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Trainer/assessor guide

BSBWRT301
Write simple documents

Welcome to this unit of study

This unit describes the skills and knowledge required to
plan, draft and finalise a basic document.

It applies to individuals who apply a broad range of
competencies in various work contexts and may exercise

some discretion and judgement to produce a range of
workplace documentation.

It may be undertaken as:

» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

» part of a formal skill set

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



Contents

AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
TOPIC T: PlAN OCUMENT .ttt ettt sttt sttt e be sttt e st s b st et e st ebesbe st et e st sbesbesaestebesbesenteresbestensenens 5
Audience and PUrPOSE OFf AOCUMEBNT.....civiriirieirirerete ettt ettt sttt s b et e et s bt s besbe e enesbesbenes 5

FOIMAE @NA STTUCTUE ..ottt ettt ettt s e et b b s et e bt b e s e e e st sb e b e s eseebenseneneenis 9
OrganiSatioNal FEOUINEIMENTS ...cvivieieeririeietettrtet ettt st ettt s et et et stessessesesbesbessessesesbesessesessesensenessessensensoses 17
Establishing method of COMMUNICAtION .c..iiiiiiiiieie ettt 20

Check YOUT UNAEISTANGING ....coveviirieieiertinieietetertee ettt ettt st b e bbb bt e st e bbb et ebe s b e b et esesbesbenseneenis 23

TOPIC 2: Draft DOCUMENT.c..cuieeiitiiteteeee ettt e st et s te st e st et ebe st e ste e ese st e ste st esesbe st esseseesesbesseneeseebessanseseesessanseseans 25
Developing Araft dOCUMENT ....cvi ittt sttt sttt be sttt ebeste st e e ese st e steaesesbesteseneesessessansenens 25
Including additional INFOIMATION .c.eiiiiiiecreee ettt sttt ettt b e st et eebesbesbesenean 34

Check YOUT UNAEISTANGING ...coeviirieieiertirieietriert ettt ettt et ettt sttt be sttt e st e bt b e b et ebe s b e bensenesbesbenseneenis 39

TOPIC 3: REVIEW HOCUMENT vttt sttt sttt ettt sttt ettt sa et e s b sae et e st e s be e st e b e sbesaeesbesbesbesatenbesbesasenbensesaeensanses 41
CECKING Arafts wiiiieiiiiirieie ettt ettt st et et et st e st e s e st e be s b e b e s e eseebe s b e s e st ebesbenbentesestenbenseneess 41
ENSUring draft is ProOfrEaAd .....coivirieieiririeceeseet ettt sttt st st et b st sttt be st et e e ebesbesbenseneen 46

Check YOUT UNAEISTANGING ....couiviirieieiertirieietriesteet ettt ettt ettt st be bbb et b s b b et ebe s b e bensesesbessenseneenes 47

TOPIC 4: Write fiNal OCUMIEBNT....ciiiciciciee ettt sttt sttt e be st et e e e se st et e e eseebestenaeseesesbanseneane 49
PrOOTIEATINEG....eevirieieietistertet ettt sttt st sttt st st et et et e st et e e e b e s be st e st e st ebesee st eseeb e st e te st esesbe st et eneebeseeseneenens 49
SENAING TO MECIPIENTS c.viteteiietertetet ettt ettt ettt st et ettt s bt e st ebe s b e s be b et sbesbe st eseebesbesbe st eneebesbebeneesesbesbeneeneane 51

Check YOUT UNAEISTANGING ....coviviirieieiertirieietri ettt ettt ettt st et b s bbb e st e b s b e b et ebe s b e bentenesbesbenseneens 55
RTINS . ..ttt ettt b bbbt st b ettt bbb st s beb e st b e stk e bt b e bt b e st ke b et b e Rt eb etk ene et enet e b et ebene 57
ASSESSMENT WOTKDOOK ...ttt e bbb b e b st e b s st et et st st st st st e 59
UNIE INFOIMIGTION .ttt ettt st s b et b s bt n b e e er et snenennes 61
What is competency-Dased aSSESSIMENT?......ccviiririieie ettt st sttt be b e ene 62
How Will My COMPELENCY D @SSESSEA?....ouiiiiierieeieete ettt sttt st ettt st et st sbe et e besbesatensenbesanensenses 63
ASSESSIMENT ZIEEIMENT ...ttt sttt st s e sttt sae e et e et e s bt e b e et e e b e e be e bt e saeesbeeabaesbeesaeesaeesmeeensesmsesanesnneensens 64
FOUNdation SKillsS CRECKIIST.......cuirieiiiiciiece et 65
SKillS FECOGNILION.....eeeiieeeteeertecerrteee et rtes e reee st e e st e sae st e s e sstes e ssaes e snessesssesasssssssnsssesssessesssesssessasssessesssessesssessesnees 66
TOPIC T: PlaN OCUMENT c.cueiitieietetc ettt sttt sttt st s b e st e st s b st et et ebesbe st et ebesbesaenaenesbesbenseneene 67
TOPIC 2: Draft DOCUMENT.c..cuiiuiitiieieeetereetete ettt sttt sttt ettt sttt s b st st e bt s b st et et e bt s b e s b et e bt ebesbenaeseebesbeneeneene 68
TOPIC 3: REVIEW HOCUMENT ettt sttt ettt st ettt sa et e s besae et e st e s be e st e b esbesaeesbesbesbesatenbesbesasentensessaensanses 69
ToPIC 4: Write fiNal OCUMIEBNT...ccuiieieereee ettt sttt sttt st st e b st e st e e esesbesbenaesesbesbenseneane 70
KNOWIEAZE QUESTIONS .....oonniieieiereireieereeeteeresentesste st e sressassetessssesnesssssessasssesonsasssesostesssesostesssessssssssesssssessessasssssasses 71
TOPIC T2 PlaN OCUMENT cueuiiieiieiesieteeee ettt sttt sttt et st e b st e st e e e sesbesbe st eneebesbeneeneesesbessensenesbessenseneane 72
TOPIC 2: Draft DOCUMENT.c..cuiieiriirieteieeretet ettt sttt st sttt ettt s b st et e st e be s b et et ebesbe st et ebesbesbentenesbesbenseneene 79
TOPIC 3: REVIEW HOCUMIENT ..ttt sttt sttt sttt et s b e st e st e be st et et e bt s b e s e et e bt ebesbenaeneebenbeneeneane 82
TOPIC 4: Write fiNal dOCUMIEBNT....cuiicicecteeee ettt sttt st e et et st et e e e be st e st e e eseebesbesaeseesessenseseans 87

BSBWRT301: Write simple documents (Trainer/assessor guide)
AN © smallprint V5 Jul 2019



PErfOrMANCE LASKS....cccviiiecrirtectctectccrer ettt sttt e st s re st e s e st e sse st esae st e s st sssasseessesstessasssessesssessesssesstessesssessesssessenns 20
Third party evidence COllECtioN ABrEEMENT .....ccveiiiririeeeere ettt sttt st st be st e e e s s b e ae e esene 91
TOPIC T2 Plan GOCUMEBNT ...ttt sttt sttt b e s b sttt s b st et e st s b st et e st e be s b et e e esesbesbe e enesbesbenseneesenee 92
TOPIC 2: Draft dOCUMENT...cuiitiiiieeeiertertetet sttt sttt st sttt e b e sttt s b e b e e et e bt s b et et e st e b e s be e emeebesbenaeneenenne 95
TOPIC 3: REVIEW GOCUMIEBNT ..c.iiiiieiiieeiteie sttt sttt ettt sttt et st e e tesbe s bt et e be s bt eat et e besst e b et e sbeesbenbesbesatensessesseensan 96
ToPIC 4: Wit fiNal OCUMEBNT...c.ciiieieeeere ettt sttt sttt s s b e st e e sbesbe e eseebesbenseneesenne 98

COMPIELION FECONT... ittt ettt et st s e st e s ee st s e e e s st s seesneseseesssesssessnssnssessnssstessessestesseessntesssessnnes 101

Unit mapping and assessSmMent ChECKIIST ..ottt sesneane 102

Trainer/ assesSOr USEr INSTIUCLIONS ........civiiiiiiiiiiiiiiit ittt ssbe st sbe s e ssbesabesaesassbesabes 104

BSBWRT301: Write simple documents (Trainer/assessor guide)
© smallprint V5 Jul 2019 e



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»  Plan document

»»>  Draft document

»  Review document

» Write final document

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»» information on competency-based assessment

»»  instructions on how you will be assessed

»  assessment tools to assess your competence

» instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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