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BSBCMM411 Make presentations & 
BSBWRT411 Write complex documents 

ASSESSMENT SUMMARY

The assessment activities for BSBCMM411 Make presentations & BSBWRT411 Write complex documents cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be fair, flexible, valid and reliable. If a Participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a Participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the Participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a Participant does not answer all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	Tahlai Weatherall

	Participant signature
	


	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable 



	Task
	Date completed
	Assessment Results 

	Workbook
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Quiz
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for BSBCMM411 & BSBWRT411
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Quiz
 Workbook
	 Practical Assessment
 Presentation reflection notes x 2



	Assessor name
	

	Assessor signature
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WORKBOOK


	Participant name
	Tahlai Weatherall




	FOR THE PARTICIPANT

	Instructions

	· You will complete written activities as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· The timeframe for these tasks will be established by your Assessor or Training Plan, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 




	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




NOTE

At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. For example, in Queensland refer to https://www.worksafe.qld.gov.au/


	ACTIVITY 1  [bookmark: _Ref35349341]

	Consider methods for effectively planning for a presentation:
a) Identify two (2) different audience types and explain why each would require a different presentation strategy, format and delivery method.
· Consider how locations, resources and personnel can influence your choices
b) Using examples, explain three (3) aids and materials that can be used to support presentations. 
c) Provide an example to explain each of the listed legal requirements that should be considered when developing a presentation and aids/materials.
d) Explain how an organisational style guide should be considered when formatting a presentation and aids/materials.
e) Explain the principles of effective oral, visual and written communication. 
· Consider the importance of structuring/sequencing, summarising and emphasising points
· Provide examples of how persuasive communication techniques can be used to secure audience interest
· Explain the importance of grammar, punctuation and spelling to conveying meaning and intent
· Identify the importance of explaining jargon and acronyms



	Audience 1

	Audience description

	Face To Face Meeting in a project site office. .

	Explain appropriate strategy, format and delivery method

	Strategy
An appropriate strategy for a face-to-face safety meeting is to focus on clear communication, engagement, and relevance to current site risks. The purpose is to reinforce safe work practices, communicate hazards, and ensure workers understand their responsibilities.
The strategy should consider:
Location: A site office may have distractions, so the meeting should be kept concise and focused. 
Personnel: Adjust communication to suit experience levels (e.g. new workers vs experienced workers). 
Resources: Use available tools such as whiteboards, printed materials, or visual aids to support understanding. 
The meeting should encourage two-way communication so workers can ask questions and share site observations.

Format
A structured format ensures the meeting is efficient and easy to follow:
Introduction (2–3 mins) 
State the purpose of the meeting 
Reinforce the importance of safety 

Key Safety Topics (10–15 mins) 
Discuss current hazards on site 
Review recent incidents or near misses 
Explain control measures and safe work procedures 

Interactive Discussion (5–10 mins) 
Ask questions to check understanding 
Encourage workers to share concerns or experiences 

Updates and Reminders (5 mins) 
Provide updates on procedures, PPE, or site rules 

Conclusion (2–3 mins) 
Summarise key points 
Emphasise critical risks 
Confirm actions and responsibilities

Delivery Method
The delivery should be clear, practical, and engaging:
Use plain language and avoid unnecessary jargon (or explain it if used) 
Maintain eye contact and confident body language to build engagement 
Use visual aids such as: 
Whiteboards to sketch hazards 
Printed handouts 
Photos of actual site conditions
 
Encourage participation by asking questions like:
“What hazards can you see in this situation?” 
Speak clearly and at an appropriate pace to ensure understanding 
Emphasise key safety messages and repeat critical points

Additional Communication Considerations
Structure and sequencing: Present information in a logical order (hazards → risks → controls) 
Summarising: Recap key messages at the end to reinforce understanding 
Persuasive techniques: Use real examples or incidents to make the message more relevant 
Grammar and clarity: Ensure any written materials are clear and error-free to avoid confusion 
Explaining jargon/acronyms: Define terms such as “SWMS (Safe Work Method Statement)” to ensure all workers understand 

Summary Statement
An effective face-to-face safety meeting in a site office should be well-structured, engaging, and tailored to the workforce, using clear communication and practical examples to ensure safety messages are understood and applied on site.






	Audience 2

	Audience description

	Online meeting via Microsoft Teams

	Explain appropriate strategy, format and delivery method

	Strategy 

Start by defining what the meeting is trying to achieve. A safety meeting shouldn’t just “share information”—it should influence behaviour and awareness.

The goal is to reinforce critical safety risks, communicate updates, and ensure team understanding and accountability.
Focus on relevant, current site risks (e.g. recent incidents, upcoming high-risk work).
Keep it targeted—avoid overwhelming people with too much information.
Build in engagement, not just one-way communication, so workers actually absorb and apply the information.

Format (Structure of the Meeting)

A structured format keeps the session efficient and professional, especially online where attention drops faster.

A simple, effective structure:

Opening (2–3 mins)
Welcome, purpose, and expectations
Set the tone: safety-first mindset
Key Safety Topics (10–15 mins)
Recent incidents or near misses
Specific hazards on the current project phase
Controls and safe work methods
Interactive Component (5–10 mins)
Ask questions (“What would you do in this situation?”)
Use polls or chat
Encourage sharing of on-site observations
Updates & Reminders (5 mins)
Policy or procedure updates
PPE or compliance reminders
Wrap-up (2–3 mins)
Summarize key takeaways
Confirm actions and responsibilities
Open floor for final questions

Keep the total time tight (20–30 minutes ideally).

Delivery Method 

Use clear visuals (short slides, images of site hazards, not text-heavy).
Speak in plain, practical language—avoid jargon where possible.
Keep your camera on to build connection and accountability.
Use screen sharing to walk through real examples (e.g. site photos, risk assessments).
Encourage participation:
Call on individuals where appropriate
Use chat for quick responses
Mute background noise
Keep discussion focused
Record the meeting (if appropriate) for those who miss it.

Extra Considerations 
Being mindful of different experience levels on the team.
Considering shift workers or remote staff—make content accessible afterward.
Following up with a brief summary or action list.
Ensuring alignment with site safety systems (e.g. toolbox talks, SWMS).

Example Summary Statement
I’d approach the Teams safety meeting by first defining clear outcomes—focusing on current site risks and required behaviours. I’d use a structured format with a short introduction, focused safety topics, and an interactive component to keep engagement high. In terms of delivery, I’d keep it visual, practical, and concise, using real site examples and encouraging participation through questions and discussion to make sure the message is understood and actions can be applied to the workforce.




	Supportive aids and materials 

	Asking an SME to attend to provide feedback. 

Opening the floor to self-introductions to break the ice

White board/ Chalk board for open discussions and group activities

Including Audio/Videos where relevant

Looking presentable

Using PowerPoint to present information for visual learners (e.g. slides showing recent event onsite or relevant to topic with highlighted hazards and controls)

Using Prezi or apps like Kahoot for fun quizzes where you can also offer lollies.





	Legal requirements

	Discrimination 

	Anti-discrimination laws (Content must be inclusive and respectful to all, avoiding language or imagery that could exclude or offend certain groups.

	[bookmark: _Hlk48293489]Safety

	Work Health and Safety (WHS) obligations (information must be accurate and promote safe work practices ensuring procedures shown align with an approved Work Method Statements (SWMS)

Privacy and confidentiality (Personal information must be protected by not identifying individuals when discussing incidents - Use general descriptions instead.


	Design (i.e. readability and appearance)

	Copyright laws (Materials must be used legally - using licensed images or company approved resources for presenting instead of copying straight from the internet.  




	Organisational style guide

	An organisational style guide can ensure consistency and professionalism. Use of approved logos, colours and templates. Follow formatting standards (Font size, headings and layout). Maintaining a consistent tone and language.
For example, by using my companies PowerPoint templates and safety terminologies the presentation will align with other internal communications  



	Effective communication

	Oral

	Speaking Clearly and at an appropriate pace
Using simple and direct language
Engaging with the audience by asking questions
Using real-life examples
Asking questions to keep engagement 
Emphasising personal impact (Making it about everyone going home safely)
For example, a question that could be asked - “What hazards can you see in this scenario?” with use of imagery or videos.

	Visual

	Keeping slides uncluttered
Using images instead of excessive text
Highlighting key points
For example, using icons or colour to emphasise high-risk hazards 

	Written

	Be clear and concise
Using bullet points for readability
Ensuring correct grammar and spelling
Explaining Jargon and acronyms - SWMS (Safe Work Method Statement) should be defined when first used.





	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref35349352]

	Consider the importance of presentation reviews:
a) Explain how the listed methods may be used to gather audience feedback during a presentation.
b) Outline why it is important to observe audience reactions and modify your planned presentation both whilst presenting and for future presentations.
c) Using two (2) examples, identify key personnel you could refer to when making changes to update the presentation. 




	[bookmark: _Hlk48308834]Presentation feedback

	Listening to audience questions

	Listening to an audience ask questions and give feedback can help me to reflect on information I may have provided on that particular topic and how to go forward in communicating it more effectively. I would pay close attention to the type of questions being asked, especially if it was multiple attendees asking about the same hazard or control as it would indicate an unclear communication of that topic.

	Presenter questioning audience

	Quick checks can be utilised in having the audience/ attendees raise hands for things they understand and watching body language for those who do not raise hands

Having some kind of QR code or even a questionnaire to check knowledge of topics discussed at the end so that it can open the floor for further information, allowing people who wouldn’t feel comfortable as above in putting there hands up. 

As a presenter and having a supervisor/ site manager or health and safety advisor/officer present I could also ask them directly if they feel I have covered all aspects or if they had anything further to add. 

	Non-verbal communication

	Observation - Observing audience reactions is important because it allows the presenter to adjust delivery in real time and improve future presentations.
If the audience appears confused or disengaged, me as the presenter can slow down, rephrase information or provide additional examples to ensure understanding of the information is passed out without doubt especially in terms of critical safety items.






	Modifying planned presentation

	During the presentation:
I would adjust the delivery based on audience feedback and reactions.
Example: If workers appear confused or ask repeated questions about a hazard, I would pause, rephrase the information, and provide a practical example or demonstration. If engagement is low, I may ask more questions or involve the group in discussion. 

After the presentation:
I would review feedback and make improvements for future sessions.
Example: If multiple people struggled to understand a procedure, I would update the presentation by simplifying the language, adding visuals, or including real site examples.

Adapting to audience needs:
Changes may also be required depending on experience levels or site conditions.
Example: Providing more detailed explanations for new workers or focusing on specific high-risk tasks relevant to the current project.




	Making changes

	Example 1

	Clarifying unclear information (during the presentation)
If workers appear confused or ask repeated questions about a control measure, I would modify the presentation on the spot.

Example: While explaining a Safe Work Method Statement (SWMS), several workers seem unsure. I would pause, simplify the explanation, and use a real-life example or draw a diagram on a whiteboard to improve understanding.


	Example 2

	Updating content for future presentations (after the completion of the presentation)
If feedback shows that certain information was not well understood, I would update the presentation for next time.

Example: If workers struggled to understand a hazard due to lack of visuals, I would add photos of actual site conditions or include clearer diagrams in future presentations. 




	Satisfactory Outcome
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Quiz


	Participant name
	Tahlai Weatherall




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within one (1) hour, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




Q1.  [bookmark: _Ref406480417]What can be achieved through an on-site meeting/presentation? 
Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Information is passed on and shared
	

	
		Visual communication to demonstrate concepts
	

	
		Information can be confirmed with questioning
	

	
		Assurance that all parties have received the message
	




Q2.  [bookmark: _Ref409526157][bookmark: _Ref411927530]Identify two (2) tips for good verbal communication. 
Tick two (2) that apply.

	Answer
	Choice
	Possible Answers
	

	
		Provide instruction once only
	

	
		Use technical language at all times
	

	
		Use short, simple sentences and words
	

	
		Speak clearly and not too fast
	




Q3.  [bookmark: _Ref409526831]When speaking to someone, how do you find out that they have understood you correctly? Tick the two (2) best ways.

	Answer
	Choice
	Possible Answers
	

	
		Observe that they remain silent as you speak
	

	
		Get that person to acknowledge and repeat the statement back to you
	

	
		Ask them questions 
	

	
		They will smile at you
	




Q4.  True or False (Tick your response): The most persuasive method of communication is to talk over your audience.

	Answer
		True 
	
	

	
		False 
	
	



Q5.  True or False (Tick your response): A presenter may need to alter their communication style in response to the needs of their audience.

	Answer
		True 
	
	

	
		False 
	
	




Q6.  True or False (Tick your response): A style guide assists with achieving consistency across documents.

	Answer
		True 
	
	

	
		False 
	
	




Q7.  True or False (Tick your response): Colour is an important feature of visual communication.

	Answer
		True 
	
	

	
		False 
	
	




Q8.  True or False (Tick your response): You are only required to provide an overview of structure and content in written information, not information presented orally.

	Answer
		True 
	
	

	
		False 
	
	




Q9.  True or False (Tick your response): The sequence of information can change its meaning.

	Answer
		True 
	
	

	
		False 
	
	





Q10.  [bookmark: _Ref35350952]Which of the following grammatical rules are correct? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Capitalise all words in a sentence
	

	
		Avoid being too wordy
	

	
		Use apostrophes for plurals
	




Q11.  True or False (Tick your response): Punctuation and spelling can change the meaning of a sentence.

	Answer
		True 
	
	

	
		False 
	
	




Match the document checks and the suitable methods by writing the appropriate letter next to each number in the centre column.

	Answer
	Check
	
	Method
	

	
	
	Format and structure
	1 - C
	
	Determine task requirements, objectives and establish audience and their needs.
	

	
	
	Grammar and spelling
	2 - B
	
	Proof-read document. Utilise checks in Word Processor to establish accuracy and correct punctuation.
	

	
	1 
	Style
	3 - D
	A 
	Check that templates have been followed correctly.
	

	
	2 
	Suitability for purpose
	4 - A
	B 
	Observe organisation style guide
	




Match the text designs and examples by writing the appropriate letter next to each number in the centre column.

	Answer
	Text designs
	
	Examples
	

	
	1. 
	Bold
	1 - C
	1. 
	Example
	

	
	
	Italics
	2 - D
	
	Example
	

	
	4 
	Underline
	3 - A
	D 
	Example
	

	
	5 
	Colour
	4 - C
	E 
	Example
	



Match the documents and their definitions by writing the appropriate letter next to each number in the centre column.

	Answer
	Documents
	
	Definitions
	

	
	1. 
	Agenda
	1 - D
	1. 
	Messages distributed by electronic means. Has a recipient, subject, and body of document. May include attached documents for further detail or explanation. 
	

	
	7 
	Email
	2 - A
	G 
	A document from one person to another. Sent via post, it includes return contact details, destination address, greeting, body of document, close and signature. 
	

	
	8 
	Letter
	3 - B
	H 
	A series of actions listed in an order to achieve a task. 
	

	
	9 
	Procedure
	4 - C
	I 
	A list of items to be discussed at a formal meeting, including the date of the event, expected attendees, speakers and approximate timeframes for each topic of discussion. 
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PRACTICAL ASSESSMENT


	Participant name
	Tahlai Weatherall




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1 (Occasion 1)
	Select Date.
	 Workplace
 Simulation
	
	
	

	Task 1 (Occasion 2)
	Select Date.
	 Workplace
 Simulation
	
	
	



	ASSESSOR COMMENTS: GENERAL

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 1

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.A. 1.B. 
	Specify presentation prepared, delivered and reviewed: 


	1.B. 
	Specify how the participant determined effectiveness of presentation:


	1.B. 
	Specify non-verbal communications recognised by presenter to be addressed in review:




	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 2

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Details

	1.A. 1.B. 
	Specify presentation prepared, delivered and reviewed: 


	1.B. 
	Specify how the participant determined effectiveness of presentation:


	1.B. 
	Specify non-verbal communications recognised by presenter to be addressed in review:





BSBCMM411 Make presentations &
BSBWRT411 Write complex documents

	Practical Task 1 (2X)

	Description of task:
The participant is to seek feedback for and reflect upon the presentations delivered as part of the Practical Assessment for the following units:
· BSBWHS413 Contribute to implementation and maintenance of WHS consultation and participation processes
· BSBWHS415 Contribute to implementing WHS management systems

Areas for reflection include:
· Effectiveness and persuasiveness of presentation strategies and aids
· Whether intended outcomes were emphasised and achieved
· How presenter addressed non-verbal and verbal communications 
· General improvements that can be applied to future presentations

The participant is to submit the presentation reflection notes as evidence with this Practical Assessment sheet. 
Tasks are at the Assessor’s Discretion, but detail of tasks undertaken must be recorded in the Assessor’s Comments (on the back of the Practical Assessment cover page).

	Resources required: 
Computer; Presentation reflection notes (HO1).



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	
	1st
Occasion
	2nd
Occasion

	[bookmark: _Ref158721280]Undertake a self-assessment on the effectiveness of the presentation.
		
	[bookmark: _Ref158721289]Seek and discuss Assessor’s feedback on the presentations for the following areas:
· 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 presentation
· Whether the audience was given opportunities to seek clarification 
· How well the presenter responded to non-verbal and verbal communication of audience members to meet their needs
		
	Utilise feedback and make recommendations to be implemented with future presentations.
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