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Section 1 
Preparing for delivery


[bookmark: _Toc529176783]About this guide
In this guide, you will find information you will need in order to prepare for and deliver this unit to your learners.
[bookmark: _Toc529176784]About this unit / these units
The objective of this unit BSBWOR0204, ‘Use business technology’ is to assess learner’s knowledge as would be required to select and use computer software and organise electronic information and data. 
It applies to individuals who apply a limited range of practical skills with a fundamental knowledge of equipment use and the organisation of data in a defined context, under direct supervision or with limited individual responsibility.
This guide describes the delivery strategy for the following unit(s)
1. BSBWOR204 Use Business Technology 
[bookmark: _Toc529176785]Context

	Considerations for delivery
	Descriptions

	Target cohort/audience
	This unit is part of Certificate 2 or Certificate 3 level qualifications, generally these students are training for entry level positions and as such require fundamental skill and knowledge development.

	Contextualisation
	This unit has been contextualised for the Business Administration students. All case studies and activity examples are contextualised to suit someone in an office environment.  

	Delivery mode / location
	This unit is designed to be delivered in various modes to suit the cohort including online, blended and classroom. 

	Delivery timeline
	3 sessions of 5 hours for 3 weeks

	Assessment strategy
	There are 2 assessment events in this unit:
· Assessment 1 - Knowledge 
· short answers 
· true and false
· Assessment 2 – Project
· research & gather information 
· Scenario   

	Start date
	Facilitator to determine this information. 


[bookmark: _Toc529176786]Resources required
The table below summarises the resources required for successful delivery of this unit
	Resources required 
	Resource outline

	The Facilitator will need to provide:
	Materials
· Student Workbook 
· Extra Pens and Pencils
· Course and Assessment guide
Equipment
1. Internet access 
2. Software / PC access

	TAFE will provide the student with:
	· Student  portal login details 
· Student Workbook 

	The student will need to provide:
	· USB Storage device 





[bookmark: _Toc529176787]Planning checklist
Prior to delivery of this unit, the facilitator should ensure that:
[bookmark: _Toc529176788]All delivery modes
	[bookmark: _Toc518291021]All delivery modes
	Description

	Before students arrive to your classroom/ worksite/ location
	· How do students contact you?
· Become familiar with the unit delivery structure, resources and activities
· Ensure you are familiar with the assessment requirements

	During delivery
	· Work through the student workbook and get learners to complete activities and watch videos. 
· Respond to student emails 
· Review student participation 

	Post student completion
	· Gathered feedback regarding delivery and resources
· Enter results and keep documentation of completion of unit 





[bookmark: _Toc529176789]If delivering online
	[bookmark: _Toc518291022]If delivering online
	Description

	Before students gain access to live unit
	· Ensure your details are displayed correctly on TAFE Digital Campus
· Become familiar with the unit delivery structure, resources and activities
· Ensure you are familiar with the assessment requirements

	During delivery
	· Respond to student emails
· Check your inbox for assessment submissions. Submissions of assessment must be marked within10 days.
· Monitor group chat / forum spaces
· Review student participation reports

	Post student completion
	· Gathered feedback regarding delivery and resources 
· Enter results and keep documentation of completion of unit




Section 2
Topic plan


[bookmark: _Toc529176790]How to use this section
[This section will help you plan the methods the “nuts and bolts” of your unit delivery. Start by planning a snap shot or overview. Break this down to more detail via a session plan and finally into further detail via  the session detail section. Session details planning is especially useful if you are the designer of this unit delivery by not the facilitator. ]
Use this section to outline the high, mid and finer level details of your proposed learning and assessment delivery methods.


[bookmark: _Toc529176791]Unit delivery schedule
[The table below provides a quick snapshot of the unit’s delivery schedule. This is not a detailed list, rather a snapshot of the plan for delivery. Typically this may be via weeks.]
Below is a summary for the schedule for sessions delivered in this unit.
	Topic
	Objectives
	Session Content 

	Introduction
	Welcome / Getting started
	· Student welcome
· Overview of unit / General housekeeping
· Introductory learning

	Assessment Overview 
	Overview of assessment and requirements 
	· Hand out assessments
· Explanation of Assessment 1 & 2 requirements

	Topic 1
	Select and use technology 
	· Select appropriate technology and software applications 
· Computer hardware
· Data input and out process of a computer system 
· Printers 
· Software
· Ergonomic requirements 
· Protecting information 

	Topic 2
	Process and organise data 
	· Software applications
· Working with windows
· Operate input devices 
· Online help 
· File management

	Topic 3
	Maintain Technology 
	· Consumables 
· Routine maintenance 
· Cleaning equipment 
· Requisition and fault forms 

	Assessment
	Complete Assessment 1 & 2
	· Learners can now attempt and complete the 2 assessment events
· Knowledge Assessment
· Project Assessment 
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This section provides a snap shot of each planned session. A “session” is a period of delivery that could be from as little as 1 hour, to a full day/s. This section should elaborate on the session overview details above. This section is “extractable” for easy reference by the facilitator within the learning environment.
[bookmark: _Toc529176792]Session plan 1 - Welcome / Getting started
Before the session, check that you have:
· Done this task
· That task
· The other thing that you always forget about unless you look at this list for a prompt.
Update these examples! 
	Item
	Start Time
	Duration
	Topic
	Main points / Key messages
	Activity and references
	Resources required
	Criteria addressed

	1
	9.00
	15 min
	Welcome
	· Acknowledgment of Country
· Housekeeping
	· Icebreaker activity 
	· Name tags
· Balloons (icebreaker)
· XYZ
	· PC1.1, PE2, KE3

	
	9.15
	10 min
	Unit overview
	· Introduction to the unit
· Handout of relevant materials
	· Discussion
	· Learner guide – pp xx - XY
· Book of readings – Ref#1
· UAG
	· PC3.5, AC3

	
	9.25
	15
	Introduction 
	· Jargon in the industry – common terms and their meaning
· Introducing the FORG for this course
· 
	· All login to www.xyz.com.au
· Review site
	· Learner guide – pp xx-35
· FORG – Fictional Organisation a website that complements the learning. Full of characters and case studies and examples.
	· 

	
	
	
	
	· 
	· 
	· 
	· 



[bookmark: _Toc529176793]Session plan 2 - Heading
Before the session, check that you have:
· Done this task
· That task
· The other thing that you always forget about unless you look at this list for a prompt.

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	
	
	· 
	· 
	· 
	· 

	2
	
	
	
	· 
	· 
	· 
	· 

	3
	
	
	
	· 
	· 
	· 
	· 

	4
	
	
	
	· 
	· 
	· 
	· 



Add sessions as required
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[bookmark: _Toc529176794]Additional Resources
This section is to be completed by the delivery team, if required. If not essential, remove from this guide.
 



Section 5




	[image: ]	  
Facilitator notes 
Document title	Version 1.0	Page 1 of 2
Disclaimer:  Printed copies of this document are regarded as uncontrolled. Please check http://sitwww.tafensw.edu.au to ensure this is the latest version.


1/2


© 2011 Department of Education and Communities, TAFE NSW eLearning Hub | Version: 0.0  | Created: dd/mm/2011


Resource ID: [Insert the SkillsPoint Abbreviation_project number_filename_approval date. E.g. AGB_18_01_MEM18018C _FG_20180828]	Page 16 of 21
© NSW TAFE Commission
Facilitator notes
Use this section to record any notes about delivery of this unit. This may include notes about learning materials that you can share with the Technology and Business Services SkillsPoint to improve the unit learning and assessment resources. Your feedback is welcome!
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