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FRIENDS TO TRUTH




Auburn Girls' High School
VET Assessment Task
	Assessment Task ID
	Task 2
	Date Due
	12/5/2005

	Assessment Task
	Office Ergonomics
	Duration
	240 minutes

	Assessment Type
	Slide Show on EduWeb
	
	

	Unit of competency
	ICAITUOO4B Apply OH&S procedures

	Task Description
	You are required to develop a slide show that can be used to inform employees about OH&S issue relating to computer equipment and its operation in the workplace environment. 
Suggested areas you may wish to focus on:

· Ergonomic furniture and sitting position

· RSI and need for regular breaks

· Exercises

· Workspace and lighting

· Electrical Safety

· Excessive Noise
The slide show must have a:

· Introduction and a conclusion.

· Bibliography

· Clip Art

· Animation

· Scanned images

· At least 5 slides

On Completion the slide show must be saved on an Information Technology page on your EduWeb page. The slide show should be called OH&S relating to Computers. You are also required to present this show using the necessary equipment to classmates.



	Resources Required
	Access to workstation, word processing slide show software, EduWeb web page

	HSC Requirements
	Key terms and concepts

· OH&S principles and regulations

·  Repetitive strain injury, carpal tunnel syndrome, eye strain and other conditions associated with prolonged activity at a computer workstation

· Electrical hazards associated with computers and other office equipment

· Accident/incident reporting procedures

· Ergonomics

	Underpinning Knowledge and Skills Assumed

	· Basic understanding of systems

	· Logging procedures relating to accessing a PC

	· Communication is clear and precise

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

	· Organisational procedures for document design

	· Ergonomic principles to avoid back, wrist and eye strain

	· Basic knowledge of current industry accepted hardware and software products with broad knowledge of general features and capabilities

	· Organisation storage and retrieval procedures

	· Broad knowledge of function and features of operating systems

	· Current business practices in relation to preparing reports

	· Use of input/ output devices

	· Software packages supported by the organization


Assessment Feedback Sheet

	Student Name
	
	Date Due
	Thursday 12 May 2005 

	Assessment Task
	OH&S Slide show
	Duration
	240 minutes


	Unit of Competency
	Elements
	Performance Criteria
	Achievement

	
	
	
	Competent
	Developing

	ICAITUOO4B

Apply OH&S procedures
	1.Determine OH&S issues relating to immediate work environment
	1.3  Workplace and OH&S processes are followed to ensure a safe working environment
	
	

	
	2.Document and disseminate OH&S requirements 
	2.4 OH&S documents are provided to all workstations
	
	

	
	3.Provide Basic ergonomic advice
	3.1 Ergonomics of clients are assessed

3.2 Advice is provided based on vendor requirements, workplace polices and the latest OH&S information

3.3 Advice is documented and passed onto client and supervisor
	
	

	ICAITU006B

Operate Computer

Packages
	1. Use appropriate software
	1.1 Requirements of task are determined

1.2 Appropriate software is selected to perform task

1.3 Software is used to produce required outcome

1.4 Documents are saved and stored in appropriate directory
	
	

	ICAITU005BOperate Computer Hardware
	1. Use appropriate office peripherals


	1.1 Functions of office peripherals are identified

1.2 Requirements of tasks are determined

1.3 Appropriate hardware is selected to perform task

1.4 Hardware is used to produce required outcomes
	
	

	
	3. Use keyboard and equipment
	3.1 OH&S regulations are carried out

3.2 Keyboarding is carried out according to organization guidelines on speed and accuracy
	
	

	ICPMM63BA

Access the internet
	1. Identify and use local resources
	1.1 Installed Internet software applications are identified and started up.

1.3 Internet software is use on and off line.
	
	

	
	2. Identify and use remote resources
	2.1 Files and documents using the internet search engines are accessed

2.1 Internet is browsed to find related sites via links


	
	


Presentation Owner: _______________
Peer Assessor: _____________________
	Self Assessment
	Criteria
	Peer Assessment

	· 
	Microsoft PowerPoint was used
	· 

	· 
	Template or design scheme was used on all slides
	· 

	· 
	Same fonts and colours used throughout
	· 

	· 
	Slides have a clear heading
	· 

	· 
	Slides generally have about 4-5 points
	· 

	· 
	Use (not overuse) of animation / SFX
	· 

	
	Possible Topics covered:-
	

	· 
	Ergonomic furniture
	· 

	· 
	Sitting position
	· 

	· 
	RSI
	· 

	· 
	Breaks
	· 

	· 
	Exercises
	· 

	· 
	Workspace
	· 

	· 
	Lighting
	· 

	· 
	Electrical Safety
	· 

	· 
	Excessive Noise
	· 

	
	Additional requirements for slideshow:
	

	· 
	Introduction
	· 

	· 
	Conclusion
	· 

	· 
	Bibliography
	· 

	· 
	Appropriate pictures and graphics (not junk)
	· 

	· 
	Saved with correct name:- OH&S Relating to Computers (StudentName)
	· 

	· 
	File stored in IT Assessment  folder on ‘T’ drive
	· 


