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PASSING Unit Resources and User Guide

LANE
INTRODUCTION

Passing Lane Pty Ltd is pleased to introduce your school/institution to our vocational education and training unit
resource packages.

Foundation Skills Units

This document outlines the licensing terms and conditions of the unit resource packages.
It also provides basic information on how to use the materials.

Should you have any further questions or require any additional information do not hesitate to contact Passing
Lane.

Passing Lane Pty Ltd
PO Box 975
COWES VICTORIA 3922
Telephone 1 300 64 98 63
Email info@passinglane.com.au

Web www.passinglane.com.au
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Unit Resources and User Guide

INTRODUCTION-CONT’D

The Student/Trainee and the Teacher/Trainer manuals are developed to provide training content that addresses the
specific ‘Unit of Competency’ as outlined on the following pages.

This unit manuals can be packaged with various manuals addressing other ‘Units of Competency’ in order to meet the
’Packaging Rules’ of a particular Australian Training Package Qualification.

This resource has been designed to be delivered in a form that is conducive to the learning environment including:

#* Online delivery

% Classroom delivery

#* On the job training
The documents are designed in a ‘landscape’ format in order to make reading on a computer screen easier as well as
reduces the need to scroll down pages. Documents can be easily printed if the learning environment requires the student
or trainee to have hard copies of the learning materials.

The Student/Trainee and the Teacher/Trainer manuals are Portable Document Files (PDF) and are opened using Adobe

Reader.
Sl
Adobe:PDF
/JQ

®

ADOBE’ READER’

The latest Acrobat Reader software is available at no charge from the website http://get.adobe.com/reader/
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INTRODUCTION—CONT’D

The Student/Trainee and the Teacher/Trainer manuals can be used on both PC and MAC platforms.
Generally, the materials are easily exported to most learning platforms.

The materials can also be printed and bound and handed out as hardcopies to each student or trainee.

LANE

FSK - Foundation Skills Training Package

Foundation Skills Units

Unit
FSKDIGO03

Use digital technology for routine workplace tasks

Student/Trainee Manual
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PASSING Unit Resources and User Guide

LANE
MATERIALS CONTENT

The title page of both the Student/Trainee and the Teacher/Trainer manuals specify 1) the training package it
has been developed for and 2) the specific unit the content is addressing.

FSK - Foundation Skills Training Package ‘

Foundation Skills Units

Unit
FSKDIGO3

Use digital technology for routine workplace tasks

StudentTrainee Manual
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MATERIALS CONTENT—CONT’D

The beginning of both manuals is the 1) ‘Unit of Competency Overview’ page, which aligns directly with the endorsed ‘Unit
of Competency’ in the training package.

This page is to let the readers know what the materials in the manuals are addressing.

Page
m FSKDIGO3 - Use digital technology for routine workplace tasks 8

LANE

FEKDNGOT U digital techanogy for routine workplicetadks Date this docusent wiss gencrated: 21 Decanber 2013

UNIT OF COMPETENCY OVERVIEW

The following pages are extracts from Training.gov.au website and outlines this specific ‘Unit of Competency’

including the ‘Elements’ and the ‘Performance Criteria’. The content within this manual has been developed to FSKDIGD3 Use []jgi[a] [eclmn]ng\' for routine workp],ace tasks
address this unit. "

FSKDIG03 - USE DIGITAL TECHNOLOGY FOR ROUTINE WORKPLACE TASKS Modification History
ELEMENT I PERFORMANCE CRITERIA Release Comments
Release 1 This streamlined version first released with FSK
1. Prepare 1o use digital technology : ;:g::gg ;ﬁ;‘:;:&‘::gsﬁﬁiﬁmmy R Foundation Skills Training Package version 1.0,
13

Interpret routine workpiace information and terminology

2.1 Interpret routine information from a range of sources to access and use digital technology

2. Complete routine workplace task 2.2 Follow workplace procedures fo perform a fask using technology
23 Review performance Application
Ths unit describes the skilk and knowledge required to use digital technology to undertake
Fassing Lane of the above infor of Australia and this exiract has been provided for reference purposes only. .

routme workphce tasks.

The unit apples to ndividuals at Australan Core Skilk Framework (ACSF) kvel 3 who need
to undertake a vocational traming pathway or workplace tasks.

Ths it & designed for mtegration and sation with | units to support
of ional ¥.

No bcersing, kegshtive or i apply to ths unit at the time of

publication.

Unit Sector

Copyright —_—
Elements and Performance Criteria
Element Performance Criteria
Elements describe the Performance criteria describe the performance needed to
essential outcomes. demonstrate achievement af the element.

1. Prepare o use digital 1.1 ldentify rouwtme workplace tasks

— 1.2 Identify appropriate digital technology for the task
1.3 Interpret routine workplace nformation and terminology
1 2. Complete routine 2.1 Interpret routine mformation from a range of sources to access
waorkplce task and use digital technology

2.2 Follow workplace procedures to perform a task wsing technology

2.3 Review performance

Hproved Pa 2ol

© Commmueats of Ausrsl, 2013 P s Sills for Awstrslia
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MATERIALS CONTENT—CONT’D

The manuals contain detailed information aligned specifically to the ‘Unit of Competency’ and the unit’s ‘Elements’ and
‘Performance Criteria’.

The 1) Table of Contents for both manuals show that each section title is the 2) ‘Unit of Competency’ ‘Element’.

<

LANE
TABLE OF CONTENTS
Introduction Page 5
2 Unit of Competency Overview Page 8 FEKDIG3 Ui digital techanology for soutine wedkplicetadks Date this docussen wis gencrated: 21 Decanber 2013
— Section One

Prepare to use digital technology Page 9

Section Two ] 1oi ; i " .
Develom an individual career plan Page 24 FSKDIG03 Use digital technology for routine workplace tasks

Self Assessment Page 35

Modification History

Release Comments

Release 1 This streamiined version first rekeased with FSK
Foundation Skills Training Package version 1.0

Application
This wit describes the skilk and knowledge required to wse digital technology to undertake
routne workphce tasks.

Section One

The wmit applies to mdividuals at lan Core Skills F {ACSF) kevel 3 who need
to undertake a vocational traming pathway or workplace tasks.
This wit & designed for mtegration and isation with | units to support
of tonal Y.
No beersing, legshtive or apply to ths unit at the time of

Prepare to Use Digital bltin

Technology \ Unit Sector
Digital Technology
Elements and Performance Criteria

Element Performance Criteria

Copyright
2019

Elements describe the
essential outcomes.

Performance criteria describe the performance needed to
demonstrate achievement of the element.

1. Prepare to use digital
technology

1.1 Identify rowtne workplace tasks
1.2 Identify appropriate digital technology for the task
1.3 Interpret routine workplace mformation and terminclogy

2. Complete routine

2.1 Interpret routine mformation from a range of sources to access

workplce task and use digital technology
2.2 Follow workplace procedures to perform a task wsing technology
2.3 Review performance

Tepmved

© Comssueakh of Ausral, 2013
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MATERIALS CONTENT—CONT’D

In each section 1) the content is broken down into sub-sections and the titles for each sub-section is the same as the
2) ‘Element’s’ ‘Performance Criteria’.

FSKDME Ui digitaltedsnology for soutine uodkplice tads Dt this dnctmseent wis gencrated: 21 Decanber 2013

Section One

FSKDIGO3 Use digital technology for routine workplace tasks

Modification History

Release Comments

Prepare to Use Digital P T bt e o v v FSK
TeChn0|ogy ‘oundation Skills Training Package version

Application
This unit describes the skills and knowledge required to use digital technology to undertake
routine workplace tasks.

The unit apphes o ndividuals at Australan Core Skils Framework (ACSF) kevel 3 who need

Page v ar w ks
FSKDIGO3 - Use digital technology for routine workplace tasks kil to undertake a vocational traming pathway or workplace tasks.
This it & desigmed for niegration and sation with | units to support
IDENTIFY ROUTINE WORKPLACE TASKS 1 of vocati Y.
Before you learn about digital technology in the ce, you should be aware of what types of tasks you Neo licensing, kgshtive or certification requrrements apply to this wnt at the time of

may do as part of your duties at work that would requl e use of some type of digital technology. publication.

Let's say you work in an office. The tasks you would perfor
include:

would require digital technology would
Unit Seetor
* Answering the telephone A
= Making calls Digial Technology
# Typing out a letter

* Sending an email to a customer
* Buying office equipment on line
* Sending a facsimile

Elements and Performance Criteria

* Creating a presentation Element Performance Criteria
* Photocopying a newsletter
Just to name just a few. Elements describe the Performance criteria describe the performance needed to
Let's say you work in a retail store. The tasks you would perform that would require digital technology ! essential ontcomes. demonstrate achievement of the element

include:

* Answering the telephone 1. Prepare o use digital 1.1 Identify routme workplace tasks
= Accepting payments for merchandise technology . . . -
* Creating pricing tickets. 2 Identify appropriate dighal technology for the task

#* Taking inventory . N . )
# Operating security systems 1.3 Interpret routine workplace nformation and terminology

just to name just a few -
2.1 Inicrpret moutine mformation flom a range of sources o acecss

and wse digital technology
29 Follow . i k15 .
# Answering the telephone 2.2 Follow workplace procedures to perform a task wsig technology

* Creating menus 2.3 Review performance
# Accepting payments for food and drinks
# Operating food preparation equipment

* Operating the background music system
ooz o] e e

* Operating security systems

just to name just a few

Let's say you work in restaurant or café. The tasks you would do that would require digital technology may
include:

© Commsoruealh of Audrais, 2013 FeCTsSkills for Ausirslia

The manual’s information is supported with graphics, charts, tables, photos and drawings.

Copyright

2019




Unit Resources and User Guide

MATERIALS CONTENT-CONT’D

As earlier mentioned, the materials are vocational education and training unit resources in the form of Student/Trainee and
the Teacher/Trainer manuals.

We will go through each in more detail.
STUDENT/TRAINEE MANUAL
The ‘Student/Trainee Manual’ could be likened to a textbook.

The manuals contain detailed information aligned specifically the ‘Unit of Competency’ and the unit’s ‘Elements’ and
‘Performance Criteria’ and are supported with graphics, charts, tables, photos and drawings.

The manuals contain a series of ‘Learning Activities’.

Each learning activity is identified with the following icon.

Page
FSKDIGO32 - Use digital technology for routine workplace tasks

-
Learnlng LEARNING ACTIVITY TWO

Below are some pictures of digital devices that you may encounter in various types of workplaces. Tell us the name of the
device.

Activity

4 5 6
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Unit Resources and User Guide

MATERIALS CONTENT-CONT’D

Learning activities come in the following forms.
* Questions
% Research
% Tasks
% Interviews
Questions
Questions would relate to the information presented on previous pages.
Research
This type of learning activity would require the student or trainee to locate information by using research methods. The

information they would be required to locate would be in line and/or support the information that the manual had outlined in
previous pages.

Learning
Activity

Tasks Research

This learning activity type would require the student/trainee to actually do or undertake something and would be reinforcing
the knowledge they have gained from reading the manual’s previous pages.

Interviews

This learning activity type would require the student/trainee to interview person(s) in an actual workplace environment or a
person(s) who are experienced in the industry sector which the student/trainee is currently undergoing training.

The student/trainee is made aware of the type of learning activity by noting the learning activity type displayed under the
learning activity icon.

Copyright
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The learning activities in the Student/Trainee manuals are ‘Form Enabled’ so that if the resources delivered are online, the
activities can be filled in using the computer keyboard.

MATERIALS CONTENT—CONTID

The student or trainee would simply place the cursor in the field and click once with the mouse.

Seconds later the blue colour disappears and the student enters his/her answers into the field .

LEARNING ACTIVITY ONE

Below are three other types of workplaces or jobs that would use digital technology. In the space provided list the tasks that
would often use some type o digital technology. DO NOT tell us the type of digital technology, just name the task or activi

Teacher

Students or trainees would enter their answers in the form enabled area

Hotel reception

When the student or trainee leaves the filled in field to move on to the next field, the previous field returns to a blue colour.

IT IS VERY IMPORTANT THAT THE MANUAL IS SAVED REGULARLY.

It is recommended that the student or trainee set up a ‘Student/Trainee’ folder on their computer and saves their manuals
to that folder.

The ‘first’ SAVE will have the software will ask if you wish to replace the file and the student/trainee would click YES.
Saving does not prevent the student or trainee from going back to previous fields to make changes.

After the ‘first SAVE, the student or trainee would need to use the ‘SAVE AS’ function.
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MATERIALS CONTENT—CONT’D
Self Assessment
At the end of each manual is a series of questions that the student or trainee should review and answer.

This self assessment is to ensure in the student’s or trainee’s mind that they have reviewed and understood
the information that was presented in the manual.

If they are unsure of their understanding in any of the topics reviewed, they are encouraged to go back and
review the information again and/or seek the assistance of their teacher or trainer.

TEACHER/TRAINER MANUAL
The Teacher/Trainer manuals have exactly the same content as the Student/Trainee manuals.
The only differences are the explanatory introduction pages and after each learning activity there are ‘Teacher/

Trainer Guidance Notes’. These provide the answers to the ‘Learning Activities’ as well as some notes on how
to assess the student/trainee’s submission to each learning activity.

FSKDIGO3 - Use digital technology for routine workplace tasks “
Learning
Activity
Question
LEARNING ACTIVITY TWO

Below are two types of user manuals. What is the difference between the two?

OPERATING
INSTRUCTIONS

TEACHER/TRAINER GUIDANCE NOTES

Number 1 is for a piece of hardware or equipment and Number 2 is for software.
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LANE
LICENCE OVERVIEW

The Passing Lane licence agreement frees the school, TAFE, and other training organisations of the burden of copyright
restrictions.

Under the Passing Lane licence agreement the materials may be ‘loaded’ on to secure school/institution
networks, secure web servers, learning platforms and/or teacher notebook computers and have ‘no restrictions
as to the number of students’ accessing and using the materials.

Also, there is ‘no restriction’ to the licenced school/institution as to how many ‘printed copies’ can be made of the
materials.

DVD or CD copies of the materials may not be done under any circumstances.

All materials purchased are registered in the name of the institution purchasing the materials.

The materials are not transferable without written consent by Passing Lane.

All materials have a three year expiry date from date of purchase after which this licence will expire.

All licences are renewable for a fee or automatically renewed for a full licence period when an available upgrade
is purchased.
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LICENCE OVERVIEW—CONT’D

Passing Lane will send out a notice to the school/institution informing them of the pending expiry of the licence
and the cost of renewing the licence.

Should the school/institution not renew the licence, the materials must not be used and all materials removed
from websites, networks and learning platforms.

All Passing Lane materials are protected under the Australian “Copyright Act of 1968” (including any amendments and
subsequent amendments).

The use of Passing Lane materials without a valid licence breaches the copyright laws and Passing Lane retains
the right to seek any compensation available under the copyright law.

Should your school or institution have any further questions or require any additional information about the
licensing arrangements do not hesitate to contact Passing Lane.

Passing Lane Pty Ltd
PO Box 975
COWES VICTORIA 3922
Telephone 1 300 64 98 63

Email info@passinglane.com.ai
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LANE
MATERIAL MODIFICATIONS

The Passing Lane licence agreement allows the Passing Lane materials to be modified or contextualised to suit the
teaching/training environment.

This includes adding or deleting written content, adding school or institution’s logos and adding your own pictures or
graphics.

Graphics, pictures or illustrations in the original materials can be removed ,but not used elsewhere or modified.

The PDFs can be converted to WORD files using PDF conversion tools that are readily available on the market.
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LANE
UPDATES AND UPGRADES

On occasions the training packages will be updated and if the updates are minor, Passing Lane updates the materials and
the updated materials are provided free to those holding a current user licence.

If the training package changes are substantial, Passing Lane will update the materials.

However, there would be a small upgrading fee charged to those schools or institutions wanting to upgrade their
materials.
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