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Candidate Details
[bookmark: _Toc430956641]Assessment – BSBINM301: Organise workplace information
The learners must complete the following activities and hand them into you for marking. This forms part of the learner’s assessment for BSBINM301: Organise workplace information. The initial activities are formative – the Skills and Knowledge and Major Activities are summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________
[bookmark: _Toc430956642]
Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
[bookmark: _Toc430956643]
Activities
[bookmark: _Toc430956644]Activity 1A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to access product and service information in accordance with organisational requirements.

	Activity
	Identify three common ways to access information within your place of work, and state the common process for doing so, including any organisational requirements that govern the process.

	Method (i.e. computer databases)
	Process 
	Organisational requirements

	








	
	

	








	
	

	








	
	




The learner should demonstrate an understanding of the methods of accessing information and show that they know how to use the resources available at the given workplace in order to do this. They should be aware of any organisational requirements (which are organisation specific) such as WHS procedures or legal policies that ensure safe work practices. 



[bookmark: _Toc430956645]Activity 1B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to ensure methods of collecting information are reliable and make efficient use of available time and resources and to assess information for clarity, accuracy, currency and relevance to intended tasks.

	Activity
	Consider the ways of collecting information in your organisation. 
Make notes on:

· The reliability of this method
· Does the value of the information warrant the time spent collecting it?
· Do you have the necessary resources to collect information in this way? 




Once you have collected information in this way, how would you ensure that the information is clear, accurate and relevant to the task? How would you analyse the information? Make notes under the following bullet points.

· Clarity





· Accuracy 





· Relevance





· Analysis




The learner should show an awareness of the methods for collecting information but also be able to critique these options based on the relevance of the task. If they choose a method that would not provide relevant information for the task, they are not yet competent in this area. They should be able to explain methods for analysis based on organisational procedures and how this contributes to gaining accurate information.



[bookmark: _Toc430956646]Activity 1C
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to use interpersonal skills to access relevant information from teams and individuals.

	Activity
	Workplace activity: 

In groups of up to five, take turns to lead a group discussion on an aspect of your business or organisation, including the main topic or type of information that is accessed, organised and assessed within the workplace. This could be any topic as long as it applies to your situation. The key element is to display a variety of interpersonal skills in front of each other. 

The instructor should be able to identify:

· The way the learner collaborates with the group to develop whole group understanding
· How, or whether, they are able to summarise and paraphrase each participants’ information
· Positive and welcoming body language. 





[bookmark: _Toc430956647]Activity 2A
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to organise information in a format suitable for analysis, interpretation and dissemination in accordance with organisational requirements.

	Activity
	How do the following formats aid effective organisation of information?

	Organisational feature
	How does it aid organisation of information?

	Headers and footers




	

	Graphics and pictures




	

	Symbols




	

	Legends




	

	Software applications




	

	Tables and charts




	

	Add another of your own:




	



The learner should be able to briefly explain how each format improves the organisation of information and makes it suitable for analysis, interpretation and dissemination.



[bookmark: _Toc430956648]Activity 2B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to use appropriate technology/systems to maintain information in accordance with organisational requirements.

	Activity
	Choose a technological item, and one of the systems mentioned in the learner guide, to identify how they help maintain information. Refer to organisational requirements in your explanations. 

Technological item (e.g. photocopier, intranet, fax machine etc.) 

System (information, knowledge or record management)

The learner should show that they understand the different types of resources they can make use of in order to maintain information. These will depend on the common items and systems used within the organisation. 






[bookmark: _Toc430956649]Activity 2C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to collate information and materials and communicate to relevant designated persons.

	Activity
	What is the purpose of collating information? Draw upon your own experiences in the workplace and how you communicated the information to designated persons.

The learner should acknowledge the variety of information sources and how collation enables someone to draw together a range of data to gain a broad understanding. They will express that it may be necessary to consult others – this could be for a variety of purposes such as: gaining access to a secure source of information, asking for advice in order to solve an issue, presenting information to others within a business or anything directly relating to common practice within the learner’s organisation.





[bookmark: _Toc430956650]Activity 2D
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to identify difficulties organising and accessing information and solve collaboratively with individuals and team members.

	Activity


































	List the possible difficulties that you could come across, in relation to organising information. Offer potential solutions to these situations including the individuals or team members that you may need to collaborate with. 

	Difficulty
	How you could resolve this issue and who you may call upon to solve the issue

	






	

	






	

	






	

	






	



The learner should demonstrate the knowledge that would enable them to work collaboratively and identify the need to discuss, define issues and draw upon the expertise of others. They should be able to identify potential difficulties that will depend on the workplace or organisation they are involved in. 






[bookmark: _Toc430956651]Activity 2E
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to update and store information in accordance with organisational requirements and systems.

	Activity
	Provide an example of a storage system within your organisation, identifying what types of information you may store and how this adheres to organisational requirements.

System will depend on the organisational practices but will include either manual or electronic systems and may have sub-divisions within that. Information may include customer correspondence records, sales reports, payroll data, medical records, database information etc. Organisational requirements may vary but the learner should refer to security of information and privacy requirements. 





[bookmark: _Toc430956652]Activity 3A
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to actively seek feedback on clarity, accuracy and sufficiency of information to ensure relevance of information and system and to review the contribution of information to decision making and implement appropriate modifications to collection processes.

	Activity




































	Demonstrate your knowledge of feedback opportunities by giving examples and answering the following questions in the table. 

	Method of giving feedback
	What are the advantages of this method?
	How may this inform decision making?

	









	
	

	









	
	

	









	
	



The learner should demonstrate their knowledge of different methods of feedback such as comments from clients and colleagues, quality assurance data etc. They should refer to the relevance of the information given from this form of feedback and identify how further decisions will be informed by this. This may involve what to do with the information, or discuss with designated persons.





[bookmark: _Toc430956653]Activity 3B
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to identify future information needs and incorporate modifications to collection processes and to document future information needs and incorporate in modifications to reporting processes.

	Activity
	You may discover that further action is needed to improve business protocol. This could occur in a variety of situations and is dependent on your organisation. 

Consider the following issues: 

· Information management (i.e. you may need to provide more information as a business in order to improve and be a more serious competitor). 
· IT system needs. There may be additional systems brought in that require training and management of more resources.
· Business requirements, such as legislative changes. 

Consider one of the above issues, depending on your own experience, and answer the following:

1. What type of information do you need to collect?

2. Where would you access this information? 

3. How would you document these needs if they became apparent for future improvements? 

The learner may include information relating to the sources of information, information storage systems and information needs analysis.






[bookmark: _Toc430956654]Skills and Knowledge Activity
	Estimated Time
	2 Hours

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following question will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral communication
· Navigate the world of work
· Interact with others
· Get the work done
· Legislation and regulations affecting the gathering, organising and distribution of workplace information
· Methods for checking validity of information and its sources
· Organisational recordkeeping and filing systems, security procedures and safe recording practices 
· Workplace policies and procedures relating to workplace information.

Imagine you are going to conduct a seminar for your colleagues, based around organising workplace information. It is your job to provide an in-depth presentation based on the skills needed to organise workplace information effectively. It will combine all the skills and knowledge you have learnt from this unit. You will need to take your colleagues through the processes of accessing, collecting, organising and reviewing information. 

In order to give a credible presentation, you will need to provide resources to help knowledge, such as copies of information sources (databases, records etc.) and you will need to show briefly how to conduct some of the tasks involved in the process. Remember to refer to legislation where necessary and consider your communication skills. 

Plan a PowerPoint (using this application or any equivalent) and any required resources to support your presentation.  

The learner should provide a presentation that identifies key knowledge about each step of the organisation process. This will be a presentation that includes specific details relevant to the industry they are involved in, but should demonstrate their ability to communicate effectively through their careful planning and consideration of an audience. They should show the ability to interpret a variety of documentation, understand legislation surrounding the world of work and demonstrate a level of responsibility. 




[bookmark: _Toc430956655]Major Activity								
	Estimated Time
	1 Hour

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

	Activity
	This is a major activity – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their competency of each element:
1. Collect and assess information
2. Organise information
3. Review information needs

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

1. What kinds of information sources are available to access information?

Examples may include computer databases, computer files, correspondence, invoices, sales records and other documentation.

2. What is the purpose of organisational requirements, in relation to accessing information?

The learner should acknowledge the fact that organisational requirements protect the safety and security of the information as well as the employee when accessing information. It ensures that legislation such as privacy laws, confidentiality agreements or codes of practice are adhered to and that accountability is maintained within the workplace. 

3. What factors should you consider, to ensure that methods of collecting information are reliable?

The learner may describe the amount of times that information is tested or processed as this could improve validity. They may express that drawing upon the expertise of another person when collecting information or highlight the need to abide by organisational protocol so that the process is one that has been tried and tested. 

4. What are the advantages of improving your interpersonal skills in order to access relevant information from teams and individuals?

They help form effective working relationships and ensure that communication with customers is professional, calm and effective. Interpersonal skills also help develop a person’s ability to collaborate which in turn results in the successful transferral of information between parties.


5. Describe the process of analysing, interpreting and disseminating information.

Specific processes may vary between organisations, depending on the systems used. However, the general process involves finding and retrieving information from a manual or computerised system, analysing these findings (this could also be carried out through a computer system) and come to a conclusion before sharing the information. Companies may decide, depending on the importance of the task and usual procedures, to share this on a small scale or perhaps publish reports and figures so they can be more widely accessed. 

6. How can the effective use of appropriate technology/systems help to maintain information?

Each system or piece of equipment has its own uses and advantages. However, the general consensus is that technological items help maintain information as it can be accessed and updated easily. Records can be found through specific storage systems and can be available to a much larger group of people through specific applications and also the internet, intranet and extranet.

7. Describe some common difficulties organising and accessing information and how you have overcome these.

This will be dependent on the learner’s own experiences. However, they may have encountered a difficulty with learning about a specific information management system which restricted access to the data they required. They may have sought help from a more experienced individual or asked a colleague about the way that information is handled in the business. 

8. Explain some key factors of effective collaboration.

The learner may refer back to interpersonal skills as they contribute to effective collaboration. They may reference CADRE steps for effective collaboration which involves sharing perspectives, defining the issues, identifying interests and objectives, generate options and come to a mutual decision.

9. How do you, or those with the responsibility, maintain up to date information and store the documentation? Explain the process and any particular systems in place.

The learner may have experienced different storage systems involving manual and electronic storage. Referring to any types of categorisation systems (i.e. alphabetic, numeric) will show their knowledge of how to keep information up to date. They may describe database systems that keep accurate records or the use of cloud storage systems to maintain information.




10. Identify a time when you have actively sought feedback. What was the method used and how did this enable you to provide more relevant information?

Answers will vary depending on the learner’s experience. However, feedback can be taken from official documentation and reports, comments from colleagues, questionnaires, quality assurance data etc. They should be able to identify a way of handling this feedback and responding so that they can provide more relevant information. 

11. Building on your previous answer, how did this inform future decisions?

The learner should demonstrate some level of self-evaluative skills, showing that they were able to critique their methods and show where continuity or change needs to occur. This may involve further conversations with staff, changing information storage systems, developing products or improving something specific to the business or organisation.

12. Describe a time when information resources were particularly helpful in improving performance management. It could be internal information, networking, and the influence of legislation or other factors.

Answers will reflect each individual’s experiences. They should be able to identify a time when specific information has impacted upon their practice. This may be as simple as applying key legislation or it could be the through the benefit of specific feedback from clients or customers.
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