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Assessment Task 1: Short Answer Questions

	Student Name
	



Instructions
Answer the following 30 questions.
You must answer every question. A guide to the length of your response is provided with each question. Please keep to the word count guidance provided. Dot points are acceptable.
Enter your responses directly into the text box provided with each question (or part of the question). It will automatically expand as you type. 

1. Identify two (2) legislative and two (2) organisational requirements relevant to workplace communication.
	Legislative requirements
	

	Organisational requirements
	



2. How do organisational policies and protocols influence workplace communication? (60 words)
	



3. How do codes of conduct impact communication within an organisation? (50 words)	
	



4. Why are organisational reputation and culture important in workplace communication? (50 words)
	



5. Identify three (3) techniques to resolve communication challenges in the workplace.
	



6. Describe the three (3) techniques listed below and identify why should be used in workplace discussions.
	Technique
	Description

	Active listening
	

	Questioning
	

	Providing feedback
	

	Why they should be used?

	



7. Identify three (3) key principles of cross-cultural communication when working with Indigenous people.
	



8. How do you demonstrate the following communication principles for people with special needs or disabilities? (10 words each)
	Person-centred communication
	

	Use of accessible formats
	

	Active listening and patience
	

	Non-verbal communication
	

	Clarification and repetition
	

	Environmental considerations
	

	Empathy and respect
	



9. Identify three (3) presentation methods suitable for conveying workplace information or instructions, including formal presentations, informal team meetings and written work instructions.
	Presentation
	Methods used

	Formal presentations
	

	Informal team meetings
	

	Written work instructions
	



10. Identify the best communication methods for the different audiences and workplace requirements.
	Communication method
	Identify where this communication method is suitable for workplace requirements 
	Identify the suitable audience for this communication method

	Face-to-face communication
	
	

	Written communication
(emails, letters, reports, policies)
	
	

	Digital communication (messaging apps, intranet, collaboration platforms)
	
	

	Telephone or video calls
	
	



11. What are three (3) common communication challenges in an Indigenous workplace and how can they be addressed?
	Communication challenges
	

	Addressing communication challenges
	



12. What can Aboriginal and Torres Strait Islander boards do to uphold cultural values? List three (3) ideas.
	



13. Identify three (3) equity and diversity principles that should be considered when developing organisational policies.
	



14. Describe how geographic, cultural, social, economic, and political contexts influence Aboriginal and Torres Strait Islander organisations. (20-30 words)
	



15. When developing policies why should you consider an organisation’s constitution, vision, and purpose? (20-30 words)
	



16. Identify two (2) legislative and funding body requirements that must be considered in policy development.
	



17. What are two (2) key format and content requirements of organisational policies and procedures?
	



18. Describe three (3) protocols and cultural responsibilities that may impact policy development and implementation.
	



19. How do you establish a Policy Development Group?
	



20. Why is it important to include both board members and external experts in a policy development group? (100 words)
	Board members
	

	External experts
	



21. Describe four (4) types of expert advice that might be needed when developing policies for Aboriginal and Torres Strait Islander organisations.
	



22. How can the group ensure that cultural knowledge is respected and integrated into the policy development process? (100 words)
	



23. Describe four (4) culturally appropriate ways to consult with the community during policy development.
	



24. Identify four (4) challenges that might arise during community consultation and describe how they can be addressed respectfully.
	Challenges
	

	Addressing challenges
	



25. How can reviewing past board decisions help improve current policy development? (90 words)
	



26. Identify three (3) tools or records can be used to track and evaluate previous decisions.
	



Read the case study below and answer the four questions that follow.
Case Study: Walanbaa Aboriginal Youth Services
Walanbaa Aboriginal Youth Services (WAYS) is a community-controlled organisation in regional NSW that provides support programs for Aboriginal youth, including education, mentoring, and cultural engagement. 
The board has identified the need to develop a Youth Engagement Policy and Procedure and a Governance and Accountability Policy and Procedure to guide staff and volunteers when working with young people and related stakeholders.

27. The Chairperson of WAYS convenes a board meeting to discuss the formation of a policy development group. Identify two (2) members that the group should include.
	



28. Who should the group seek expert advice from? Identify two (2) sources that the group should include.
	



29. Who should be included in the community consultation? Identify two (2) people/groups.
	



30. What documents do you need for Policy Development? Identify four (4) documents.
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