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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: 		___Kira Wesley-Rousch_________________________
Address:	___1 Bangalow St, Highworth_____________________________________
		_____________________________________________________________
Email:		___kira.wesleyy@gmail.com______________________________
Employer:	___Nicole Grigg_________________________________
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:		___KW____________________________________
Date:		___8/10/2020_________________________________________
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. 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. This means that when you send a communication or communicate information you must consider the purpose of the communication and how they would like or need the information communicated. 

In this situation they have asked for a copy of the report you sent to the client most likely meaning to receive a carbon copy. If you are unsure you can always ask for clarification on what they want. 


What is the difference between a statement of fact and straight forward advice?
A statement of fact is something that is legal, when straightforward advice is based on impressions, and opinions.
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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.

To: Lisa Smith
From: Kira Wesley 

Please find attached link to WHS issue discussed in the recent meeting and the WHS document completed by staff as part of training. The results from the meeting were very positive, all staff attended and completed/read the attached documents. Thanks.
· http://idfnsw.org.au/hazardous-manual-tasks
· https://www.safeworkaustralia.gov.au/system/files/documents/1702/how_to_manage_whs_risks.pdf

Yours truly,
Kira.
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	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?
The keys points for inclusion entail making sure that you are clear on the information that you provide and the structure of that information. Ensuring that recipient’s attention was drawn toward specific text that allows recipients to have a focus that allows the reader to learn what the writer is talking about.

The purpose is to guide the reader of important points throughout the process and to use graphs and other visuals to break down information into a format that is easily understandable 

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.
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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?

Age Discrimination Act 2004, Australian Human Rights Commission Act 1986, Disability Discrimination Act 1992, Racial Discrimination Act 1975, and the Sex Discrimination Act 1984, The Copyright Act 1968

Copyright owners can prevent others from reproducing or communicating their work without their permission or may sell these rights to someone else under the copyright act 1968 and

Treating someone differently because of the language that they speak may be against the law in some circumstances. Discriminating against someone on the basis of their race or ethnic origin is against the law, and language may be directly linked to ethnic background.


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

Inclusive communication recognises that people communicate differently and encourages the use of a variety of techniques. It incorporates all forms of communication, both verbal and non-verbal; non-verbal communication is often just as important to the meaning as what is being said. Examples are; speech, body language, gestures, signing, objects etc. All of these protocols are to create an environment that provides to all types of communication and will help everyone to communicate better whatever their needs.

Or, reporting an incident - must be in writing 
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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.

· Sharing information
· Giving workers a chance to share their views and opinions
· Gives workers a chance to participate in the decision-making process 
· Provide feedback on the decision made 
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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.
New disability clients looking for support workers 
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).
All staff members

What is the purpose of the document?
Find people interested in working with new client 
How will you format the document?
Simple, corporate format
How will the document be structured?
Letter 
What inclusions will you use to communicate the purpose of the communication? Dot points, Letterhead

Others include; photos of client, map of the sunshine coast for distances

What organisational requirements will you need to use?
Follow requirements on client confidentiality and privacy, use organisations colour scheme and include logo. Use Times New Roman, Size 11.
What is the appropriate method of communication?
Face to face, online, 
What is the means of communication?
Letter. In general, communication is a means of connecting people or places. In business, it is a key function of management. The means of this letter is to communicate between staff and connect them to different clients. 
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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.

Completed 
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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?

If you are unable to consult with another member of staff, what do you need to do?

I need to consulate with the supervisor. I require information on client requesting workers this can be either by email, in person or their file- to access file work I would need permission from the supervisor. 
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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 communcation I would check spelling, grammar, word choice, ask for feedback from staff/supervisor and rearrange parapgraphs.

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 working 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

Completed 
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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.

Hi all,
Flagging some of the available and soon to be available shifts for EOI please:
 
1 x man (request is for male worker not too young or old) requires a 6 hr S/F @ Doonan and attend Spiral art workshop 1:1 on Wednesdays.
Awareness/ knowledge/ experience with epilepsy and cerebral palsy.
Transport in participants vehicle
 
1 x man with ABI requires 2 x mornings a week 4-5 hours each in home assistance at Ninderry.
Days are flexible however the (1.) worker must be good with technology, setting up computer, internet and assisting and teaching how to do shopping from home, emails etc. Worker must also (2.) be a good cook and able to teach some cooking skills and plan meals and prepare a bulk meal with Participant for dinner and also some to freeze. This would be ideally 2 workers but if each had an idea about the other area also it would be more versatile. 
 
1 x lady requires female worker Wednesdays 9-3 in home at Buderim for literacy, business development like dog walking etc. Worker must have skills in education/literacy support. Same lady requires Saturday 9-3 (flexible support) for Community access 1 or 2 times a month. Female worker also.
 
There are a few others (I think we have covered) so please let me/us know if you have an interest or are looking to have a change.
 
Kind Regards, Kira.
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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
· Determine audience
· Format and structure 
· Inclusion
· Method of communication 
· Draft document 
· Review document 
· Write final document 
· Ensure document is sent to the intended recipent 
· File copy of document

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 reference to. 
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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.

Written Correspondence 
Letters, faxes ad memos – corporate format – full black open punctation 

Letter closure – always use yours truly 

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 post, do not add large attachments 
Completed and attached



[bookmark: _Toc417644502]Major Activity 
	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/tea\
m 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. 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.
Sourced information from teacher, class, internet, WHS officer

4. Proofread 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? 
Resources used were dictionary, Word spell check. Intended audience is class/trainer

5. How is information stored and secured in your workplace?
They are placed in folders at the back of the workplace and filed according to what they are reference to. 
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