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Parent Form

The week by week program is shown below together with due dates for completion of tasks.  As the parent of the student completing this program of work, please read this and provide your child with encouragement to complete the assigned tasks by the due dates.  Print out or photocopy this page and place on the wall next to where your child completes their homework.  It will act as a memory jogger for you and your child.

Please sign the sheet at the beginning of this booklet and return to the teacher whose name appears below.  By signing the sheet you are agreeing to check on the progress of your child, to encourage them to get their tasks completed by the due date and that you are satisfied with the program of work. If you disagree with any of these requirements, please telephone the teacher to discuss your concerns.

Dear Mr. Faulks

I have read my child’s Student Course Book Certificate II in Information Technology and agree to the following:

1. I will check on the progress of my child periodically by asking them about their work

2. I will encourage them to get their tasks completed by the due date 

3. I am satisfied with the program of work as outlined in this booklet

4. I and my child understand the assessment policy as outlined in this booklet

Signed:_________________________________    Date:  __________________________

                [parent or guardian’s name]

Parent or Guardian’s Name: __________________________________________ 

Contact Phone No: ___________________

Student’s name: ___________________________________________________________

Information for parents and students

Background to the course

Students will achieve a Certificate II in Information Technology ICA 20105 as they complete their coursework, tasks.   The course aims to provide students with a realistic understanding of the world of work and for them to see the relevance of the workplace to what is taught at school.

To do this well and to become competent in this area, students need to complete all tasks, activities, the required number of work placements, display good organizational skills, work safely at all times and have a good work ethic.

Pathways

Pathways from this course include Certificate III Courses in Business, IT, Multimedia.  This course of study forms part of the secondary graduation requirements.

Certificate II in Information Technology ICA20105 is an appropriate qualification for a person commencing work. This qualification is designed to reflect the role of entry level employees who perform routine tasks under direct supervision in the workplace.

School’s assessment policy

Refer to the Schools Assessment Policy in the Handbook.

Assessment Review

If you are deemed not yet competent and you feel this is not warranted, to have your assessments reviewed, you need to request this in writing to the Principal stating your reasons why and providing any additional evidence. If you wish to appeal an assessment decision on your VET units of Competency you must write to the Managing Director of National Corporate Training Pty Ltd stating your reasons why and providing any additional evidence to support your application.  There is no charge for this for school students.

Purpose of assessments

The purpose of the assessments is to confirm that you can perform to the standards expected in the workplace, as expressed in the competency standards contained in the Training Package as well as for secondary graduation.

Assessment Methodology


You will be directly observed by your teacher during the classes; you will need to complete assignments.

Reasonable Adjustments


If you need any assistance or special arrangements for an assessment or in completing your projects please advise your teacher and s/he will make the necessary arrangements.

Time allowed


The assessments must be completed within the School Schedule.  No additional time is permitted outside of this due to Curriculum Council restrictions on when the school year ends and reporting timelines.

What is Competency?

You will be judged competent if you complete all assignment questions correctly, complete all required tasks on time and correctly, complete all assessments and tasks and compile your evidence portfolio effectively as well as exhibiting good behaviour, safe attitude and a good work ethic at school and in the work place.  If you fail to do any part of these you will not be competent in this certificate.

Portfolios

Evidence of your VET units of competency and your curriculum council subject must be kept for at least one year or until the Curriculum Council has confirmed their assessments and National Corporate Training Pty Ltd have given their approval to destroy your portfolio (usually after 6 months). Your portfolio is to contain the following:

· Assignment Cover Sheet signed by you

· All observation sheets completed by your teacher on your performance

· All worksheets and activities completed

· Any other evidence you have collected

· Any Certificates achieved as part of your coursework.

Group Work

The purpose of group assessment is to assess students’ capacity to work as a team member and therefore any group assessment must also be assessed for each individual for the content.

Authentication of out-of-class assessment tasks

Students will be asked to complete tasks at home and it is unfair on the whole class if any student receives unfair assistance outside of class from, for example, tutors or parents with that assignment. It will also disadvantage the student child.  This does not mean that parents are not able to provide guidance and advice and this is actively approved of.

The following procedures are used to validate out-of-class work:

· periodical monitoring of student progress with out-of-class assessment tasks completed over

· extended periods

· unseen questions administered in class which may have open access to reference notes

· research questions completed at home, with assessment measured by in-class testing of the key concepts

· prepared questions researched out of class but completed in class.

Cheating and plagiarism

The school has a policy on cheating and plagiarism.  All students must abide by this policy. Any student who cheats or plagiarises will fail that assessment and parents will be advised.  Any student who provides their work for another to copy is guilty of plagiarism and cheating as well.

Completion of the assessment requirements

Students must complete all assessments in this course of study to be graded as competent.  Any student who fails to complete an assessment may result in reduced results. The school has a fair and reasonable approach to time allowed to complete all assessments in this program.  Ask your teacher if you need additional assistance in completing the course requirements.

Monitoring student progress

The school will monitor the students’ progress in this program through the teacher.  The school will also need to keep records to show that the time requirement has been met and the school will maintain a summary record of skills that each student has demonstrated. 

Occupational Safety and Health

It is essential that all students complete the generic and industry relevant Safety-line Smart Move Certificate on the Work Safe Web Site (see Resources section for link) prior to commencing any work placement. Your teacher will ensure that this is completed.

Instructions

As you work through the material, follow these seven steps.

Step 1
Listen to your trainer when they are delivering the content to you.  Look at the internet resources allocated for these units.

Step 2
Work your way through the questions and tasks and ask your trainer for assistance.

Step 3
You need to practice the skills you have learnt in the topic. You need to answer all questions and complete all tasks and activities.  If you need additional practice see your trainer who will provide you with additional activities to complete. You can write the answers in this book or word process them, print them out and hand to your trainer for marking. 

Step 5
When you have completed all tasks and questions for the unit you are currently working on, hand these into your trainer for marking.  They will provide constructive feedback to you.  If you are required to resubmit any work, then do so and the trainer will re-assess you.

Step 6
Practice your new skills as often as possible so you become confident using them. It is a good idea to work with others who are learning so you can guide and help each other. Remember, your trainer is there to help you. Any time you are not sure about the information or the activities, ask your trainer to explain them to you.
Step 7
Complete all assessment activities and store in your portfolio for assessment.  You will also need to have an observation sheet completed and signed by the Trainer for each unit.

Time allocated for this program

The notional hours for this Certificate are 370 hours. This includes class contact time, completion of projects, assignments and research. The hours for each unit are listed below.

Student Surveys

Please complete the survey at the end of this course or unit or as requested by your teacher.  Without your valuable feedback we cannot improve this course. The survey is completely anonymous and the teacher will not see individual feedback sheets at any time.

Course outline

You must complete all units below by due date to be eligible for the Certificate. 
	
	Unit Code
	Unit of Competency
	Nominal Hours
	Core or Elective
	Due Date

	1
	ICAU1128b
	01 Operate personal computer
	60
	Core
	Friday Wk 4 Term 1

	2
	ICAU1129B
	02 Operate a word processing application
	40
	Core
	Friday Wk 7 Term 1

	3
	ICAU1133B
	03 Send and retrieve Information Web
	10
	Core
	Friday Wk 8 Term 1

	4
	BSBCNN106B
	04 Follow workplace safety procedures
	25
	Core
	Friday Wk 2 Term 2

	5
	ICAS2014B
	05 Connect hardware peripherals
	25
	Core
	Friday Wk 6 Term 2

	6
	ICAU2013B
	06 Integrate commercial computing packages
	20
	Core
	Friday Wk 9 Term 2

	7
	ICAU2231B
	07  Use computer operating system
	20
	Core
	Friday Wk 2 Term 3

	8
	ICAU2005B
	08 Operate computer hardware
	20
	Core
	Friday Wk 4 Term 3

	9
	ICAU2006B
	09 Operate computing packages
	15
	Elective
	Friday Wk 4 Term 2

	10
	ICAD2012B
	10  Design organisational documents using computing packages
	20
	Elective
	Friday Wk 5 Term 3

	11
	ICAW2001B
	11 Work effectively in an IT environment
	25
	Elective
	Friday Wk 6 Term 3

	12
	ICAW2002B
	12 Communicate in the workplace
	20
	Elective
	Friday Wk 9 Term 3

	13
	ICPMM2063B
	13 Access and use the internet
	10
	Elective
	Friday Wk 1 Term 4

	14
	ICAPMM321B
	14 Capture a digital image
	25
	Elective
	Friday Wk 2 Term 4

	15
	ICAW2011B
	15 Work individually or as a team member to achieve organisational goals
	
	
	

	16
	CUFDIG302A
	16 Author Interactive Sequences
	
	
	

	17
	BSBOHS201B
	17 Participate in OHS Processes
	
	
	

	18
	ICAU2007B
	18 Maintain equipment and consumables
	
	
	

	
	
	TOTAL Hours
	
	
	


Evidence List 

The following list identifies the type of evidence that will students are required to collect to enable judgments’ to be made about their success in the units of competency. 

	Units of Competency 
	Evidence to be provided by Student

	ICAU1128b
	01 Operate personal computer
	· Observation Sheet

· Assignment Questions and tasks

	ICAU1129B
	02 Operate a word processing application
	· Observation Sheet

· Assignment Questions and tasks

	ICAU1133B
	03 Send and retrieve Information Web
	· Observation Sheet

· Assignment Questions and tasks

	BSBCNN106B
	04 Follow workplace safety procedures
	· Observation Sheet

· Assignment Questions and tasks

	ICAS2014B
	05 Connect hardware peripherals
	· Observation Sheet

· Assignment Questions and tasks

	ICAU2013B
	06 Integrate commercial computing packages
	· Observation Sheet

· Assignment Questions and tasks

	ICAU2231B
	07  Use computer operating system
	· Observation Sheet

· Assignment Questions and tasks

	ICAU2005B
	08 Operate computer hardware
	· Observation Sheet

· Assignment Questions and tasks

	ICAU2006B
	09 Operate computing packages
	· Observation Sheet

· Assignment Questions and tasks

	ICAD2012B
	10  Design organisational documents using computing packages
	· Observation Sheet

· Assignment Questions and tasks

	ICAW2001B
	11 Work effectively in an IT environment
	· Observation Sheet

· Assignment Questions and tasks

	ICAW2002B
	12 Communicate in the workplace
	· Observation Sheet

· Assignment Questions and tasks

	ICPMM2063B
	13 Access and use the internet
	· Observation Sheet

· Assignment Questions and tasks

	ICAPMM321B
	14 Capture a digital image
	· Observation Sheet

· Assignment Questions and tasks

	ICAW2011B
	15 Work individually or as a team member to achieve 
organisational goals
	· Observation Sheet

· Assignment Questions and tasks

	CUFDIG302A
	16 Author Interactive Sequences
	· Observation Sheet

· Assignment Questions and tasks

	BSBOHS201B
	17 Participate in OHS Processes
	· Observation Sheet

· Assignment Questions and tasks

	ICAU2007B
	18 Maintain equipment and consumables
	· Observation Sheet

· Assignment Questions and tasks


Assessment Recording Sheet

Certificate Name and Number:  Certificate II in Information Technology ICA20105

	
	Unit Code
	Unit of Competency Name
	Assessment Result

	
	
	
	CO
	NYC

	Sections
	
	
	
	

	1
	ICAU1128b
	01 Operate personal computer
	
	

	2
	ICAU1129B
	02 Operate a word processing application
	
	

	3
	ICAU1133B
	03 Send and retrieve Information Web
	
	

	4
	BSBCNN106B
	04 Follow workplace safety procedures
	
	

	5
	ICAS2014B
	05 Connect hardware peripherals
	
	

	6
	ICAU2013B
	06 Integrate commercial computing packages
	
	

	7
	ICAU2231B
	07  Use computer operating system
	
	

	8
	ICAU2005B
	08 Operate computer hardware
	
	

	9
	ICAU2006B
	09 Operate computing packages
	
	

	10
	ICAD2012B
	10  Design organisational documents using computing packages
	
	

	11
	ICAW2001B
	11 Work effectively in an IT environment
	
	

	12
	ICAW2002B
	12 Communicate in the workplace
	
	

	13
	ICPMM2063B
	13 Access and use the internet
	
	

	14
	ICAPMM321B
	14 Capture a digital image
	
	

	15
	ICAW2011B
	15 Work individually or as a team member to achieve 
organisational goals
	
	

	16
	CUFDIG302A
	16 Author Interactive Sequences
	
	

	17
	BSBOHS201B
	17 Participate in OHS Processes
	
	

	18
	ICAU2007B
	18 Maintain equipment and consumables
	
	


UNITS OF COMPETENCY

01 Operate computing packages 

Description

This unit defines the competency required to identify, select and correctly operate three desktop applications for a range of purposes.

Learning Outcomes

Use appropriate software

· Select software appropriate to perform activity

· Use software to produce required outcome using a range of features related to the activities

· Save documents in appropriate directories/folders

Access, retrieve and manipulate data

· Select and access files

· Amend and save files according to requirements

· Produce documents and files that meet organisational needs

· Save files in appropriate directories/folders

· Exit software correctly without loss of data

Access and use help functions within each application

· Identify the help resources available for basic difficulties with the software

· Access user help documentation and other resources for basic difficulties with the software

Use keyboard and equipment

· Follow OH&S standards and regulations to avoid injury or illness

· Use wrist rests and document holders where appropriate

· Use monitor anti-glare and radiation reduction screens where appropriate

· Ensure user equipment is maintained and free from defects that could cause injury

Learning Outcomes expected: Elements in bold, Performance criteria as sub points
 

1. Use appropriate software
1.1 Select software appropriate to perform activity
1.2 Use software to produce required outcome using a range of features related to the activities
1.3 Save documents in appropriate directories/folders
2. Access, retrieve and manipulate data
2.1 Select and access files
2.2 Amend and save files according to requirements
2.3 Produce documents and files that meet organisational needs
2.4 Save files in appropriate directories/folders
2.5 Exit software correctly without loss of data
3. Access and use help functions within each application
3.1 Identify the help resources available for basic difficulties with the software
3.2 Access user help documentation and other resources for basic difficulties with the software
4. Use keyboard and equipment
4.1 Follow OH&S standards and regulations to avoid injury or illness
4.2 Use wrist rests and document holders where appropriate
4.3 Use monitor anti-glare and radiation reduction screens where appropriate
4.4 Ensure user equipment is maintained and free from defects that could cause injury
02   ICAU1129B: Operate a word processing application
	Description

This unit defines the competency required to correctly operate word processing applications and perform basic operations including the creation and formatting of documents, creating tables, printing labels and mail merge. The following units are linked and form an appropriate cluster: ICAU1128B Operate a personal computer ICAU1130B Operate a spreadsheet application ICAU1131B Operate a database application ICAU1132B Operate a presentation package No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.

Employability Skills

This unit contains employability skills.

Unit Sector

Use

Performance criteria

Element
Performance criteria
1. 

Create documents

1.1

Open word processing application and create/open document and add data according to information requirements
1.2

Use document templates as required

1.3

Use simple formatting tools when creating the document 

1.4

Save document to correct directory

2. 

Customise basic settings to meet page layout conventions

2.1

Adjust page layout to meet information requirements

2.2

Open and view different toolbars
2.3

Change font format to suit the purpose of the document 

2.4

Change alignment and line spacing according to document information requirements
2.5

Modify margins to suit the purpose of the document

2.6

Open and switch between several documents

3. 

Format document

3.1

Use formatting features and styles as required 

3.2

Highlight and copy text from another area in the document or from another active document

3.3

Insert headers and footers to incorporate all necessary data

3.4

Save document in another file format
3.5

Save and close document to disk
4. 

Create tables

4.1

Insert a standard table into a document

4.2

Change cells to meet information requirements

4.3

Insert and delete columns and rows as necessary

4.4

Use formatting tools according to style requirements 

5. 

Add images

5.1

Insert appropriate images in a document and customise as necessary 

5.2

Position and resize images to meet the document formatting needs

6. 

Use mail merge

6.1

Create simple mailing list in layout suitable for merging

6.2

Create or select another document for merging

6.3

Mail merge list with other document

7. 

Print documents

7.1

Preview document in print preview mode

7.2

Select basic print settings

7.3

Print document or part of the document from printer

Skills and Knowledge

Required skills
· Low-level decision making in relation to a limited range of routine areas

· Problem solving skills in known areas during normal routine

· Reading and writing at a level where basic workplace documents are understood

· Clear and precise communication

· Interpretation of user manuals and help functions

Required knowledge
· Organisational benchmarks for minimum typing skills, including speed and accuracy

· Creating and opening documents

· Formatting documents

· Inserting tables and images

· Saving, printing and closing documents

· Mail merge function

Range statement

The range statement relates to the unit of competency as a whole. It allows for different work environments and situations that may affect performance. Bold italicised wording, if used in the performance criteria, is detailed below. Essential operating conditions that may be present with training and assessment (depending on the work situation, needs of the candidate, accessibility of the item, and local industry and regional contexts) may also be included.

Information requirements may include: 

· memos

· letters

· minutes

· agendas

· other business documents required by the organisation

Formatting tools 
· Menu commands within the application, such as: help, search and replace, spell check, undo, cut, copy, paste, borders, shading.

Toolbars can contain: 

· buttons

· menus

· a combination of both

Font format 
· Font format is the combination of typeface and other attributes, such as size, pitch and spacing of the font

Alignment may be: 

· left

· centred

· right

· justified

Formatting features may include: 

· italics

· bold

· underline

· hyphenation

File format may include but is not limited to: 

· html pages

· pdf files

· text files

· doc files

· sxw (star office) files

· CSV files

Disk may include but are not limited to: 

· CDs

· CD-RW (Compact Discs-Read Write)

· DVD RW

· zip disks

· solid state hard drives

Images may include but is not limited to: 

· graphics

· clipart

· pictures

Print settings may include: 

· layout

· paper size

· number of copies

· orientation

· sides

Evidence guide

The evidence guide provides advice on assessment and must be read in conjunction with the performance criteria, required skills and knowledge, range statement and the Assessment Guidelines for the Training Package.

Overview of assessment
Critical aspects for assessment and evidence required to demonstrate competency in this unit
Evidence of the following is essential:

· Assessment must ensure the ability to create open and retrieve documents, customise basic settings, format documents, create tables, add objects and images, and save and print documents.

To demonstrate competency in this unit the person will require access to:

· Personal computer

· Printer

· Mouse and keyboard

· Monitor

· Basic software

· Documents detailing organisational style guide/policy

· Documents or information containing data suitable for use with word processing packages

Context of and specific resources for assessment
Operating a word processing application is a core function for almost all businesses and is an essential skill.

The breadth, depth and complexity of knowledge and skills in this competency would prepare a person to perform a defined range of activities many of which may be routine and predictable.

Assessment must ensure

· Applications may include a variety of employment related skills including preparatory access and participation skills, broad-based induction skills and/or specific workplace skills. They may also include participation in a team or work group.

Method of assessment
The purpose of this unit is to define the standard of performance to be achieved in the workplace. In undertaking training and assessment activities related to this unit, consideration should be given to the implementation of appropriate diversity and accessibility practices in order to accommodate people who may have special needs. Additional guidance on these and related matters is provided in ICA05 Section 1. 

· Competency in this unit should be assessed using summative assessment to ensure consistency of performance in a range of contexts. This unit can be assessed either in the workplace or in a simulated environment. However, simulated activities must closely reflect the workplace to enable full demonstration of competency.

· Assessment will usually include observation of real or simulated work processes and procedures and/or performance in a project context as well as questioning on underpinning knowledge and skills. The questioning of team members, supervisors, subordinates, peers and clients where appropriate may provide valuable input to the assessment process. The interdependence of units for assessment purposes may vary with the particular project or scenario.

Guidance information for assessment
Holistic assessment with other units relevant to the industry sector, workplace and job role is recommended, for example:

· ICAU1128B Operate a personal computer

· ICAU1130B Operate a spreadsheet application

· ICAU1131B Operate a database application

· ICAU1132B Operate a presentation package

An individual demonstrating this competency would be able to:

· Demonstrate knowledge by recall in a narrow range of areas

· Demonstrate basic practical skills, such as the use of relevant tools

· Perform a sequence of routine tasks given clear direction

· Receive and pass on messages and information

Demonstration of these competencies would involve:

· Demonstrating basic word processing skills in a moderate range of areas

· Applying a defined range of skills to basic processing operations

· Applying known processing solutions to a limited range of predictable problems

· Performing a range of basic processing tasks where operating options are varied

· Assessing and recording information from varied sources

· Maintain knowledge of industry products and services




03 ICPMM263B
Access and use the internet
Learning Pathway

Internet Detective - online tutorial designed to help students develop the critical thinking required for their Internet research.

Activity 1 - Research Activity

1. What is the Internet? 

2. What is the WWW? 

3. Briefly outline how a modem works. 

4. What is a packet and what does it contain? 

5. Name two types of browser software. 

6. Identify the following parts of the URL http://www.tafensw.edu.au/courses.htm 

a. protocol 

b. host name 

c. filename 

7. List three advantages of the Internet. 

8. Define the term ‘firewall’. 

9. Why are most downloadable files on the Internet compressed? 

10. List three disadvantages of the Internet. 

11. What is a search engine? 

12. What is the difference between a newsgroup and a mailing list? 

13. Why would you sometimes use a Search Engine and other times use an FTP or Archie server? 

14. What is a plug-in? 

15. What is a browser and what does it do? 

16. What is a cookie? 

17. Name five examples of search engines. 

18. What needs to be placed around text to instruct a search engine to treat the text as a phrase? 

19. What can you use to create a list of frequently visited web sites? 

20. What is included in the header of an e-mail? 

Activity 2 - Sending Email

Compose and send an e-mail message to one of the students in your class. Send carbon copies to two other students and your IT teacher. Be sure to use professional language explaining what the email is about. 

The subject for you e-mail should be about one of your favourite web sites. Include a link to the web site in your email. 

Create a signature, either text or graphics or both, and add your signature to your message prior to sending. 

Activity 3 - Email address book

Practice adding names to your e-mail address book. Collect e-mail addresses from several classmates or friends. Add their nicknames and addresses to your address list. 

Activity 4 - Newsgroups

1. Go to the Deja News web page http://www.dejanews.com  or other news group
2. Click the New Users icon and read the information on how to use Deja News. 

3. What software do you need to be able to access USENET? 

4. What is Netiquette and what are some of the main rules for electronic communication? 

5. Use the Find box to locate newsgroups that talk about Windows 2000 Server. 

6. Use the Find box to locate newsgroups that talk about a topic of your choice. 

7. Practice posting a news article by locating the alt.test newsgroup. Post the article with the subject of TEST. Check your e-mail to see which computers have responded to you posting, you should receive several messages from servers acknowledging receipt. 

BSBCMN106A Follow Workplace Safety Procedures
Practical Tasks 

01. Task A: Hazard identification

Complete the attached Hazard Checklist by walking around your office and identifying potential hazards and place in portfolio
















Write a short report about a safety hazard or procedure that you discussed with your workplace supervisor (Your Teacher) aimed at improving the safety of the workplace, have the supervisor sign it and place in your portfolio for evidence. 











02. Task B: Follow workplace safety procedures for hazard identification and risk control

The Risk Manager has arranged for The Commonwealth Rehabilitation Service to conduct workshops on ergonomic/office safety. However, this won’t be happening until later in the year.

As an interim measure, he believes having a handout on safe work habits and suggested exercises can contribute as a control measure. I’d like you to do some research first, to find accurate and useful information for staff on safe work habits and exercises they can do in the office. Areas you should consider regarding safe work habits include: posture, occupational overuse syndrome, eyestrain, workstation design and layout, and adjustment of desk, chair and computer. As well, you could provide references for resources, so that people can find out more, such as further exercises.
Then report your findings by compiling a handout that will go directly out to staff.[image: image2]
Requirements:

Produce a handout for staff (informed by research) on safe work habits and suggested exercises.

Research sites:
WorkCover Victoria website at: http://www.workcover.vic.gov.au/. Click on Publications, Safety Basics, Working with Computers, to get the publication Officewise – A Guide to Health and Safety in the Office. 

Workplace Health and Safety, Queensland Government website at: http://www.whs.qld.gov.au/. Search for the publication Health and Safety, A guide for the office. 

National Occupational Health and Safety Commission at: http://www.nohsc.gov.au/. See the National Code of Practice for the Prevention of Occupational Overuse Syndrome [NOHSC:2013 (1994)] 

03. Task C: Participate in consultative procedures to manage OHS

The Risk Manager at Gemfields IT Consulting Company has recently conducted a risk assessment where he identified increased hazards due to the increased computer use since the introduction of electronic file management.
He now wants you to get feedback from the staff and compile a detailed list of concerns for IT users. In this way, he will ensure that he has utilised the consultation process, as you are the OHS representative for the IT section. You will present this list at the next OHS Committee meeting.

Required:

Produce a detailed list of ergonomic and office safety issues that are of concern to IT users. To put your list together you could:

· ask your fellow students and staff at school or the staff at work for feedback on problems, issues and other hazards they are concerned about from using IT equipment 

· check any Standard Operating Procedures in your present place of work or at school
· check office safety/ergonomics or risk identification checklists you find using your research
Documents you can use:
Using these headings produce the list of issues:

OHS Committee – IT Users’ Issues

Physical issues

Ergonomic issues

Psychological issues

Biological issues

Chemical issues

Radiation issues

Electrical issues  

04. Task D: Follow workplace procedures for accidents and emergencies

Many substances used in offices are hazardous, and if spilt, inhaled or come in to contact with skin, can become emergency situations. 

As the Risk Manager doesn’t have expertise in all work areas of the company, he wants some staff from all sections of Gemfields to provide Standard Operating Procedures (SOPs) for functions regularly carried out. 

As he is aware that some powder toners can be hazardous, he wants you to create the SOP for changing the toner cartridge in a printer. He has provided you with the SOP headings to help you write this. Under the heading ‘Worksite description’ cover when and where this procedure would take place. 
Consult the instruction manual for your printer as an aid in writing the ‘Safe work technique’. 

Proceed through the steps of changing the toner cartridge, and write down each small step as you do it. Adapt these steps to the ‘Safe work technique’. 

Required

Produce a Standard Operating Procedure (SOP) for changing the toner cartridge in a printer
Documents you can use:

Use the headings below to create your document

Name of Standard Operating Procedure

Worksite description

Hazards

Personal Protective Equipment (PPE) Used

Safe work technique

Legislation to be followed

Training requirements

Task 2: 
Written Questions

Hazards and Controlling Risks

1. Can you burn yourself using a printer? Explain.
2. Where should you place the heavy and light files in a filing cabinet to stop it from falling over?

3. In your workplace where should the phone be placed and where is it placed in your workplace?

4. What safety precautions should you take with electrical cords on an office?

5. What are the principles of safe lifting?

6. What is a hazard, and what are the five ways of identifying hazards in an office environment?  
7. What could result from bad lighting in a work area? 

8. What is the main aim of working with adequate lighting? 

9. What is GLARE and what can it be caused by? 

10. What are some things you can do to control your lighting within your own work environment? 
Emergencies

11. What type of fire extinguisher do you have in your workplace and what fire is it intended to put out? Research and complete the table below.

	Type of Extinguisher
	Colour
	Class of Fire

	Water
	
	

	Foam
	
	

	Carbon Dioxide
	
	

	Dry Chemical Powder
	
	

	Vaporising Liquid 

	
	

	Wet Chemical
	
	

	Class C Fires
	
	

	Class D Fires
	
	

	Class E Fires
	
	

	Class F Fires
	
	


12. If the office was filled with smoke what would you do?

13. Can you be electrocuted from removing parts inside a computer case while it is turned on?

14. Where are the emergency exits and assembly points in your office?




15. In the event of a fire why is it better to go down the stairs instead of the elevator?

16. State where you should find safety equipment including fire extinguishers, emergency units and alarms in an office.

Raising and contributing to OSH Issues

17. If an employee fails to follow a workplace safety procedure after they have been trained to do so can they themselves be fined by Work Safe?

18. Can a worker by sacked for raising a safety concern with Work Safe?

19. “A person’s attitude to work is more important than their work routine.” What does this mean in relation to OH&S regulations and accidents? 

20. What happens if the hazards are not fixed or the employees do not follow the rules and regulations for safety? 

21. To whom would you report any OHS concerns?

Legislation

22. Explain how the OSH Legislation impacts on an IT Company

23. What are your rights and duties of as an employee and if you were an employer regarding OHS 

Ergonomics

24. How far should the monitor be from the user?

25. How high should the top of the monitor be?

26. How high should the chair be?

27. How often should you take breaks when working at the computer?

28. Name 2 ergonomic features of a modern mouse?

29. What is the quickest way when using Windows to increase the zoom to make viewing a document easier?

30. Describe how a computer workstation should be set up, including the positioning of arms, feet, back, keyboard, screen height and distance, chair, table. You should include diagrams with your explanation. 

Safety Signs

31.
Matching activity 1- Know that sign - Match each of the pictures to the correct description.
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1 Wet paint 

2 Keep back straight when lifting 

3 Fire extinguisher 

4 Aisle must be kept clear 

5 Foot protection should be worn 

6 Authorised personnel only 

7 No smoking 

8 Flammable materials No smoking 

9 Telephone 

10 Safety harness must be worn 

11 Slippery when wet 

12 Fire hose 

13 Eye protection must be worn 

14 Head protection must be worn 

15 Gloves Must be worn

32.
Matching activity 2 – Personal Protective Equipment

Match the Personal protective Equipment (PPE) with the risk it is designed to control.
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1. This protects you from sunburn at outdoor events.

2. Face, head and eye protection from sunlight at outdoor events

3. When working with computers or printers that are hot these can protect you from burns. Ideal for working at very loud Rock Concerts

4. They really help if you drop something on your foot.

5. When manufacturing or welding, these prevent you from getting debris in your eyes.

6. Absolutely essential if there is anyone working at height near you.

7. This prevents you getting flash burns on your eyes when welding. 

05 Connect hardware peripherals

Description

This unit defines the competency required to connect hardware peripherals according to instructions.

Learning Outcomes

Confirm requirements of client

· Identify client peripheral requirements and confirm in accordance with organisational standards

· Document client requirements and peripherals needed in line with organisational standards and report findings to the appropriate person

· Verify client requirements with appropriate person in line with organisational standards and reporting procedures

· Take action to ensure client support expectations are covered by vendor warranty and support services

Obtain required peripherals

· Obtain peripherals under instruction from appropriate person

· Enter peripherals into equipment inventory according to organisational standards

· Validate that contents of delivered components and physical contents match the packing list and resolve discrepancies if necessary

· Store peripherals according to vendor/manual guidelines

Connect hardware peripherals

· Verify the timeframe for installation schedule with the client

· Remove old peripherals if they are being replaced with minimal disruption to clients, taking into account environmental considerations and OH&S standards

· Connect new peripherals with minimum disruption to clients, taking into account operating system procedures

· Configure the computer to accept the new peripherals

· Test hardware peripherals and confirm client satisfaction, pay particular attention to possible impact on other systems and make adjustments as required

06 Integrate commercial computing packages

Description

This unit is about configuring an operating system, install, upgrade and uninstall application software, use both a graphical user interface and command line interface, and set up input and output devices.
Learning Outcomes

· Configure an operating system. 

· Use an operating system. 

· Optimise an operating system. 

· Support input and output devices. 

Operating system configurations

You’ve been asked to configure a computer’s operating system and then document these steps to create a brief training manual. The system configurations you need to do and then document are:

1. change the mouse settings for a left / right handed person 

2. set up a dial up connection for a new Internet service provider 

3. change printer settings (such as orientation, quality, colour) 

4. set up shortcuts to the Internet 

5. reset the date 

6. set up a new user account. 

Remember, you’ll need to be able to perform these configurations yourself before writing up the steps for each.

07 Use a computer operating system 

Description

This unit is about configuring an operating system, install, upgrade and uninstall application software, use both a graphical user interface and command line interface, and set up input and output devices.
Learning Outcomes

· Configure an operating system. 

· Use an operating system. 

· Optimise an operating system. 

· Support input and output devices. 

08 Operate computer hardware

Description

In this unit you will be able to determine, select, explain and use hardware components, peripheral equipment and consumables correctly and efficiently according to the task requirement.

You will learn to:

1. Identify computer hardware components 

2. Understand the inter relationship between computer hardware and software

3. Use computer input equipment

Introduction

During your study of computers you will learn to identify and operate computer hardware and software, operate a word processing application, a spreadsheet application, a database application, access the internet, browse the internet and how to send and retrieve an email.

What is a Computer?

A computer is a tool used to perform calculations and store the results.

They are used in businesses, in the home, in schools and in the entertainment industry. A ‘computer’ is not just the box sitting on your office desk, but it is the thing inside your washing machine that controls the washing cycles, the thing in your telephone that holds numbers, the device in your VCR’s, stereo, microwave oven and even your watch.

A computer can be thought of as a device which accepts information, processes it and produces an outcome. 

09 Operate computing packages 

Description

This unit defines the competency required to identify, select and correctly operate three desktop applications for a range of purposes.

Learning Outcomes

Use appropriate software

· Select software appropriate to perform activity

· Use software to produce required outcome using a range of features related to the activities

· Save documents in appropriate directories/folders

Access, retrieve and manipulate data

· Select and access files

· Amend and save files according to requirements

· Produce documents and files that meet organisational needs

· Save files in appropriate directories/folders

· Exit software correctly without loss of data

Access and use help functions within each application

· Identify the help resources available for basic difficulties with the software

· Access user help documentation and other resources for basic difficulties with the software

Use keyboard and equipment

· Follow OH&S standards and regulations to avoid injury or illness

· Use wrist rests and document holders where appropriate

· Use monitor anti-glare and radiation reduction screens where appropriate

· Ensure user equipment is maintained and free from defects that could cause injury

Learning Outcomes expected: Elements in bold, Performance criteria as sub points
 

1. Use appropriate software
1.1 Select software appropriate to perform activity
1.2 Use software to produce required outcome using a range of features related to the activities
1.3 Save documents in appropriate directories/folders
2. Access, retrieve and manipulate data
2.1 Select and access files
2.2 Amend and save files according to requirements
2.3 Produce documents and files that meet organisational needs
2.4 Save files in appropriate directories/folders
2.5 Exit software correctly without loss of data
3. Access and use help functions within each application
3.1 Identify the help resources available for basic difficulties with the software
3.2 Access user help documentation and other resources for basic difficulties with the software
4. Use keyboard and equipment
4.1 Follow OH&S standards and regulations to avoid injury or illness
4.2 Use wrist rests and document holders where appropriate
4.3 Use monitor anti-glare and radiation reduction screens where appropriate
4.4 Ensure user equipment is maintained and free from defects that could cause injury
10 Design organizational documents using commercial computing packages
Description

This unit defines the competency required to produce organisational documents using application software within organisational guidelines.

Learning Outcomes

1. Design documents to meet organisational requirements

2. Access, retrieve and manipulate data

11 Work effectively in an IT environment
Description

This unit defines the competency required to manipulate, convert and integrate data between different two or more commercial software applications

12 Communicate in the workplace

Unit outline

 

Purpose of this unit is to improve students skills/competency in professional client and colleagues communication. Communication can be through verbal and non-verbal means.
 

 

Learning Outcomes expected: Elements in bold, Performance criteria as sub points
 

1. Establish contact with clients 
1.1 Client requests and inquiries are received in a polite and courteous manner
1.2 An effective service environment is created through verbal and non-verbal communication
1.3 Questioning and active listening are used to determine client support needs
2. Process information 
2.1 Inquiries are answered promptly
2.2 Requests are referred to appropriate personnel
2.3 Messages or information are recorded and passed on appropriately
2.4 Clients are informed of the process and progress of action
2.5 Follow-up action is taken according to organisational policy if required

13 Access and use the internet

Description

This unit describes the performance outcomes, skills and knowledge required to access and use the Internet .

Learning Outcomes

Identify and use local resources

· Installed Internet software applications and their purposes are identified

· Internet software applications are used online and offline

· Extracting (decompressing) software and virus scanners are used on downloaded files

· Identify Internet connection and protocols

· Applications and files are downloaded and installed correctly

· Potential security risks are identified and avoided

Identify and use remote resources

· Websites are navigated to locate required information

· Files and documents are accessed using the Internet (world wide web) search engines

· The Internet is browsed to find related sites via links

· Files are retrieved from an FTP repository

· Emails are sent, downloaded, read, responded and saved to

· Files attached to incoming email are retrieved and attached files are sent

· Newsgroups relevant to the industry are accessed

14 Capture Digital Image

This will provide critical evidence that the student must be able to:

· Assess the capacity of, and operate, a digital camera to upload and process 

      3 digital images using industry hardware & software to deliver a quality image

Skills and knowledge
Using a digital camera 

· What is meant by pixel resolution and how does this affect the resolution of the image? 

· Why is the RAM capacity of a digital camera relevant? 

· Why are shutter speed and focal lengths important to check when capturing a digital image? 

· What are the safety requirements for handling and storing lithium batteries? 

Access digital camera qualities
1.1  Camera software compatibility with hardware system is assessed and the appropriate software is selected for the job 

1.2  Pixel resolution of the camera is matched to the required quality and resolution of outcome 

1.3  The RAM capacity of the camera is checked to be appropriate to the number of images required to be captured 

1.4  Shutter speed, focal lengths and camera feature modes (eg flash, scrollage, icon menu, close-up, wide angle and telephoto capacity) are assessed suitable for the quality and use of photographic images required 

1.5  Lithium batteries are handled and stored according to OHS requirements
14 Maintain equipment and software in working order

2.1  Camera is set up for image composition according to job specifications 

2.2  Lighting is arranged according to job specifications 

2.3  Light intensity is set for the correct exposure

15 ICAW2011B Work individually or as a team member to achieve organisational goals 

Im the boss

Knowledge includes:

· Principles of ethical work practice (e.g. when participating in teams)

· Roles and responsibilities of individual team members

· General understanding of social and organisational systems when participating in teams

· Results orientated approaches (e.g. when establishing own work schedule)

· Organisational structure and IT division structure so as to document own and teamwork practices

· General organisational strategic direction and values so as to plan own and teamwork practices

· General work team processes and group dynamics (e.g. when participating in teams)

· Access and equity principles when communicating with people from diverse backgrounds and people with special needs

Skills include:

· Decision making within a limited range of options (e.g. when prioritising work according to organisational guidelines and deadlines)

· Assertiveness (e.g. when identifying team roles)

· Questioning and active listening (e.g. when giving and receiving feedback)

· General customer service (e.g. when processing urgent tasks according to organisational guidelines)

· Time management for self-management purposes (e.g. when prioritising work according to organisational guidelines)

· Basic planning skills (e.g. when creating the action plan for work to be done by the team or individually)

· Problem solving techniques for known problems in routine processes (e.g. when identifying and acting on tasks and goals)

· Literacy skills in relation to general workplace documentation.

16 Author Interactive Sequences

1.1 Identify a range of appropriate authoring software.

1.2 Discuss with relevant personnel the range of authoring software and their application to various delivery platforms.

1.3 Discuss with relevant personnel design specifications of the project.
1 Plan use of authoring tool.

1.4 Discuss with relevant personnel technical requirements of the project in order to select authoring software.

2.1 Load selected authoring software.

2.2 Create a new file for the specified task and name file using standard naming conventions.

2 Prepare to use authoring tool.

2.3 Display and use tools and features of authoring software relevant to the authoring process.

3.1 Produce screens and layout according to design specifications applying basic visual design principles.

3.2 Create interactive media components as required.

3.3 Source text content and apply style sheets to format text.

3.4 Source relevant media assets, optimise if required and integrate using appropriate file formats.

3.5 Produce and link all components according to storyboard and apply templates or themes.

3.6 Manipulate markup code where errors are occurring or to finetune functionality.

3 Produce interactive sequences.

3.7 Save in appropriate file format to directory.

4.1 Check that interactive elements function with minimal error on a variety of systems.

4.2 Present sequence to relevant personnel.

4 Check functionality of interactive sequence.

4.3 Incorporate changes as required.
Portfolio/Assignment Cover Sheet

17 Participate in OHS Processes

Description

This unit describes the performance outcomes, skills and knowledge required to participate in workplace occupational health and safety (OHS) processes to protect workers own health and safety, and that of others. No licensing, legislative, regulatory or certification requirements apply to this unit at the time of endorsement.

Employability Skills

This unit contains employability skills.

Application Of Unit

This unit applies to individuals who require a fundamental knowledge of OHS to carry out their own work which may be in a defined context under direct supervision or with some individual responsibility. This unit has broad applicability across industries and workplace contexts.

This unit describes the performance outcomes, skills and knowledge required to participate in workplace occupational health and safety (OHS) processes to protect workers own health and safety, and that of others.

· responsibilities of employers and employees under relevant health and safety legislation

· emergency procedures including procedures for fires and accidents

· commonly used hazard signs and safety symbols.
Description

This unit defines the competency required to work effectively within the IT environment of an organisation by researching and assembling information about the organisation's IT systems, equipment, software, policies and governance arrangements.

Learning Outcomes

Identify IT in an organisation and related relevant policies and procedures

· Identify IT roles in an organisation and briefly describe what services they perform

· Identify and describe key players from the IT service areas previously identified

· Identify IT policies and procedures and research whether they are used in practice

Identify IT equipment, software and operating systems used by the organisation

· Identify IT equipment, operating systems and software used in the organisation and understand the importance and role within the organisation

· Establish that all of the equipment locations and service requirements are maintained according to organisational requirements and prevailing policies and procedures

	
	Activity  1 – Clean and maintain office equipment 


In your classroom you should find a printer and PC’s and in your school a photocopier and a fax. You are to collect the necessary equipment and complete the tasks listed below.  Set a schedule with your class mates to schedules these tasks across the semester during this unit of competency.  Have a supervisor or teacher sign the job sheet below when you have completed this task.

	Tasks to complete
	Equipment Item

	Supervisor to observe and tick when student completes the task
	PC’s
	Printer
	Photocopier
	Fax

	Established which equipment required maintenance
	
	
	
	

	Access cleaning materials from stores. 
	
	
	
	

	Check around the PC for anything nearby that could raise its temperature
	
	
	
	

	Clear away anything that might fall on it or make it dirty
	
	
	
	

	Turn off and unplug the system before cleaning
	
	
	
	

	Wipe over PC’s and peripheral devices using correct techniques 
	
	
	
	

	Wipe the case and clear its ventilation ports of any obstructions
	
	
	
	

	Keep all cables firmly attached to their connectors on the case
	
	
	
	

	Clean the Mouse using the correct technique
	
	
	
	

	Clean the keyboard using the correct technique
	
	
	
	

	Clean the screen with a standard glass cleaner and a lint-free cloth. (If LCD Monitor clean with isopropyl alcohol)
	
	
	
	

	Clear magnetic interference by pressing the degauss button
	
	
	
	

	Reseat the cables plugged into the surge protector
	
	
	
	

	Replace paper
	
	
	
	

	Replace toner
	
	
	
	

	Record in log the maintenance and replacement of consumables as per the Schools procedures
	
	
	
	

	Test equipment to ensure it is in working order at set time periods and in line with the school’s procedures
	
	
	
	

	Exercised care to prevent interruption of business activities during maintenance procedures
	
	
	
	

	Record all consumables stock on inventory register
	
	
	
	

	Knowledge of where to access relevant manuals to determine maintenance requirements
	
	
	
	

	Equipment requiring maintenance is notified to supervisor 
	
	
	
	

	Maintenance schedule developed by student and implemented and documented
	
	
	
	

	Unused peripherals are stored in line with vendor/manuals' guidelines. 
	
	
	
	

	Dispose of the used consumables according to the Schools environmental guidelines
	
	
	
	

	Signature of Supervisor
	
	
	
	

	Date Completed
	
	
	
	


18 ICAU2007B ; Maintenance of equipment and consumables 15

	
	Activity 2 - Maintain equipment


Task 1 – Hard Disk Maintenance (Homework)

This activity needs to be completed at home as you do not have access to the necessary windows features on the school’s network.

1. Find and run the ScanDisk utility program (or equivalent) and analyse your hard disk for errors. 

2. Type out the instructions for how you did this 

3. Get a screen print of the results screen (press screen print button) and paste this in the document beneath the instructions you have typed 

4. Find and run the hard disk Defragmentation program (or equivalent) to optimise your hard drive 

5. Type out the instructions for how you did this 

6. Get a screen print of the results screen (press screen print button) and paste this in the document beneath the instructions you have typed 

7. Print and hand this document in to your teacher 

Task 2 – Referring to a User Manual
1. Locate a user manual for a printer either at school or home or using google.

2. Find the section of this manual on cleaning the printer. 

3. Copy, paste and save this information into a word document called [Printer Model] Cleaning Instructions 

Task 3– Troubleshooting Faults
List the possible minor faults and some things you could do to troubleshoot and fix them.

1. The printer stops printing in the middle of a print 

2. The printer sends a message to your computer screen saying that it is not receiving any signals from the terminal and therefore cannot begin to print 

3. The mouse is slow and jerky 

4. The keyboard is not responding 

Task 4 – Replace and Maintain Consumables
Find suppliers that stock the items listed below. Provide:-

· the name of the supplier 

· the item code and full name 

· price 

· Decide which supplier and printer consumable is the cheapest and most copies
Items include:-

1. Inkjet cartridges 

2. Laser printer toner cartridges 

3. CD ROMs blanks 

4. Cables, connectors, plugs 

5. Cleaning tools and materials 

6. Batteries 

7. Power boards, extension leads, spike protectors 

8. Fuses 
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We would appreciate feedback from you on this course and this booklet.  Please answer the questions below and send to Mr Peter Faulks - faulksp@corpus.wa.edu.au

Course Title:
Certificate II in Information Technology ICA20105

Name of Teacher:  ___________________________________________ 



	
	Strongly Agree
	Agree
	Disagree
	Strongly Disagree

	COURSE EFFECTIVENESS:
	
	
	
	

	Course objectives were clearly stated. 
	
	
	
	

	Course objectives were relative to my future job requirements.
	
	
	
	

	Course content totally supported the Learning Outcomes
	
	
	
	

	Assignment questions measured my knowledge of course outcomes
	
	
	
	

	Tasks and assignment questions were understandable.
	
	
	
	

	Feedback from the teacher was beneficial. 
	
	
	
	

	Safety procedures were stressed.
	
	
	
	

	The course was organized logically.
	
	
	
	

	The course was interesting and motivating.
	
	
	
	

	The course enhanced my knowledge, skills, and/or abilities.
	
	
	
	

	ENVIRONMENT/EQUIPMENT:
	
	
	
	

	Learning environment (lighting, furniture, equipment and temperature) was satisfactory for learning. 
	
	
	
	

	Equipment required for course completion was easily accessible.
	
	
	
	

	Equipment required for course completion functioned properly.
	
	
	
	

	I knew how to receive technical assistance if required.
	
	
	
	

	Technical assistance was provided in a timely manner.
	
	
	
	

	THIS COURSE BOOKLET:
	
	
	
	

	Course materials were received in a timely fashion.
	
	
	
	

	The pace of course material was relative to the degree of difficulty.
	
	
	
	

	The level of interaction enhanced my ability to learn. 
	
	
	
	

	Course materials were easy to understand.
	
	
	
	

	Course materials contained current information.
	
	
	
	

	Course materials contained accurate information about my tasks.
	
	
	
	

	This course book is of a  high quality
	
	
	
	

	The activities and questions were relevant to the unit of competency
	
	
	
	

	The booklet was easy to read and follow
	
	
	
	

	I understood what was required of me for this Vocational Program
	
	
	
	

	The evidence list was useful for me in collecting the required evidence
	
	
	
	

	The assessment procedures were clearly outlined to me
	
	
	
	

	The appeal process was explained to me at induction
	
	
	
	


OVERALL COURSE RATING:
Please circle one of the following:

My overall rating of this course is
   Outstanding
Excellent    Satisfactory
   Marginal   Unsatisfactory

If you encountered problems completing the course, please provide detailed comments/suggestions for corrective action over the page.
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