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FSKWTG001 Complete personal details on extremely simple and short workplace forms
[bookmark: O_527193]

[bookmark: O_527194]Application
This unit describes the skills and knowledge required to complete key personal details on extremely simple and short workplace forms, such as personnel forms, in printed or digital formats.

An individual performing these tasks operates alongside an expert or mentor where significant support, prompting advice and modelling can be provided.

This unit applies to individuals who use, or are preparing to use, writing skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit can be integrated and contextualised with vocational training to support achievement of vocational competency.

The unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) writing core skill indicators .05 and .06 at pre-level 1 in the workplace and employment domain of communication.


No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527197]Unit Sector
Writing

[bookmark: O_527198]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to complete extremely simple and short workplace form
	1.1 Identify extremely explicit purpose of form
1.2 Identify extremely simple text features of form


	2. Complete form with structured support available
	2.1 Identify and clarify fields in form requiring personal information
2.2 Write highly familiar personal details in required fields

	3. Check complete form with structured support available
	3.1 Re-read completed information, checking spelling, word spacing, and use of upper and lower case letters
3.2 Seek feedback on completed form from expert or mentor
3.3 Finalise completed form, integrating provided feedback




[bookmark: O_527199]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

	Skill
	Description

	Reading
	Reads fields on basic forms e.g. surname, address




[bookmark: O_527208]Unit Mapping Information
Supersedes and is equivalent to FSKWTG01 Write personal details on basic workplace forms.

[bookmark: O_527207]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKWTG001 Complete personal details on extremely simple and short workplace forms
[bookmark: O_527202]

[bookmark: O_527203]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to: 
· complete and check highly familiar personal details on two extremely short and simple forms typically found in the workplace.
Information may be copied from personal documents. 

[bookmark: O_527204]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:
common purpose and features of extremely short and simple workplace forms
limited number of highly familiar words required to complete workplace forms 
when to use capital letters in completing personal details
how to locate extremely familiar words in simple word list or picture dictionary.

[bookmark: O_527205]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using extremely short and simple texts and tasks that reflect those typically found in a workplace. 

The following resources are to be made available:
extremely short and simple workplace forms requiring completion
simple picture, word or bilingual dictionary
model completed form for learner to copy or check
simple word list of extremely familiar words required by extremely short and simple workplace forms 
an expert or mentor to initiate and provide highly structured support and modelling to learner
functioning computer and keyboard when digital form is being completed in the performance evidence.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, writing, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 


[bookmark: O_527209]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178


FSKWTG002 Write short and simple workplace formatted texts
[bookmark: O_527232]

[bookmark: O_527233]Application
This unit describes the skills and knowledge required to complete short and simple workplace formatted texts, which have a highly explicit purpose and are in printed or digital formats. Formatted texts include personnel forms, time sheets, checklists, absent slips and maintenance/work logs.

An individual performing these tasks works alongside an expert or mentor where prompting and advice can be provided as needed.

This unit applies to individuals who use, or are preparing to use, writing skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit can be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) writing core skill indicators .05 and .06 at level 1 in the workplace and employment domain of communication.


No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527236]Unit Sector
Writing

[bookmark: O_527237]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to complete short and simple workplace formatted text
	1.1 Identify highly explicit purpose of text
1.2 Locate very restricted range of text features 

	2. Complete text
	2.1 Identify fields in form requiring information
2.2 Identify basic personal or workplace information required to complete text
2.3 Write routine, everyday information required by form using limited vocabulary, grammatical accuracy and writing conventions

	3. Check completed text
	3.1 Check writing by re-reading completed information and make some corrections with guidance 
3.2 Review text for completeness
3.3 Finalise text based on re-reading



[bookmark: O_527238]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.


[bookmark: O_527247]Unit Mapping Information
Supersedes and is equivalent to FSKWTG02 Write basic workplace formatted texts.
Supersedes and is equivalent to FSKWTG02 Write basic workplace formatted texts.

[bookmark: O_527246]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178


Assessment Requirements for FSKWTG002 Write short and simple workplace formatted texts
[bookmark: O_527241]

[bookmark: O_527242]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
complete, check and finalise two of the following different short and simple workplace formatted texts for a highly familiar context, in line with required purpose:
personnel form: application for leave, time sheets, absent slip
checklist
maintenance/work log
message or note in workplace message proforma
roster
standard workplace forms, for example, vehicle log or reimbursement form for expenses. 




[bookmark: O_527243]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:
common purposes and uses of short and simple workplace formatted texts
basic grammatical structures and limited verb tenses
basic punctuation
common text features of short and simple workplace formatted texts 
common symbols relevant to workplace formatted texts
simple strategies to check writing.

[bookmark: O_527244]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using short and simple texts and tasks that reflect those typically found in a workplace. 

The following resources are to be made available:
short and simple workplace forms requiring completion
an expert or mentor to provide prompting and advice to learner, as needed
functioning computer and keyboard when digital form is being completed in the performance evidence
own familiar support resources.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, writing, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 


[bookmark: O_527248]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178




FSKWTG003 Write short and simple workplace information
[bookmark: O_527251]

[bookmark: O_527252]Application
This unit describes the skills and knowledge required to write short and simple workplace information which has a highly explicit purpose and is in printed or digital formats. Information may include simple emails and messages, SMS texts, instant messages, short activity or process summaries and personnel forms.

An individual performing these tasks operates alongside an expert or mentor where prompting and advice can be provided as needed.

This unit applies to individuals who use, or are preparing to use, writing skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit can be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) writing core skill indicators .05 and .06 at level 1 in the workplace and employment domain of communication.


No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527255]Unit Sector
Writing

[bookmark: O_527256]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to write short and simple workplace information
	1.1 Identify highly explicit purpose of information
1.2 Locate very restricted range of text features
1.3 Identify key personal and workplace information required to draft text 

	2. Draft information
	2.1 Develop simple structure for information to be written 
2.2 Draft information using limited vocabulary, grammatical accuracy and writing conventions 

	3. Check and finalise information
	3.1 Check writing by re-reading completed information and make some corrections with guidance 
3.2 Check that information is suitable for identified purpose
3.3 Finalise information based on re-reading




[bookmark: O_527257]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

	Skill
	Description

	Reading
	Uses simple processes to make links between two or more pieces of information




[bookmark: O_527266]Unit Mapping Information
Supersedes and is equivalent to FSKWTG03 Write basic workplace information.

[bookmark: O_527265]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKWTG003 Write short and simple workplace information
[bookmark: O_527260]

[bookmark: O_527261]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to: 
complete, check and finalise two of the following different short and simple workplace texts for a highly familiar context: 
workplace email
short electronic message text
simple email
simple message
instant message
short activity or process summary
simple information about workplace matter.

[bookmark: O_527262]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:
purpose and uses of common short and simple workplace information types
basic grammatical structures and limited verb tenses
basic punctuation
common text features of short and simple workplace texts and uses of simple text structures 
simple strategies to check writing.

[bookmark: O_527263]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using short and simple texts and tasks that reflect those typically found in a workplace. 

The following resources are to be made available:
an expert or mentor to provide prompting and advice to learner, as needed
functioning digital technology when digital information is being written in the performance evidence
paper-based or electronic dictionary
own familiar support resources.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, writing, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527267]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKWTG005 Write simple workplace formatted texts
[bookmark: O_527289]

[bookmark: O_527290]Application
This unit describes the skills and knowledge required to complete simple workplace formatted texts which may be in printed or digital formats, such as simple incident or accident reports in organisational templates, purchase orders, log sheets or diaries, or brief shift notes in standard workplace pro-forma.

An individual performing these tasks may work with an expert or mentor where support is available if requested.

This unit applies to individuals who use, or are preparing to use, writing skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) core skill indicators .05 and .06 at level 2 in the workplace and employment domain of communication.


No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527293]Unit Sector
Writing

[bookmark: O_527294]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to complete simple workplace formatted text
	1.1 Identify and confirm audience and purpose of familiar text
1.2 Identify and interpret common text features
1.3 Identify fields in form requiring completion 
1.4 Identify personal and familiar workplace information required to complete text

	2. Draft text
	2.1 Complete text using simple vocabulary, grammatical structures and conventions
2.2 Complete text using appropriate layout and simple organisation principles

	3. Revise and finalise text
	3.1 Check draft text completeness, accuracy and suitability to audience and purpose
3.2 Review writing, incorporating feedback 
3.3 Finalise text based on re-reading




[bookmark: O_527295]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.


[bookmark: O_527304]Unit Mapping Information
Supersedes and is equivalent to FSKWTG05 Complete simple workplace formatted texts.

[bookmark: O_527303]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKWTG005 Write simple workplace formatted texts
[bookmark: O_527298]

[bookmark: O_527299]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to::

prepare, draft, check and revise two of the following different simple workplace formatted texts appropriate to audience and purpose:
simple incident or accident report in organisational template or pro-forma
form requiring data, for example, WHS form
purchase order or invoice
log sheet or diary
brief shift report in standard workplace pro-forma
standard workplace forms, for example, vehicle log or reimbursement form for expenses
telephone message in a template
simple internal job application form.



[bookmark: O_527300]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::
common features of simple workplace formatted texts and their uses
purpose, uses and structures of different simple formatted workplace texts
simple grammar and vocabulary relevant to self, workplace and everyday life
basic punctuation
simple techniques for organising information
techniques to review and revise formatted texts.

[bookmark: O_527301]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using simple formatted texts and tasks with a clear purpose that reflect those typically found in a workplace. 

The following resources are to be made available:
simple workplace forms requiring completion
an expert or mentor to provide support to learner if requested
functioning computer and keyboard when digital information is being written in the performance evidence
paper-based or electronic dictionary
own familiar support resources.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, writing, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 


[bookmark: O_527305]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKWTG006 Write simple workplace information
[bookmark: O_527308]

[bookmark: O_527309]Application
This unit describes the skills and knowledge required to write simple workplace information, which may be in printed or digital formats, such as workplace reports, including incident or accident reports, pro-formas or templates, emails, messages, notes, statements or WHS records.

An individual performing these tasks may work with an expert or mentor where support is available if requested.

This unit applies to individuals who use, or are preparing to use, writing skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

The unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) writing core skill indicators .05 and .06 at level 2 in the workplace and employment domain of communication.


No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527312]Unit Sector
Writing

[bookmark: O_527313]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to write simple workplace text
	1.1 Identify and confirm type and purpose of familiar workplace text
1.2 Identify audience for workplace text and appropriate register of writing 
1.3 Identify common text features and select for use
1.4 Identify personal and familiar workplace information required to develop text 
1.5 Develop plan with a limited number of steps to write text

	2. Draft text
	2.1 Develop simple structure for text 
2.2 Write text using simple vocabulary, grammatical structures and conventions
2.3 Apply very basic organising principles to sequence information
2.4 Layout and present text to meet workplace purpose

	3. Review and finalise text
	3.1 Check draft text for completeness, accuracy and suitability to audience and purpose
3.2 Review writing, incorporating feedback
3.3 Finalise text based on re-reading




[bookmark: O_527314]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.


[bookmark: O_527323]Unit Mapping Information
Supersedes and is equivalent to FSKWTG06 Write simple workplace information and FSKWTG04 Write simple informal workplace texts.

[bookmark: O_527322]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKWTG006 Write simple workplace information
[bookmark: O_527317]

[bookmark: O_527318]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
draft, check and revise two of the following different simple workplace texts:
workplace report, including incident or accident reports 
formatted text, pro-formas or templates, for example, internal job application form, shift handover reports, purchase orders, or invoices
standard workplace forms, including vehicle log or petty cash claim
brief shift note 
email
message or note
roster or action plan for other members of a work group
list or simple flyer of information for discussion
dot point statement about a process or procedure.



[bookmark: O_527319]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:
different forms, structures, and uses of simple formal and informal workplace texts
common features of simple workplace texts and their uses, including formatted and free form texts
basic differences between informal and formal register of writing 
simple techniques for planning to write workplace texts
simple grammar and vocabulary relevant to self, workplace and everyday life
basic punctuation 
simple techniques for organising and sequencing information 
techniques to layout and present informal and formal workplace texts
relevance and application, with support, of spell checking devices
techniques to review and revise texts.

[bookmark: O_527320]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using simple formatted texts and tasks with a clear purpose that reflect those typically found in a workplace. 

The following resources are to be made available:
an expert or mentor to provide support to learner if requested
functioning computer and keyboard when digital information is being written in the performance evidence
paper-based or electronic dictionary
own familiar support resources.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, writing, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527324]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKWTG008 Complete routine workplace formatted texts
[bookmark: O_527346]

[bookmark: O_527347]Application
This unit describes the skills and knowledge required to complete routine workplace formatted texts, which may be in printed or digital format, such as online training applications, accident or incident reports, job report forms, purchase orders with detailed goods descriptions, shift handover reports, job applications, or performance appraisal forms.

An individual performing these tasks works independently and uses familiar support resources as needed.

This unit applies to individuals who use, or are preparing to use, writing skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

The unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) writing core skill indicators .05 and .06 at level 3 in the workplace and employment domain of communication.


No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527350]Unit Sector
Writing

[bookmark: O_527351]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to complete routine workplace formatted text
	1.1 Identify audience and purpose of formatted text
1.2 Locate and interpret required fields for completion in formatted text
1.3 Locate and select information required to complete text
1.4 Plan steps required to complete text

	2. Draft text
	2.13 Use appropriate vocabulary, grammatical structures and conventions to write text
2.2 Logically organise and present information in formatted text

	3. Review and finalise text
	3.1 Review and revise draft text for completeness, accuracy and intended purpose 
3.2 Proof read draft text for spelling, punctuation and grammar 
3.3 Finalise text for use




[bookmark: O_527352]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

	Skill
	Description

	Reading
	Uses a dictionary or online resource to check word meaning and spelling




[bookmark: O_527361]Unit Mapping Information
Supersedes and is equivalent to FSKWTG08 Complete routine workplace formatted texts.

[bookmark: O_527360]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKWTG008 Complete routine workplace formatted texts
[bookmark: O_527355]

[bookmark: O_527356]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
complete and review two of the following different routine workplace formatted texts appropriate to audience and purpose:
workplace form or template, for example, incident report form including sections for description of incident, action taken, and follow up action required
job application or training request form
shift handover report in template
pro-formas, for example, purchase orders requiring detailed descriptions of goods
job report form, for example, vehicle maintenance record form
performance appraisal review form.


[bookmark: O_527357]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:
common features of routine workplace formatted texts and their uses
the purpose and use of different formatted texts to communicate relevant information and ideas to differing audiences
techniques for planning completion of routine workplace formatted texts
methods to organise and sequence information 
grammar and vocabulary appropriate for routine workplace formatted texts
strategies to spell unfamiliar words
punctuation appropriate to routine workplace formatted texts 
techniques to proofread, review and revise texts.

[bookmark: O_527358]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using routine formatted texts and tasks that reflect those typically found in a workplace. 

The following resources are to be made available:
routine workplace forms requiring completion
functioning computer and keyboard when digital information is being written in the performance evidence
paper-based or electronic dictionary
own familiar support resources.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, writing, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 


[bookmark: O_527362]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKWTG009 Write routine workplace texts
[bookmark: O_527367]

[bookmark: O_527368]Application
This unit describes the skills and knowledge required to write formal and non-formal routine workplace texts and could be used for a variety of writing types and purposes in printed or digital formats, including letters and emails, instructions, quotation for proposed work factual texts, incident or accident reports, application letter, forms, or formatted job reports.

An individual performing these tasks works independently and uses familiar support resources as needed.

This unit applies to individuals who use, or are preparing to use, writing skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) writing core skill indicators .05 and .06 at level 3 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527371]Unit Sector
Writing

[bookmark: O_527372]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to write routine workplace text
	1.1 Identify type and structure of routine workplace text
1.2 Identify audience and purpose of text and determine appropriate register of writing
1.3 Locate and select information required to complete text
1.4 Plan structure of the text and steps required to complete 

	2. Draft text
	2.1 Select text structure, features and layout consistent with text type
2.2 Use drafting strategies to write routine workplace text
2.3 Use appropriate vocabulary, grammatical structures and conventions to write text
2.4 Logically sequence and interrelate information and ideas in draft text
2.5 Format text with appropriate layout and presentation to meet workplace purpose 

	3. Review and finalise text
	3.1 Review and revise draft text for completeness, accuracy and intended purpose
3.2 Check writing is appropriate to workplace audience
3.3 Proof read draft text for spelling, punctuation and grammar
3.4 Finalise text for use




[bookmark: O_527373]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.


[bookmark: O_527387]Unit Mapping Information
Supersedes and is equivalent to FSKWTG09 Write routine workplace texts and FSKWTG07 Write routine formal workplace texts.

[bookmark: O_527384]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKWTG009 Write routine workplace texts
[bookmark: O_527376]

[bookmark: O_527377]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
write and review two of the following different routine workplace texts:
email or letter for routine workplace communication
•	formal email or letter to client, supplier, contractor or human resources
•	covering letter for job application
routine report, for example, accident or incident report
instructions for using every day technology, for example, machinery or equipment
factual text, for example, job history as part of an application letter, or text following workplace guidelines
performance appraisal review form and personal goals
record of customer comments regarding quality of service provided
notes from a short workplace discussion.



[bookmark: O_527378]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:
common features of a range of routine workplace texts and their uses
purpose of different text types, formats and layouts to communicate relevant information and ideas to differing audiences
techniques for planning routine workplace texts
methods to organise and sequence information 
informal and formal register and relevance to different workplace audiences and purposes 
grammar and vocabulary appropriate for routine workplace texts
acronyms and idioms relevant to workplace
punctuation appropriate to routine formal workplace texts and techniques to use as an aid to meaning
strategies to spell unfamiliar words
use and application of automated writing assistance tools, such as spellchecking devices 
techniques to proofread, review and revise texts.


[bookmark: O_527379]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using routine formal texts and tasks that reflect those typically found in a workplace. 


The following resources are to be made available:
functioning computer and keyboard when digital information is being written in the performance evidence
paper-based or electronic dictionary
paper-based or electronic thesaurus
automated writing assistance tools utilised in the knowledge evidence
Own familiar support resources.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, writing, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 


[bookmark: O_527390]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

FSKWTG010 Write complex workplace texts
[bookmark: O_527393]

[bookmark: O_527394]Application
This unit describes the skills and knowledge required to write complex workplace texts, which may be in printed or digital formats, such as reports, technical or design briefs, induction manuals, standard operating procedures and instruction manuals.

An individual performing these tasks works independently and uses support from a range of established resources.

[bookmark: _GoBack]This unit applies to individuals who use, or are preparing to use, writing skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) writing core skill indicators .05 and .06 at level 4 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527397]Unit Sector
Writing

[bookmark: O_527398]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to write complex workplace text
	1.1 Identify type and context of workplace text
1.2 Identify audience and purpose of text, and choose appropriate register
1.3 Identify and select options for text structure, text features, and text presentation
1.4 Develop plan to draft text in accordance with purpose

	2. Develop information for text
	2.1 Identify information required to write text
2.2 Extract and analyse information from a range of sources relevant to text purpose 
2.3 Synthesise information and organise into logical text structure

	3. Draft text
	3.1 Use broad vocabulary, grammatical structures and conventions appropriate to text 
3.2 Integrate information and sequence ideas in text
3.3 Format text with appropriate structure, layout and organisation to meet workplace purpose

	4. Review and finalise text
	4.1 Review and revise draft text for accuracy, consistency, structure, cohesion and appropriateness to audience and purpose
4.2 Proofread draft text for spelling, punctuation and grammar 
4.3 Finalise text for use




[bookmark: O_527399]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527408]Unit Mapping Information
Supersedes and is equivalent to FSKWTG10 Write complex workplace texts.

[bookmark: O_527407]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKWTG010 Write complex workplace texts
[bookmark: O_527402]

[bookmark: O_527403]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
prepare, draft and critically review at least one of the following complex workplace texts appropriate to audience and purpose:
induction manual or standard operating procedure used in the workplace
report, for example, sales figures with input from a range of sources
instruction manual for equipment or machinery
detailed instructions for a group activity
technical or design brief
evacuation instructions
formal text that incorporates specific workplace pro-formas and language, for example, agendas, minutes, emails or reports.




[bookmark: O_527404]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:
broad range of complex text types and their uses
audiences, purposes, features and contexts of complex workplace texts
informal and formal text registers and application to different audiences
methods to locate and analyse information required to write complex texts
methods to synthesise and organise information to populate complex texts
automated writing assistance tools, such as spellchecking devices 
grammar, vocabulary and punctuation relevant to complex workplace texts
range of spelling strategies
techniques to review and revise complex texts.


[bookmark: O_527405]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated independently using complex texts and tasks that reflect those typically found in a workplace and aligned to ACSF writing level 4. 

The following resources are to be made available:
paper-based or electronic dictionary
paper-based or electronic thesaurus 
own familiar support resources
functioning computer and keyboard when digital text is being completed in performance evidence
resources to support research required to complete the performance or knowledge evidence
automated writing assistance tools utilised in the knowledge evidence.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, writing, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 


[bookmark: O_527409]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178


[bookmark: _Toc485370162]
FSKWTG011 Write highly complex workplace texts
[bookmark: O_527421]

[bookmark: O_527422]Application 
This unit describes the skills and knowledge required to write highly complex workplace texts which may be in printed or digital formats, such as position papers or reports, organisational plans, complex instructions, case analysis reports, contracts, web content or promotional material.

An individual performing these tasks works autonomously and accesses and evaluates support from a broad range of sources as needed.

This unit applies to individuals who use, or are preparing to use, writing skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

The unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) writing core skill indicators .05 and .06 at level 5 in the workplace and employment domain of communication. 

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527425]Unit Sector
Writing

[bookmark: O_527426]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to write highly complex workplace text
	1.1 Identify audience and purpose of text
1.2 Identify and select options for text type, layout and presentation 
1.3 Identify and select text features appropriate to text


	2. Develop information for text
	2.1 Identify and research information required to write text
2.2 Analyse information and synthesise to support text purpose
2.3 Reflect on information gathered and organise information into structure that supports purpose and format of text
2.4 Develop plan to draft text

	3. Draft text
	3.1 Draft text with sophisticated vocabulary, grammatical structures and conventions 
3.2 Sequence text to convey evidence and support findings
3.3 Evaluate options for text layout and presentation to support the purpose and format of the text
3.4 Use and apply relevant formatting and referencing conventions, as required

	4.  Review text
	4.1  Critically reflect on and evaluate the drafting process and workplace text 
4.2 Proofread writing and revise for accuracy, consistency, structure, cohesion and appropriateness to purpose and audience
4.3 Finalise highly complex workplace text for use 




[bookmark: O_527427]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

	Skill
	Description

	Learning
	Problem solve to select appropriate text layouts, presentation and features in highly complex workplace texts
Plan, organise and analyse information




[bookmark: O_527436]Unit Mapping Information
FSKWTG10 Write complex workplace texts FSKWTG11 Write a highly complex workplace text.

[bookmark: O_527435]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



	Page 4 of 39
© Commonwealth of Australia, 2019	PwC’s Skills for Australia

[bookmark: _Toc485370163]Assessment Requirements for FSKWTG011 Write highly complex workplace texts
[bookmark: O_527430]

[bookmark: O_527431]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
autonomously prepare, draft and review at least one of the following highly complex workplace texts with highly embedded information appropriate to audience and purpose: 
management plan
story or play with developed storyline or plot
organisational plans
case analysis report
contract for service delivery
website content
detailed procedural text
position paper or report
survey
laboratory report
lengthy essay.


[bookmark: O_527432]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:
audiences, contexts and purposes of highly complex workplace texts 
text layouts, structures and presentation appropriate to highly complex workplace texts
sophisticated text features appropriate to highly complex workplace texts and their uses
informal and formal text registers and application 
methods to research, organise and sequence information according to common themes, topics and text structure
planning techniques to complete workplace texts
sophisticated stylistic devices such as nominalisation
automated writing assistance tools, such as spellchecking devices 
grammar, vocabulary and punctuation for highly complex workplace texts
techniques to review and revise highly complex texts.



[bookmark: O_527433]Assessment Conditions	
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using texts and tasks that reflect those typically found in a workplace and aligned to ACSF writing level 5. 


The following resources are to be made available:
paper-based or electronic dictionary
paper-based or electronic thesaurus
own familiar support resources
functioning computer and keyboard when digital text is being completed in performance evidence
resources to support research required to complete the performance or knowledge evidence
automated writing assistance tools utilised in the knowledge evidence.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, writing, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 



[bookmark: O_527437]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178
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