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FSKWTG09 
Write routine workplace texts

FSKRDG10
Read and respond to routine workplace information

FSKDIG03
Use digital technology for routine workplace tasks

Assessment Task 3





Student Name: 		________________________________________________________
Student Signature: 		________________________________________________________
			




	
In the following task, the student was assessed as;

☐ Satisfactory		☐ Not Yet Satisfactory

                

Assessor Name: 		________________________________________________________
Assessor Signature: 	________________________________________________________

Date: 			________________________________________________________


Any Assessor Comment:






Recommended time allowance – 90 minutes

	[bookmark: _Toc160636539][bookmark: _Hlk219729231]Assessment Task 3


Instructions to the student: 
You will need to use your reading skills to read the information provided and answer questions. Your trainer/assessor will give you the document you need to read.
Do not read the document straight away – you need to answer questions as you go. 
Talk to your trainer/assessor if you have any problems with this task.
Resources and equipment required to complete this task
Pen and paper
Computer
Policy – to be provided by your trainer/assessor.
When and where should the task be completed?
Your assessor will advise you about the date and time of the task submission and completion. 
What needs to be submitted?
Completed Assessment Task 3.























1. Have a brief look at the document. What type of text is this?
[bookmark: _Hlk219877231]	
	
1. Who is the document aimed at?
[bookmark: _Hlk219877258]	
1. In your own words describe the purpose of the document? How did you identify the purpose?
	
	
	
	
1. What are the features of this text? Consider the way the document is laid out for ease of reading.
	
	
Skim the document to find the answers to the following questions. Remember to look for headings that might be relevant. Write down the sections in which you find the answers (ie section 1.4, 2.2 etc).
List two non-acceptable uses of ABC Incorporated’s systems.
	
	
Your colleague, Amy, uses the Internet and her ABC email address to buy and sell items on Ebay.
Is Amy allowed to do this? Why or why not?
	
	
Amy’s supervisor checks her email history and she is given a warning. She feels like her privacy has been invaded. Is she right to be upset? Why?
	
	
[bookmark: _Hlk219880529]List three uses of computer terminology used in the policy.
	
	
[bookmark: _Hlk219880542]Write down two words that you found in the policy that you are unsure about. Use a dictionary to find out what they mean and write down the definition below. Make sure that the definition you write down makes sense according to the text around the word – some words may have more than one meaning.
[bookmark: _Hlk219880874]
	Word
	Definition 

	
	

	
	






[bookmark: _Hlk219880585]At the end of the document there are two related policies. Why do you think each one would be related to this particular policy?

Staff code of conduct
	
	
Document Development & Version Control Policy
	
	
	










Assessment Checklist
	
	Student name:
	

	Did the student:
	Completed successfully
	Comments

	
	Yes
	No
	

	Read and demonstrate their understanding of the policy provided? 
	
	
	

	Identify purpose and audience of the document?
	
	
	

	Identify features of the document?
	
	
	

	Use reading strategies to identify:
· Non-acceptable uses of the system
· Personal use of the computer system
· Privacy of staff in regards to technology usage
· Terminology used in the document 
	
	
	

	Identify words that are unfamiliar and use a dictionary to learn their meaning?
	
	
	

	Demonstrate understanding of how other policies may link to this policy?
	
	
	



	
	Further comments:


	Task outcome:
	Satisfactory 
	Not Satisfactory  

	Trainer/assessor name:
	

	Trainer/assessor signature:
	

	Date
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