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Participate in workplace safety procedures


	Task No & Title: 

	Worksheet 

	Title:
	Word Golf Course worksheet

	Suitable for Classes:

	Certificate II Business Cert II in ICT

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 1 Lesson

	Date Due:


	  Today

	Task Brief:
	

	Files Required
	Camera


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

Using the text below  paste into a new document into your word processing package and follow the instructions below:

____________________Copy below______________

Parkwood Public Golf Course

Local Rules

Preferred Lies: one club lenght may be taken on the closely mown surface of the fairway being played

Car Tracks: a ball lying in the wheel tracks may be lifted and droped within one club length - but not nearer the hole - no penalty

Out of Bounds: a ball lying outside the boundary fence of the course is out of bounds. Penalty - one stroke and distanse

Water: the river is a lateral water hazard and a ball may be dropped as near as possible to the point of entry to the hazard - penalty - one stroke

Immovable Obstructions: all staked trees, sprinklers, tee signs and all other man made objects are immovable obstructions and relief may be taken by dropping within one club length.

Ettiquette

Please repare pug marks and divots

High healed or deep rippled soled footwear must not be worn on course

Flags, golf clubs and bags must not be dropped on greens

Players looking for a lost ball must call the following group throuh

Silence must be observed when players are hitting off th tee

For private tuition and golf clinics

call

Peter Faulks

Business: (08) 9876 5432

Mobile: 0412 345 678

________________End of copy_____________

Throughout this exercise make sure you save your work regularly

1.
Make your page orientation portrait with a 2.5 cm margin all around.
1 mark

2.
All text should be size Arial 12, left justified and plain unless specified.
2 marks

3.
Make the golf course's name all capitals, bold, centred and size 14
2 marks

4.
Immediately below the line 'Local Rules' add
2 marks


"(To be read in conjunction with the rules of golf)" 


5.
Check the local rules and etiquette for spelling mistakes and correct
2 marks

6.
Number the five local rules, 1 to 5, using a hanging indent
2 marks

7.
Make the five etiquette rules into a bulleted list
2 marks

8. Swap and re-number the locations of the rule about preferred lies with the rule  about  water. 
2 marks
9. Make the line "For private tuition." into three separate lines with the word 'and' on the middle line by itself. Centre these three lines and make the text bold. Also centre the last four lines making the person's name bold and all in capitals. 




2 marks

10.
Add a blank line after the heading Etiquette.
2 marks

11.
Make every occurrence of the word ‘penalty’ underlined and in italics. 
2 marks

12.
Add the following paragraph after the last local rule: (make sure you check your 
spelling).

'Players co-operation is requested in observing the following procedures to prevent staff from golf balls. When the flag has been removed the green is out of play and golfers are not to hit to the green until the flag has been replaced. Golfers must also wait for an approaching vehicle or mower to pass behind, or out of range before playing their shots. Alternatively golfers may be called upon to play their shots by the operator.'
2 marks

13. Make this newly entered paragraph justified and give it the heading 'SAFETY RULES'.  Make this heading bold. 
2 marks




1 + 2 + 2 + 2 + 2 + 2 + 2 + 2 + 2 + 2 + 2 + 2 + 2 = Total: 25 marks
Answer

Save the work
	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































