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Unit summary   
�
 

Learning outcomes  
 
By the end of this unit learners will be able to: 
 
·  Recognise and understand the use of 

preset forms in the workplace 
·  Recognise and understand the key features 

of single entry and mixed entry forms 
·  Use single and mixed entry forms 
·  Reflect on learning 
 

Underpinning skills and knowledge  
 
Activities in this unit will contribute to the development of the following skills: 

·  Understanding how to use the structure and details of forms, tables and charts to 
input/extract data, headings, abbreviations 

·  Reading for detail 
·  Planning what to write 

 
Learners will also be asked to draw upon their own experiences in the workplace.  
 

Work plac e context  
 
Within many work settings, the demands for 
writing are limited to data completion and form 
filling. This is particularly true for workers 
employed at an operative level. This type of 
writing uses what can be described as preset 
formats or writing ‘frames’. Some require 
single word/data entries, others a mixture of 
limited entries and free text. 
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Unit summary 

Learning activities  
 
1. Why use forms and other preset 

formats to write at work? 
2. Understand the benefits and challenges 

of using a range of forms at work 
3. Using accident report forms 
4. Reflect on own learning 
5. Level 2 Assignment 
 

Resources   
 

·  WAW3.1 What are the skills and challenges?  
·  WAW3.2 Single entries Form A 
·  WAW3.3 Mixed entry Form B 
·  WAW3.4 Understand and record the details  
·  WAW3.5 Filling in an accident report form 
·  WAW3 Level 2 Assignment 
·  Learning Log  
·  A selection of preset forms from the workplace 

Accreditation  
 
Course activities in this unit can provide Level 1 learners with evidence for GoaW Writing 
at Work, Unit 3: Form filling and other preset formats. Entry Level learners will require 
support to achieve the unit and there are suggestions for support included in the teacher 
notes. A Level 2 assignment is included for more confident learners.  
 
Encourage all learners to use the Learning Log to reflect on and record their learning. 
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ACTIVITY 1: Why use forms and other preset formats to write at 
work?  
 
Aims:  
 

·  To recognise and understand the use of preset forms in the workplace. 
 
 
 
Activity:  
 

·  Beforehand, collect a wide range of forms, work sheets, delivery notes, tables, 
charts, etc. used in own workplace, and hand out a collection of each to learners 
working together in small groups. 

·  Ask them to do two things: 
 

1. Make a list of all the things they have in common, i.e. how the information is 
displayed and collected (rows, columns, headings, abbreviations, dates, time). 

2. Sort them into three piles: those that require limited text/data input; those that 
require some amount of free text entries, even if it is just a sentence; and those that 
require substantial text input. 

o Which of the forms in front of you would you describe as single entry 
forms, which require a person to write in single words, data or codes? 
Where are they used in the workplace? Can you give me an example 
from those in front of you? 

o Is there anything on the form that you are unsure of, such as 
abbreviations used that you’ve not come across? Who does know what 
they mean? 

o Which would you describe as mixed entry forms, which require single 
sentences/phrases/small amount of text, plus data words or codes? 
What is the main purpose of the small amount of free text? Can you 
give me an example of one in front of you that requires some freely 
written text? 

o Are there any forms that require a substantial amount of free writing? 
What is their purpose? 

o Why do you think the workplace uses so many preset forms? Why 
doesn’t the company just ask people to write down things as and when 
they find the need to do so? 

·  Record responses on the flip chart to the last question and summarise by pointing 
out that most workplaces could not function efficiently if they did not use a range of 
preset forms. 
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ACTIVITY 1: Why use forms and other preset formats to write at 
work?  
 
Teacher notes  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ensure that  the following points are covered during the activi ty:  
 

·  Preset formats provide a structure or ’frame’ for writing – this may consist of a table 
or chart format with rows, columns, headings, boxes, etc., e.g. spreadsheet. Stress 
that space to enter data/text is limited on many forms so that abbreviations are often 
used – care needs to be taken that all users of the forms understand what they 
mean and how to use them. 

·  Most workplaces track and record information, whether it’s temperature for cold 
storage, quality checks, stock control or making a hair appointment in the salon. It 
cannot be left to the discretion of the workers (if and when they think of it) to record 
information, otherwise errors and inefficient ways of working would soon occur. 
Having preset formats enables information to be collected and acted upon in the 
same way by everyone involved, quickly and efficiently. A requirement for drawn-out 
descriptions would take time off the job to write and to read!  

·  A predetermined structure to write into supports everyone. Whilst it is always 
necessary  to think about what to write, because accuracy and clarity is essential, 
formal planning is generally not required – the structure to use is already in place. 
Providing preset formats allows the company to collect all the information it needs 
and also what its workers need to inform their work, from either minute to minute in 
some cases, daily in others, and so on. A form also provides a record of what has 
and is taking place – evidence of who and what is/was involved. 

 

 
SfL/Entry Level support  
 

·  Support may be necessary for the language of forms, e.g. ‘as appropriate to’, ‘use 
BLOCK capitals’, etc., and translating certain abbreviations.  

·  Clarification of what is meant by rows, columns, single cells, etc. 
·  A small, discreet notebook with the most commonly used words and abbreviations 

can be very helpful for the individual, particularly when new at the job or facing 
changes to their job. 
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ACTIVITY 1: Why use forms and other preset formats to write at 
work?  

 
 
Teacher notes (continued) 

 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
Provide plenty of opportunities for practice to assist learners to locate information in preset 
forms. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Suggestions for extension activities  
 

·  Ask learners to go through as many forms as possible and list all the abbreviations used 
with what they mean alongside. This list can be helpful to give to support new or existing 
employees. 

 
·  Learners may want to find out more about forms in general. Suggest they visit BBC 

Skillswise and have a go at the quizzes or a ‘Forms’ game. 
 

http://www.bbc.co.uk/apps/ifl/skillswise/mod_quizzes/e3/words/reading/forms/quizengine  
http://www.bbc.co.uk/skillswise/e3/words/reading/forms/game1.shtml  
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 1:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

Rt/E3.2  Recognise the different purposes of text at 
this level 

Entry Level Reading  

Rt/E3.3 
Recognise and understand the 
organisational features and typical language 
of instructional texts 

Entry Level Reading 

Wt/L1.5 
Use format and structure for different 
purposes 

Level 1 Writing 

Rw/L1.2 
Read and understand the vocabulary 
associated with different types of text, using 
appropriate strategies to work out meaning 

Level 1 Reading 

SLd/L1.1 
Follow and contribute to discussions on a 
range of straightforward topics 

Level 1 Speaking and Listening 
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ACTIVITY 2: Understand the benefits and challenges of using a 
range of forms at work  
 
Aims:  
 

·  To identify the benefits and challenges of using single entry forms. 
·  To identify the benefits and challenges of using more complex forms. 

 
 
Activity: 
 
Hand out Resource WAW3.1 What are the skills and challenges? , Resource  WAW3.2 
Single entries Form A  and Resource WAW3.3 Mixed entry Form B . 
 

·  In pairs, ask learners to first of all identify the skills needed to complete both forms. 
·  Take some feedback from all the pairs and agree where there should have been a yes 

or a no. 
o Which form identified the greater number of skills need to complete it? (Form 

B.) 
o Why do you think this is? (More freely created text needed - a greater range of 

skills required.) 
o What can a more complex form achieve that a single entry form cannot? (Give 

more information/explain in more detail/give the reader a better understanding 
of things.) 

o What are the benefits of forms which require single pieces of information? 
(Brief, concise, doesn’t take long to read and extract information, doesn’t 
demand too much of the writer other than accuracy.)  

·  In groups, ask learners to look at all the places where a particular skill is needed in order 
to complete the task, and to think about any possible challenges these skills could pose 
for some workers, e.g. legible handwriting.  

·  Ask each group to appoint a spokesperson to give their findings to the whole group. 
·  Discuss the findings using the notes provided in Resource WAW3.1 What are the 

skills and challenges? Answers , pointing out that even if the workplace requires only a 
minimum of writing, it still has to be accurate and clear.  

·  Check learners realised that the piece of information missing from Form B was the date. 
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ACTIVITY 2: Understand the benefits and challenges of using a 
range of forms at work 

 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
Some learners may need to be directed to other means of support with writing, such as a local 
or online course. 
������������������������  

Ensure that  the following points are covered during the activi ty:  
 

·  It is important to understand the purpose of forms before attempting to complete 
them. 

·  Forms have a number of format conventions. It is helpful to be familiar with these.  
·  The skills required to complete a preset form can be learned and improved with 

practice. 
  

SfL/Entry L evel support  
 

·  Writing can be an emotive subject for many adults who struggle to acquire 
competent writing skills, so be aware that in the group there may be those trying to 
deal with feelings of inadequacy, particularly when the subject of challenges that 
forms can pose is discussed. 

·  Make sure that paired work enables those less confident writers to have support 
from a confident writer. 

 

 

Suggestions for extension activities  
 

·  Ask learners to choose two forms from their own workplace and, using the same 
criteria from Resource WAW3.1 What are the skills and challenges ?, identify the 
skills needed to complete them. 

 

 



 

Getting on at Work  

������������	�
� � �
�
���������
���	���������������	��
����
�
���	������

 
10 

 
 
 
 
Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 2:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

Rt/E3.2  Recognise the different purposes of text at 
this level  Entry Level Reading  

SLd/E3.1 Follow and understand the main points of 
discussions on different topics 

Entry Level Speaking and 
Listening  

Wt/L1.5 
Use format and structure for different 
purposes 

Level 1 Writing 

SLd/L1.1 
Follow and contribute to discussions on a 
range of straightforward topics 

Level 1 Speaking and Listening 

Wt/L1.2 Judge how much to write and the level of 
detail to include 

Level 1 Writing  
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ACTIVITY 3: Using accident report forms  
 
 
Aims:  
 

·  To demonstrate extracting and recording information. 
 
 
 
Activity:  
 

·  Use Resource WAW3.4 Understand and record the details as practice for reading, 
extracting and recording details from/to an accident report form.  

·  Ask learners to check each other’s answers before looking at the answer sheet provided. 
·  Discuss what had made it tricky to answer some of the questions. 
·  Hand out Resource WAW3.5 Filling in an accident report form  (two copies of form to 

each learner). Using the scenario in Resource WAW3.4 Understand and record the 
details , ask learners to work in pairs to complete the accident report form using some 
planning strategies, e.g. sticky notes, spidergram, bullet points, to help decide what to 
say in the free text description.  

·  Ask learner what they felt were the challenges of completing the forms and record 
responses on the flip chart. 

·  Summarise by pointing out that whatever the challenges, reporting an accident in writing 
is required by law.  

·  Ask for suggestions in how this is handled in some cases, particularly if a person is 
reluctant to write things down to this extent. 

·  Ask learners to contribute another accident scenario or provide one that is appropriate to 
the work setting. Ask learners to complete another accident report form unaided, using 
the sample form Resource WAW3.5 Filling in an accident report form  or provide 
copies of the forms used in their own work setting. 
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ACTIVITY 3: Using accident report forms 

 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ensure that  the following points are covered during the activi ty:  
 

·  Most accidents at work are minor, but some can lead to compensation claims. It is 
important that all those involved in reporting things are very accurate and clear as to 
what happened. Point out how much harder it is to decide the correct facts because 
some details are incomplete, e.g. the time of the accident was not agreed between 
the parties involved and because a.m. or p.m. had not been recorded, which makes 
it impossible to know if this was an accident that took place in the morning or the 
evening. This may be an opportunity to discuss whether the workplace uses 12-hour 
or 24-hour times – the plus of using 24-hour time is that you are never in any doubt 
about what part of the day it is; the downside is that many people find 24-hour time 
much harder to use and interpret. 

·  Point out the need for a.m. or p.m. to ensure accuracy of the information for a future 
review, should it ever be necessary. 

·  An accident report form that records more detailed information due to the 
severity/implications of the accident is generally quite complex because it requires: 

o Some planning of what to write so that the sequence of events is accurate 
and easy to follow. 

o Formal writing, which involves appropriate choice of language and tone. 
o Accurate grammar, spelling and punctuation.  

·  Even if a person reports the accident verbally and someone else writes it down, the 
details must be coherent, sequenced and accurate.  

 

SfL/Entry L evel support  
 

·  Highlight key information in description to show how much is left out from a spoken 
description when writing within a very structured form. 

·  Point out the need for a.m. or p.m. to ensure accuracy of the information for a future 
review, should it ever be necessary. 

 

Suggestions for extension activities  
 

·  Practise writing different date formats and time in equivalent 12- and 24-hour 
formats using existing accident reports forms from the workplace, if information is 
not considered confidential, or use workplace scenarios. 
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 3:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

Wt/E3.1 Plan and draft writing  Entry Level Writing  

Ww/E3.3 Produce legible text  Entry Level Writing  

Wt/L1.1 
Plan and draft writing Level 1 Writing 

Wt/L1.5 
Use format and structure for different 
purposes 

Level 1 Writing 

SLd/L1.1 
Follow and contribute to discussions on a 
range of straightforward topics 

Level 1 Speaking and Listening 
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ACTIVITY 4: Reflect on own learning  
 
 
Aims:  
 

·  To reflect upon the use and value of preset forms in the workplace. 
·  To reflect upon the challenge that writing can cause even when a structured format is 

provided. 
 
 
 
Activity:  
 

·   Recap the main points raised in the session.  
·   Ask learners to complete the Learning Log . 
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ACTIVITY 4: Reflect on own learning  

 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Ensure that  the following points are covered during the activi ty:  
 

·  The importance of understanding what is required by any user of preset forms. 
·  The necessity of asking for clarification at the beginning if unsure of what to write or 

extract. Forms have been devised to reduce the necessity of having to write very 
much, but what is then written has to be accurate and clear to read. 

·  In the case of accident forms or any forms requiring some free text entries, planning 
is essential if the writing is to be easily read and understood, and user is to record 
the facts correctly.  Point out that very few people can write directly into a complex 
form without making some errors, particularly if it is handwritten. Planning 
beforehand ensures that the facts are all remembered, corroborated if possible, and 
placed in the right order – essential in recalling an accident situation. 

  

SfL/Entry L evel support  
 

·  Some learners may need support to complete the Learning Log , because for all the 
other activities in the session, paired and group work has ensured built–in support. 

·  Quietly suggest a tutorial if a person is obviously struggling with their writing. This is 
a major hurdle for many adults and one which can cause much embarrassment, as 
the evidence of any shortcomings is so publicly displayed. 

 

 

Suggestions for extension activities  
 

·  Gather and complete evidence requirements for this unit. 
·  Level 2 learners may try the Level 2 Assignment . They should be encouraged to 

work independently after initial discussion with tutor.  
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Resource WAW3.1 What are the skills and challenges?       
 
      Skills checklist  

Skills 
required to 
complete 
the forms  
   Yes/No  

Does the person in the 
workplace need to: 
 
 

A B 

Challenges for the writer? 
 

Write down anything you think 
may be difficult for people filling 

in these forms. 

Plan how to write the information?  
 

 
 

 

Think about the purpose and 
audience for the writing? 

   

Make a decision about how much to 
write? 

   

Decide on the format? 
 

   

Create some continuous text? 
 

   

Record numerical data? 
 

   

Structure what to write, e.g. use 
paragraphs? 
 

   

Worry about spelling? 
 

   

Use punctuation? 
 

   

Think about handwriting? 
 

   

Consider correct use of grammar? 
 

   

Think about the time taken for 
writing it? 
 

   

Have it checked and reviewed? 
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Resource WAW3.1 What are the skills and challenges?    Answers  
 
Skills checklist 

Skills 
required to 
complete the 
forms  
   Yes/No 

Does the person in the 
workplace need to: 
 
 

A B 

Challenges for the writer? 

Plan how to write the 
information? 

 
No 

 
Yes 

The structure of both forms helps the 
writer, but creating continuous text 
needs planning skills – logical, 
sequenced writing.  

Think about the purpose 
and audience for the 
writing? 

Yes Yes Both forms require accuracy and clarity 
and knowledge of who will receive and 
read the information – there’s no room 
for errors. 

Make a decision about 
how much to write? 

No Yes Forms that leave the level of detail up 
to the writer are more difficult. A 
decision has to be made about what is 
and is not important to include. 

Decide on the format? 
 

No No Understanding the key features of the 
form, e.g. headings, abbreviations, etc. 
is vital.  

Create some continuous 
text? 
 

No Yes What to leave in and what to leave out, 
along with getting the facts straight and 
in order, puts a huge pressure on the 
writer. 

Record numerical data? 
 

Yes Yes Must be recorded accurately. Numbers 
can be easily reversed, e.g. 12/21, and 
codes misread and written down 
wrongly. The eyes can easily slip down 
a column or along a row without 
noticing. 

Structure what to write, 
e.g. use paragraphs? 

No Yes Knowledge needed of why and how to 
write paragraphs – high level writing 
skill. 

Worry about spelling? 
 

Yes Yes If spelling is a problem for the writer, 
then any writing is a challenge. Form A 
will have much of the information to 
copy, which is helpful, whereas Form B 
will expect writer to use their own 
knowledge – stressful! 
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Resource WAW3.1 What are the skills and challenges?  Answers (continued)  
 
 

Use punctuation? 
 

No Yes Punctuation is an important part of 
continuous writing and can be a 
problem for many writers who have 
never understood its role or who do not 
write very often and are out of practice. 

Think about 
handwriting? 
 

*Yes * Yes * This is challenging for some if not 
completed on a computer. Handwriting 
needs to be small enough to fit into 
small space – Form A.  
Erratic/illegible handwriting is 
unacceptable on Form B. 

Consider correct use of 
grammar? 
 

No Yes Writing in the past tense and 
maintaining throughout a report is 
challenging, e.g. ‘He slipped on a patch 
of oil as I walked by.’ NOT ‘He slips on 
a patch of oil as I walk by.’ 

Think about the time 
taken for writing it? 
 

Yes No The additional pressure of writing 
quickly can be too much for people who 
need longer processing time. Errors 
begin to happen and stress is common. 

Have it checked and 
reviewed? 

Yes Yes Stress can occur when people know 
that what they have written is to be 
scrutinised by others, e.g. their 
manager. 
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Resource WAW3.2 Single entries Form A  
                  

OFFICE ORDERS SHEET 

Date 
 

Person 
ordering  

Ordered 
from  

Product  
code  

Item 
 

Quantity  
 

Cost  
 

Approved  
(requires 
signature ) 

 
 

05/03/09 
 

Lorraine 
 

LB 
Stationery 

279984 paper 5 reams £8.50 S. James 
 

10/03/05 
 

June Jones Ltd 55340D chair 1 £32.50 S. James 
 

        

 

        

 

        

 

        

 

        

 

 Task:  

·  Use the Skills checklist  to decide the writing skills being used in this Form A .  
·  Make sure you include any challenges that face the writer when completing this form. 
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Resource WAW3.3 Mixed entry Form B 
 

ACCIDENT RECORD 
B. About the person who had the accident  
 
Name:  Tanya Barton  
 
Address:   4, Wood Lane,  
                   Rainsbury, Essex  
 
Postcode:   ES12 3RG 
 
Occupation:  Canteen Assistant  
 
C. About the accident (Continue on the back of this form if you need to 
 
Say when it happened.  Date  ______/ ______/ ______     Time  _4.30 pm ________ 
 
Say where it happened.  ____Rainsbury Canteen ___________________________ 
 
Describe how it happened and any injury caused.  
 
I was preparing afternoon tea for the manager’s office where they had a 
meeting.  I was filling the teapot from the urn. Celine bumped into me as 
she was passing with a box of kitchen paper. It was big and she couldn’t 
see where she was going properly.  She knocked my arm and the hot water 
from the urn came all over my hand.  I ran it under cold water straight away 
and Celine called the first aider Ranjit Singh.  It wasn’t too bad but I was a 
bit shocked so he sent me home. 
I returned to work next day.  
 
 
 
Task: 

·  Use the Skills checklist  to decide the writing skills being used in this Form B . 
·  Make sure you include any challenges that face the writer when completing this form. 
·  What vital piece of information has not been recorded? 

 
�������������������������
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Resource WAW3.4 Understand and record the details  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date Time Place Name of 

injured 
person 

Type of 
injury 

Action 
taken 

Reported 
by 

12/02/09 10.00 Work 
station 12a 
 
 

Julie Brown   Hanna 
Mason 

 
 
 
 

      

 Task: 
1. The time entry is not correct. Decide why this is and amend it. 
 
2. Complete the rest of the accident report form. 

 
 

 

 

It was a bit dark and I was rushing 
over to my work station because I was 
a bit late – I know it was well after 10 - 
when I fell over something and fell 
forwards onto the corner of the bench. 
I felt sick and thought I’d broken my 
nose – there was all this blood. Thank 
goodness Hanna was around to help 
me, ‘cos there was no-one else. 

Julie was walking over to work station 
12a when she just tripped on something 
on the floor and fell forwards onto the 
edge of the bench. Her nose and chin 
were bleeding. Luckily, I’m the First Aider 
and was able to put a dressing on her 
chin and a cold compress on her nose –
she was quite shocked so I made sure 
she sat still until her colour came back. 
I had to record it in the accident book. It 
happened yesterday - that’s the 12th at 
about 10.15 – we were both on the night 
shift and no-one else was around. 
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Resource WAW3.4 Understand and record the details   Answers 
 
 
Date Time Place Name of 

injured 
person 

Type of 
injury 

Action 
taken 

Reported 
by 

12/02/09 10.15 p.m.  Work station 
12a 
 
 

Julie Brown Cut on chin 
and nose 
bleed 

Dressing on 
chin and 
cold 
compress 
on nose. 
Sat Hanna 
down until 
she looked 
better.  

Hanna 
Mason 
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Resource WAW3.5 Filling in an accident report form   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ACCIDENT RECORD 

1 About the person who had the accident 

Name _______________________________________________________________ 

Address _____________________________________________________________ 

_________________________________________________ Postcode ___________ 

Occupation ___________________________________________________________ 

 
2 About you, the person filling in this record 

If you did not have the accident, write your address and occupation. 

Name _______________________________________________________________ 

Address______________________________________________________________ 

_________________________________________________ Postcode ___________ 

Occupation ___________________________________________________________ 

 
3 About the accident Continue on the back of this form if you need to. 

Say when it happened.   Date ___ /___ /_____   Time _________ 

Say where it happened. State which room or place. ___________________________ 

____________________________________________________________________ 

Say how the accident happened. Give the cause if you can. ____________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

If the person who had the accident suffered an injury, say what it was. ____________ 

____________________________________________________________________ 

Sign and date the record. 

Signature _________________________________________  Date  ____ /____ /____ 

 
4 For the employer only 

Complete this box if the accident is reportable under the Reporting of Injuries, Diseases 

and Dangerous Occurrences Regulations 1995 (RIDDOR).  

How was it reported? ___________________________________________________ 

Date reported ____ /____ /____   Signature _____________________________ 
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WAW3 Level 2 Assignment  

 
In this task you are going to consider the range of forms and other preset formats used in your 
workplace. 
 
Forms in the workplace 
 
Part 1 - Comparison of forms in the workplace  
 

1. Find examples of forms or other preset formats used in your workplace. 
 

2. Indicate how each one is used and select and compare the amount and type of data 
required by each one. 

 
3. List the reasons for using preset forms in the workplace.  

 
Part 2 – Designing an informative poster 
 
Design an informative poster to help people either with filling in a particular workplace form or 
reading data from a workplace form.  This can be a simple form for personal details or an 
accident report form, etc. You will need to decide how much to write and the level of detail to 
include. 
 
Here are some ideas for your poster. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Forms, forms, 
forms…  

 
How to be a form 
filling whiz kid! 

 

Include useful tips about 
filling in or reading the form 
that will act as an easy 
guide for others. 

You might be able to use a 
labelled diagram to show 
what information goes 
where.  

Set out the information in a way 
that is easy to read and follow. 
You might use text boxes or 

different font sizes,  
or colours to make key points 
stand out. You might use 
headings and subheadings to 
organise the information.  

Remember that this is informative – 
make sure your points are clear, 
concise and easy to follow. 

Make a rough copy first and then 
proofread it carefully before making 
the final poster. 
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during the Level 2 
Assignment:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

Wt/L2.1 
Plan and draft writing Level 2 Writing 

Wt/L2.2 Judge how much to write and the level of 
detail to include 

Level 2 Writing 

Wt/L2.4 Use format and structure to organise writing 
for different purposes 

Level 2 Writing 
 

DI/6 Develop, present and communicate 
information   

Level 2 ICT 

Wt/L2.7 Proofread and revise writing for accuracy 
and meaning 

Level 2 Writing 
 

 



 

Getting on at Work  

������������	�
� � �
�
���������
���	���������������	��
����
�
���	������

 
26 

                                               

 
 
 
 
 
Learning Log   

 
 
 

 

Name: 
 
Date: 
Unit title:   
 
Positive outcomes from the 
training: 

Applying these positive outcomes in the future: 

 
 
 
 
 
 
 
 
 
 

 

In the future I would like to find out more about: 

 
Notes 
 
 
 
 
 
 
 

 
�  Think about what you have done today. 
�  What are the most important things you 

have found out – the positive outcomes? 
�  What difference can these positive 

outcomes make to you? 
�  What would you like to find out more 

about? 
�  Use the answers to these questions to 

complete the Learning Log below. 
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Links to other resources 
 
BBC Skillswise http://www.bbc.co.uk/apps/ifl/skillswise/mod_quizzes/e3/words/reading/fo

rms/quizengine  
http://www.bbc.co.uk/skillswise/e3/words/reading/forms/game1.shtml  
 

Preset forms in a 
variety of vocational 
settings: Embedded 
learning portal 

http://rwp.qia.oxi.net/embeddedlearning/search.cfm 

Filling in web forms 
 

http://www.bbc.co.uk/accessibility/win/writing/sub_1.shtml 

 
                   


