RIICOM301D COMMUNICATE INFORMATION
ASSESSMENT SUMMARY
The assessment activities for RIICOM301D Communicate information cover all aspects of the unit of competency required. To demonstrate competence in this unit, a participant must undertake all tasks and complete them satisfactorily and consistently. For Apprentices and Trainees, this includes employer completion of the Employer Record Book (ERB).

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be equitable, fair and flexible. 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 some questions or perform some tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. The Trainer/Assessor is able to provide the participant with additional information on interpreting the assessment outcomes and provide guidance on the participant’s options. Should a participant still be deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result.

By signing the cover page for each assessment item, the participant acknowledges they understand the assessment instructions and requirements and consent to being assessed. The participant also verifies and assures the RTO that the work submitted is their own work.




	Task
	Assessment Results

	Theory Exam
	· Satisfactory
	· Not Yet Satisfactory

	Practical Assessment
	· Satisfactory
	· Not Yet Satisfactory

	Outcome for Unit of Competency
	· Competent
	· Not Yet Competent




	Assessor Name
	John Bell

	Assessor Signature
	

	Unit Competence Determination Date
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Q1.	Which of the following should be considered when planning and preparing to communicate information? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	y
	Your audience
	

	
	y
	Potential barriers to communicating
	

	
	y
	Means of communication available to share information
	

	
	y
	What needs to be communicated (i.e. context)
	



Q2.	What is the importance of knowing and understanding site policies and procedures with regards to communication? Tick your response.

	Answer
	Choice
	Possible Answers
	

	
	
	Because site policies and procedures are found in the legislation
	

	
	
	Because there will be random tests of your knowledge
	

	
	
	Because you will be required to induct others
	

	
	X
	Every site is different and has different rules and procedures
	



Q3.	Identify one (1) example of when verbal communication is an appropriate method to communicate a message.

	Answer when the message is simple
	







Q4.	Which of the following would be best expressed verbally with all workers present? Tick your response.

	Answer
	Choice
	Possible Answers
	

	
	
	Details of an employment contract
	

	
	
	Personal information
	

	
	X
	Site rules
	

	
	
	Updates about change in company structure
	




Q5.	Match the following message types with the most appropriate communication type by writing the appropriate letter next to each number in the centre column.

	Answer
	Message type
	
	Communication method
	

	
	1
	Short message within
visual range
	1 -b
	A
	Two way radio
	

	
	2
	Planning with multiple team members
	2 -c
	B
	Hand signals
	

	
	3
	Information required,
no visual range
	3 -a
	C
	Team meeting
	



Q6.	Name one (1) benefit of consulting with others when communicating.

	Answer communicate desired work outcomes
	





Q7.	Identify two (2) tips for good verbal communication. Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	
	Provide instruction once only
	

	
	
	Use technical language at all times
	

	
	X
	Use short, simple sentences and words
	

	
	X
	Speak clearly and not too fast
	



Q8.	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 will remain silent as you speak
	

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

	
	X
	Ask them questions
	

	
	
	They will smile at you
	



Q9.	Which of the following questions will produce the most detailed response? Tick your response.

	Answer
	Choice
	Possible Answers
	

	
	
	Did you understand a lot of what was said?
	

	
	X
	Explain to me what you understood.
	

	
	
	Nod if you understood.
	

	
	
	Did you understand?
	



Q10. A new worker on site is having difficulty understanding verbal and non- verbal instructions. Why might this be the case? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	X
	They have a different skill level
	

	
	X
	They have a different cultural background
	

	
	X
	They have problems understanding English
	

	
	X
	Varying physical and/or mental ability
	



Q11. Identify two (2) tips for good listening. Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	X
	Provide feedback to show you have interpreted the information
correctly when the talker has finished.
	

	
	
	Interrupt as you have questions. Do not wait until the end.
	

	
	X
	Take notes if the information is complex or exact details are required.
	

	
	
	Just listen. Don’t take note of non-verbal cues.
	



Q12. Name two (2) of the approved written documents used to pass information onto others about hazards.

	Answer hazard register risk assesments
	



Q13. When using an item of plant, where should usage and maintenance (and associated faults) information be recorded for others to refer to?

	Answer log book
	







Q14. True or False (Tick your response): A meeting is the best way to give and receive information to a large group of people.

	Answer
	X
	True
	

	
	
	False
	



Q15. What can be achieved through an on-site meeting? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	X
	Information is passed on and shared
	

	
	X
	Visual communication to demonstrate concepts
	

	
	X
	Information can be confirmed with questioning
	

	
	X
	Assurance that all parties have received the message
	



Q16. Which of the following are potential outcomes for a meeting?
Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	X
	To communicate a message
	

	
	X
	To generate ideas
	

	
	X
	To get a status report
	

	
	X
	To make decisions
	



Q17. What document would identify the start time and topics for a meeting?

	Answer pre start
	



Q18. Order the following steps from 1 to 5 to explain the process for conducting a meeting.

	Answer
	Step Number
	Steps
	

	
	1
	Circulate the document in Q17. and seek participant
feedback
	

	
	5
	Summarise next steps and send out minutes as a summary of the meeting
	

	
	2
	Open meeting and review previous meeting’s minutes
	

	
	4
	At the end of each meeting topic, summarise the
outcomes and ask audience to confirm that it is a fair summary
	

	
	3
	Address meeting topics in sequence
	



Q19. Why should a meeting chairperson open by reviewing the minutes of the previous meeting?

	Answer to refresh everyone
	







Q20. Why should the information discussed at meetings be recorded and filed? Tick your response.

	Answer
	Choice
	Possible Answers
	

	
	
	Because every single communication is required to be recorded by law
(including telephone calls)
	

	
	X
	Provides evidence that you have attended the meeting and
understood the task requirements
	

	
	
	So that you don’t have to listen and can refer to the record later
	



Q21. True or False (Tick your response): You should promptly provide minutes of a meeting to all participants to enable action items to be effectively implemented.

	Answer
	X
	True
	

	
	
	False
	



Q22. Describe how you might follow up on action items after minutes have been sent out to participants.

	Answer verbal communication, pre start held to confirm and consult
	







Q23. List two (2) types of media equipment you might use when presenting information.

	Answer projector, camera
	





Q24. Explain why media resources can assist with delivering a presentation.

	Answer to help detail points of a meeting
	







Q25. Order the following steps from 1 to 5 to explain the process for delivering a presentation.

	Answer
	Step Number
	Steps
	

	
	1
	Organise resources and check presentation aids prior to presentation
	

	
	2
	Provide a welcoming and informative introduction
	

	
	4
	Check audience understanding as you cover each topic
	

	
	3
	Present topics in a logical sequence
	

	
	5
	Provide a purposeful conclusion
	



Q26. True or False (Tick your response): You should check the venue for your presentation to determine whether its equipment is available and functioning properly, or whether you need to bring your own equipment.

	Answer
	X
	True
	

	
	
	False
	




Q27. Which of the following are key elements of an effective introduction for a presentation? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	X
	A positive start
	

	
	X
	A statement of what will be discussed
	

	
	X
	A statement of the proposed outcomes of the presentation
	

	
	X
	A statement of what the audience will need to do
	



Q28. True or False (Tick your response): To avoid overloading the audience with information your presentation should come back to your main points to help prioritise, focus and sequence the information.

	Answer
	X
	True
	

	
	
	False
	



Q29. True or False (Tick your response): When presenting information, you should use transitions to link and move between points, to help the audience understand the development or your argument.

	Answer
	X
	True
	

	
	
	False
	



Q30. Which of the following are key elements of an effective conclusion to a presentation? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	X
	A review of the topic and purpose of the presentation
	

	
	X
	A statement of the conclusions or recommendations drawn from the
presentation
	

	
	X
	An indication of the next stages or what happens nest
	

	
	X
	A thank you to the audience for their attention and participation
	



Q31. Order the following steps from 1 to 6 to explain the process for negotiations.

	Answer
	Step Number
	Steps
	

	
	5
	Settling and concluding
	

	
	4
	Bargaining
	

	
	3
	Proposing options
	

	
	2
	Discussion between parties
	

	
	1
	Preparation for negotiations
	

	
	6
	Executing outcomes
	



Q32. Which of the following are key considerations when preparing for negotiations? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	X
	Outlining and prioritising your interests
	

	
	X
	Researching the interests and priorities of the other party
	

	
	X
	Considering possible common interests
	

	
	
	Determining the best path to ‘win’ against the other ‘losing’ party
	

	
	X
	Considering the location of the negotiations
	

	
	X
	The allocated time for negotiations
	



Q33. Match the following negotiation strategies with their definitions by writing the appropriate letter next to each number in the centre column.

	Answer
	Strategy
	
	Description
	

	
	1
	Accommodation
	1 -E
	A
	Satisfy all concerned parties’ interests
and gain real commitment
	

	
	2
	Avoidance
	2 -B
	B
	Find no value in addressing conflict
	

	
	3
	Collaboration
	3 -A
	C
	Assert your interests and position with
no concern for other parties’
	

	
	4
	Competitive
	4 -C
	D
	Make an effort to partially satisfy all
parties’ interests
	

	
	
5
	
Compromise
	5 -D
	
E
	Focus on the other parties’ interests with little concern for your own immediate interests in order to
preserve a relationship
	




Q34. Which of the following negotiation strategies is most appropriate if you have all the power and you know you are right? Tick your response.

	Answer
	Choice
	Possible Answers
	

	
	
	Accommodation
	

	
	
	Avoidance
	

	
	
	Collaboration
	

	
	X
	Competitive
	

	
	
	Compromise
	



Q35. In which of the following circumstances would an accommodating negotiation strategy be the best approach to take? Tick your response.

	Answer
	Choice
	Possible Answers
	

	
	
	You value the outcome more than the relationship
	

	
	
	The outcome holds little value to you
	

	
	X
	You need to build goodwill for a later time
	

	
	
	Much can be learned by working together
	



Q36. Which of the following practices are important at every stage of the negotiation? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	
	Being strong-willed
	

	
	X
	Exercising patience
	

	
	X
	Listening
	

	
	X
	Management of emotions
	

	
	X
	Using time appropriately
	



Q37. True or False (Tick your response): It is important to build rapport and trust during negotiations.

	Answer
	X
	True
	

	
	
	False
	



Q38. True or False (Tick your response): The most promising way to gain commitment to a final agreement and ensure compliance is mutual satisfaction of interests.

	Answer
	X
	True
	

	
	
	False
	



Q39. True or False (Tick your response): Should the agreement outcome not meet a party’s stated interests and goals, it may be necessary to re-enter the bargaining stage.

	Answer
	X
	True
	

	
	
	False
	



Q40. True or False (Tick your response): It is the responsibility of the negotiator to monitor the follow-up actions arising from negotiations.

	Answer
	
	True
	

	
	X
	False
	



Q41. Which of the following may need to occur after negotiations?
Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	
	Seeking legal approval of outcomes
	

	
	X
	Monitoring performance of agreed actions
	

	
	X
	Re-negotiation if unforeseen events occur
	



Q42. List three (3) points that should be documented in writing after negotiations.

	Answer hazard report forms, incident report forms, SWMS
	







Q43. True or False (Tick your response): All written negotiation outcomes need to be lodged in court.

	Answer
	
	True
	

	
	X
	False
	



Q44. Read the scenario and complete the Incident Report Form, outlining the appropriate action you have undertaken to address the spill.

	SCENARIO
At 10:45am on 27 February a delivery truck reversed into the CSTC car park (located at 54 Standish Street, Salisbury) to deliver building materials. There was nobody in the car park to guide the driver and he backed into a number of drums of diesel located to the left of the photograph (below). One drum was pierced and its contents erupted from the container. The marked area on the photo represents the diesel spill, measuring 3m x 4m.




INCIDENT REPORT FORM

	GENERAL

	Date
	  27/02

	Submitted by
	 ben bailey

	INCIDENT DETAILS

	Incident date
	 27/02

	
Incident location
	 54 Standish street Salisbury

	
Description of incident
· Chemical or product types
· Spill volume
· Spill size
	 at 1045am a truck reversed into the ctsc carpark. the truck has reversed into a number of drums full of diesel at the rear left hand side of the carpark piercing a drum and causing a chemical spill. $$ gallons of diesel have discharged onto the carpark on an area 3 meters x 4 meters 

	


Incident response undertaken
	 once notified of the incident, the affected area was cordoned off and the spill kit that was stored with the diesel drums was used to clean the spill. the truck was also cleaned and moved to the compound so as not to hinder traffic flow and so the driver could be interviewed.  

	FURTHER RESPONSE

	


Corrective action required
	  any vehicle reversing must be accompanied by a spotter 
  all hazardous materials to be stored in the fuel dump accompanied by relevent msds information. 

	
Person to action
	Supervisor ben bailey
	
When
	x-Immediately
· Within 24 hours
· Within 7 days
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	Practical Task 1

	Description of task:
The participant must conduct a five (5) minute presentation to supervisors and other employees. The presentation requires the participant to communicate information verbally and with a visual aid. The participant must ask targeted questions to check the understanding of those present at the presentation.
Participants should either be participating by presenting or as an audience member for another participant’s presentation. Tasks are at the Assessor’s Discretion, but detail should be recorded in the Assessor’s Comments.

	Resources required:
Group 2+ persons for audience, Media equipment for visual presentation (e.g. whiteboard, projector).

	Assessment of task

	Name of participant:
	Ben Bailey

	Name of assessor:
	John Bell

	Location:
	

	Date:
	

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

	1 Plan and prepare

	1.1A.	Access, interpret and apply appropriate documentation (e.g. presentation templates) to undertake task.
	

	1.1B.	Identify, organise and check media equipment available to assist with visual
communication.
	

	1.1C.	Determine what needs to be communicated and the intended audience requirements.
	

	1.1D.	Determine the barriers to communication and how any problems could be solved.
	

	2 Present information

	1.2A.	Use clear, simple English to explain the purpose of the presentation.
	

	1.2B.	Sequence the presentation effectively for easy comprehension by the audience.
	

	1.2C.	Appropriately present information verbally and using visual aid(s), considering the presentation purpose and audience.
	

	1.2D.	Use targeted questioning techniques to check the understanding of all parties.
	

	1.2E.	Provide appropriate responses to the reactions and feedback from the audience.
	

	1.2F.	Evaluate the outcomes of the presentation and act upon the findings.
	

	The Participant’s performance was:  Satisfactory	 Not Satisfactory
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	Practical Task 2

	Description of task:
The participant is required to chair/conduct a meeting focussed on negotiation an outcome. The meeting requires the chairperson to prepare an agenda and negotiations strategy prior to the meeting, and at the completion of the meeting document the minutes of the meeting (including the outcomes of the negotiation).

Participants should either be conducting the meeting or participating as one of the negotiating parties. Minutes that have been prepared from another participant’s meeting should be reviewed in the next participant’s meeting.

Tasks are at the Assessor’s Discretion, but detail should be recorded in the Assessor’s Comments. Participants written records must be submitted with the Practical Assessment documentation.

	Resources required:
Group 2+ persons for audience, Computer or paper to record information.

	Assessment of task

	Name of participant:
	Ben Bailey 

	Name of assessor:
	John Bell 

	Location:
	

	Date:
	

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

	1 Meeting and negotiation participation

	2.1A.	Prepare a meeting agenda to ensure timely and effective conduct for all requirements.
	

	2.1B.	Clarify the purpose of the meeting with all participants.
	

	2.1C.	Write a suitable negotiation strategy plan – considering the purpose, location, time,
approach and potential barriers
	

	· D.	Conduct the meeting appropriately:
· Review previous meeting’s minutes
· Undertake negotiations as per plan
· Effectively and address objectives and required outcomes
	

	2.1E.	Review if desired outcomes were achieved, initiating further action if required.
	

	2 Written records

	2.2A.	Confirm the purpose of each written communication (i.e. agenda, negotiation plan, minutes).
	

	2.2B.	Format and present each document according to industry and enterprise practice.
	

	2.2C.	Organise and write each document logically and clearly – considering its purpose, audience and context.
	

	2.2D.	Ensure conclusions are justified and reflect the negotiation outcomes.
	

	2.2E.	Identify all required action flowing from decisions reached at the meeting.
	

	2.2F.	Complete each document within timeframes and distribute to all relevant parties.
	

	2.2G.   Promptly write to those responsible for actioning decisions from the meeting.
	

	2.2H.	Take appropriate follow-up action to ensure that all decisions at the meeting actioned.
	

	The Participant’s performance was:  Satisfactory	 Not Satisfactory



