

Page | 4



BSBITU313 
Design and produce digital text documents
Learner Workbook















[image: ]










	

[bookmark: _Toc530726015]Table of Contents
 
Table of Contents	1
Instructions to Learner	3
Assessment instructions	3
Assessment requirements	6
Candidate Details	7
Assessment – BSBITU313: Design and produce digital text documents	7
Observation/Demonstration	8
Third Party Guide	9
Third party details (required information from the learner)	9
Activities	10
Activity 1A	10
Activity 1A checklist – for assessor	11
Activity 1B	12
Activity 1B checklist – for assessor	13
Activity 1C	14
Activity 1C checklist – for assessor	15
Activity 1D	16
Activity 1D checklist – for assessor	17
Activity 1E	18
Activity 1E checklist – for assessor	19
Activity 2A	20
Activity 2A checklist – for assessor	21
Activity 2B	22
Activity 2B checklist – for assessor	23
Activity 2C	24
Activity 2C checklist – for assessor	25
Activity 2D	26
Activity 2D checklist – for assessor	27
Activity 2E	28
Activity 2E checklist – for assessor	29
Activity 3A	30
Activity 3A checklist – for assessor	31
Activity 3B	32
Activity 3B checklist – for assessor	33
Activity 3C	34
Activity 3C checklist – for assessor	35
Activity 3D	36
Activity 3D checklist – for assessor	37
Activity 3E	38
Activity 3E checklist – for assessor	39
Activity 3F	40
Activity 3F checklist – for assessor	41
Summative Assessments	42
Section A: Skills Activity	43
Summative Assessments: Section A checklist	44
Section B: Knowledge Activity (Q & A)	45
Summative Assessments: Section B checklist	46
Section C: Performance Activity	47
Summative Assessments: Section C checklist	49
Workplace Documentation – for learner	50
Workplace documents checklist	50
Supplementary Oral Questions (optional) – for assessor	51
Competency record to be completed by assessor	54
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Instructions to Learner
[bookmark: _Toc435015367][bookmark: _Toc435103798][bookmark: _Toc530726017][bookmark: _Toc392406781][bookmark: _Toc420914110]Assessment instructions
Overview
Prior to commencing the assessments, your trainer/assessor will explain each assessment task and the terms and conditions relating to the submission of your assessment task. Please consult with your trainer/assessor if you are unsure of any questions. It is important that you understand and adhere to the terms and conditions, and address fully each assessment task. If any assessment task is not fully addressed, then your assessment task will be returned to you for resubmission. Your trainer/assessor will remain available to support you throughout the assessment process. 
[bookmark: _Toc392406782][bookmark: _Toc420914111]Written work
Assessment tasks are used to measure your understanding and underpinning skills and knowledge of the overall unit of competency. When undertaking any written assessment tasks, please ensure that you address the following criteria:
· Address each question including any sub-points
· Demonstrate that you have researched the topic thoroughly 
· Cover the topic in a logical, structured manner 
· Your assessment tasks are well presented, well referenced and word processed
· Your assessment tasks include your full legal name on each and every page.
[bookmark: _Toc392406783][bookmark: _Toc420914112]Active participation
It is a condition of enrolment that you actively participate in your studies. Active participation is completing all the assessment tasks on time. 
[bookmark: _Toc392406784][bookmark: _Toc420914113][bookmark: Plagiarism]Plagiarism
Plagiarism is taking and using someone else's thoughts, writings or inventions and representing them as your own. Plagiarism is a serious act and may result in a learner’s exclusion from a course. When you have any doubts about including the work of other authors in your assessment, please consult your trainer/assessor. The following list outlines some of the activities for which a learner can be accused of plagiarism: 
· Presenting any work by another individual as one's own unintentionally 
· Handing in assessments markedly similar to or copied from another learner
· Presenting the work of another individual or group as their own work
· Handing in assessments without the adequate acknowledgement of sources used, including assessments taken totally or in part from the internet.
If it is identified that you have plagiarised within your assessment, then a meeting will be organised to discuss this with you, and further action may be taken accordingly.
[bookmark: _Toc392406785][bookmark: _Toc420914114]Collusion
Collusion is the presentation by a learner of an assignment as their own that is, in fact, the result in whole or in part of unauthorised collaboration with another person or persons. Collusion involves the cooperation of two or more learners in plagiarism or other forms of academic misconduct and, as such, both parties are subject to disciplinary action. Collusion or copying from other learners is not permitted and will result in a “0” grade and NYC.
Assessments must be typed using document software such as (or similar to) MS Office. Handwritten assessments will not be accepted (unless, prior written confirmation is provided by the trainer/assessor to confirm).
[bookmark: _Toc392406786][bookmark: _Toc420914115]Competency outcome
[bookmark: _Toc392398552][bookmark: _Toc392400574][bookmark: _Toc392404643][bookmark: _Toc392404711][bookmark: _Toc392406787][bookmark: _Toc392409137][bookmark: _Toc392835878]There are two outcomes of assessments: S = Satisfactory and NS = Not Satisfactory (requires more training and experience).
[bookmark: _Toc392398553][bookmark: _Toc392400575][bookmark: _Toc392404644][bookmark: _Toc392404712][bookmark: _Toc392406788][bookmark: _Toc392409138][bookmark: _Toc392835879]Once the learner has satisfactorily completed all the tasks for this module the learner will be awarded “Competent” (C) or “Not yet Competent” (NYC) for the relevant unit of competency. 
If you are deemed “Not Yet Competent” you will be provided with feedback from your assessor and will be given another chance to resubmit your assessment task(s).  If you are still deemed as “Not Yet Competent” you will be required to re-enrol in the unit of competency.
Additional evidence
If we, at our sole discretion, determine that we require additional or alternative information/evidence in order to determine competency, you must provide us with such information/evidence, subject to privacy and confidentiality issues. We retain this right at any time, including after submission of your assessments.
Confidentiality
We will treat anything, including information about your job, workplace, employer, with strict confidence, in accordance with the law. However, you are responsible for ensuring that you do not provide us with anything regarding any third party including your employer, colleagues and others, that they do not consent to the disclosure of. While we may ask you to provide information or details about aspects of your employer and workplace, you are responsible for obtaining necessary consents and ensuring that privacy rights and confidentiality obligations are not breached by you in supplying us with such information.
[bookmark: _Toc392406789][bookmark: _Toc420914116]

Assessment appeals process
If you feel that you have been unfairly treated during your assessment, and you are not happy with your assessment and/or the outcome as an result of that treatment, you have the right to lodge an appeal. You must first discuss the issue with your trainer/assessor. If you would like to proceed further with the request after discussions with your trainer/assessor, you need to lodge your appeal to the course coordinator, in writing, outlining the reason(s) for the appeal. 
[bookmark: _Toc392406791][bookmark: _Toc420914118]Recognised prior learning
Candidates will be able to have their previous experience or expertise recognised on request.
[bookmark: _Toc392406792]
[bookmark: _Toc420914119]Special needs
Candidates with special needs should notify their trainer/assessor to request any required adjustments as soon as possible. This will enable the trainer/assessor to address the identified needs immediately.


[bookmark: _Toc530726018]Assessment requirements
Assessment can either be: 
· Direct observation
· Product-based methods e.g. reports, role plays, work samples
· Portfolios – annotated and validated
· Questioning
· Third party evidence.
If submitting third party evidence, the Third Party Observation/Demonstration document must be completed by the agreed third party.
Third parties can be:
· Supervisors
· Trainers
· Team members
· Clients
· Consumers.
The third party observation must be submitted to your trainer/assessor, as directed. 
The third party observation is to be used by the assessor to assist them in determining competency – it is not compulsory for assessment, however, and is to be used at the assessor’s discretion where required.
The assessment activities in this workbook assess aspects of all the elements, performance criteria, skills and knowledge and performance requirements of the unit of competency.
To demonstrate competence in this unit you must undertake all activities (formative and summative) in this workbook and have them deemed satisfactory by the assessor. If you do not answer some questions or perform certain tasks, and therefore you are deemed to be Not Yet Competent, your trainer/assessor may ask you supplementary questions to determine your competence. Once you have demonstrated the required level of performance, you will be deemed competent in this unit.
Should you still be deemed Not Yet Competent, you will have the opportunity to resubmit your assessments or appeal the result.
As part of the assessment process, all learners must abide by any relevant assessment policies as provided during induction.
If you feel you are not yet ready to be assessed or that this assessment is unfair, please contact your assessor to discuss your options. You have the right to formally appeal any outcome and, if you wish to do so, discuss this with your trainer/assessor.
[bookmark: _Toc530726019]Candidate Details
[bookmark: _Toc530726020]Assessment – BSBITU313: Design and produce digital text documents
Please complete the following activities and hand in to your trainer/assessor for marking. This forms part of your assessment for BSBITU313: Design and produce digital text documents.
Name: 		Tahlia Roberts _________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		trobe338@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. I also understand the assessment instructions and requirements and consent to being assessed.
Signed:		trobe338@eq.edu.au__________________________________________
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: _Toc530726021]Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your trainer/assessor 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. 
Please note that observations are not compulsory for assessment. They are for use at the assessor’s discretion. They should be used only where observation is required for judging the learner’s competency (i.e. a practical or performance task), or where the learner requires a reasonable adjustment (e.g. they are unable to complete a written task due to impairment or a disability).
Observation checklists have been included for all performance criteria in the Observations and Demonstrations Checklists document, but the assessor only needs to record evidence in this document if they deem it necessary to judge competency for that particular activity. 
An explanation of observations and demonstrations:
Observation is on-the-job
The observation will usually require:
Performing a work-based skill or task 
Interaction with colleagues and/or customers.
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise.
Your trainer/assessor will inform you of which one of the above they would like you to do. The observation/demonstration 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 trainer/assessor 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 the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc530726022]Third Party Guide
You should supply details of the third party to the assessor before you commence the activities (see below), unless the assessor has already selected a third party themselves. The assessor can then contact the third party in instances where they require more evidence to determine competency, or they cannot observe certain tasks themselves.
The reasons to use a third party may include:
Assessment is required in the workplace
Where there are health and safety issues related to observation
Patient confidentiality and privacy issues are involved.
If you are not employed, or able to complete demonstrative tasks in the workplace, you will need to inform the assessor. They will be able to provide you with a simulated environment in which to complete these tasks.
We would prefer that, wherever possible, these be “live” issues for your industry and require application of the principles that you are learning as part of your training. Where this is not possible, you and your third party should simulate the activity tasks and demonstrations that you believe would be likely to arise in your organisation or job role.
Third party evidence can also be used to provide “everyday evidence” of tasks included in your work role that relate to the unit of competency but are not a part of the formal assessment process.
The third party is not to be used as a co-assessor – the assessor must make the final decision on competency themselves.
Documents relevant to collection of third party evidence are included in the Third Party section in the Observations/Demonstrations document.
[bookmark: _Toc530726023]Third party details (required information from the learner)
A third party may be required for observations or demonstrations; please provide details below of your nominated third party and obtain their signature to confirm their agreement to participate. This information will be required by your trainer/assessor in advance of arranging any future observations or demonstrations.
Third party name:	______________________________________________________________
Position of third party:	______________________________________________________________
Telephone number:	______________________________________________________________
Email address:		______________________________________________________________
Declaration for nominated third party
I declare my intention to act as third party for (learner’s name here) __________________________
Third party signature:	_____________________________________   Date: ___________________
[bookmark: _Toc530726024]Activities
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).

Where applicable, a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

[bookmark: _Toc435695594][bookmark: _Toc530650653][bookmark: _Toc530726025][bookmark: _Toc436208055][bookmark: _Toc443488383][bookmark: _Toc435695596]Activity 1A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify how to adjust workspace, furniture and equipment to suit user ergonomic environments

	
	Identify three ways in which you can adjust the workspace, furniture and/or equipment according to ergonomic requirements.
•	Avoiding radiation from computer screens
•	Chair height, seat and back adjustment
•	Document holder

•	To avoid radiation from computer screens, learners can use an LED monitor and keep a safe distance from your monitor
•	Chair height, seat and back can be adjusted according the height of the user, allowing them to have their feet on the floor whilst still being able to carry out the task
•	Document holders can be adjusted to aid work productivity





[bookmark: _Toc530726026][bookmark: _Toc530650654]Activity 1A checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	trobe338@eq.edu.au

	Assessor’s signature
	[bookmark: _GoBack]Nicole M Grigg


[bookmark: _Toc530726027]Activity 1B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to ensure workspace meets organisational requirements related to work health and safety, and energy and resource conservation, taking into account the type of digital device to be used

	
	Refer to Case Study A

In a simulated setting, use one safe work practice outlined in the Case Study for each of the following requirements:

· Work organisation
· Energy and resource conservation.

•	Do shoulder rolls
•	Turn the brightness down on their screen.


[bookmark: _Toc530726028][bookmark: _Toc530650655]Activity 1B checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726029]Activity 1C
	Estimated Time
	30 Minutes

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

	
	1. Refer to Case Study B 

What do you think is the intended purpose and audience of the document provided in the Case Study?
the intended purpose of the flyer is to inform and persuade people to come to a job fair, and the intended audience is anyone local to Newfound who is looking for work or training

2. Refer to Case Study B 

Look at the presentation requirements in the Case Study and identify whether it matches these or not. If not, why not?
The document mostly matches the presentation requirements, but the contact information needs to be more visible (larger), and the telephone number is missing.

3. Identify one way to clarify document requirements with the relevant personnel.

•	Email
•	Face-to-face meeting.



[bookmark: _Toc530726030][bookmark: _Toc530650656]Activity 1C checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726031]Activity 1D
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify organisational and task requirements for text-based business documents to ensure consistency of style and image

	
	Refer to Case Study C

Follow the style guide to alter the document provided in Case Study C to meet the style requirements of the business.

Polka Dot
Telephone: 707707
                  Miss Smith
                  12 Parrot Parade
                  Tree Lane
                  The Forest

19th March 2018

Dear Miss Smith
It was great to speak to you earlier at Polka Dot. I would like to take this opportunity to welcome you on behalf of everyone at Polka Dot insurance. Here at Polka Dot, we know how important it is to have a friendly, helpful voice at the end of the phone. 
To show you how much we value your custom, we are giving you $100 when you refer a friend.
See you soon,
Claire Bird





[bookmark: _Toc530726032][bookmark: _Toc530650657]Activity 1D checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726033]Activity 1E
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to select most appropriate word processing application to produce document, in accordance with available resources and organisational policies

	
	Refer to Case Study D

Select the appropriate application which Sally should use to produce the documents asked of her, according to organisational requirements.

•	Form – Microsoft word
•	Schedule – Lotus Work Pro
•	Flyer – iWork Pages.



















[bookmark: _Toc530726034][bookmark: _Toc530650658]Activity 1E checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726035]Activity 2A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify how to design document structure and layout to suit purpose, audience and information requirements of task

	
	Refer to Case Study E

Identify four ways to improve the document’s structure and layout to suit the purpose, audience and information requirements in the Case Study. 

•	Break the text down into smaller segments which are easier to read
•	Add company colour (red and purple)
•	Draw attention to key features.

•	Use columns to break up the text
•	Use sub-headings to break up the text
•	Use bullets
•	Put information into paragraphs
•	Add colour to the text
•	Add images
•	Put titles and dates at the beginning of the report
•	Put titles and dates in a larger font.
















[bookmark: _Toc530726036][bookmark: _Toc530650659]Activity 2A checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726037]Activity 2B
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to identify how to design document to enhance readability and appearance, and to meet organisational and task requirements for style and layout

	
	Refer to Case Study F

Imagine that your organisation has asked you to design a template for meeting minutes to enhance readability and appearance. Design the document using the requirements found in the Case Study.

Meeting Minutes
Date: 12/10/19
Attendees: workers of organisation

	ACTION ITEAMS
	OWNER
	DEADLINE

	
	
	

	
	
	

	
	
	









[bookmark: _Toc530726038][bookmark: _Toc530650660]Activity 2B checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726039]Activity 2C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify how to use available application functions to ensure consistency of design and layout, adhering to organisational and task requirements

	
	Imagine that you have been asked to produce a text document in Microsoft Word by your organisation.

Outline how two functions available within this application can be used to ensure consistency of design and layout.

•	Footnotes/endnotes – can be used to add consistent information on each page of a document, for example, the author or the date 
•	Indentations – can be used at the beginning of a block of text or intermittently to break up paragraphs. Using the indentation format will ensure that the space is the same size
•	Spacings – for example, line spacing can be used to ensure consistency in text, creating equal breaks between lines
•	Typeface styles and point size – can be used to appoint the same font and size throughout a text or to different elements within the document.














[bookmark: _Toc530726040][bookmark: _Toc530650661]Activity 2C checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726041]Activity 2D
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to identify how to insert a standard table into document, changing cells, columns, and rows as necessary to meet information requirements

	
	Refer to Case Study G

For this activity, you will be provided with a laptop or a desktop computer with a word processing application installed.

Recreate the current table provided in the Case Study, and make amendments following the instructions given to Daniel.




	Staff Name 
	Department

	Sharon Wise
	

	Daniel Parker
	

	Graham
	




	STAFF NAME
	DEPARMENT
	Start Date

	Sharon Wise
	
	

	Daniel Parker
	
	

	Graham Pat
	
	

	Tyler Rust
	
	

























[bookmark: _Toc530726042][bookmark: _Toc530650662]Activity 2D checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726043]Activity 2E
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to insert and format visual elements (including, for example, images or icons) to meet organisational and task requirements for style and layout

	
	A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

Refer to Case Study G

Imagine that you are Ebony, produce the poster for the event she is holding.

Attach the final copy of your poster to your workbook.

[image: ]









[bookmark: _Toc530726044][bookmark: _Toc530650663]Activity 2E checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726045]Activity 3A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify how to use intermediate-level application functions to enable efficient production of digital text documents

	
	This activity will need to be observed by a supervisor, assessor or third party. 

1. Give three examples of advanced software functions.
Word
Publisher
Power point 

2. Choose two functions that apply to the type of documents that you create within your organisation. Write step-by-step instructions describing how to complete your chosen functions. 
Columns – open word doc, go to ‘Layout’, click ‘Columns chose how many columns you want, click on it.  
Table – open word doc, go to insert, click ‘Table’ using your mouse chose how many table you want then click.

3. In an example Word document, complete the two functions from your previous answer. Print and attach a copy.











[bookmark: _Toc530726046][bookmark: _Toc530650664]Activity 3A checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726047]Activity 3B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to enter or import, and edit text and other data to meet task requirements

	
	Refer to Case Study I

1. Enter the textual information given in the case study (bullet points) into a letter which can be distributed to staff members across the company. The letter must be formal and professional, and must include all key details laid out in the Case Study.
•	This letter should address all staff
•	cover all points communicated in the bullet points 
•	letter shouldn’t use bullet points
•	Simple, straightforward, and professional language to convey the necessary points.

1. Management has communicated that they want to amend some of the data given in the Case Study. After further investigation, they have discovered that there have actually been five injuries as a result of soldering equipment, with one of those a serious injury. Edit the letter you have written to include the updated information.
•	Edit information quickly and accurately 
•	No longer than five minutes to delete, change, or add the updated information provided by managers
•	letter should communicate that there have been five injuries (one serious), instead of three













[bookmark: _Toc530726048][bookmark: _Toc530650665]Activity 3B checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726049]Activity 3C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to preview, adjust and prepare documents for delivery in accordance with organisational and task requirements

	
	A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

Using the document you produced in Activity 3B (this must be a word processed document), show that you can do the following:

· View the document in preview mode
· Adjust the document, by changing the zoom level to 80% and narrowing the margins of the document
· Print five copies of the document.





















[bookmark: _Toc530726050][bookmark: _Toc530650666]Activity 3C checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726051]Activity 3D
	Estimated Time
	45 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

	
	A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

Using the document you created in Activity 3B, show that you can do the following:

· Name the file you created: ‘TH faulty equipment letter’
· Store the file in a new folder called ‘Letters’. This folder should be placed in Documents
· Save the document and close the word processor you are using. Then, find and open the document you have just closed.




















[bookmark: _Toc530726052][bookmark: _Toc530650667]Activity 3D checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726053]Activity 3E
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to deliver document within designated timelines and organisational requirements for speed and accuracy

	
	Refer to Case Study I

Prepare a follow up textual report which explains that all workers should attend a group tutorial on the 18 December 2018 at 15:00. The tutorial will describe how to use new soldering equipment safely. The tutorial will be followed by two weeks of close supervision, in order to ensure soldering equipment is being used safely.

Using a word processor, write this document in under 10 minutes, including all necessary information.





















[bookmark: _Toc530726054][bookmark: _Toc530650668]Activity 3E checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe3382eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726055]Activity 3F
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to use relevant help functions to overcome intermediate issues with document design and production

	
	Identify one help function which you could use to overcome an issue with document design and production. Outline how you would use this. 

(Max. 35 words)

• Manuals - to use a manual refer to the frequently asked questions or troubleshooting page to source a solution to your problem.























[bookmark: _Toc530726056]Activity 3F checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe33@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726057]Summative Assessments
The summative assessments are the major activities designed to assess your skills, knowledge and performance, as required to show competency in this unit. These activities should be completed after finishing the Learner Guide. You should complete these as stated below and as instructed by your trainer/assessor.
Skills, knowledge and performance may be termed as:
· Skills – skill requirements, required skills, essential skills, foundation skills
· Knowledge – knowledge requirements, required knowledge, essential knowledge, knowledge evidence
· Performance – evidence requirements, critical aspects of assessment, performance evidence.
Section A: Skills Activity
The Skills Activity is designed to be a series of demonstrative tasks that should be assessed by observation (by the assessor or third party, depending on the circumstances).
It will demonstrate all of the skills required for this unit of competency – your assessor will provide further instructions to you, if necessary.
Section B: Knowledge Activity (Q & A)
The Knowledge Activity is designed to be a verbal questionnaire where the assessor asks you a series of questions to confirm your competency for all of the required knowledge in the unit of competency.
Section C: Performance Activity
The Performance Activity is designed to be a practical activity performed either in the workplace or a simulated environment. You should demonstrate the required practical tasks for the unit of competency and be observed by the assessor and/or third party, as applicable to the situation. If the third party is required to observe you, you will need to make the required arrangements with them.
If necessary for the activities, you should attach completed written answers, portfolios or any evidence of competency to this workbook.


[bookmark: _Toc530726058]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following skills:
· Reading
· Writing
· Oral communication
· Navigate the world of work
· Interact with others
· Get the work done.

Answer the activity in as much detail as possible, considering your organisational requirements.

1. See Case Study J. Using your reading skills, analyse the requirements that Totem Pole give in the case study. Choose a font size for headings, subtitles, and body text, as well as a font type for the body text in the document.
Reading skills to understand the textual requirements that Totem Pole have set out. Taking note of these requirements, they should then pick font sizes for headings, subtitles, and body text, as well as a font type for the body text. For example, they might choose to 26 pt for headings, 20 pt for subtitles, and 12pt and Arial for body text.

1. See Case Study J. Using your writing skills, write up a document which expresses the rules set out in the case study. It should include an introduction which explains the reason for the policy, the body – which explains the new rules – and a conclusion which explains the consequences of breaking the rules.
Writing skills to create the document that Totem Pole requires, while adhering to the document requirements that the company outlines. The document should include all policies, either in bullet points or in the body text, as well as a clear introduction and conclusion. The introduction should clearly explain – using simple, straightforward language – the reasons for the new policies, while the conclusion should explain that workers will be held to account.

1. See Case Study J. Using your oral communication skills, Give a short presentation which explains the document that you prepared in question two. Specifically, explain at least three textual choices you have made and why you have made them.
Use oral communication skills to give a short presentation which explains why they made the textual choices they made in their document for Totem Pole. For example, they might say: I used 30pt Arial Bold font for the heading because it stands out, while looking professional and suitable for the type of document the client wants. The presentation may be very short in duration, but they should give at least three reasons for their textual choices in the document.

1. See Case Study J. Show that you can interact with others by discussing the following problem with your classmates in groups of three or four: Totem Pole has indicated that they want to use specific body text fonts for the document. As a group, describe three reasons why these fonts are not suitable for this type of document, and give three alternative font type options which are more suitable.
Interact with others by discussing, in groups of three or four, why font requirements for the body text do not result in an appealing or professional-looking document. In their groups, they must discuss and agree on three reasons why the font types are not suitable for the document. Reasons may include that the fonts are too bold, too artistic, or that they are unclear and unprofessional.

1. See Case Study J. Show that you can get the work done by using advanced features in Microsoft Word to:

· Centre the main title in your document
· Underline and bold all subtitles in your document
· Set a ‘style’ for your bullet points
· Change line spacing to 1.5.
Get the work done by carrying out the advanced tasks set out in bullet points on their document. Centring the heading can be done by highlighting the title and clicking the ‘centre text’ option in the ‘paragraph’ tab. The learner should then highlight all subtitles and select the ‘bold’ and ‘underline’ options in the ‘font’ tab. They can set a new style by highlighting text, right-clicking and selecting ‘save selection as new quick style’ under the ‘styles’ menu. Line spacing can be set to 1.5 by selecting text and opening the paragraph options box.
[bookmark: _Toc530726059]Summative Assessments: Section A checklist
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the summative assessment. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726060]Section B: Knowledge Activity (Q & A)
Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Key elements of intermediate-level formatting styles and their impact on formatting, readability and appearance of documents
· Key strengths and limitations of various word processing applications
· Key features of organisational requirements for ergonomics, work periods and breaks, and conservation techniques
· Key features relating to purpose and contents of organisational style guide.

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

1. Identify three formatting styles and outline the impact they have on the formatting, readability and appearance of text documents.
•	Balance
•	Diversity
•	Relative positioning of graphics and headings
•	Simplicity
•	Text flow
•	Typography.

•	Company colour scheme
•	Company logo
•	Consistent corporate image 
•	Content restrictions
•	Established guidelines and procedures for document production
•	House styles
•	Observing copyright legislation 
•	Organisation name, time, date, document title, filename, etc. In header/footer
•	Templates.

2. For two different word processing applications you are familiar with, list two strengths and two limitations.
Microsoft Word:

Strengths:
•	Templates
•	Mail merge.

Limitations:
•	Some symbols aren’t easily accessible
•	Auto-format can corrupt easily.

3. Write a one-page outline of any organisational requirements for ergonomics, work periods and 
· Avoiding radiation from computer screens
· Chair height, seat and back adjustment
· Document holder
· Footrest
· Keyboard and mouse position
· Lighting
· Noise minimisation 
· Posture
· Screen position
· Workstation height and layout.
· 
· Exercise breaks 
· Mix of repetitive and other activities
· Rest periods. 
·  breaks, and conservation techniques.


4. You will be provided with an example style guide.

Read the style guide and summarise:

· The purpose
A style guide is to make sure that multiple contributors create in a clear and cohesive way that reflects the corporate style and ensures brand consistency with everything from design writing. 

· The key content.
An organisation set of rules for copying specifically for your company. 



[bookmark: _Toc530726061]Summative Assessments: Section B checklist
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the summative assessment. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Grigg 

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726062]Section C: Performance Activity
Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following performance evidence:
· Follow correct ergonomic and conservation requirements, and relevant organisational policies and procedures
· Design and produce digital text documents that align to document purpose and are appropriate to target audience
· Adhere closely to task requirements and required specifications by:
· following designated timelines
· achieving consistency of style and image
· ensuring correct editing and style requirements
· adhering to designated timelines
· Use application features for intermediate-level document design
· Communicate effectively with relevant personnel
· Overcome problems by referring to application help functions.

Answer the activity in as much detail as possible, considering your organisational requirements.

1. ee Case Study K (note: Callous Clothing is a fictional brand, and the linked items use examples from existing real-life brands). Adhering to Callous Clothing’s requirements of taking no longer than 20 minutes to write one product description, write product descriptions for the following items (adhering to the brand’s guidelines) ensuring that your descriptions are suitable for the target audience:

· https://www.amazon.co.uk/State-Cashmere-Sleeve-Pullover-Sweater/dp/B074CTX7V2/ref=sr_1_2_sspa?ie=UTF8&qid=1522761228&sr=8-2-spons&keywords=men%27s+jumpers&psc=1
· https://www.amazon.co.uk/Brave-Soul-JackD-Sleeve-Check/dp/B017SVO31K/ref=sr_1_6?s=clothing&ie=UTF8&qid=1522761257&sr=1-6&keywords=men%27s+shirts
· https://www.amazon.co.uk/OCHENTA-Casual-Slim-Tapered-Flat-Front-Trousers/dp/B013W5SUJC/ref=sr_1_20?s=clothing&ie=UTF8&qid=1522761282&sr=1-20&keywords=men%27s+trousers.

Whilst producing your document, you are also required to follow the organisation guidelines related to ergonomics and conservation.
Follow guidelines, organisational requirements, and strategies, in order to produce a series of product descriptions from Callous Clothing. Callous outline some clear requirements for their product descriptions, and specify that each product description should take no longer than 20 minutes to write. Learners must show that they can follow these guidelines effectively, producing three clear and appealing product descriptions in under an hour. Descriptions should include basic information about the product, including sizes and materials, as well as persuasive sales pitches for each item.

•	Adjust chair height and back to achieve a comfortable position
•	Have feet placed flat on the ground (if this is not possible use a footrest)
•	Keep a safe distance from monitor
•	Take a 5-minute break every 20 minutes (away from screen).

1. Using advanced software features on the word processor that you used, apply the following to one product description from Question One:

· Set materials and size information in italics
· Turn body text purple
· ‘Justify’ body text.
Use advanced word processor features to complete each of the tasks outlined. To set text in italics, select text and click the ‘I’ symbol in the font tab. To turn body text purple, they should select the appropriate text and select purple in the colour drop-down box in the font tab. To justify body text, they should select the appropriate text and then click the ‘justify’ option in the paragraph tab.

1. See Case Study K. Working in pairs, develop three more textual requirements to improve the look and layout of Callous Clothing’s product descriptions. Explain why you have chosen each one.
Work as part of a team to develop three more textual requirements for Callous Clothing’s product descriptions. Importantly, they must show they can use their speaking and listening skills to discuss possible options with their partner. For example, they might suggest that another textual requirement should be to highlight certain words in a colour other than black, in order to break up the text and make it more interesting to read. Learners must be able to explain why they have chosen each option.

1. Using online search engines to research your answer, explain how to use Markup to track the changes you make to a Word document (150 words max).
Use basic online research tools, such as search engines, to find the answer to questions they do not know already. In this example, they must search to find how to use the Mark-up feature in Word. Importantly, they must show they can use trusted sources to collect information, making distinctions between inaccurate and accurate information.


[bookmark: _Toc530726063][bookmark: _Toc443310634]Summative Assessments: Section C checklist
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the summative assessment. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Griggs

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc443488399][bookmark: _Toc530726064][bookmark: _Toc443310641]Workplace Documentation – for learner
[bookmark: _Toc530726065][bookmark: _Toc443488400]Workplace documents checklist 
To demonstrate and support workplace knowledge, workplace documents can be submitted to the assessor or third party. Indicate in the table below the documents that have been provided. Please refer to your trainer/assessor if clarification is required or if you have any further questions on what you are able to provide or use.
	Document name/description
	Document attached

	
	Yes     No    (Please circle)

	
	 Yes    No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	For RTO use only

	Have originals or digital copies been supplied for the workplace documents?
	Yes     No    (Please circle)

	If not originals, have the originals been validated or checked?
	Yes     No    (Please circle)

	Learner’s signature
	

	Assessor’s signature
	Nicole M Grigg


[bookmark: _Toc530726066]Supplementary Oral Questions (optional) – for assessor
The below table is for you to document any supplementary verbal questions you have asked the learner to determine their competency. For example, if you are unsure of their answer to a question in the Learner Workbook, you may choose to ask them a supplementary question to clarify their understanding of the relevant criteria.
	Learner’s name
	Tahlia Roberts 

	Assessor’s name
	Mrs Griggs

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date of assessment
	22/10/19

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory




	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory




	Feedback for the learner



























	I have read, understood, and am satisfied with the feedback provided by the assessor.

	Learner’s name
	Tahlia Roberts 

	Learner’s signature
	Trobe338@eq.edu.au

	Assessor’s name
	

	Assessor’s signature
	





[bookmark: _Toc530726067]Competency record to be completed by assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the overall unit. Indicate in the table below if the learner is deemed competent or not yet competent for the unit or if reassessment is required.
	Learner’s name
	Tahlia Roberts

	Assessor’s name
	Mrs Griggs

	Unit of Competence
(Code and Title)
	BSBITU313 design and produce digital text documents

	Date(s) of assessment
	22/10/19

	Has the learner completed all required assessments to a satisfactory standard?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner to prove their competency across the entire unit?
	    Yes         No
    (Please circle)

	The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:

	Authentic
	    Yes         No
    (Please circle)

	Valid
	    Yes         No
    (Please circle)

	Reliable
	    Yes         No
    (Please circle)

	Current
	    Yes         No
    (Please circle)

	Sufficient
	    Yes         No
    (Please circle)




	Learner is deemed:
	Not yet competent
	Competent

	If not yet competent, date for re-assessment:	
	

	Comments from trainer/assessor:









































	Learner’s signature
	

	Assessor’s signature
	Nicole M Grigg
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DANCE CLASS

Every Tuesday Evening 17:30-18:30pm

Everyone welcome — no experience required!
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