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	Handout - BSBCMM411 Make presentations & BSBWRT411 Write complex documents


PRESENTATION REFLECTION NOTES

	GENERAL

	Presentation topic
	BSBWHS413 Contribute to implementation and maintenance of WHS consultation and participation processes


	Presentation date
	1st March 2023

	REFLECTION

	Self-assessment

	Effectiveness and persuasiveness of presentation strategies and aids:
This was one of my first presentations and in reflection, I can see the effectiveness and areas for improvement. While my presentation is clear and structed and is full of information, slides 5 – 13 are to wordy and not engaging with the audience. This was clear when the audience “tuned out” from the beginning (see below for improvements in this area). 
The aids I used for this presentation were the PowerPoint presentation as mentioned above, along with team building exercises and handouts for the workers. Within the first few minutes of beginning my presentation I realised most of the workers had zoned out, I decided to stop speaking at them and divided them into groups of 3. Here I asked them to collaborate on an A3 sheet of paper with markers slides 5-13. This was a way more effective outcome for workers to brainstorm and reflect on what they already knew about workers and the PCBU duties, rights and obligations. I then asked one person from each group to come and add to the white board (which was then printed and saved to the K drive and placed in the crib room for the month for workers to reflect, slide 23&33). We took it in turns until we had filled the white board. I then started asking questions about what workers knew about the rights, obligations, and duties of a HSR, together we brainstormed ideas and created a great collaboration of points. To help workers really grasp the idea of the importance of consultation and participation within our industry, I asked groups of 2 to showcase effective communication strategies by learning how to communicate effectively. I used the idea of a map handout. Each worker received a map (hand drawn) to show then what the task was. Then they turned it over and drew their own map. It was then time to divide into pairs and using only verbal communication each person had to describe their map while the other person drew it. This was great! The workers realised in this moment how essential communication and participation is when dealing with detailed and complicated projects within the construction industry. Staff were engaged and laughing and enjoying the realisation of how hard it can be to keep things simple and clear. It also helped reiterate the importance of workers knowledge and understanding in this industry and to speak up and contribute would in fact not only help the project but keep themselves and other safe.

Slides 15-34 were much easier for staff to be engaged with, as the slides were not overloaded with information, they were more willing and eager to follow along. It is also covering subjects that are either a daily or a monthly occurrence and not new information for them. I included graphs of relevant statics that workers find useful when comparing how much plant was inspected per month and slide 30 was a time for workers to reflect on the seriousness of our industry. 

Slide 18 was useful as I engaged the emergency response team on site, and they were able to break up the presentation with a demonstration on the workshop floor. While this was not an interactive scenario, it seemed to work well with the emergency response team showing workers how they would react and what needs to happen in the case of an emergence. 

Whether intended outcomes were emphasised and achieved:
Intended outcomes were achieved! Workers provided instant feedback and as expected no one found the first few slides very interesting, they enjoyed the working in smaller groups and then coming back together to share their ideas and brainstorm. The biggest success was the map, workers were really shocked at how hard it can be to communicate using only words and it really helped them to understand how everyone interprets instructions differently. Some workers also pointed out that we all spoke English as our first language and would that activity have had a different outcome if a worker who didn’t speak English as their first language was participating. Overall, workers feedback (especially regarding slide 30) was one of appreciation on highlighting how essential it is to speak up and communicate and get in amongst discussions in participating to situations on site.

How presenter addressed non-verbal and verbal communications:
As mentioned above, I realised very fast that I was losing the interest of my audience. I stopped speaking and started to engage with hands on collaboration in the form of A3 sheets of paper and markers in smaller groups and then with the hand draw map in pairs. This I think was the turning point and saved my presentation.

General improvements that can be applied to future presentations:
As mentioned above, slides 5-13 are too wordy with not enough visually appealing colour or pictures. I would use these slides as my reading guide and information sharing and create different slides with less words and more visuals to keep the audience’s attention. I would also use open ended questions for help engage workers to engage and contribute to the presentation. I would start the presentation off by clearly defining what the objective is for the presentation. I would outline what the aim was we were hoping to achieve and why the topic is crucial in our industry. This way I would provide a clear “roadmap” of what the audience would be expecting. I would then summaries this at the end of the presentation to highlight the main points to take away with them.
I would also potentially start my presentation with a strong opening - something that captures my audience’s attention and highlights the importance of consultation and participation in our industry. Perhaps a thought provoking quote, a compelling static or a case study / relevant story that would showcase the positive and or disastrous impact of involving everyone (all stakeholders) in decision making process.
After seeing how well the workers reacted to the “hands on” part of the presentation, I could also include relevant case studies and divided workers into smaller groups to see how they would perform an emergency response to that scenario. Having workers practice these types of highly stressful situations has been shown to reduce stress and help workers think more rationally in real life situations.


	Assessor feedback

	Assessor name
	

	Effectiveness of presentation strategies, format, and delivery
	

	Whether desired outcomes were explained and discussed with the audience
	

	Use of persuasive communication techniques to secure audience interest, including verbal and non-verbal communication
	

	Whether key concepts and ideas were summarised at strategic points to facilitate participant understanding
	

	Whether presentation aids, materials and techniques enhanced audience understanding of key concepts and central ideas
	

	Whether the audience was given opportunities to seek clarification on central ideas and concepts
	

	How well the presenter responded to non-verbal and verbal communication of audience members to meet their needs
	

	Other feedback
	

	IMPROVEMENTS

	Recommendations for future presentations

	




PRESENTATION REFLECTION NOTES

	GENERAL

	Presentation topic
	BSBWHS415 Contribute to implementing WHS management systems


	Presentation date
	12th April 2023

	REFLECTION

	Self-assessment

	Effectiveness and persuasiveness of presentation strategies and aids:
On reflection of this presentation, Contribute to Implementing WHS Management Systems, I can see both positive effective and persuasive strategies and where there is room for improvement. 
My presentation follows a clear and structured message with loads of information which has been clearly articulated and highlights the desired outcome – to inform and share knowledge. Where I see room for improvement could be, from slides 5 through to 19 there are to many words and the slides are not visually appealing and the audience lost interest (see below for improvements in this area). Slides 20-35 are much more pleasing and easier to follow along with. This was also the reaction of the audience, and I could see this was more engaging for them. 
The aids I used for this presentation were the PowerPoint presentation as mentioned above, along with team building exercises and handouts for the workers.
Slide 13 –15 I handed out the WHSMS checklist and the return to work policy and asked workers to share what they knew of the injury management procedures. This was conducted with both verbal interaction and a whiteboard where workers could come up and help collaborate ideas and brainstorm options they didn’t know where either available to them or the processes CPB had in place. (This was then printed off and placed in the crib room for the month for workers to review when needed and a copy scanned to the K drive for later reference, slide 25 & 30). 
Slide 21-24 was where I got all the workers up out of their chairs, and we ran through some scenarios in the workshop floor. We have an emergency response dummy that we could use and I posed the question to workers about what high risk work was being conducted on site at the moment that would be useful to run through as a few scenarios. They choose 2 different potential injuries and with the help from the emergency response team and all workers, we engaged in how we would act in these situations. Staff responded the best to this part of the presentation as everyone was engaged, the scenarios were relevant to the audience which meant they were wanting and eager to know how to act in both situations. 
Overall, the feedback from the presentation was excellent, workers said they benefited from learning information they didn’t know and the hands on approach worked really well. The only feedback to take on as mentioned above and below is that the start of the presentation was not very engaging and to limit the use of over wording the slides to engage the workers from the start.

Whether intended outcomes were emphasised and achieved:
Intended outcomes were emphasised and achieved! Workers were able to provide excellent feedback immediately and as we are a close group everyone feels able to share their thoughts and ask questions. Staff were eager to start using their $1,500 training and from this presentation alone I have booked in 3 staff members to complete certificate IV’s in varying areas and my boss has approved for all staff to complete relevant tickets and training to help them individually and help the company to perform to the best of its ability.

How presenter addressed non-verbal and verbal communications:
I could see from within the first 5 minutes of my presentation that I was losing the workers! I realised very fast that although I really enjoy learning and writing and reading, most of the audience does not. I quickly changed my presentation and started to engage the audience by dividing them into groups of 3 with a sheet of A3 paper to start brain storming the various duties, rights and obligations they knew about form both CPB as a PCBU and them as workers. This was great and I think this is how I saved the presentation from being a disaster. The workers grumbled a bit to start with but once they got going there was more interaction and laughter and joking around, while still engaging in the outcome. I then asked one person from each group to come up and list the items they had come up with on the whiteboard (also printed off and saved to the K drive later) and we created a collaborative lot of ideas around the subject. Staff were more engaged and said later that they did learn a few things they hadn’t known or thought of.
 
General improvements that can be applied to future presentations:
For future presentations I would start the presentation off by clearly defining what the objective is for the presentation. I would outline what the aim was we were hoping to achieve and why the topic is crucial in our industry. This way I would provide a clear “roadmap” of what the audience would be expecting. I would then summaries this at the end of the presentation to highlight the main points to take away with them.
After seeing how well the workers reacted to the “hands on” part of the presentation, I could also include relevant case studies that have happened recently and when the workers were divided into groups, they could come up with alternative way to how they would have handled these situations and collaborate and brainstorm ideas.
As mentioned above, slides 5 – 19 are too wordy and the audience was losing interest. For future presentations I will keep these slides as my notes for information to share with the audience, however, create more pleasingly visual slides with colour, pictures and limited words. I would also try to plan more engaging questions about my notes to help staff come up with these ideas in a collaborative way. Once the presentation was completed, I created new slides regarding the duties, rights and obligations form both PCBU and workers in a more visually pleasing way and laminated them and placed them around the plant yard.


	Assessor feedback

	Assessor name
	

	Effectiveness of presentation strategies, format, and delivery
	

	Whether desired outcomes were explained and discussed with the audience
	

	Use of persuasive communication techniques to secure audience interest, including verbal and non-verbal communication
	

	Whether key concepts and ideas were summarised at strategic points to facilitate participant understanding
	

	Whether presentation aids, materials and techniques enhanced audience understanding of key concepts and central ideas
	

	Whether the audience was given opportunities to seek clarification on central ideas and concepts
	

	How well the presenter responded to non-verbal and verbal communication of audience members to meet their needs
	

	Other feedback
	

	IMPROVEMENTS

	Recommendations for future presentations
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