Task Planning Sheet

Task 2 – Show social and cultural sensitivity
The Task Planning Sheet provides you with a clear list of the activities you will need to undertake in order to complete your assigned tasks. It is suggested that you complete the activities in the order they are listed.  You must submit your completed ‘Task Planning Sheet’ to verify completion of the competencies that form a part of this task. 

By submitting your completed sheet, you are confirming that you have undertaken all activities associated with the task.

In this task, you need to review Bunjappy’s online diversity course and then construct some Frequently Asked Questions that can be used both in face-to-face training and in the next stage of the diversity online training course. 

The Bunjappy Regional Tourism Centre (BRTC) values teams that reflect the broad diversity of its customers and our various communities. 
Starting your work tasks:
· Read incoming email. (Monitor)

· Read and plan your work tasks.

Checking the online Diversity course:

· Log into the Bunjappy Diversity course and work through this completing the activities. There may be things missing, so provide your evaluation of the course in terms of coverage of the ideas to your supervisor. Your review of the course (no more than an A4 page) and the completed task activities from the course are to be added to a digital portfolio. (Monitor - Internet)
· You may like to check out how hand gestures can be interpreted differently depending upon a person’s cultural background. (Paper tray on your desk near the telephone.)

Frequently Asked Questions (FAQ):

· You have been assigned a task to prepare the company’s responses for expected Frequently Asked Questions (FAQ) about diversity in the workplace. (Urgent task – near your keyboard.)

Review examples to be used in face-to-face training:
· Several case studies about diversity and discrimination have been complied into an online test for the staff. You have been tasked with checking this test. Complete the online test. You must achieve 80%. (Monitor)
	What to submit
	Problems encountered and strategies used to overcome these

	Digital portfolio containing:
· Three activities from the online diversity course
· Brief evaluation of the diversity course
· FAQs draft responses for the Board’s consideration
	

	Printout of results page of the draft online test you are checking
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