Practical Assessment - BSBCMM411 Make presentations & BSBWRT411 Write complex documents

	Practical Assessment - BSBCMM411 Make presentations & BSBWRT411 Write complex documents

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
	Alison Radford

	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
	Alison Radford




	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

	An audience with limited knowledge about the topic being presented.

	Explain appropriate strategy, format and delivery method

	Strategy- Simplify the information, use examples to relate to them and any knowledge they may have. Focus on key points – too much detail can be overwhelming. Build on previous information to create structure that can be understood.
Format- Clear speech, structured presentation, visual aids for reinforcement of material, perhaps quizzes or questionnaires to engage and check audience understanding, ask questions.
Delivery- Relaxed body language, clear speech, get audience attention, encourage questions, summarise key points made.



	Audience 2

	Audience description

	Culturally sensitive audience. It is crucial to be respectful, inclusive and aware of cultural differences.


	Explain appropriate strategy, format and delivery method

	Strategy- Have cultural awareness, research and understand backgrounds and sensitivities. Mindful of taboos, customs and values. Ensure inclusive content, avoid stereotypes. Make it relevant. Use examples that are inclusive of their experience.
Format- respectful language, diverse and inclusive visuals, clear structure.
Delivery- respectful tone, allow time for reflection and encourage sharing of perspectives, be flexible in the approach to accommodate communication styles i.e. eye contact, encourage feedback to check understanding and ability to see things from other perspectives.




	Supportive aids and materials 

	Presentation Slides /Visual aids i.e. Graphs, pictures, tables
                                                         Audio, music, videos
                                                         Q&A’s, quizzes and questionnaires
                                                         Examples
                                                         Stories






	Legal requirements

	Discrimination 

	Be sure that the content of the communication adheres to anti-discrimination legislation and is not sexist or racist WHS Act 2011 QLD Part 6 includes provisions to protect individuals from discriminatory, coercive and misleading conduct in relation to WHS matters. Personal information of colleagues or participants should only be included where allowed.

	[bookmark: _Hlk48293489]Safety

	The information presented must adhere to WHS legislation, giving accurate information. Further where a presentation is taking place additional information should be given about the location of the amenities, emergency exits as well as any information about potential hazards. 

	Design (i.e. readability and appearance)

	The needs of all people’s abilities should be considered when presenting information. Make things easier to see, consider the use of visual space, avoid caps and underlining of text.




	Organisational style guide

	Style guides outline the requirement for writing, formatting and design of documents to ensure consistency within a document and multiple documents within an organisation. These creates a uniformed flow and readability.



	Effective communication

	Oral

	Speak clearly – ensure your message is clear, concise and professional.

Have a logical flow and know your topic so you speak with confidence.

Use tone to change or add emphasis. This assists in keeping your audience engaged.

Ask questions to clarify your own and that of your audiences understanding.

Be aware of who your audience is and adjust your approach accordingly. Don’t use slang or over complicated words that your audience may struggle with understanding.

	Visual

	Be aware of body language, a smile doesn’t necessarily mean understanding (could be shyness)

Use examples such as images, video and audio to keep your audience interested and enhance the understanding of the topic being presented.

Look at posture, facial expressions etc to understand the mood of your audience.

Eye contact is useful, but not always culturally appropriate. 

Avoid sending mixed messages through body language

	Written

	Professional and polite wording. 

Simple and concise, well structured.

Use effective design i.e. font, bold, size, background 

Avoid using technical terms, slang or discriminatory language

The use of clear headings, bullet points help break down wordiness and emphasise points

Think about the purpose and who your audience or recipient is. 

Observe and follow any applicable templates to ensure any format and structure needs are met, i.e. Emails should have a subject line, letters should include the recipient and senders address, as they are posted, and procedures should provide a concise list of actions. 




	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 your audiences’ questions can be useful as they are an indication that more clarification is needed. It is also an opportunity to expand on the topic being presented to ensure audience understanding.

	Presenter questioning audience

	Questioning the audience back can also be a useful way to gauge just how much information is being absorbed and if there are areas that could be explained or expanded upon to ensure understanding.

	Non-verbal communication

	Being mindful of body language i.e. yawning, distraction can indicate confusion and/or boredom.
A smile or nodding doesn’t always indicate understanding either.




	Modifying planned presentation

	It is important to modify if the presentation (once rehearsed) falls flat. This could be a combination of visual, verbal and non-verbal inadequacies. 
If a presentation is too wordy, has boring slides, uses confusing language or you talk to fast, no eye contact (being careful in some instances), not actively listening, and not questioning your audience. You will find your audience confused and not engaged in the topic you are presenting.
Modifying can also assist in future performances to ensure the audience is engaged in the presentation and material being presented.




	Making changes

	Example 1

	You could seek advice form other experts, management or colleagues. They may offer advice on the content or clarity of your topic, which can then be included in your final revision.

	Example 2

	You could seek legal advice on your presentation, ensuring adherence to WHS legislation are met. That there is no discriminatory language. The information given must be accurate.




	Satisfactory Outcome
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Quiz


	Participant name
	Alison Radford




	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 - B
	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
	Alison Radford




	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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