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FRIENDS TO TRUTH




Auburn Girls' High School
VET Assessment Task
	TASK NAME:
	It Document Template Policy and Procedures

	FRAMEWORK:
	Information Technology
	YEAR:
	

	DATE GIVEN:
	
	DATE TO BE ASSESSED:
	

	ASSESSMENT LOCATION:
	To be completed as homework and handed in on Assessment Date

	TASK DESCRIPTION:
	Part A:  

Write a policy to explain why you should use the IT Document Template in this subject. 

Your policy should NOT be a description explaining what a template is and how to create one. It needs to be a statement of reasons and benefits of using the template for work completed in this IT class. 

Suggested resources: Microsoft Word – online help, Heinemman IT Text (online at school), refer to any existing policy documents to get an understanding of the language used in policies, EdSonic materials.
Part B:

Write a procedure that outlines the steps you would take to download this template from the website, and how you would use this document. This should be a separate document to the one above and should detail EVERY step that needs to be taken to use the template. Be specific in your instructions.

Both documents should be created using the IT Document Template and use its built in formatting features. 

	COMPETENCIES TO BE ASSESSED:
	Work effectively in an IT environment (ICAITTW001B)
1.3 Policies and procedures are complied with, as directed by supervisor
Design organisational documents using commercial computing packages
1. Design documents to meet organisational requirements 

1. Business document requirements are determined and configured. 

2. Organisational design guidelines are determined and implemented. 

3. Appropriate software is selected software is used to design documents. 

4. Software is used to design documents. 

5. Documents are stored for access and editing as required. 

6. Client requirements are satisfied or client is referred to appropriate person. 

2. Access, retrieve and manipulate data 

1. Software application is opened. 

2. File is determined and opened, and design is amended according to requirements 

3. Documents are designed to meet organisational requirements 

4. Applications are exited without loss of data. 

	ASSESSOR’S COMMENTS:

Signed: ____________
	

	STUDENT’S COMMENTS:

Signed: ____________
	

	DATE COMPLETED:
	
	RESULT:
	· Competent

· Not Yet Competent


A school committed to excellence and equity within a challenging and caring environment


