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Introduction
This set of assessment tools is for the unit of competency ICTICT216 Design and create basic organisational documents. 
The guide is divided into three sections:

Section 1:
Unit of competency

Section 2:
Assessment resources

Glossary (VET sector terminology)

As the trainer/assessor, you are in the best position to judge the full training and assessment requirements of a unit of competency. The judgments that you make in this regard should form part of your broader training and assessment strategy.

Learners may or may not be employed in the workplace. Where a learner is currently employed, you should endeavour to use relevant workplace documents and resources. Where learners are not currently employed, you must provide example documentation and a simulated environment wherever possible. Encourage classroom learners to take every opportunity to observe a real working environment and discuss what they have seen. Note that observation and assessment in the workplace is mandatory for some units of competency. Refer to section 1.2 of this guide, or to the assessment requirements of the relevant unit of competency, for details of assessment conditions.
Section 1 - Unit of competency

The Information and Communications Technology Training Package (ICT) was developed by the PwC’s Skills for Australia in consultation with industry stakeholders including employers, unions, peak bodies, professional associations, regulatory bodies, registered training organisations (RTOs) and other relevant parties. The training package specifies the skills and knowledge required to perform effectively in the workplace.

This unit, ICTICT216 Design and create basic organisational documents, is drawn from Release 7.2 of this Training Package.

This section outlines the requirements of the unit of competency ICTICT216 Design and create basic organisational documents and other information relevant to it.

It contains the following information:

1.1 
Elements of competency and performance criteria

1.2
Assessment requirements 
1.3 
Dimensions of competency

1.4
Foundation skills
1.5
Skill sets

1.6
Recognition of prior learning (RPL)
1.7 
Glossary of terms
1.1
Elements of competency and performance criteria

The elements of competency define the skills required to perform a work activity. They describe the required outcomes that need to be assessed. 

The performance criteria define the level of skill necessary to achieve the requirements of the element.

The following table maps the content in the on-line course ICTICT216 Design and create basic organisational documents to the unit of competency.

	 ICTICT216 Design and create basic organisational documents
	Where covered in on-line course

	Element 1: Prepare to develop organisational documents 

	1.1 
Establish and confirm document requirements according to business need
	Task 2, Task 6, Task 7

	1.2 
Determine applicable organisational document and style guidelines and procedures
	Task 2, Task 6, Task 7

	1.3 
Research and select application software according to organisational procedures
	Task 2, Task 6, Task 7

	Element 2: Develop organisational documents

	2.1 
Design and configure document template using application software according to task specifications
	Task 2, Task 6, Task 7

	2.2 
Create organisational document using a range of features from application software
	Task 2, Task 6, Task 7

	2.3     Edit and amend document design according to business need
	Task 2, Task 6, Task 7

	2.4      Finalise, save and back up document according to organisational procedures 

	Task 2, Task 6, Task 7

	Element 3: Evaluate organisational documents and incorporate feedback

	3.1 
Review document and obtain feedback from required personnel
	Task 2, Task 6, Task 7

	3.2 
 Incorporate feedback and update document according to business need
	Task 2, Task 6, Task 7

	3.3 
Save and close working documents and tools according to organisational procedures
	Task 2, Task 6, Task 7


Note, that there are many examples throughout the virtual scenario where the candidate is required to design and create templates and organisational documents. These may be used for supplementary evidence if required.

1.2
Assessment requirements 

ICTICT216 Design and create basic organisational documents covers the outcomes, skills and knowledge required to design, create and produce basic organisational documents using application software according to organisational guidelines and procedures.

It applies to those who use foundation information and communications technology (ICT) skills to produce documents in a wide range of varying industry occupations.

The assessment requirements consist of three criteria:

· Performance evidence: details the skills to be demonstrated, the consistency of performance (for example, on how many occasions, in what range of situations, using what range of equipment) and any licensing, regulatory or registration requirements
· Knowledge evidence: the scope and depth of knowledge required
· Assessment conditions: specify where assessment can take place, what resources are required and what interactions with other people are required
Performance evidence
The performance evidence for the unit ICTICT216 Design and create basic organisational documents consists of a minimum of twice demonstrating the ability to develop and produce at least two required organisational documents, with minimal design instruction. During these activities, the candidate must: 
· edit documents according to at least two different feedback suggestions

· save documents and back up in a different location

· comply with style guidelines and organisational procedures.
Knowledge evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
· application software tools and features

· organisational style guidelines and procedures

· organisational storage and retrieval procedures.

Assessment conditions
Skills must be demonstrated in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced by individuals using interpersonal communication skills in the workplace.

Simulations and scenarios are acceptable. Simulated assessment environments must simulate the real-life working environment where these skills and knowledge would be performed, with all the relevant equipment and resources of that working environment.
The assessment environment must include access to:

· organisational style guidelines and procedures

· required hardware devices, application software and its features.
Assessment must ensure use of relevant legislation, policies and procedures and industrial awards.

Assessors must satisfy the NVR/AQTF mandatory competency requirements for assessors.
1.3
Dimensions of competency

The dimensions of competency relate to all aspects of work performance. The following table explores the four dimensions of competency in more detail.

	Dimensions of competency
	What it means

	Task skills
	The candidate must perform the individual skills required to complete a work activity to the required standard.

	Task management skills
	The candidate must manage several different tasks to complete a whole work activity, such as working to meet deadlines.

	Contingency management skills
	The candidate must use their problem-solving skills to resolve issues that arise when performing a work activity.

	Job/role environment skills
	The candidate must perform effectively in the workplace when undertaking a work activity by working well with all stakeholders and following workplace policies and procedures.


Assessors and/or their training organisations need to ensure that the range of assessment instruments developed for this unit adequately explore the dimensions of competency.
1.4
Foundation skills

Underpinning all job roles is a set of skills that are essential if learners are to participate successfully in work and be valuable and productive employees. 
The foundation skills embedded in this unit of competency are outlined below:

	Skill
	Performance
Criteria
	Description

	Numeracy
	2.1, 2.2, 2.3
	· Takes measurements and performs calculations for document layout

	Oral communication
	1.1, 2.3, 3.1
	· Clarifies work requirements and obtains feedback using required language, questioning and active listening techniques

	Reading
	1.1, 1.2, 1.3, 2.2, 2.3, 3.1, 3.2
	· Identifies and interprets text in determining organisational guidelines and requirements and application software specifications

	Writing
	2.1, 2.2, 2.3, 3.2
	· Uses required language and organisational procedures when designing required workplace documents

	Planning and organising
	1.1, 1.2, 1.3, 2.1, 2.4, 3.1, 3.3
	· Plans routine tasks with goals and outcomes, taking some limited responsibility in decisions regarding sequencing

	Technology
	1.3, 2.1, 2.2, 2.4, 3.3
	· Follows routine procedures in using digital technology and enters, stores, and retrieves information directly applicable to own role

· Interprets purposes, specific functions and key features of basic digital systems and tools and operates them in completing routine tasks and adapting functions

· Completes work tasks and accesses information using the main features and functions of digital tools


Do not assume that learners already have these skills; for example, even if you believe they have good writing skills, they may never have written a specific type of report before.

Remember that the learner may not necessarily need all of these skills for a specific task, nor be required to develop them to a high level. This will depend on the nature of the task and the context in which they are working.

Your role is to:

· when planning your assessment program, identify where foundation skills are embedded in the unit of competency and how learners can demonstrate they have acquired the skills 

· encourage learners to record in the template that follows the Final Assessment the activities they have performed that demonstrate specific foundation skills; they can do this after completing each chapter in the learner guide.

1.5
Skill sets

Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement, or defined industry need. 

Skill sets do not replace qualifications as the foundation for undertaking work in the community sector. Skill sets build on a relevant qualification and enable a qualified worker to move laterally into work areas addressed by the skill set or to broaden their skill base in relation to the services they provide.
1.6
Recognition of prior learning (RPL)

Recognition of prior learning (RPL) is an assessment process that assesses an individual’ s non-formal and informal learning to determine the extent to which that individual has achieved the required learning outcomes, competency outcomes, or standards for entry to, and/or partial or total completion of, a qualification.

To have skills and knowledge formally acknowledged, a learner must supply a range of evidence to verify competency. The trainer then needs to assess this evidence against the criteria for the qualification.

Evidence of competency may include work samples, journals, and third-party testimonials. Learners may also need to be observed undertaking set tasks and/or answer set questions.

The full RPL Kit for this qualification is available. The kit consists of four parts:
· Assessor’s Guide

· Candidate’s Guide

· Forms

· Workplace Guide

1.7
Glossary of terms
This section provides some general understanding to many of the terms and concepts used in the Information Technology and Business qualifications.
Wherever possible and appropriate, knowledge should be contextualised to the learner’s workplace. For example, when dealing with organisational policies and procedures, look at the actual policies and procedures of the workplace.
Artwork: Even before reading the headlines, readers are often drawn to the visuals on a page. Both the choice of images and their placement within a document provide information about the document, its purpose, and its organization.

Titles: Typically headlines and titles are larger and more prominent than other text. These visual cues signal the start of a book, a magazine, an article, or a major division in a publication such as chapter of a book or a sub-section of a report.

Body: Body copy is the main text found in the publications we read. It is the text of the stories and articles. Body copy is not the headlines. Beyond the actual words, the body of a document uses paragraph and character emphasis and organizational elements to aid in the reading and comprehension of the material.

Credits: Different types of publications have credits or other informational elements that contain such items as the name of the advertiser, publisher, or other entity, an address, a logo, copyright information, and other notices. The number of parts and where it appears varies by publication type.

Navigation: Longer publications such as books, newsletters, and annual reports need some way to help readers find specific information within the document. From a table of contents to page numbers, sectional elements provide a means of navigating through and finding specific portions of a document.

Style guide: A style guide is a set of standards for the writing and design of documents, either for general use or for a specific publication, organization, or field. A style guide establishes and enforces style to improve communication.
Section 2 - Assessment tools
Assessment is all about collecting evidence and making decisions as to whether a learner has achieved competency. Assessment confirms that the learner can perform to the expected workplace standard, as outlined in the units of competency.

This section contains the summative assessment tools that are to be used in assessing this unit of competency.  The assessment tools have also been mapped against the requirements of unit assessment; these may be reviewed in the TEIA document ICT20120 Mapping Guide.     Assessors can use this mapping information to complete required assessment records.

It is an important responsibility of assessors to complete the assessment records themselves. This ensures all additional assessment activities deemed appropriate or required by the assessor, in addition to those within this document, are included in these records.

Section Two contains the following information:

2.1   
Summative assessment

2.2
Solutions – general guidance

2.3 
Solutions – summative assessment

2.4
Evidence of competency

2.5
Assessment records
2.1
Summative assessment

Separate each assessment tool as required in the assessment process.
Task Overview

The assessment for this unit is distributed across Task 2, Task 6 and Task 7 within the virtual scenario. 

Task 2 – Promoting your business

In this task, you will need to establish the business requirements and use computer hardware, software and peripherals to undertake a range of activities that would be required when starting a business as a small IT contractor. The range of tasks that you will undertake include designing documents suitable for marketing your business.

Design a letterhead and business letter:

· Read incoming email (Computer).

· Explore, read and print as necessary the Learning Resources (Bookcase) and Your Task (Printer tray).

· View Learning object – Parts of a business letter (Bookcase folders).

· Undertake training in Microsoft Word as required (the virtual RTO via the Mouse).

· In Microsoft Word, design a letterhead template using the logo provided. Use your own contact details or create fictitious contact details.

· Using your letterhead template create a business letter that introduces your business to your clients (do not include customer names or addresses, instead leave a space where this information would go).

	What to submit
	Problems encountered and strategies used to overcome these

	Letterhead template
	

	Business letter
	


Complete a mail merge: 

· Learning object – Mail Merge (Bookcase).

· Undertake ‘mailmerge’ training using the resources at the virtual RTO (Mouse).

· Read and print the Mailing List data file (Bookcase).

· Undertake training in Microsoft Excel (the virtual RTO via the Mouse).

· Enter mailing list data in Microsoft Excel. Save this data as Mailing List.
· Using the letterhead you designed previously in Microsoft Word, create a mail merge document.

· Using the Microsoft Excel Mailing List file as your data source, merge your letter.

· Print the first three merged letters and submit to your supervisor (teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	Mailing List (Excel document)
	

	Merge letter showing merge fields inserted
	

	Printed copies of the first three merged letters
	

	Electronic copies of all merged letters
	


Creating a brochure: 

· View Learning object – Creating a brochure (Bookcase).

· Using Microsoft Word, create a brochure advertising the services that your IT business will offer. The range of Units in this qualification may provide a guide. Illustrate your brochure with images which you may source from the Internet or which you may take with a digital camera.

	What to submit
	Problems encountered and strategies used to overcome these

	Brochure (draft)
	

	Brochure (final)
	


Create a business card:

· Read and print Your task (Printer tray).

· Undertake training in Microsoft word as required (the virtual RTO via the Mouse).

· Access the RAMemberUS logo (Camera).

· Design a business card incorporating your name, business name, logo and contact details.

· Save the card as MyBusinessCard and submit to your supervisor (teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	Business card
	


Create a website:

· Read incoming email (Computer).

· Read and print Your task (Bookcase).

· Download and install Kompozer software (Mouse - virtual RTO).

· Undertake training in Kompozer software as required (Mouse – virtual RTO).

· View Learning Object – Website Design Hints (Bookcase).

· View websites relating to web design (Computer).

· Create website for RamemberUS – minimum home page and 2 linking pages - and submit to your teacher.

.

**Your teacher may substitute an alternative software application. Please discuss with your teacher.

	What to submit
	Problems encountered and strategies used to overcome these

	Website (draft)
	

	Website (final)
	


Task 6 – Configuring operating system and installing software

In this task, the candidate needs to research computer hardware, software and peripheral devices to respond to client needs. 

They also need to install, connect and configure computer hardware to meet client requirements. 

Note: There are strict practical requirements for this task which must be demonstrated consistently over time. Ensure as the assessor that the practical requirements have been discussed with the candidate prior to commencing this task. 

Design a job sheet for computer repair/upgrade: 

· Read and print email from the Australian Computer Society (Computer).

· Select appropriate design software.

· Design a computer job sheet utilising the information supplied in the email.

· Save this as RAMemberUS Job Sheet – Draft and submit to your teacher.

· Make changes and suggestions as recommended by your teacher as required.

· Resubmit final version to your teacher. This should be named RAMemberUS Job Sheet – Final.

	What to submit
	Problems encountered and strategies used to overcome these

	Job Sheet (NOTE: both draft and final versions are required - RAMemberUS Job Sheet – Draft and final copy RAMemberUS Job Sheet – Final).
	


Source and install application software: 

· Read and print the email from Jodie Bailey (Computer).

· Using the Internet, research and locate the required software (Internet).

· Complete a job sheet for each installation task and submit these to your teacher.

· Download the required software and save to an appropriate location.

· Install appropriate software applications using help files or online help as necessary.

· Create simple “How to” manuals for each software application using screen shots to illustrate these.

· Save these in the format “Installation Guide – insert application name” and submit a copy to your teacher.

	What to submit
	Problems encountered and strategies used to overcome these

	Installation Guides for Open Office, Acrobat Reader, AVG and PhotoFiltre (4 manuals in total).
	


Establish computer settings to maintain hardware and software ‘health’ and effectiveness:

· Identify computer system settings that will provide effective OS system health, reliability of operations and efficiency of operations.

· Adjust the OS settings to ensure your computers are running at an optimum efficiency and computer security (i.e. firewall, anti-virus, etc.). Record each change you make with a short series of screenshots which you then place into a Microsoft Word document with clear and simple explanations.

	What to submit
	Problems encountered and strategies used to overcome these

	Report on changes made to Operating System to ensure optimum operating efficiency and computer security. Changes explained and images used to indicate location and nature of adjustments.
	


Prepare a report for a client: 

· Select appropriate software options for preparation of a report for the customer, Rob Tanner (Computer). You must identify the customer’s information requirements.

· Time your work in this activity so that you may adequately invoice the client for your time and effort.

· Conduct research to identify answers and advice to the topics Rob Tanner has raised in is email to you:

· Research antivirus software options and provide a recommendation (Internet).

· Research security options to prevent hackers and provide a recommendation (Internet).

· Research anti-spyware options and provide a recommendation (Internet).

· Research anti-spam options and provide a recommendation (Internet).

· Research options for social media.

· Form responses to Rob Tanner’s questions and provide advice.

· Develop a report template for RAMemberUS IT Services using appropriate software (Hint: Check software templates as a starting point).

· After conducting research on the topics raised by Rob Tanner, prepare a report, with recommendations, using the template above.

· Using a labour quote of $85.00 per hour for research and report construction prepare an itemised invoice your time responding to his enquiry. 

· Prepare a covering letter to accompany the report and invoice. Using Microsoft Word, write the letter to accompany the report and invoice. 

	What to submit
	Problems encountered and strategies used to overcome these

	Detailed letter to client to accompany report.
	

	Report on Rob Tanner’s enquiries using a developed report template
	

	Itemised invoice for your work
	


Client tracking record:

· Using the advice in the email from the Australian Computer Society, construct a proforma for tracking your client’s job in your workplace.

· Construct the form in Microsoft Word as a template with data entered through text boxes, check boxes and other form characteristic. The resulting document should be saved as a template and be able to be used as a form to enter client data.

	What to submit
	Problems encountered and strategies used to overcome these

	Completed job sheet for your business
	


Task 7

In this task, you will be required to develop your knowledge of Microsoft Excel to prepare financial documents for a meeting with the bank manager to discuss a loan.

Prepare Excel spreadsheet:

· Read and print email from Karen Firth, Manager, Westbank (Computer).

· Access, read and print as necessary the Learning Resources (Bookcase folders) and Your Task (Printer tray).

· Undertake Microsoft Excel training as required (Mouse or resources in Learning Resources (Bookcase Folders).

· Read and print Purchases, Invoices and Expenses documents (Bookcase folders).

· Enter the data into a spreadsheet under the headings of Income and Expenses for each month.

· Calculate the Total Income and Total Expenses figures for each month.

· Create formulae to calculate gross profit for each month.

· Create a formula to calculate total profit for the quarter.

· Format the spreadsheet for display.

· Add a heading to your spreadsheet – RAMemberUs IT Services Financials.

	What to submit
	Problems encountered and strategies used to overcome these

	Spreadsheet (formatted for display)
	


Use data to create a graph: 

· Access the data that you entered in your spreadsheet.

· Using the totals figures, create a graph showing total monthly income, expenses and gross profit figures.

· Insert your graph as an object in the spreadsheet.

· Format your graph for display and submit to your teacher for marking.

	What to submit
	Problems encountered and strategies used to overcome these

	Spreadsheet with embedded graph (formatted for display) 
	


Use Excel and Word to update client addresses and send Letter of Introduction to new clients:
· Using the Microsoft Excel Mailing List file created in Task 2, add 10 new names and addresses to the end of the address list.

· In Microsoft Word open the Business Letter template that you created in Task 2.

· Undertake Microsoft Excel and Word training as required (Mouse).

· Using Microsoft Word use the Mailing List file to merge with the Business Letter template and print the first three introductory letters for the new clients.
· Save these files and send to your teacher for marking.

	What to submit
	Problems encountered and strategies used to overcome these

	Mailing List with 10 new names and addresses
	

	Business Letter template saved with merged data from Mailing List
	

	Printed copies of the first three merged Introductory letters
	


Excel (Spreadsheet) Quiz:
· Complete the quiz found in the Learning Resources – Task 7 (Bookcase folders).
	What to submit
	Problems encountered and strategies used to overcome these

	Send Quiz Result sheet to your teacher.
	


2.2
Solutions - General guidance
Assessors should review the solutions provided and adapt and/or contextualise them (and assessment activities themselves where necessary) to suit the training and assessment context as part of their moderation activities. This will ensure consistency of assessment.
The solutions to assessment activities serve as a reliable guide to the type of information that should be included in the assessment candidate’s response. Refer to the assessment activities when assessing learner responses or evaluating assessment evidence. The answers provided by the assessment candidate will vary due to several factors, including the:

· candidate’ s own experiences

· candidate’ s workplace experiences

· training situations and strategies presented by the trainer

· interpretation of the assessment activity by the assessment candidate/assessor

· type of organisation, work practices, processes and systems encountered by the candidate.

The nature and variety of the tasks presented means that in some cases there will be numerous correct responses, and the solutions provided cannot cater for all contexts and eventualities.

In general terms:

· For questions with a single answer, this guide provides the correct answer.

· For questions that do not have a single answer, it is understood that answers will vary within certain parameters.

· For questions where the candidate has to list a certain number of items, the RTO has provided a more comprehensive listing from which candidate responses may be drawn. This list may not in all cases be definitive, and assessors should account for other possible correct responses.

· For activities that involve responding to a case study, the RTO has provided an example of how the candidate may respond. Depending on the question, the terminology used will indicate either what the candidate should have included in their response or may have included. However, different phrasing may be used by the candidate, or different responses that may be equally correct are also possible.
· For activities that take place in the workplace or involve workplace documentation, the RTO can only provide an example response. Assessors should consider whether the candidate has achieved the intent of the activity within the candidate’s workplace context.

· For activities that involve writing reports or completing documentation provided, the RTO can only provide an example response. Assessors should again consider whether the candidate’s response is appropriate to the task within the context of the candidate’s training and/or workplace.

2.3
Solutions – Summative assessment
Assessor judgment is required. Comments to assist the assessor are provided in this section.

Task 2 – Promoting your business

In this task, you will need to establish the business requirements and use computer hardware, software and peripherals to undertake a range of activities that would be required when starting a business as a small IT contractor. The range of tasks that you will undertake include designing documents suitable for marketing your business.

Design a letterhead and business letter:

· Read incoming email (Computer).

· Explore, read and print as necessary the Learning Resources (Bookcase) and Your Task (Printer tray).

· View Learning object – Parts of a business letter (Bookcase folders).

· Undertake training in Microsoft Word as required (the virtual RTO via the Mouse).

· In Microsoft Word, design a letterhead template using the logo provided. Use your own contact details or create fictitious contact details.

· Using your letterhead template create a business letter that introduces your business to your clients (do not include customer names or addresses, instead leave a space where this information would go).

Assessor judgement required.

Letterhead template
The following information should be included, according to the email received from Small Business Assist:

· Business name

· Business logo

· Address

· Phone

· Mobile

· Fax

· Web - www.ramemberus.com.au

· Email - admin@ramemberus.com.au

· Business slogan

Other expected requirements: Design principles of contrast, repetition, alignment, proximity to be followed.

Possible designs:
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Introductory letter

Requirements within assessment response:

· Write a promotional letter introducing your business to potential or existing customers

· Use the letterhead created.

· Should be a mail merge document

· Do not include names and addresses but leave a space where this information would go.

· Brochure is to be enclosed with the letter

· The letter’s content is to be consistent with that of a promotional letter introducing a business to potential or existing customers.

· The letterhead template developed must be used in the letter.

· Correct letter format to be used.

· Letter to include reference, enclosure notation as business card and brochure are being included.

· Correct use of Australian Standard English to be evident (spelling, language, grammar).

· Services offered by RAMemberUS would be mentioned:

· sales of hardware and software

· repair of hardware

· preparation of PowerPoint presentations

· digital photography editing

Complete a mail merge: 

· Learning object – Mail Merge (Bookcase).

· Undertake ‘mailmerge’ training using the resources at the virtual RTO (Mouse).

· Read and print the Mailing List data file (Bookcase).

· Undertake training in Microsoft Excel (the virtual RTO via the Mouse).

· Enter mailing list data in Microsoft Excel. Save this data as Mailing List.
· Using the letterhead you designed previously in Microsoft Word, create a mail merge document.

· Using the Microsoft Excel Mailing List file as your data source, merge your letter.

· Print the first three merged letters and submit to your supervisor (teacher).

Assessor judgement required.

Requirements within assessment response:

· Create a mailing list in Excel. This is to be provided as part of the assessment package.

· Use the names and addresses provided.

· Headings in the first row are not needed, but the information would need to be divided into 8 columns to complete the merge successfully: Title, First name, Surname, Business name, Street, Suburb, State, and Postcode.

· The Suburb should be in all capitals

· Where only the business name is given, 'Manager' or similar should be entered into the Title or First name columns, to ensure there is a suitable salutation, such as Dear Manager
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· Copy of the merge set letter showing all merge fields needs to be provided. 
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· Digital copies of all mailmerged letters need to be provided.

Creating a brochure: 

· View Learning object – Creating a brochure (Bookcase).

· Using Microsoft Word, create a brochure advertising the services that your IT business will offer. The range of Units in this qualification may provide a guide. Illustrate your brochure with images which you may source from the Internet or which you may take with a digital camera.

Assessor judgement required.

Requirements within assessment response:

· Use of Microsoft Publisher or other desktop publishing program

· Copy of draft and final brochure advertising the services that the business offers

· Brochure must contain: 

· Images sources from the web or taken with digital camera

· Submit a draft before submitting the final copy

· Brochure design principles to be followed.

· Any brochure format is permissible, i.e. a tri-fold brochure. 

· Brochure to contain at a minimum:

· Business logo

· Contact details, e.g. telephone, email, web

· Services provided

Create a business card:

· Read and print Your task (Printer tray).

· Undertake training in Microsoft word as required (the virtual RTO via the Mouse).

· Access the RAMemberUS logo (Camera).

· Design a business card incorporating your name, business name, logo and contact details.

· Save the card as MyBusinessCard and submit to your supervisor (teacher).

Assessor judgement required.

Requirements within assessment response:

· Design a business card and produce a simple business card. Use of wizard or template permissible.

· Card must contain: Candidate’s name, business name, logo and contact details

· Card saved as MyBusinessCard

· Design principles of contrast, repetition, alignment and proximity to be followed

· Colours must be complimentary with the RAMemberUS logo.

· The card may be one- or two-sided. It could include a photo of them and list of services in dot point on the 2nd side, but that is not necessary.

Examples:
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Create a website:

· Read incoming email (Computer).

· Read and print Your task (Bookcase).

· Download and install Kompozer software (Mouse - virtual RTO).

· Undertake training in Kompozer software as required (Mouse – virtual RTO).

· View Learning Object – Website Design Hints (Bookcase).

· View websites relating to web design (Computer).

· Create website for RamemberUS – minimum home page and 2 linking pages - and submit to your teacher.

.

· **Your teacher may substitute an alternative software application. Please discuss with your teacher.

Assessor judgement required.

Requirements within assessment response:

· Web site has a minimum of Home page and 2 linking pages.

· The web page is to provide information about the services offered by RAMemberUS and provide contact details for the business.

· Any development program can be used if permission is gained from teacher.

· Design principles to be followed.

· Links to be working.

· Images to be used.

Discussion Questions

1. What is the difference between linking and embedding a spreadsheet in a PowerPoint display or Microsoft Word document? Explain the advantages of linking rather than embedding.

Linked objects

Linking a spreadsheet into a Word document or a PowerPoint presentation means that a representation of the linked data is visible, but the source file is not visible. The linked data is stored in the source file. When the source file is updated/modified, the linked data is updated. This is different from hyperlinking, where you are taken to the source file/data.

When you embed a spreadsheet, information in the Word document will not change, even if you modify the source spreadsheet file. The embedded spreadsheet becomes part of the Word file, and after it is embedded, it is no longer part of the source file. This means that if the source file is updated, the Word document will not update.

It is advantageous to link rather than embed as it takes up less storage space. It is also useful if you want to include information that is maintained independently, such as data collected by a different department, and you need to keep that information up-to-date in a Word document.

http://office.microsoft.com/en-us/powerpoint-help/about-linked-objects-and-embedded-objects- HP005243149.aspx 

2. List three data sources that could be used in performing a mail merge in Microsoft Word.

A recipient’s list for a mail merge operation can be an Excel sheet, the Office Address Book, Outlook Contacts, a FileMaker Pro database, an MS Access table, a Word document, or a delimited text file.

3. What purpose does the use of a document template serve in a business organisation?

A template is a file which when opened, will prompt the user to create a copy of the document so the original data is not changed. This saves time for the user, as the document can be pre-formatted with the business logo, contact details etc, and the document doesn’t need to be created from scratch. It also means that a professional image is maintained as all documents coming from the business will be similar in appearance. Using a template means that display, formatting etc. are preserved.

http://office.microsoft.com/en-gb/word-help/understanding-how-templates-work-HA001137304.aspx

4. Provide an example of where you would need to import/export data between software applications.

Background information - An application that can export data can create a file in a format that another application understands, enabling the two programs to share the same data. The two programs might be different types of word processors, or one could be a word processor and the other a database application. Exporting implies that the sending application reformats the data for the receiving applications. Importing implies that the receiving application does the reformatting.

Examples of where you would need to import/export data:

· You are a long-time user of Excel, and you are now thinking of moving to Access. You might start by importing your Excel worksheets into one or more new Access databases.

· You are a manager who receives reports in Excel format from your employees. You want to merge the reports with an existing database to update the contents of the database.

· You may want to export email messages from Outlook to Outlook Express.

· You may wish to export contacts from Outlook to Excel

5. Explain the steps you would use to save a file in a different format. Why might this be necessary? Provide at least two examples to illustrate your response.

Generally, you would choose the Save As feature and select the required file type. You may wish to save a document as a template or save a PowerPoint presentation as a PowerPoint show.

It may be required if you are producing a template for a letterhead, for example. Or you may wish to save a picture as .png, .gif or .jpeg to reduce the file size.

You may need to save a Word document in an earlier version so that someone with an older program can open and read it.

6. If you are unsure of how to perform an action in a software application, what sources of assistance could you use? Explain the advantages and disadvantages of each.

It would be expected that Students would suggest at least 2 of the following and give advantages and disadvantages:

Help menu within program/On-screen manuals

Advantage - An advantage is that it is very easy to get to because there is almost always a help button on the menu bar, and the information has been created from the designers/creators of the program so should be accurate.

Disadvantage – Sometimes it can be difficult to find the answer if you don’t put in the exact keywords.

World wide web

Advantage – There is a lot of information available

Disadvantage – Information is not always reliable; sites don’t always work or allow access; some sites can take you to other inappropriate sites or information; some sites have viruses; can be time-consuming as there are so many sites; difficult to determine if information is accurate.

Work Colleague

Advantage – Works with the same program and as long as they are experienced can give you the information immediately.

Disadvantage – Person may not be available the moment you need assistance.

Forums

Advantage – Generally conversations are in language you can understand; there are usually forums about everything occurring

Disadvantage – Forum could be out of date; Users may put out information which is inaccurate just to annoy people; bad language

Task 6 – Configuring operating system and installing software

In this task, the candidate needs to research computer hardware, software and peripheral devices to respond to client needs. 

They also need to install, connect and configure computer hardware to meet client requirements. 

Note: There are strict practical requirements for this task which must be demonstrated consistently over time. Ensure as the assessor that the practical requirements have been discussed with the candidate prior to commencing this task. 

Design a job sheet for computer repair/upgrade: 

· Read and print email from the Australian Computer Society (Computer).

· Select appropriate design software.

· Design a computer job sheet utilising the information supplied in the email.

· Save this as RAMemberUS Job Sheet – Draft and submit to your teacher.

· Make changes and suggestions as recommended by your teacher as required.

· Resubmit final version to your teacher. This should be named RAMemberUS Job Sheet – Final.

Assessor judgement required.

The document must be designed in Word, Excel or Publisher.

The draft is to be submitted to the teacher; title should be RAMemberUS Job Sheet – Draft. After teacher feedback, the candidate is to complete and resave as RAMemberUS Job Sheet – Final for submission.

As a minimum, the job sheet should include:

· Client information - name, address, contact details

· Description of fault/work required as specified by client

· Warranty, repair, upgrade, replacement indicators - perhaps a series of check boxes

· Specifications of computer: Make/Model, Processor, Motherboard, Memory, Hard Drive, RAM, Video Card, Sound Card, Optical Drive/s

· Peripherals included

· Action taken

· Parts used

· Time taken

· Date in

· Date out

· Signature

Source and install application software: 

· Read and print the email from Jodie Bailey (Computer).

· Using the Internet, research and locate the required software (Internet).

· Complete a job sheet for each installation task and submit these to your teacher.

· Download the required software and save to an appropriate location.

· Install appropriate software applications using help files or online help as necessary.

· Create simple “How to” manuals for each software application using screen shots to illustrate these.

· Save these in the format “Installation Guide – insert application name” and submit a copy to your teacher.

Assessor judgement required.

The following are required to demonstrate competency:

· A completed RAMemberUS Job Sheet is to be prepared prior to the installation of each application. These job sheets are to be submitted.

· Installation Guides for Open Office, Acrobat Reader, AVG and PhotoFiltre (4 manuals in total) also need to be submitted. Note that an installation guide should not exceed three A4 pages – it is an installation guide, not a user’s manual.

Establish computer settings to maintain hardware and software ‘health’ and effectiveness:

· Identify computer system settings that will provide effective O/S system health, reliability of operations and efficiency of operations.

· Adjust the O/S settings to ensure your computers are running at an optimum efficiency and computer security (i.e. firewall, anti-virus, etc.). Record each change you make with a short series of screenshots which you then place into a Microsoft Word document with clear and simple explanations.

Assessor judgement required.

The following are required to demonstrate competency:

The candidate must identify and carry out four adjustments to enhance the computer’s stability, efficiency, ‘health’ and security. Examples of these may include:

· Setting up Windows Defender

· A virus security application

· Updates for various applications

A document explaining each of the adjustments needs to be provided with a short paragraph explaining the purpose and nature of the each adjustment.

Prepare a report for a client: 

· Select appropriate software options for preparation of a report for the customer, Rob Tanner (Computer). You must identify the customer’s information requirements.

· Time your work in this activity so that you may adequately invoice the client for your time and effort.

· Conduct research to identify answers and advice to the topics Rob Tanner has raised in is email to you:

· Research antivirus software options and provide a recommendation (Internet).

· Research security options to prevent hackers and provide a recommendation (Internet).

· Research anti-spyware options and provide a recommendation (Internet).

· Research anti-spam options and provide a recommendation (Internet).

· Research options for social media.

· Form responses to Rob Tanner’s questions and provide advice.

· Develop a report template for RAMemberUS IT Services using appropriate software (Hint: Check software templates as a starting point).

· After conducting research on the topics raised by Rob Tanner, prepare a report, with recommendations, using the template above.

· Using a labour quote of $85.00 per hour for research and report construction prepare an itemised invoice your time responding to his enquiry. 

· Prepare a covering letter to accompany the report and invoice. Using Microsoft Word, write the letter to accompany the report and invoice. 

Assessor judgement required.

The following are required to demonstrate competency:

· The candidate has constructed a report that investigates the issues requested and makes recommendations. The report uses Standardised Australian English and follows a business format.

· An invoice template should be used with amounts that reflect the time spent on this task.

· A covering letter should use the business’ letter template that provides a closure to the business task.

Task 7

In this task, the candidate is required to develop their knowledge of Microsoft Excel to prepare financial documents for a meeting with the bank manager to discuss a loan.

Prepare Excel spreadsheet:

· Read and print email from Karen Firth, Manager, Westbank (Computer).

· Access, read and print as necessary the Learning Resources (Bookcase folders) and Your Task (Printer tray).

· Undertake Microsoft Excel training as required (Mouse or resources in Learning Resources (Bookcase Folders).

· Read and print Purchases, Invoices and Expenses documents (Bookcase folders).

· Enter the data into a spreadsheet under the headings of Income and Expenses for each month.

· Calculate the Total Income and Total Expenses figures for each month.

· Create formulae to calculate gross profit for each month.

· Create a formula to calculate total profit for the quarter.

· Format the spreadsheet for display.

· Add a heading to your spreadsheet – RAMemberUs IT Services Financials.

Assessor judgement required.

The following are required to demonstrate competency:

· Using the totals figures create a graph showing total monthly income, expenses and gross profit for the quarter.

· Format your spreadsheet for display.

An example of a similar spreadsheet is provided.
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6 | INCOME ‘October November December Quarter
7 |Invoice 1/Mainland Holdings Ltd 3,520.00

8 Invoice 2/Better Furniture 3,108.90

9 Invoice 3/Better Furniture 142.90

10 Invoice 4/Daniel Smith 360.00

11 Invoice 5/Better Furniture 7,040.00

12 Invoice 6/.Frank Cassimatis. 1,735.00

13 Invoice 7/Daniel Smith 277.05

14 Invoice 8/Frank Cassimatis 7040.00

15 TOTALINCOME S 6628590 $ 756290 $ 905205 $ 2322385
16| Expenses

17 Office 555.00 200.00 200.00

18 Fuel 350.00 350.00 350.00

15 Maintenance 20000 20000 20000

20 Rent 1,280.00 1,280.00 1,280.00

21 Uutilities. 760.00 760.00 760.00

22 Telecommunications 350.00 350.00 350.00

23 Marketing 1,250.00 300.00

24 GR-TEK 1,629.00

25 Officeworks 651.90

25 Epson 12959

27 wow 6200

28 iStore 1,009.55

29 7azz Trading Pty Ltd 633.30

30 iswh 53.95

31 Total I.T. Australia 152.00

5 TOTALEXPENSES s 7,155.89 $ 484485 $ 3,64595 §  15,646.69

GROSS PROFIT K 52699 § 269805 § 540610 $§ 757716





Use data to create a graph: 

· Access the data that you entered in your spreadsheet.

· Using the totals figures, create a graph showing total monthly income, expenses and gross profit figures.

· Insert your graph as an object in the spreadsheet.

· Format your graph for display and submit to your teacher for marking.

Assessor judgement required.

The following are required to demonstrate competency:

· A graph is embedded within the spreadsheet created earlier.

· The graph focuses on the three months of the quarter.

· The graph is formatted for display.

Sample graph shown below:
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Use Excel and Word to update client addresses and send Letter of Introduction to new clients:
· Using the Microsoft Excel Mailing List file created in Task 2, add 10 new names and addresses to the end of the address list.

· In Microsoft Word open the Business Letter template that you created in Task 2.

· Undertake Microsoft Excel and Word training as required (Mouse).

· Using Microsoft Word use the Mailing List file to merge with the Business Letter template and print the first three introductory letters for the new clients.
· Save these files and send to your teacher for marking.

Assessor judgement required.

The following are required to demonstrate competency:

· An extended mail list in Excel – 10 additional names

· Copy of the merge set letter template

· Digital copies of the first three letters of the merged documents.

· Letter must use correct Standard Australian English.

Excel (Spreadsheet) Quiz:
· Complete the quiz found in the Learning Resources – Task 7 (Bookcase folders).
The results from the Excel quiz must be provided to the assessor.

Discussion Questions

Discussion Questions
1. How would you locate a missing file or folder that has been misplaced on your computer?
Use the search box on the Start menu Use the search box in a folder or library.

2. Describe the method/s that you would use to rename a file or folder stored on your computer.
Right-click on the folder and choose Rename. Type in the new name.

3. Describe the various ways that you could access a file stored in the Documents directory on your computer.
Start > Documents

Computer > Libraries > Documents

4. How do you restore an item sent to your Recycle Bin to its previous location?
Open the Recycle Bin. Right-click on the file and choose Restore.

5. If a computer user is having difficulties seeing their mouse cursor, what steps might be taken to assist them?
Open the Ease of Access Center and choose ‘Make the mouse easier to use’.

2.4
Evidence of competency

Evidence is information gathered that provides proof of competency. While evidence must be sufficient, trainers and assessors must focus on the quality of evidence rather than the quantity of evidence.

Rules of evidence

There are four rules of evidence that guide the collection of evidence. Evidence must be:

· valid – it must cover the performance evidence and knowledge evidence
· sufficient – it must be enough to satisfy the competency

· current – skills and knowledge must be up to date

· authentic – it must be the learner’s own work and supporting documents must be genuine.

Principles of assessment

High quality assessments must be:

· fair – assessments are not discriminatory and do not disadvantage the candidate

· flexible – assessments meet the candidate’ s needs and include an appropriate range of assessment methods

· valid – assessments assess the unit/s of competency performance evidence and knowledge evidence
· reliable – there is a common interpretation of the assessments.

Types of evidence

Types of evidence that can be collected, sighted, or validated include:

· work records such as position descriptions, performance reviews, products developed, and processes followed and/or implemented

· third-party reports from customers, managers and/or supervisors

· training records and other recognised qualifications

· skills and knowledge assessments

· volunteer work.

Gathering evidence

Evidence can be gathered through:

· real work/real-time activities through observation and third-party reports

· structured activities.

Evidence can also be gathered through:

· formative assessments: where assessment is progressive throughout the learning process and validated along the way by the trainer – also known as assessment for learning

· summative assessment: where assessment is an exercise or simulation at the end of the learning process – also known as assessment of learning.

Evaluating evidence

The following steps may help you evaluate evidence.

	Step 1: Evidence is gathered.
	
	
	
	


	Step 2: Rules of evidence are applied – evidence is valid, sufficient, current and authentic.
	
	
	


	Step 3: Evidence meets the full requirements of the unit/s of competency.
	
	


	Step 4: The assessment process is valid, reliable, fair and flexible.
	


	Step 5: The trainer or assessor makes a straightforward and informed judgment about the candidate and completes assessment records.


2.5
Assessment records

Learners must provide evidence of how they have complied with the performance and knowledge evidence requirements outlined in the unit of competency. These requirements should be assessed in the workplace or in a simulated workplace; assessment conditions are specified in each unit of competency.

You can use the following assessment forms to record the learner’s evidence of competency: 
· The Assessment Instructions Checklist helps the trainer/assessor provide clear instructions to the candidate as to which assessment activities to complete.

· The Pre-Assessment Checklist helps the trainer determine if the learner is ready for assessment.

· The Self-Assessment Record allows the learner to assess their own abilities against the requirements of the unit of competency.

· The Performance Evidence Checklist facilitates the observation process; it allows trainers to identify skill gaps and provide useful feedback to learners.

· The Knowledge Evidence Checklist can be used to record the learner’s understanding of the knowledge evidence; it allows trainers to identify knowledge gaps and to provide useful feedback to learners.

· The Portfolio of Evidence Checklist helps the trainer annotate or detail aspects of the learner’s portfolio of evidence.

· The Workplace Assessment Checklist can be used by the learner’s supervisor to show workplace-based evidence of competence.
· The Observation Checklist/Third Party Report records the candidate’s performance in the workplace.

· The Record of Assessment form is used to summarise the outcomes of the assessment process in this unit.

· The Request for Qualification Issue is used by the assessor to inform the RTO authorities that the process for issuing a Statement of Attainment or Qualification may commence. 

Assessment instructions – ICTICT216
	Candidate’ s name:       
Unit of competency:  ICTICT216 Design and create basic organisational documents
Trainer/assessor:       
Date:       

	The candidate must complete the following assessment activities, provided by the trainer/assessor:

	
	Y/N
	Whole activity/ specific questions

	Candidate Self-assessment
	
	     

	Final assessment - 
	
	     

	Final assessment - 
	
	     

	Final assessment - 
	
	     

	Portfolio
	
	     

	Workplace Assessment 
	
	     

	Workplace Assessment (video)
	
	     

	Competency Conversation (using RPL)
	
	     

	Workplace Observation
	
	     

	Third Party Report
	
	     

	Other assessment activities as detailed below:
	
	

	     
	
	     

	     
	
	     

	     
	
	

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Pre-assessment checklist – ICTICT216
	Candidate’ s name:            
Unit of competency:  ICTICT216 Design and create basic organisational documents
Trainer/assessor:           

Date:           

	Checklist

	Talked to the candidate about the purpose of the assessment
	 Yes 
 No     

	Explained the unit of competency
	 Yes 
 No     

	Discussed the various methods of assessment
	 Yes 
 No     

	In consultation with trainer/assessor, the following assessment methods will be used:

	   Question/answer
	   Observation/Demonstration
	   Log, Journal, Diary

	   Case study
	   Portfolio, work samples
	   Third Party Reports

	   Reports
	
	

	Assessment environment and process

When will assessment occur?       
Where will assessment occur?       
Special needs (if any)       
How many workplace visits are required (if appropriate)?       
What resources are required?      

	Information has been provided on the following:

	   Confidentiality procedures
	   Re-assessment policy
	   Appeals process

	   Regulatory information
	   Authenticity of candidate’ s work

	Discussed self-assessment process
	 Yes 
 No     

	Summarised information and allowed candidate to ask questions
	 Yes 
 No     

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Self-assessment record – ICTICT216
	Candidate’ s name:       
	Part D

	Unit of competency:  ICTICT216 Design and create basic organisational documents
Trainer/assessor:      
Date:      

	Tasks
	I do the workplace task…
	Candidate’s comments

	
	…very well
I’m sure I can do the task
	…quite well
I think I can do the task
	…no, or not well
I don’t (or can’t) do the task
	

	7. I can produce workplace documents using a minimum of three software applications, e.g. Word, PowerPoint, Excel, Publisher.
	
	
	
	     

	8. I can open, change and then save documents to locations as required in my workplace.
	
	
	
	     

	9. I can apply the required WHS and ergonomic requirements to my work as a matter of routine.
	
	
	
	     

	10. I can use advanced functions to format documents. 
	
	
	
	     

	11. I can construct and store a range of documents according to organisational standards, policies and procedures. 
	
	
	
	     

	12. I make use of the help functions and online help of the various software applications I use.
	
	
	
	     

	13. I can import and export data from various applications.
	
	
	
	     

	14. I can construct a simple spreadsheet.
	
	
	
	     

	15. I can establish and confirm document requirements according to business need.
	
	
	
	     

	16. I can determine applicable organisational document and style guidelines and procedures.
	
	
	
	     

	17. I can research and select application software according to organisational procedures.
	
	
	
	     

	18. I can design and configure document template using application software according to task specifications.
	
	
	
	     

	19. I can create organisational document using a range of features from application software.
	
	
	
	     

	20. I can edit and amend document design according to business need.
	
	
	
	     

	21. I can finalise, save and back up document according to organisational procedures.
	
	
	
	     

	22. I can review document and obtain feedback from required personnel
	
	
	
	     

	23. I can incorporate feedback and update document according to business need.
	
	
	
	     

	24. I can save and close working documents and tools according to organisational procedures.
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – ICTICT216
	Candidate’s name:            

Unit of competency:  ICTICT216 Design and create basic organisational documents
Trainer/assessor:           

Date:           

	Did the candidate demonstrate the following performance evidence at least once:
	Yes
	No
	N/A

	· develop and produce at least two required organisational documents, with minimal design instruction.
	
	
	

	During the above, the candidate must:
	
	
	

	· Edit documents according to at least two different feedback suggestions
	
	
	

	· Save documents and back up in a different location
	
	
	

	· Comply with style guidelines and organisational procedures.
	
	
	

	In the assessment/s of the candidate’s performance evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Knowledge evidence checklist – ICTICT216 
	Candidate’s name:            

Unit of competency:  ICTICT216 Design and create basic organisational documents
Trainer/assessor:           

Date:           

	Did the candidate show their knowledge of the following?
	Yes
	No
	N/A

	· Application software tools and features
	
	
	

	· Organisational style guidelines and procedures
	
	
	

	· Organisational storage and retrieval procedures.
	
	
	

	In the assessment/s of the candidate’s knowledge evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Portfolio of evidence checklist – ICTICT216 
	Candidate’s name:       
	Part E

	Unit of competency:  ICTICT216 Design and create basic organisational documents
Trainer/assessor:                

Date:                

	Description of evidence to 
include in portfolio
	Assessor’ s comments
	Tick* 

	
	
	V
	S
	C
	A

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


* V = Valid; S = Sufficient: C = Current; A = Authentic
Workplace assessment checklist – ICTICT216 
	Candidate’s name:       
	Part F

	Unit of competency:  ICTICT216 Design and create basic organisational documents
Trainer/assessor:                

Date:                

	Name of organisation:        
Address:       
Telephone:       
Email:        
Workplace supervisor:       

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	Develop and produce at least two required organisational documents, with minimal design instruction.
	     

	
	Edit documents according to at least two different feedback suggestions
	     

	
	Save documents and back up in a different location
	     

	
	Comply with style guidelines and organisational procedures.
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	Application software tools and features
	     

	
	Organisational style guidelines and procedures
	     

	
	Organisational storage and retrieval procedures.
	     

	Workplace supervisor’ s signature:
	     
	Date:
	     


	TEIA Ltd

	Observation Checklist/Third Party Report

	This is a confidential report. It is for the perusal of the supervisor, the candidate, and the assessor. (Part G)

	Name of candidate:
	     

	Units of competency:
	 ICTICT216 Design and create basic organisational documents


As part of the assessment for the units of competency above we are seeking evidence to support a judgement about the above candidate’s competence. This report may be completed as either an Assessor Observation Checklist or a Third-Party Report where the candidate has access to a suitable work environment. Multiple reports may be completed where a single person is unable to verify all elements.

Note that assessors may also use this document to record and confirm competency in routine tasks associated with a learning program over an extended period of time, i.e., accumulated evidence.


	This report is being completed as:
	   Assessor Observation

    Third Party Report

	Name of Supervisor:
	     

	Position of Supervisor:
	     

	Workplace:
	     

	Address:
	     

	Telephone:
	     

	Email:
	     

	Has the purpose of the candidate's assessment been explained to you?
	  Yes         No

	Are you aware that the candidate will see a copy of this form?
	  Yes         No

	Are you willing to be contacted should further verification of this statement be required?
	  Yes         No

	What is your relationship to the candidate?
	     

	How long have you worked with the person being assessed?
	     

	How closely do you work with the candidate in the area being assessed?
	     


	What is your experience and/or qualification(s) in the area being assessed? (Include teaching qualifications if relevant.)
	     



	Does the candidate consistently perform the following workplace activities?
	Yes
	No

	I can develop and produce at least two required organisational documents, with minimal design instruction.
	
	

	I can edit documents according to at least two different feedback suggestions
	
	

	I can save documents and back up in a different location
	
	

	I can comply with style guidelines and organisational procedures.
	
	

	Task 1
Construct a simple spreadsheet using data provided by your supervisor. Export the data so that you can then present the data in both a word processing and presentation application.
	
	

	Comment (if relevant):
     

	Task 2
Demonstrate to your supervisor how to access a range of input and output devices by retrieving files, saving to new locations and printing the documents. Also explain the help functions that are available to you.
	
	

	Comment (if relevant):
     

	Task 3

Explain to your supervisor the types of software used by you in the workplace, the common functions found in each application, the purposes the software is used for and how these contribute to the effectiveness and success of the business.
	
	

	Comment (if relevant):
     

	Does the candidate:
	Yes
	No

	· perform job tasks to industry standards?
	
	

	· manage job tasks effectively?
	
	

	· implement safe working practices?
	
	

	· solve problems on-the-job?
	
	

	· work well with others?
	
	

	· adapt to new tasks?
	
	

	· cope with unusual or non-routine situations?
	
	

	·      
	
	

	Overall, do you believe the candidate performs to the standard required by the units of competency on a consistent basis?
	    No  Yes        

	Identify any further training in this area that the candidate may require:

	     

	Comments:

	     

	Supervisor’s Signature: 
	Date:      


	Record of Assessment 

 ICTICT216 Design and create basic organisational documents

	Name of candidate
	     

	Name of assessor
	     

	Use the checklist below as a basis for judging whether the candidate’s document and supporting evidence meets the required competency standard.

	
	Yes       No

	1. Prepare to develop organizational documents
	      

	1.1 
Establish and confirm document requirements according to business need 

1.2 
Determine applicable organisational document and style guidelines and procedures
1.3 
Research and select application software according to organisational procedures
	

	
	

	2.    Develop organizational documents
	      

	2.1 
Design and configure document template using application software according to task specifications
2.2 
Create organisational document using a range of features from application software
2.3 
Edit and amend document design according to business need
2.4     Finalise, save and back up document according to organisational procedures
	

	
	

	
	

	3. Evaluate organisational documents and incorporate feedback
	      

	3.1 
Review document and obtain feedback from required personnel
3.2 
Incorporate feedback and update document according to business need 

3.3 
Save and close working documents and tools according to organisational procedures
	

	Does the candidate meet all of the unit of competency’s requirements?

	
	Yes
	No

	· Critical evidence requirements met
	       

	· Underpinning knowledge and understanding demonstrated
	       

	· Key competencies / Employability skills demonstrated at appropriate level
	       

	· Sufficiency of evidence
	       

	


	Evidence provided for this unit of competency is…
	Valid
	Authentic
	Current

	
	
	
	


	Candidate is:

	Competent  
	
	Not competent currently       
	

	Withdrawn after participation
	
	Withdrawn without participation  
	

	Not seeking assessment  
	
	
	

	Signed by the assessor:                                                                          Date:       


	Feedback to candidate

       


Request for Qualification Issue
As the assessor this course working with this learner, my records indicate the following Statements of Attainment/Qualification should be issued as detailed below:
	Student’s Name:
	 

	Organisation:
	 


Qualification/Statements of Attainment Details

	Statement/s of Attainment
Units of Competency to be issued  

	  
Tick if SOA required
	Full Qualification

ICT20120 Certificate II in Applied Digital Technologies
	
Tick if Qualification required

	
	BSBSUS211* 
Participate in sustainable work practices
	
	BSBSUS211* 
Participate in sustainable work practices

	
	BSBTEC202* 
Use digital technologies to communicate in a work environment
	
	BSBTEC202* 
Use digital technologies to communicate in a work environment

	
	BSBWHS211* 
Contribute to the health and safety of self and others
	
	BSBWHS211* 
Contribute to the health and safety of self and others

	
	ICTICT213* 
Use computer operating systems and hardware
	
	ICTICT213* 
Use computer operating systems and hardware

	
	ICTICT214* 
Operate application software packages
	
	ICTICT214* 
Operate application software packages

	
	ICTICT215*
Operate digital media technology packages
	
	ICTICT215*
Operate digital media technology packages

	
	ICPDMT321
Capture a digital image
	
	ICPDMT321
Capture a digital image

	
	ICTICT216 
Design and create basic organisational documents
	
	ICTICT216 
Design and create basic organisational documents

	
	ICTICT206 
Install software applications
	
	ICTICT206 
Install software applications

	
	ICTICT219 
Interact and resolve queries with ICT clients
	
	ICTICT219 
Interact and resolve queries with ICT clients

	
	ICTICT221 
Identify and use specific industry standard technologies
	
	ICTICT221 
Identify and use specific industry standard technologies

	
	ICTSAS214 
Protect devices from spam and destructive software
	
	ICTSAS214 
Protect devices from spam and destructive software

	
	
	
	

	
	
	
	


Qualification requirements: (6 core units – asterisked – and 6 elective units)

Assessor’s Review 

	As the assessor I have…
	Yes
	No

	Checked that all units of competency listed have been judged Competent.

	
	

	Checked other Training Package requirements have been addressed (e.g. foundation skills, essential elements, etc.)

	
	

	Confirmed Literacy and Numeracy requirements as per qualification have been achieved.
	
	

	Comments:
     


	Assessor’s Name:
	

	Assessor’s Email:
	     
	Assessor’s Telephone:
	     

	Authorised by School/Institution Representative:
	

	Date:
	

	Processed at RTO by:
	     

	Date:
	     


Note:  The issuing of the qualification incurs a fee.  This may change so contact TEIA for the most current arrangement. An invoice will accompany the printed documents and be returned by post to either the candidate or the funding organisation.
Glossary

This glossary explains common terminology used in the VET sector and in this trainer’s and assessor’s guide.

Access and equity: Applying access and equity principles to training and assessment means meeting the individual needs of learners without discriminating in terms of age, gender, ethnicity, disability, sexuality, language, literacy and numeracy level, etc.

Assessment: Assessment means collecting evidence and making decisions as to whether a learner has achieved competency. Assessment confirms the learner can perform to the expected workplace standard, as outlined in the units of competency.

Assessment mapping: Assessment mapping ensures assessments meet the requirements of the unit/s of competency through a process of cross-referencing.

Assessment records: Assessment records are the documentation used to record the learner’s evidence of competency.

Assessment tools: Assessment tools are the instruments and procedures used to gather, interpret and evaluate evidence.

AQTF: The AQTF is the Australian Quality Training Framework. It was superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011. 
AQTF standards: The AQTF standards are national standards designed to ensure high-quality training and assessment outcomes. They were superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011.

ASQA: ASQA is the Australian Skills Quality Authority, the national regulator for Australia’s vocational education and training sector. ASQA regulates courses and training providers to ensure nationally approved quality standards are met.

Authentic/authenticity: Authenticity is one of the rules of evidence. It means the learner’s work and supporting documents must be genuinely their own.

Competency: Competency relates to the learner’s ability to meet the requirements of the unit/s of competency in terms of skills and knowledge.

Current/currency: Currency is one of the rules of evidence. It means ensuring the learner’s skills and knowledge are up to date.

Delivery plans: Delivery plans are lesson plans that guide the process of instruction for trainers.

Dimensions of competency: The dimensions of competency relate to all aspects of work performance. There are four dimensions of competency: task skills, task management skills, contingency management skills and job/role environment skills.

Fair/fairness: Fairness is one of the principles of assessment. It means assessments must not be discriminatory and must not disadvantage the candidate.

Flexible/flexibility: Flexibility is one of the principles of assessment. It means assessments must meet the candidate’s needs and include an appropriate range of assessment methods.

Knowledge evidence: Knowledge evidence is specified in the unit of competency. It identifies what a person needs to know to perform the work in an informed way.

Performance evidence: Performance evidence is specified in the unit of competency. It describes how the knowledge evidence is applied in the workplace.

Principles of assessment: Principles of assessment ensure quality outcomes. There are four principles of assessment – fair, flexible, valid and reliable.

Recognition: Recognition is an assessment process where learners match their previous training, work or life experience with the performance and knowledge evidence outlined in the units of competency relevant for a qualification.

Reliable/reliability: Reliability is one of the principles of assessment. It means that assessment must have a common interpretation.

Rules of evidence: Rules of evidence guide the collection of evidence. There are four rules of evidence – it must be valid, sufficient, current and authentic.

Skill sets: Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. They build on a relevant qualification.

Standards for NVR Registered Training Organisations 2011: The Standards for NVR Registered Training Organisations superseded the AQTF in some jurisdictions in July 2011. They are designed to ensure nationally consistent, high-quality training and assessment services for the clients of Australia’ s vocational education and training (VET) system.

Sufficient/sufficiency: Sufficiency is one of the rules of evidence. Sufficiency of evidence means there is enough to satisfy the unit/s of competency.

Training and assessment strategy: A training and assessment strategy must be developed by training organisations for all their training programs. It is a framework that guides the learning requirements.

Valid: The term valid relates to the rules of evidence and principles of assessment. It means meeting the unit/s of competency’s performance and knowledge evidence requirements.

Validation of assessment: Validation of assessment means a range of assessors must review, compare and evaluate assessments and assessment processes on a regular basis to ensure they meet the unit/s of competency assessed. The evaluation process must be documented and form part of the RTO’s continuous improvement process.

VET Quality Framework: The VET Quality Framework superseded the AQTF in some jurisdictions in July 2011. It is aimed at achieving greater national consistency in the way providers are registered and monitored and in how standards in the VET sector are enforced.
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