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Class Activities

During and after the initial training the learner will be required to complete a number of activities.  These activities will be both individual and group activities (class activities formative activities).  The activities are numbered and are to be included in the learner’s portfolio of evidence.  These activities will measure the progress of the learner through the programme.  For authenticity reasons these activities must be handwritten.
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	Class Activity 1: Communication Techniques used in the Workplace

In small groups, complete the following:
	12433.1.1-4



	1.1 Based on the communication theory included in your Learner Guide, explain what you understand by successful workplace communication:



	1.2 Here is a list of documents (texts) that are commonly used in most business environments. Identify their function in your business environment and mention what the industry specific and/or legislative requirements for each text are. Also give an indication of the possible consequences of non-compliance:

Text

Function: what it is used for

Industry/ legislative requirements

Consequences of non-compliance

e-mail

Business proposal

Report 

Memo 

Presentation 

Minutes




Place any extra evidence after this page, clearly marked for easy reference.
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	Class Activity 2: Lead Discussions and Chair Meetings

In small groups, complete the following:
	12433.2.1-4



	2.1 The most common criticism of meetings is that there are too many of them. Which of the following are problems that you’ve experienced with meetings? 

Problem

(
Meeting is too long

Meeting agenda contains too much

Meeting competes with other important meetings

Too many people are at the meeting

People who should have been there, are not

People who don’t need to be there, are and clutter up the dialogue

Meeting is poorly planned

Meeting is called for insufficient or unimportant reasons

Meeting is too long because of poor leadership

Meeting is allowed to end without concluding the business at hand

Attendees are unprepared to participate



	2.2 Explain how you’ve dealt with two of the problems you’ve identified:



	2.3 Explain why it is important to check that the physical arrangements for a meeting are in order?



	2.4 What is the purpose of an agenda?



	2.5 Explain the procedure to be followed to place items on an agenda



	2.6 Explain the purpose of the Minutes of a meeting:



	2.7 Why is it important that the Minutes are accurate?



	2.8 How are inaccuracies in the Minutes dealt with during a meeting?



	2.9 Group work: Divide into two teams for the following activities.

It is your monthly team meeting. In addition to the usual items, you have to discuss a rather serious issue on which there are strongly divided feelings. 

2.9.1 Describe the issue and state what the opposing views are:



	2.9.2 As the meeting chair, send out the e-mail inviting the relevant participants and inform them of the issue and the preparation required: 

! This message is high priority

From
To

cc

Subject



	2.9.3 In your groups, put together the meeting agenda for this meeting:



	2.9.4 In your group, plan the main points that you will make to defend your point of   view:



	2.9.5 Role play: Enact the meeting which you have planned in your groups:

· Make sure that you stick to the agenda

· The chairperson must maintain order




Place any extra evidence after this page, clearly marked for easy reference.
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	Class Activity 3: Identify the Target Audience and Structure the Report

In small groups, complete the following:
	12433.3.1-4



	3.1 Tick the types of technical writing you do in your workplace and state who your  audience/recipient is in each case. Also state whether you think the particular person is a skimmer or a sceptic:

Document

(
Audience

Skimmer/ Sceptic

e-mail

Memo

User manual

Proposal

Presentation draft

Progress report

Budget report

Business letter

Résumé and cover letter

Research report

Other: state



	3.2 Explain how you will adapt your report writing for a) a skimmer and b) a sceptic.



	3.3 Insert the headings you would use to organise this text in order to make it more reader-friendly:

________________________________

Before you continue, it is important to understand what we mean by creativity, as there are two completely different types. The first is technical creativity, where people create new theories, technologies or ideas. This is the type of creativity we discuss here. The second is artistic creativity, which is more born of skill, technique and self-expression.

 

________________________________

 

There are two main strands to technical creativity: programmed thinking and lateral thinking. Programmed thinking relies on logical or structured ways of creating a new product or service. Examples of this approach are Morphological Analysis and the Reframing Matrix.

 

_______________________________

The other main strand uses 'Lateral Thinking'. Examples of this are Brainstorming, Random Input and Provocation. Lateral Thinking has been developed and popularised by Edward de Bono, whose books you can find in the appropriate articles.



	3.4 Restructure paragraph1 of the article above so that it consists of an introductory statement and two bullets:


	3.5 Insert punctuation marks where necessary:

there still seem to exist grey areas in deciding whether to apply a disciplinary procedure or a counselling procedure disciplinary procedures  are applied where an employee has broken a rule or standard in the workplace and where it can be shown that the rule or standard was in place and was known to the employee and that the employer has consistently applied that rule or standard this means that in the past when that same rule or standard has been broken the employer has applied disciplinary action he has not acted in some transgressions and overlooked others thus misconduct refers to the employees behaviour in the workplace misconduct is always the fault of the employee no person misconducts himself by accident counselling procedures on the other hand have nothing whatever to do with the employees behaviour in the workplace


	3.6 Improve the following bulleted list according to the guidelines in your Learner Guide::

· Insert a picture

· Centering the picture 

· On the right of the picture, telling a little bit about the picture 

· Filling the space on the left with text

· If it does not look good, take the picture out



Place any extra evidence after this page, clearly marked for easy reference.
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	Class Activity 4: Gather and Present Information in a Report

In small groups, complete the following:
	12433.3.1-4



	With your partner,  write the first draft of the report you want to submit to management regarding the issue discussed at your team meeting (Activity 2):

Heading

Introduction

Body

Conclusion




Place any extra evidence after this page, clearly marked for easy reference.
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	Class Activity 5: Gather Information and Structure the Presentation
In small groups, complete the following:
	12433.4.1-4



	Prepare a 5-minute presentation on conflict in the workplace and how effective communication can resolve it:

5.1 Draw your mind map here:



	5.2 Write your key points and supporting detail here:

1.

1.1

1.2

1.3

2.

2.1

2.2

2.3

3.

3.1

3.2

3.3



	5.3 Write your introduction here:



	5.4 Write your conclusion here




Place any extra evidence after this page, clearly marked for easy reference.
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	Class Activity 6: Deliver the Presentation
In small groups, complete the following:
	12433.4.1-4



	Deliver your presentation and ask your partner to complete the following feedback form and then discuss with you:
Name:

Company:

Date of assessment:

Topic:

Body language

C

NYC

Comments

Dress

Neat, uncluttered, professional

Posture

Chin up, shoulders back, comfortable stance

Gestures and movement

Movement motivated, hands comfortable (no fidgeting, pointing, etc.)
Facial expression

Friendly, smiling, animated

Eye contact

Makes contact with whole audience, does not exclude anyone
Voice

Projection

Clear, can be heard at back

Articulation

Clear pronunciation and enunciation, can understand what s/he is saying

Pitch

Not too high or low, pleasant to the ear

Tone

Varies, not monotone

Audience contact

Includes whole audience

Does not focus on only one person/section

Able to maintain interest

Uses techniques to keep audience interested (humour/ interesting content/ anecdotes, etc.)

Visual aids

6X6 rule

slides are not too busy- don’t contain too much information/ clear font/ good choice of colours

Seamless transitions

From one slide to another/ from one topic to another, etc. is done flowingly, without hesitation

Effective use of equipment

OHT or PC is used effectively as an aid; doesn’t talk to the screen or projector, but to the audience

Content

Does the learner succeed in addressing audience needs, i.e. adapt to target audience?

Does the learner communicate effectively using enough examples, illustrations, supporting ideas, etc.?
Enough information is given (at least 3 main ideas)
Do the supporting ideas actually add to and support main ideas?

Learner achieves objective of presentation:

Informative, persuasive, etc.




Place any extra evidence after this page, clearly marked for easy reference 

Reflection

The purpose of reflection is for you to consider what you have learnt and how you will use it in the future.  Answer the following questions as honestly as you can:

1. How would you apply what you have learnt during this module in the workplace?

2. What will you change in the way you work as a result of what you have learnt?

3. What was the most significant thing you have learnt?

4. What do you think you still need to learn more about? (Action Plan)
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