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Section 1 
Preparing for delivery


[bookmark: _Toc11749531]About this guide
In this guide, you will find information you will need in order to prepare for and deliver this unit (or combination of units) to your learners.
[bookmark: _Toc11749532]About this unit / these units
This guide describes the delivery strategy for the following unit(s)
1. BSBWRT401 Write complex documents
 
This guide is based on the Unit ‘BSBWRT401 Write complex documents’ and is designed to provide the participants the opportunity to gain the experience and knowledge required to produce professional-looking complex documentation in the workplace.
It involves planning, drafting, and producing complex documents.
[bookmark: _Toc11749533]Context

	Considerations for delivery
	Descriptions

	Target cohort/audience
	This unit is delivered as part of the BSB40515 Certificate IV in Business Administration.

	Contextualisation
	This unit has not been contextualised, and has been written with a range of examples to suit a broad audience. Teachers should provide additional examples relevant to the qualification/industry for which the students are training.

	Delivery mode / location
	Blended

	Delivery timeline
	Four topics

	Assessment strategy
	The assessment strategy comprises two assessment events. One is a short-answer knowledge assessment, the other is a practical case study assessment.

	Start date
	


[bookmark: _Toc11749534]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:
	Insert resources that should be provided or arranged by the facilitator
Materials
· Student workbooks
· Other hand outs
· Unit assessment guide
Equipment
1. VC or Internet access for Skype
2. Software / PC access

	TAFE will provide the student with:
	· Student  portal login details / Skype access
· Student workbook

	The student will need to provide:
	· Access to a computer for study at home.





[bookmark: _Toc11749535]Planning checklist
Prior to delivery of this unit, the facilitator should ensure that:
[bookmark: _Toc11749536]All delivery modes
	[bookmark: _Toc518291021]All delivery modes
	Description

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

	During delivery
	4. 

	Post student completion
	5. 


[bookmark: _Toc11749537]If delivering online
	[bookmark: _Toc518291022]If delivering online
	Description

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

	During delivery
	4. Respond to student emails
5. Check your inbox for assessment submissions. Submissions of assessment must be marked within X days.
6. Monitor group chat / forum spaces
7. Review student participation reports

	Post student completion
	8. 



Section 2
Unit delivery strategy


[bookmark: _Toc11749538]Unit delivery schedule
Below is a summary for the schedule for sessions delivered in this unit. Refer to the Teaching and Assessment Strategy (TAS) document for the amount of training and assessment hours for this unit.
Directed activities can be completed in a supervised or unsupervised environment. Teachers should provide additional activities for cohorts that lack basic digital skills and knowledge.
	Topic
	
	Objectives 
	Session Content 

	1
	
	Plan documents
	· Student welcome
· Overview of unit / general housekeeping
· Introduction to topic
· Establish purpose, formats, and requirements of documents
· Categorise and sequence information
· Develop structure and content of documents

	2
	
	Draft text
	· Review information for accuracy and purpose
· Organise information
· Draft text
· Using appropriate language
· Including graphics in documents

	3
	
	Prepare final text
	· Review drafts
· Check objectives and requirements have been met
· Check grammar, spelling, and style
· Seek approval of documentation
· Revise documents

	4
	
	Produce documents
	· Select design elements
· Use word processing software
· Final check requirements are met




Section 2
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[bookmark: _Toc11749539]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: _Toc11749540]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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