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Assessment instructions 

SAFETY AND SAFETY RESPONSIBILITIES 
The Assessor is responsible for the safety and welfare of students during assessment.  Prior to commencing any assessment, you must brief the student on their safety responsibilities. 
You must IMMEDIATELY STOP an assessment if you observe a student attempting to carry out any step or undertake any actions in an unsafe or dangerous way which may harm themselves or others. 
Check to ensure the assessment environment is safe and all resources and equipment are available and in good working order.  
RESOURCES 
Specific resources and equipment are listed on individual assessment instruments. ASSESSMENT CONDITIONS 
All assessments must comply with the assessment conditions listed in the unit of competency.  For this unit: 
Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the industry capability - workplace effectiveness field of work and include access to: 
· workplace equipment and resources 
· case studies and, where possible, real situations 
· interaction with others. 
Assessors must satisfy NVR/AQTF assessor requirements. 
REASONABLE ADJUSTMENT 
Students with disability should be provided with reasonable adjustments to enable them to meet the fundamental parts of the course required to be deemed competent.  Do not exclude, discontinue or dismiss a student on the grounds of having a disability alone. However, it is allowable to exclude a student who cannot meet the inherent requirements of the course, even with adjustments. 
Reasonable adjustment is provided in circumstances when it would not cause unjustifiable hardship to the RTO. Document and explain on the assessment instruments any reasonable adjustment provided to a student.  You must be able to prove you did not discriminate. 
The following are reasonable adjustment options which could be provided to a student. 
· Assistance of a language, literacy and numeracy support person 
· Modifications to the physical environment 
· Verbal questions or the use of a scribe 
· Using an accessible venue for the assessment 
· Modifications to computer equipment or software 
· Use of specialised equipment 
· Provision of course materials in other formats – electronic or large print 

ACADEMIC INTEGRITY 
[bookmark: _Hlk209080674]To help ensure the integrity of our assessments at Training Academy of Excellence (TAE) please take steps to prevent the following behaviours: 
· Plagiarism 
· Cheating 
· Failing to acknowledge the work or assistance of others 
· Sharing of answers or assessments  
Suggestions include: 
· Only give out Assessment Guides to students when they are being assessed. Remember to collect them at the end of the assessment 
· Save electronic documents on an Assessor’s USB for printing to avoid students leaving with copies of the assessment questions and tasks 
· Mark students physical work samples with the student initials or student number to avoid confusion 
· 
PRIVACY 
To ensure the student’s privacy follow Training Academy of Excellence (TAE)’s Privacy Policy. Keep paper assessments away from both the direct and indirect gaze of others, keep them secure and do not discuss results in public places.

AFTER ASSESSMENT 

Model answers

Use the evidence criteria, benchmarks or answers provided in this guide to support your assessment decision. The observation assessment has benchmarks which are to be used in the same way as answers. 
If you need assistance or clarification when making an assessment judgement, please contact your Education Manager. 

IMPORTANT: a student must achieve Satisfactory/S/Meets requirements on all assessment tasks and be assessed as competent for the unit of competence before a result can be given. 

FURTHER EVIDENCE REQUIRED/RESITS

If a key aspect has not been addressed correctly, the Assessor is to discuss the response with the student to determine if the student did not know the correct response or did not understand the requirement. 
The student will be given the opportunity after receiving feedback to re-sit or submit the assessment in the following session. The assessor may use their discretion to reassess the entire assessment or only the areas requiring further evidence. 
· When there is reassessment of the entire assessment, reprint a copy of the assessment to use.  Afterwards, the second or third assessment instrument must be attached to the original for filing and storage. 
· When there is partial reassessment, the Assessor must indicate on the assessment instrument what the further evidence required was and how it was obtained.  They must initial and date the question or task on the document beside their comments. 

The student is only able to re submit twice before needing to re-enrol in the unit to complete again. 
If a key aspect has not been addressed correctly, the Assessor is to discuss the response with the student to determine if the student did not know the correct response or did not understand the role play situation / question. To achieve a satisfactory result for this assessment, all key aspects that are mapped in the associated Assessment Mapping Document MUST be responded to correctly. 

PROVIDING FEEDBACK TO STUDENTS 

You must provide feedback to students regarding their results and performance. Specific feedback must be detailed on each assessment instrument and a summary provided when completing the Unit Assessment Summary Result Sheet. 

Effective feedback contributes to improving performance. When a student does not meet requirements, use the feedback fields to document areas for improvement and plans for further training and reassessment.

PAPER BASED ASSESSMENTS 

If collecting paper-based assessments, please check that you and the student have signed in all the required places and completed the appropriate fields. 

FINAL COMPETENCY JUDGEMENT 
Once all assessments have been finalised, completed the Unit Assessment Summary Result Sheet and make a final competency judgement. 
Enter your results into the system within 5 business days of completion of the unit. 

RE-ASSESSMENT 
If you 

ASSESSMENT APPEALS 
A student who is dissatisfied with the outcome of his/her assessment should first discuss their concerns with the teacher/assessor and/or program coordinator in the associated business area. If the issue is not resolved, the student may appeal the decision(s) by following the Complaints and Appeals process. For further information contact student support.

	[bookmark: _Toc75159547]Assessment Plan

	QUALIFICATION CODE
	BSB30120
	QUALIFICATION TITLE
	Certificate III in Business

	UNIT CODE
	BSBWRT311
	UNIT TITLE
	Write simple documents 

	[bookmark: _Hlk62636651]No.
	Assessment Method
	Assessment Task
	Location
	Timing for Assessment

	1
	Knowledge Quiz
	Knowledge questions   
	{RTO to complete}
	{RTO to complete}

	2
	Project
	Prepare 3 simple documents  
	{RTO to complete}
	{RTO to complete}





[bookmark: _Toc85546291][bookmark: _Toc212018868][bookmark: _Hlk105691182]Assessment Task 1: Knowledge Quiz – Knowledge questions   
	UNIT CODE 
	BSBWRT311
	UNIT TITLE
	Write simple documents 

	DUE DATE
	{RTO to complete}
	DURATION
	{RTO to complete}

	LEARNER NAME
	{RTO to complete}
	LEARNER ID
	{RTO to complete}



	TASK DESCRIPTION

	Learners must answer ten (10) knowledge questions in relation to preparing simple documents in the workplace, including:
· Preparing documents
· Proof-reading
· Following organisational policies about documents 
If learners have any questions about the task, or concerns about their ability to complete the task, please discuss these with the assessor.

	ASSESSMENT CRITERIA

	To achieve an overall satisfactory result for this assessment task, the learner must:
· answer all the questions correctly to achieve a result of Satisfactory.

	ASSESSMENT CONDITIONS

	· This assessment must take place online in the dedicated Learning Management System (LMS).
· This is an individual task.
· This assessment will be assessed as Satisfactory or Not Satisfactory.
· The learner is entitled to two additional assessment attempts following the initial attempt for each assessment task.

	RESOURCE REQUIREMENTS

	Assessor to provide:
· Laptop/desktop computer
· Access to the internet via 4G or WiFi
Learner to provide:
· Mobile phone, tablet or laptop
· Pen
· Login for LMS

	SUBMISSION REQUIREMENTS

	{RTO to complete}



	SAFETY

	· The assessor and learners must always ensure the safety of themselves and others.
· If they, for any reason, feel unsafe, learners can stop participating in the assessment. They must inform the assessor if they do.
· If the assessor determines the safety of any person to be at risk, the assessor will stop the assessment immediately and learners will undertake the assessment at another time.





Respond to all questions.
	Q1. How can you make an email easier to read?
☐Using complex sentences.
☐Use of technical words and jargon.
☐Use simple words that the reader can easily understand.
☐Avoiding any greetings.
Q2. Which sentences are incorrect? 
 ☐I hope you are well.
☐I will contact you tomorrow.
☐Thank you for your phone call.
☐Please forward the document to be soon as possible.
Q3. Which subject line has a spelling error?

Q4. Which line should go at the end of a letter to a customer?
☐We will be providing free drinks and snacks.
☐I am writing to invite you to our opening next week.
☐Please contact me if you have any questions.
☐It will be held at our warehouse at 30 CBD street.
Q5. What is the correct order for parts of a letter?
☐recipient details -body - signature -closing -opening
☐closing -opening -recipient details -body-signature
☐recipient details- opening-body-closing-signature
☐opening - recipient details -body - signature - closing
Q6. Where does the comma go in this sentence?
☐I will schedule a meeting invite, the team and get everyone’s feedback.
☐I will, schedule a meeting invite the team and get everyone’s feedback.
☐I will schedule a meeting invite the team and get everyone’s feedback.
☐I will schedule a meeting, invite the team and get everyone’s feedback.
Q7. What is the best greeting for a formal letter to a company manager?
☐Dear Ms Jones
☐Hi Janet
☐Hey Janet
☐G’day Miss Jones
Q8. What’s the best way to write emergency procedure steps?

Q9. What’s not included in a meeting agenda?
☐The meeting’s date and time
☐How the meeting will be held (phone, video, face-to-face)
☐The purpose and topics to discuss
☐The minutes from previous meetings
Q10. What must employees do about company policies and procedures?
☐Follow all of them while working there
☐Follow only some
☐Ignore them and do what a past employer said
☐Pretend to follow them







[bookmark: _Toc211879199][bookmark: _Toc212018869]Assessment Task 2: Project and Portfolio – prepare simple documents.
	UNIT CODE 
	BSBLED211
	UNIT TITLE
	Write simple documents

	DUE DATE
	{RTO to complete}
	DURATION
	{RTO to complete}

	LEARNER NAME
	{RTO to complete}
	LEARNER ID
	{RTO to complete}



	TASK DESCRIPTION

	This task requires you to demonstrate your ability to plan, draft, and finalise three (3) different simple workplace documents that clearly communicate the required information. Each document must follow ABC General Store’s Style Guide (Appendix 1) and meet the needs of the intended audience and purpose.
This task must be based on a workplace or simulated workplace environment. You may use your current employment, work placement or a voluntary role. If you are not currently engaged in the workplace, you may base your project on simulated workplace environments that you engage in during other assessments. 
Part 1 – Email
Write an email to all staff the upcoming maintenance of the parking lot and alternative arrangements made.
You must:
· Plan, draft and finalise the email
· Use clear and professional language suitable for all staff
· Follow the organisation’s format and style requirements
Submission for Part 1:
· Completed Email Planning Step
· Final Email Document
Part 2 – Workplace procedure
Write a procedure for staff that explains how to operate the new coffee machine.
You must:
· Plan, draft and finalise the procedure
· Make sure the information is clear, accurate, and easy to follow
· Use ABC General Store’s standard format for procedures
Submission for Part 2:
· Completed Procedure Planning Step
· Final Procedure Document

Part 3 – Letter
Write a business letter to a loyal customer, inviting them to a special event or store function being hosted by ABC General Store.
You must:
· Plan, draft and finalise the letter
· Write in a professional and welcoming tone
· Follow the company’s letter format and style guidelines
Submission for Part 3:
· Completed Letter Planning Step
· Final Letter Document
If learners have any questions about the task, or concerns about their ability to complete the task, please discuss these with the assessor.

	ASSESSMENT CRITERIA

	To achieve an overall satisfactory result for this assessment task, the learner must:
· Address all criteria in the checklist to achieve a result of Satisfactory.
· Submit:
· An email 
· Procedure for using a coffee machine 
· Formal business letter.  

	ASSESSMENT CONDITIONS

	· This assessment can take place in the classroom or at home but must be based on the workplace or a simulated environment.
· This assessment must ensure access to:
· Style guide
· a supervisor which may be the assessor to collect feedback.
· This is an individual task.
· This assessment will be assessed as Satisfactory or Not Satisfactory.
· The learner is entitled to two additional assessment attempts following the initial attempt for each assessment task.

	RESOURCE REQUIREMENTS

	Assessor to provide:
· Laptop/desktop computer
· Access to the internet via 4G or WiFi
· Style guide.
· Access to the assessor (acting as the supervisor) when assessment is not conducted in the workplace
· Access to simulated job role description, requirements and responsibilities, including learner requirements to contact supervisors to discuss prepared documents.
Learner to provide:
· Mobile phone, tablet or laptop
· Pen
· Login for LMS
· Access to a supervisor when assessment is conducted in the workplace. 

	SUBMISSION REQUIREMENTS

	{RTO to complete}



	SAFETY

	· The assessor and learners must always ensure the safety of themselves and others.
· If they, for any reason, feel unsafe, learners can stop participating in the assessment. They must inform the assessor if they do.
· If the assessor determines the safety of any person to be at risk, the assessor will stop the assessment immediately and learners will undertake the assessment at another time.





	Task detail. 
	BENCHMARK FOR PERFORMANCE
	S/NS

	Part 1-Email 
Step 1 – Plan
You must complete an Email Plan template:
1. Review the task instructions carefully to understand and confirm what is required.
2. Identify and confirm who the audience is (who will receive the email) and the purpose of the message.
3. Determine the correct format, style, and structure to use according to ABC General Store’s Written Communication and Style Guide.
4. Decide which communication method is most appropriate (e.g. email through Outlook or another platform).
5. List the key points you want to include in the message.
6. Identify the digital tools or software you will use to prepare and write the email (e.g. Microsoft Outlook, Word).
Step 2 – Draft
Write your first draft of the email and check that it:
· Clearly, concisely, and politely communicates the main points
· Meets the purpose and instructions given by your manager
· Includes any additional details required
· Is easy for the reader to understand
· Has correct spelling, grammar, and punctuation
· Has logical and well-organised sentences and paragraphs
· Follows ABC General Store’s requirements for language, tone, structure, and style
Step 3 – Finalise
1. Ask a supervisor, colleague, or peer to review your draft and give feedback.
2. Summarise the feedback your received in a separate word file. 
3. Make any necessary corrections or improvements to the email based on the feedback.
4. Finalise the document for submission.

	
	S ☐/NS ☐

	Part 2-Workplace procedure.
Step 1 – Plan
You must complete a Procedure Plan template.
1. Read and review the project requirements carefully to understand and confirm what needs to be done.
2. Identify and confirm the audience (who will use the procedure) and the purpose of the document.
3. Determine the correct format, style, and structure based on ABC General Store’s Written Communication and Style Guide.
4. Decide the most suitable method of communication for sharing the procedure (e.g. printed copy, shared drive, email).
5. Identify the key points or steps that must be included to explain the procedure clearly.
6. Note the digital tools or software you will use to prepare and write the document (e.g. Microsoft Word).
Step 2 – Draft
Write a first draft of the procedure and check that it:
· Communicates the key points clearly, concisely, politely, and accurately
· Meets the purpose and directions provided by your manager
· Includes all necessary details or supporting information
· Is easy for staff to follow and understand
· Has correct spelling, grammar, and punctuation
· Is well-organised with logically ordered steps and paragraphs
· Meets ABC General Store’s standards for language, structure, and style

Step 3 – Finalise
1. Proofread your draft carefully to check for spelling, grammar, and clarity issues.
2. Make any necessary corrections or improvements to ensure the document is accurate, complete, and easy to follow.
3. Finalise the procedure for submission.
	

	S ☐/NS ☐

	
	
	

	Part 3- Formal letter.
Step 1 – Plan
You must complete a Letter Plan template 
1. Read and understand the project requirements to identify and confirm what needs to be done.
2. Identify and confirm the audience (who will receive the letter) and the purpose (why the letter is being written).
3. Determine the correct format, tone, and layout of the letter based on ABC General Store’s Written Communication or Style Guide policies and procedures.
4. Decide on the most appropriate method of communication (e.g. printed letter or email letter format).
5. Identify the key points and information that need to be communicated in the letter.
6. Select the digital tools and software (e.g. Microsoft Word, Google Docs) required to prepare and complete the letter.

Step 2 – Draft
Prepare a draft version of the letter and check that:
· It clearly, concisely, and politely communicates all key points.
· It aligns with the purpose and instructions given by the manager.
· It includes all necessary information for the intended recipient.
· The content is easy to read and understand.
· Spelling, grammar, and punctuation are correct.
· Sentences and paragraphs flow logically and smoothly.
· It follows ABC General Store’s organisational standards for tone, layout, and formatting.

Step 3 – Finalise
· Carefully proofread your draft letter and make any needed corrections or improvements.
· Ensure that the final version is free of spelling or grammar errors and professionally formatted.
· Check the Stage 3 Checklist to confirm all assessment requirements have been met before submission.

	
	S ☐/NS ☐



	EVIDENCE
	BENCHMARK FOR PERFORMANCE
	CHECK SUBMITTED

	1. Email plan template

	This evidence must include:
· All details completed as instructed above.
	☐
	2. Completed email 
	This evidence must include:
· Email addressing the above criteria.
	☐
	3. Summary of feedback in a separate file. 
	This evidence must include:
· All details completed as instructed above.
	☐
	4. Procedure planning template 
	This evidence must include:
· All details completed as instructed above.
	☐
	5. Workplace procedure
	This evidence must include:
· Procedure detailing coffee machine usage.
	☐
	6. Letter plan template
	This evidence must include:
· All details completed as instructed above.
	☐
	7. Final letter
	This evidence must include:
· All details completed as instructed above.
	☐


Appendix 1 
ABC General Store – Written Communication Style Guide

	Purpose
This guide outlines the format, style, and structure standards for all written communication at ABC General Store. It ensures consistency, clarity, and professionalism in all documents produced by staff.

1. EMAILS
Format
· Use general business email format with:
· Subject line
· Greeting
· Introduction / Purpose
· Details / Action
· Closing
· Font: Calibri (Body), size 11 pt
· Text alignment: Left-aligned
· Paragraph spacing: 6 pts before each paragraph
· Text colour: Black
· No courtesy titles (Mr, Ms, etc.) in internal emails
· Use the company email signature template, including name, position, and contact details
Style
· Friendly and professional tone
· Use plain English — avoid jargon and overly technical terms
· Maintain correct spelling, grammar, and punctuation
· Be courteous — include “please” and “thank you” where appropriate
Structure
1. Subject line (clear and specific)
2. Greeting (e.g. Hi Alex,)
3. Introduction – State the purpose of the email
4. Details – Provide relevant information clearly and logically
5. Action – State what needs to happen next
6. Closing – Polite sign-off (e.g. Kind regards,)
7. Signature block – Include full name, position, and contact info
Example:
Subject: Stock Order Update
Hi Sam,
Just letting you know the new stock order arrived today. Please check all items against the packing slip and update the system by 3 pm.
Thanks,
Jordan Lee
Store Supervisor | ABC General Store

2. BUSINESS LETTERS
Format
· Business letter format using block style and open punctuation
· All body text left-aligned
· Letterhead at top and bottom of page (use ABC General Store template)
· Font: Calibri (Body), size 11 or 12 pt, black text
· Paper size: A4
Style
· Formal and polite
· Use plain English and avoid jargon
· Use courtesy titles (Mr, Ms, Dr, etc.) in the inside address
· Address recipients by first name only if well-known to you
· Close with:
· Yours sincerely – if recipient’s name is known
· Yours faithfully – if recipient’s name is not known
Structure
1. Sender’s company name and address
2. Date
3. Recipient’s name and address
4. Salutation (e.g. Dear Ms Brown)
5. Subject line (centred, optional)
6. Introduction – State the purpose of the letter
7. Body – Provide details or supporting information
8. Closing – Summarise or state next steps
9. Complimentary close (e.g. Yours sincerely,)
10. Writer’s name and position
Example:
ABC General Store
123 Main Street, Sydney NSW 2000
20 October 2025
Ms Kate Brown
Customer Relations Manager
City Supplies Ltd
45 Green Road
Sydney NSW 2000
Dear Ms Brown,
I am writing to confirm our ongoing supply agreement for the 2025–2026 period. Please review the attached schedule and advise if any updates are needed.
We appreciate your continued partnership and look forward to another successful year.
Yours sincerely,
Jordan Lee
Store Supervisor

3. INSTRUCTIONAL DOCUMENTS / PROCEDURES
Format
· Use A4 paper size
· Title: Calibri, size 28 pt, bold, centred, dark grey
· Heading 1: Calibri Light, size 20 pt, bold, centred, dark grey
· Body text: Calibri (Body), size 11–12 pt, left-aligned, black
· Use bulleted or numbered lists to show steps clearly
· Maintain consistent spacing between paragraphs (6 pts)
Style
· Clear, direct, and easy to follow
· Use plain English and avoid technical language
· Keep sentences short and simple
· Maintain a polite and professional tone
· Use action verbs (e.g. Check, Place, Report)
Structure
1. Title – Describes the task or procedure
2. Purpose or Benefits – Why the procedure is important
3. Step-by-Step Instructions – Clearly numbered or bulleted
4. WHS Considerations – Include safety requirements if relevant
5. Review or Reporting Section – Who to contact for clarification
Example:
Stock Reordering Procedure
Purpose:
To ensure shelves are restocked efficiently and items are reordered before stock runs out.
Steps:
1. Check inventory levels daily at 4 pm.
2. Record items below reorder quantity.
3. Submit the reorder list to the Store Supervisor.
4. Confirm supplier delivery dates.
WHS:
Avoid lifting heavy boxes alone. Use lifting equipment when needed.

General Writing Principles (applies to all document types)
· Complete: Include all necessary information for the reader to act.
· Clear: Write logically so the message is easy to understand.
· Correct: Check spelling, grammar, and facts.
· Concise: Keep it brief — remove unnecessary words.
· Courtesy: Always use polite language and a respectful tone.





























Appendix 2

Email Plan template- Assessor

	1. Describe the task requirements. 

	

	2. Describe the email’s purpose and audience. You may add your own ideas about why the audience needs to be told this information.

	

	3. Describe the format, style and structure for the email according to your organisation’s Style Guide.

	

	4. State the method of communication to be used for the task.

	

	5. List the key points you want to communicate.

	 

	6. Describe the digital tool and software required to complete the task.

	





Appendix 3

Procedure planning template - Assessor

	7. Describe the task requirements. 

	

	8. Describe the procedure’s purpose and audience. You may add your own ideas about why the audience needs to be told this information.

	

	9. Describe the format, style and structure for the procedure according to your organisation’s Style Guide.

	

	10. State the method of communication to be used for the task.

	

	11. List the key points you want to communicate.

	

	12. Describe the digital tool and software required to complete the task.

	














Appendix 4:
Letter planning template - Assessor

	13. Describe the task requirements. 

	

	14. Describe the letter’s purpose and audience. You may add your own ideas about why the audience needs to be told this information.

	

	15. Describe the format, style and structure for the letter according to your organisation’s Style Guide.

	

	16. State the method of communication to be used for the task.

	

	17. List the key points you want to communicate.

	

	18. Describe the digital tool and software required to complete the task.
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