Peter Faulks – Web Page Teaching – How To


	Task No & Title: 

	Design Organizational Documents using computer 

	Title:
	Certificate II in Business

	Suitable for Classes:

	Certificate II Business

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	1 Lesson

	Date Due:


	 Today

	Task Brief:
	

	Files Required
	


Items highlighted in yellow are tasks for you to complete
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Items in Purple are help tips

	Unit
	Number
	Title
	Study Time

	1
	BSBCMN201A 
	Work effectively in a business environment
	20

	2
	BSBCMN202A 
	Organize and complete daily work activities
	15

	3
	BSBCMN203A 
	Communicate in the workplace
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30

	4
	BSBCMN204A 
	Work effectively with others
	20

	5
	BSBCMN205A 
	Use business technology
	30

	6
	BSBCMN211A 
	Participate in workplace safety procedures 
	15

	7
	BSBCMN213A 
	Produce simple word processed documents
	40

	8
	BSBCMN214A 
	Create and use simple spreadsheets
	20

	9
	BSBCMN108A 
	Develop keyboard skills
	40

	10
	BSBCMN107A 
	Operate a Personal Computer
	20

	11
	ICAITU013C 
	Integrate Commercial computer packages
	30

	12
	ICAITU012C 
	Design Organizational Documents using computer 
	50

	
	
	TOTAL
	


Section 1 Practical Set Up Folders

Next lesson we will set up Cover Pages for each unit

Task Requirements

The task requires that you set up your electronic filing space, work folder and evidence portfolio in accordance with the following guidelines
Due Date

This task is due today
It is your responsibility to ensure that this task is submitted on time. If you are unable to submit this task on the specified date, it is your responsibility to see me to negotiate any extensions or any extra assistance that may be require.
Task Feedback

Your electronic filing system must contain the following (this must be evidenced through a print screen print out):

You must create a folder in your work space titled C2BUS Folders
Within that folder you are to create the following sub folders: Use Unit 01,  Unit 02 etc.

	Unit 01
	Work effectively in a business environment

	Unit 02
	Organize and complete daily work activities

	Unit 03
	Communicate in the workplace

	Unit 04
	Work effectively with others

	Unit 05
	Use business technology

	Unit 06
	Participate in workplace safety procedures 

	Unit 07
	Produce simple word processed documents

	Unit 08
	Create and use simple spreadsheets

	Unit 09
	Develop keyboard skills

	Unit 10
	Operate a Personal Computer

	Unit 11
	Integrate Commercial computer packages

	Unit 12
	Design Organizational Documents using computer 
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Binder

1. Your evidence portfolio (A4 Binder with dividers provided to you) must contain the following:

· Spine Label

· 5 file dividers with the following labels:

· Course Documents

· Term 1

· Term 2

· Term 3

· Student Assessment Record
2. Your work folder (provided by you) must contain the following:

· A two ring binder.

· A cover page with your name.
· 14 File dividers with the following sections:

	Unit 01
	Work effectively in a business environment

	Unit 02
	Organize and complete daily work activities

	Unit 03
	Communicate in the workplace

	Unit 04
	Work effectively with others

	Unit 05
	Use business technology

	Unit 06
	Participate in workplace safety procedures 

	Unit 07
	Produce simple word processed documents

	Unit 08
	Create and use simple spreadsheets

	Unit 09
	Develop keyboard skills

	Unit 10
	Operate a Personal Computer

	Unit 11
	Integrate Commercial computer packages

	Unit 12
	Design Organizational Documents using computer 

	 
	Course Information

	
	Working Notes Drafts



Insert screen shot here:
	ASSESSOR FEEDBACK FORM

	Student Name:
	

	Assessment Date/Due
	
	Assessor’s Name:
	Peter J Faulks

	Training Package: 
	ICA05

	Qualification: 
	ICA20105 Certificate II in Information Technology

	


FEEDBACK FOR FUTURE ACTION

	Overall performance, gaps and feedback:




	Assessment Record


	Satisfactorily Completed

	

	Task 1: Practical Activities
	Yes
	No

	Task 2: Written Questions
	Yes
	No

	Task 3: Observation
	Yes
	No


	Is a reassessment required?     Circle 

	Yes   

	       No



	Date of Reassessment if applicable:  _____________________


	Satisfactorily Completed

	Task 1: Practical Activities
	Yes
	No

	Task 2: Written Questions
	Yes
	No

	Task 3: Observation
	Yes
	No


Assessment of Competency completed: _____/_____/_____

Outcome: (Tick)
	Competent
	
	Not yet competent
	


	Candidate Signature:


	Date:

	Assessor Signature:

	Date:


Certificate II in Information Technology
Checklist of electronic, work and portfolio filing systems

01 ICAU1128B Operate personal computer
	Name:


	Competent  
	Yes
	Not Yet


Section 1 Practical

Task Requirements

The task requires that you set up your electronic filing space, work folder and evidence portfolio in accordance with the following guidelines
Due Date

This task is to be submitted on 5 February 2011.
It is your responsibility to ensure that this task is submitted on time. If you are unable to submit this task on the specified date, it is your responsibility to see me to negotiate any extensions or any extra assistance that may be require.
Task Feedback

Your electronic filing system must contain the following (this must be evidenced through a print screen print out):

You must create a folder in your work space titled C2BSB.
Within that folder you are to create the following sub folders:

	01 Operate personal computer

	02 Follow workplace safety procedures

	03 Design organisational documents using computing packages

	04 Operate computer hardware

	05 Operate computing packages

	06 Integrate commercial computing packages

	07 Use computer operating system

	08 Work effectively in an IT environment

	09 Communicate in the workplace

	10 Connect hardware peripherals

	11 Maintain equipment and consumables

	12 Access and use the internet

	13 Work individually or as a team member to achieve 
organisational goals

	14 Capture a digital image


3. Your evidence portfolio (provided to you) must contain the following:

· Spine Label

· 5 file dividers with the following labels:

· Course Documents

· Term 1

· Term 2

· Term 3

· Student Assessment Record
4. Your work folder (provided by you) must contain the following:

· A two ring binder.

· A cover page with your name.
· 18 File dividers with the following sections:

	· Time Plans

· Term evidence records

· 01 Operate personal computer
· 02 Follow workplace safety procedures
· 03 Design organisational documents using computing packages
· 04 Operate computer hardware
· 05 Operate computing packages
· 06 Integrate commercial computing packages
· 07 Use computer operating system
· 08 Work effectively in an IT environment
· 09 Communicate in the workplace
· 10 Connect hardware peripherals
· 11 Maintain equipment and consumables
· 12 Access and use the internet
· 13 Work individually or as a team member to achieve organisational goals 
· 14 Capture a digital image

· Reflection 

· Homework



	

	



Insert screen shot here:
Teacher Comment & Signature


Student Comment and Signature

Parent Comment and Signature

	Student Name:
	Date submitted:

	I declare this evidence to have been produced by me the undersigned.

Candidate’s signature:

	Title of Portfolio evidence presented (include Unit No and section  i.e. 03.05)

:-

	□
Outcomes from learning programs (including self-learning and online learning)

□
Assessment feedback (from a trainer or assessor)

□
Observation checklists (from a workplace supervisor or assessor)

□
Written statements or references (including workplace supervisors, community leaders)

□
Job descriptions

□
Work journal

□
Work samples

□
Finished products

□
Product descriptions or specifications (supporting the product samples included) 

□
Statutory declarations

□
List others (or delete any from above not provided)

· All work submitted to be word processed and spell checked.

· There must be at least two samples of evidence for each 

Element within the Unit of Competency.                 This is sample    1 / 2

· All work submitted must be of a high quality and meet the 

requirements of the Unit of Competency.

	Other evidence (List each piece):

	Assessor to complete

Evidence is     Valid     Sufficient     Authentic    Current


       □
    □
    □      □
Assessor signature: _________________________________Date: _____________

Peter Faulks,  BA Soc Sci, Grad Dip Ed, Cert IV AWT
Certificate II in Business     assessor/teacher

	Assessor to complete

Student is declared                       Competent    Not Yet Competent 

                                 □         □
Keep a copy of this report with your file for evidence
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