	

BSBWOR202 Organise and Complete Daily Work Activities


This unit planner has been designed by SAVILE training to provide guidance for teachers and educators on the sequence of “BSBWOR202 – Organise and Complete Daily Work Activities” as part of the Unit 1&2 sequence. 

The unit planner is only a guide, which is designed to provide a suitable starting point for all teachers and schools to allow further scaffold and to be able to personalise to suit the individual learners in your cohort and class. This unit planner is broken down into what you should aim to get through with your students on a weekly basis and includes the theory component and an example of what you could complete as a practical activity with your class. 

Students completing this course will have an additional study period allocated at their school and further study requirements as per their school’s VCE Academic Policy. 

For this unit of competency, you have the following resources provided to you by SAVILE to scaffold your lessons and extend your students:

	· Online access to student workbook
· Online access to teacher workbook
· Editable Power point presentation

	· Online self-directed revision questions
· Lesson planner





RTO REQUIREMENTS *

· RTO Assessment task 1 *
· RTO assessment task 2 **









	
	
Lesson Content
	
Key Teaching Points
	
Additional extension


	











Block 1


	
Introduce unit including: -
· Assessment requirements for Savile
· Explain to students that they should be highlighting key words and terminology throughout the “Student Workbook” resource and then writing the key words and terminology on the content page in their book

Read page 3 – 6
· Complete SMARTen up activity on page 7
· Complete 1A Inquiry Task on page 8

Read page 8 - 12
· Complete 1B Inquiry Task on page 11
· Complete 1C Inquiry Task on page 12

Read page 13 – 18
· Complete 1D Inquiry Task on page 14
· Complete 1E Inquiry Task on page 15
· Complete 1F Inquiry Task on page 16 and 17

	Covering the basic principles of:

· Organising a work schedule
· Achieving work goals and plans
· Linking your work goals and plans to those of your organisation

	Completion of:

· Creating key terminology sheet
· Critical questioning of content
· Use an answer to create a question – give students an answer and get them to develop a question that meets the answer
· Map the content to the UOC
· Get students to create their own assessment style question (you may need to provide an example)


	
	Practical session/s

The practical component of this unit can be delivered concurrently with your practical sessions. Teacher discretion is advised with practical components of this unit.




	Examples of:
· Give students a scenario in the community services industry and ask them to develop short- and long-term goals that align with the SMART goal acronym
	Students should reflect on their practical sessions, projects, tasks, and activities throughout the unit to ensure that they extend their abilities and knowledge.  
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Block 2


	
Students are to underline or highlight the key words and terminology for this unit and add to their key terminology and content page. 

Read page 19 – 23
· Complete 1G Inquiry Task on page 24

Read page 24 - 29
· Complete 2A Inquiry Task on page 26 and 27
· Complete 2B Inquiry Task on page 29
· Complete 2C Inquiry Task on page 30

Read page 30 – 32
· Complete 2D Inquiry Task on page 31
· Complete 2E Inquiry Task on page 34

Read page 33 - 34
· Complete 2F Inquiry Task on page 32

	Covering the basic principles of:

· Plan and prioritise your workload
· Completing tasks
· Using questions to seek help
	Completion of:

· Creating key terminology sheet
· Critical questioning of content
· Use an answer to create a question
· Map the content to the UOC



	
	Practical session/s

The practical component of this unit can be delivered concurrently with your practical sessions. Teacher discretion is advised with practical components of this unit.


	Examples of:

· Give students a list of tasks to complete in a period of time (e.g. 1 hour). Give students 10 minutes to work out how they think they will complete each task and then give them the set time period to complete the task. They can then discuss their performance and/or results
	Students should reflect on their practical sessions, projects, tasks, and activities throughout the unit to ensure that they extend their abilities and knowledge.  
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Block 3


	
Students are to underline or highlight the key words and terminology for this unit and add to their key terminology and content page. 

Read page 35 - 43
· Complete Quick learning engagement on page 36
· Complete Quick learning engagement on page 40
· Complete 2G Inquiry Task on page 40 – 42
· Complete 2H Inquiry Task on page 43

Read page 44 - 45
· Complete 2I Inquiry Task on page 45

Read page 46 - 49
· Complete 2J Inquiry Task on page 47
· Complete 2K Inquiry Task on page 48
	Covering the basic principles of:

· What affects your work?
· Using business tools
· Communicating progress about your work tasks



	Completion of:

· Creating key terminology sheet
· Critical questioning of content
· Use an answer to create a question
· Map the content to the UOC



	
	Practical session/s

The practical component of this unit can be delivered concurrently with your practical sessions. Teacher discretion is advised with practical components of this unit.




	Examples of:

· Get students to create their own signature block

	Students should reflect on their practical sessions, projects, tasks, and activities throughout the unit to ensure that they extend their abilities and knowledge.  
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Block 4


	
Students are to underline or highlight the key words and terminology for this unit and add to their key terminology and content page. 
	
Read page 50 - 54
· Complete 3A Inquiry Task on page 52
· Complete 3B Inquiry Task on page 54

Read page 55 – 59
· Complete 3C Inquiry Task on page 56
· Complete 3D Inquiry Task on page 59


	Covering the basic principles of:

· Seeking feedback on work performance
· Monitoring and adjusting work activities
· Planning for improvement
	Completion of:

· Creating key terminology sheet
· Critical questioning of content
· Use an answer to create a question
· Map the content to the UOC






Completion of Assessment Task 2 should be completed after revision and preparation has been completed.
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