Title of Learning Area:  Design and produce documents in a business environment

Amount of Credit Claimed for Learning Area: 
_____________
Level at which credit is being claimed: 

_____________
1. Learning achieved / identified (Learning outcomes): 

(This is what you have learnt / can do. This is what you will claim credit for. Thus the claim for credit will need to be substantiated by the learning identified. If it helps begin the sentence with, I have learnt to ... or I know how to ... this might help in identifying what you have learnt. Keep each area focussed. Once you have identified learning achieved it will help the process of reflection and identifying evidence. You can, of course, return to these to adapt / develop as the need arises.

1. Responding to the implications of document production and act to produce appropriate material
2. Researching, analysing and evaluating information to identify relationships and patterns and make informed judgements in the design and production ofdocuments
3. Coping effectively with a range of unfamiliar situations and problems

4. Responsibility across a broad area rather than for individual tasks, including for negotiating objectives and outcomes and for their wider impacts.
Further outcomes:

· agree the purpose, content, style, quality standards and deadlines for the document 

· identify and prepare the resources needed 

· research and organise the content needed 

· make appropriate and efficient use of available technology 

· design, produce and proofread the document in the agreed style 

· integrate non-text objects in the agreed layout 

· check for accuracy, editing and correcting as necessary 

· store the document safely and securely in approved locations 

· clarify document requirements, when necessary 

· present the text in the required format within agreed deadlines 

· the purpose and benefits of producing high- quality and attractive documents 

· the different types of documents that you may be asked to design and produce and the document styles that should be used 

· the different formats in which the text may be presented 

· the benefits of agreeing the purpose, content, style, quality standards and deadline for the production of the document 

· the different types of technology available for inputting, formatting and editing text and their main features 

· the types of resources needed to produce high- quality and attractive documents 

· how to research and organise the content needed for the document 

· how to integrate and layout text and non-text objects 

· how to check for accuracy and correctness – including spelling and grammar – and the purpose for doing this 

· the purpose of storing the document safely and securely and how to do so 

· the purpose of confidentiality and data protection 

· the purpose and benefits of meeting deadlines 

2. Analysis of Learning and Relationship to Evidence:

· Description of what you do. An explanation which will ensure that the reader can understand the context of the learning, the level of the learning and be able to identify the learning in relation to the workplace.

· Analysis of the learning – the why? what? how? when? where? in relation to the learning outcomes (see 1 above). Identify both knowledge, understanding and skills.

· Reflection on the learning. Use some of the theories / models provided in the handbook to work through the outcomes. You can reflect and analyse focussing on one outcome at a time or on one activity at a time related to the outcomes. 

· Support your analysis by evidence of reading on the subject.

Identify evidence of new learning which can be used in your reflective essay.     

3. Evidence of Learning:

The analysis (see 2 above) will need to be evidenced and cross referenced to the actual documented evidence. Thus if you are reflecting on outcome 1 above your evidence might include:

· Evidence of research into different possibilities
· Evidence of discussion related to decisions made.

· Evidence of time period over which this activity took place 
· Attendance at training / evidence of personal training

· Example of a range of documents and stages in document production
Other possible evidence: 
Testimonials

Reports

Appraisal reports

Correspondence from and to you

Artefacts (e.g. photographs/video tape, products)
