust page layout to meet information requirements, in accordance with organisational style and presentation requirements.

	Activity
	Identify five methods of formatting a document.



















Identify eight software functions that could be used to format a document and explain what each one does.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to use system features to identify and manipulate screen display options and controls.

	Activity
	Identify as many screen display options and controls as you can.











Select four of these controls and explain what they do and where they can be found.










Identify which display options and controls you use most when producing documents.








Identify which display option and/or control you use least efficiently and may require further training/practice to use.
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	Estimated Time
	10 Minutes

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

	Activity
	What forms of online assistance are there to help you to overcome problems with document presentation and production?
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to ensure final document is previewed, checked, adjusted and printed in accordance with organisational and task requirements.

	Activity
	When you have produced your document, what must you check for before printing?











After making adjustments and alterations to your document, why must you re-check it?














State five different ways your document could be printed.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to ensure document is prepared within designated timelines and organisational requirements.

	Activity
	By what designated timelines could document submission/completion deadlines be set?












How are individual deadlines related to the business and performance plans of the organisation?













If you felt that your deadlines were unreasonable, by what legislation could you be protected?
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to name and store document in accordance with organisational requirements and exit application without information loss/damage.

	Activity
	When naming a document, what things do you need to consider?
















When storing a document, what things do you need to consider?











Name four aspects of storing documentation that should be covered by an organisational security policy and/or procedure.
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	Estimated Time
	This will vary according to the documents produced and organisational requirements

	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:
· Produce documents following correct ergonomic, conservation requirements and organisational policies and procedures
· Adhere to organisational style manual when formatting documents
· Refer to help function and user documentation to rectify document problems
· Use system features
· Follow designated timelines when preparing documents
· Reading skills
· Writing skills
· Oral communication skills
· Navigate the world of work
· Interact with others
· Get the work done
· Identify basic formatting styles and their effect on formatting, readability and appearance of documents
· Describe purpose, use and function of word processing software
· Outline organisational requirements for ergonomics, work periods and breaks, and conservation techniques
· Describe what is contained in an organisational style guide.

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

1. This activity requires you to produce three simple word processed documents that you must attach to your workbook. 

State the three different documents you intend to produce in accordance with your organisational requirements.

2. For each document you must seek clarification from relevant colleagues about the requirements of the document and write them in your workbook. 

Requirements of the document include:
· Purpose
· Audience
· Presentation requirements including document layout and design
· Designated timeline for completion
· Printing requirements
· Naming and storing requirements.

3. Produce all three documents in accordance with all of the requirements. Check through your documents to ensure that you have met all of the requirements and make any necessary adjustments. Document the adjustments you have made in your workbook.

4. If you come across any problems with your knowledge of using word processing software, use manuals, user documentation and/or online help to over-come them. Document your problems and solutions in your workbook.

5. Print your documents in accordance with the printing requirements and attach to your workbook.

6. Name and store your documents in accordance with organisational requirements and document in your workbook the process you followed to do so.

7. Once completed, evaluate one of your documents to find out whether you have met all the requirements (you may wish to do this with an appropriate colleague within your organisation). Document your findings in your workbook.

8. Whilst completing your documents what ergonomic requirements should you have been adhering to?

9. Whilst completing your documents, what work breaks and exercises did you undertake?

10. Document any conservation requirements you employed whilst producing your documents.
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	Estimated Time
	1 Hour

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

	Activity
	This is a major activity – 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. Prepare to produce documents
2. Produce documents
3. Finalise documents

1. Name three ergonomic requirements to ensure safe work practices.

2. Identify one of the documents you produced for the Skills and Knowledge Activity and state the purpose of it and its audience.

3. Using the same document, identify at least ten features of your organisation’s house style.

4. State five ways of formatting a document.

5. What system features and controls can you use to manipulate screen display? Identify the two you most commonly used for you documents in the Skills and Knowledge Activity and explain why.

6. Invent a problem you might encounter with document presentation and production and use an online facility to overcome it. Document the process in your workbook.

7. What processes would be involved in checking a document?

8. What designated timelines are you set within your organisation to produce documents?

9. What is your organisation’s security policy for storing documentation and how are staff members informed of it?
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