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INTRODUCTION

Introduction
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Communicate in the workplace
Thepurposeofcommunication is to exchange information with anotherpersonora groupof people. 

There areanumber ofwaysto communicate. Forexample:

PC 2.5 INTRODUCTION

In this learners guide you will learn about:

• Planningandpreparing forworkplacecommunication usingequipment and systems

• Communicating using communication equipment and systems

• Carrying out face-to-faceroutine communication

• Completing writtendocumentation.

By using communication 
equipment andsystems

WritingSpeaking

• Communicationis vital in the workplace.

• Effective communication is important to ensure a safe, efficient and happy working environment.

• Clear and correct information is necessary to pass on messages.
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PLAN AND PREPARE FOR WORKPLACE COMMUNICATION USING EQUIPMENT AND SYSTEMS

Plan and prepare for workplace 
communication using equipment and systems

Element 1
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PC 1.3 PLAN AND PREPARE FOR WORKPLACE COMMUNICATION USING EQUIPMENT AND SYSTEMS

Public address (PA)systems 
andmegaphones

TabletsComputer system

Monitor,keyboard,hard drive, 
mouse, speakers.

SignsLightsWhistlesSirens andbells

Tags

Communication equipment (continued)
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PC 1.4 PLAN AND PREPARE FOR WORKPLACE COMMUNICATION USING EQUIPMENT AND SYSTEMS

Establishing communication (continued)

When establishing communication with others it is important to approach themin thecorrectway.Thesuccess of 
furthercommunications can often relyon how wellthe initial (first) communication goes.

Somethingstoremember include:

Use language the 
audience understands

• Englishmightbeasecond 
languagefor theperson

• Trynotto use‘jargon’.

Jargon is languagethatis only 
relevantto a particulartrade, 
profession or group).

• Trynotto use‘acronyms’.

An acronym is a setof letters 
thatrepresent a phrase,name 
ororganisation.

Forexample:

ASAP = As Soon As Possible

EGA = Easy Guides Australia

FEL = FrontEnd Loader

Be culturally sensitive
• Consider the persons

cultural background

• Consider differentreligions

• The personmayhavean 
accentor find it hard to 
understand yours

• Certainhand gestures 
andwords have different
meaningsin somecultures.

Be respectfuland friendly
• Introduce yourself

• Smile

• Offer ahandshake

• Makeeye contact

• Knowthepersonsname

• Do nottalkdowntopeople

• Respect thepersonspositionin 
the company.Forexamplethe 
manager or supervisor.
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PC 1.4 PLAN AND PREPARE FOR WORKPLACE COMMUNICATION USING EQUIPMENT AND SYSTEMS

Getto thepoint
Gettothemain point 
orpointsquickly.

Peoplemay become 
frustratedor 
confusedifthe 
communication 
gets off track.

Keep communicationmoving
Make sure every bit of information
builds on the information before it,
this will make the subject flow and
help withunderstanding.

Keep itsimple
Do notuse 
complicated or 
academic language.

Peoplemay not 
understand and 
could lose interest.

Follow up
After the initial communication it is
agood idea to followup to seehow
thingsaregoing.

A phone call, text message or an
email is agoodwaytodo this.

Interactwith the audience
Ifthereis interaction 
between the speaker 
andtheaudience itwill 
help to maintain interest 
andmightalso help the 
audience to understand.

Maintaining communication
Once communication hasbeen established with the audience it is important to maintain thecommunication
until themessage gets across.

Sometips formaintaining thecommunication include:
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COMMUNICATE USING COMMUNICATION EQUIPMENT AND SYSTEMS

Communicate using communication
equipment and systems

Element 2
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PC 2.2 COMMUNICATE USING COMMUNICATION EQUIPMENT AND SYSTEMS

Two-way radio
Two-wayradio systemsusually operate in ahalf-duplexmode. 
Thismeans that theoperatorcan either talkor listenbut cannot 
do bothat thesametime.

• Tosenda message the operatormust press a‘push-to-talk’button 
which activatesthe transmitter(allowsa message to be sent).

• When the button is released the receiveris active(allows amessage 
tobe received).

Use communication equipment and systems

Pushto talk

Channel 
up/down

LCD display

Volume

Aerial

Pushto talk

Speaker

Speaker

Always refer to theoperatorsmanual forinformation on theradios controls

LCD display

Volume

Channel 
up/down
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PC 2.5 COMMUNICATE USING COMMUNICATION EQUIPMENT AND SYSTEMS

Knowwhat youneed to communicatein an emergency:

• Thetypeof emergency

• Location of theemergency

• Injuries

• Emergency services needed.

Knowwhoyouneed to communicatewith in 
an emergency.

This could be internal people like:

• Managers

• Supervisors

• Otherworkers

• Firstaid officers Knowhow tocommunicate in an emergency:

• Sound thealarm towarn everyone

• Whattype ofcommunication equipment is safe to use?

• Keepcallsbrief. Do nottie up phonelines.

Orexternalpeople like:

• Emergency services

• Healthand safety 
regulators

• Environmental 
protection authority.

Knowwhatdocumentation and reporting needs to 
be done:

• All incidents, accidents and near misses must be
reported and investigated

• Any incident that results in death, serious injury/illness
or is dangerous must be reported to the state/territory
healthand safetyregulator.

Follow safety procedures (continued)

Observanceof local communicationsand emergencyprocedures
Always refer to workplacepolicies and procedures to learnwhat is expectedwhen a workplaceemergency 

occurs. Observing local communications foremergencies on your work sitemeans that you:
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PC 2.2 COMMUNICATE USING COMMUNICATION EQUIPMENT AND SYSTEMS

QUESTION15

When communicating 
on atwo-wayradio.

Whattermdo youuse 
to tell someoneyou 
willcomply with their 
instructions?

QUESTION16

Howdo youwrite the 
word‘dog’using the 
phonetic alphabet?

Wilco

DeltaOscarGolf

ALPHAA

BRAVOB

CHARLIEC

DELTAD

ECHOE

FOXTROTF

GOLFG

HOTELH

INDIAI
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JULIETJ

KILOK

LIMAL

MIKEM

NOVEMBERN

OSCARO

PAPAP

QUEBECQ

ROMEOR

SIERRAS

TANGOT

UNIFORMU

VICTORV

WHISKEYW

X-RAYX

YANKEEY

ZULUZ

PC 2.2 COMMUNICATE USING COMMUNICATION EQUIPMENT AND SYSTEMS

• Never transmit sensitive,privateor confidential information

• Performradio checks

• Do not interrupt

• Do notreply to messages thatarenotforyou

• Thinkbefore you speak.

QUESTION17

Thereare basic protocols 
(rules)thatatwo-way 
radio usershould 
understand and follow.

Identify threeof the rules.

1. Listento makesure thatthechannel is clearforyou tospeak.

2. Press thepush-to-talk(PTT)button.

3. Waitfortwoseconds:
Say — ‘Messagerecipients call sign...twice’. 
Nextsay— ‘This is... followedbyyour call sign’.

4. When thepersonyouwant totalk toanswers, 
youcan passon your message.

QUESTION18

What are the four basic
steps to transmitting a
message on a two-way
radio?
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Carry out face-to-face 
routine communication

Element 3
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PC 3.1 CARRY OUT FACE-TO-FACE ROUTINE COMMUNICATION

Ifyoudo notspeakclearly whencommunicating 
amessage itcan cause errorsand safetyissues.

QUESTION35

Why is it important to 
speak clearlywhen 
communicating a 
message?

Answer may include but is not limitedto:QUESTION36
• Do notmumble

• Do nottalk toofast

• Do nottalk toosoftly

Youneed to 
communicatea message 
toagroupof workers.

• Do nottalk tooloudly

• Do notuse slang

• Do notuseacronyms.

Whataresomethings 
you shouldremember 
when talking to themso 
themessage is clear?
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PC 3.5 CARRY OUT FACE-TO-FACE ROUTINE COMMUNICATION

Tocommunicateco-operativelymeans to use a 
technique thatencourages people to work together, 
orco-operate witheachother.

When you communicate co-operativelyyour 
communication will be moreeffective.

QUESTION51

Whatdoes itmean 
tocommunicate 
co-operatively.

A personwho is assertivewouldbe themost co-operativecommunicator.
QUESTION52

Who would be the
more co-operative
communicator —

Someonewho is 
assertive,aggressive 
orpassive?
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COMPLETE WRITTEN DOCUMENTATION

Complete written documentation
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Work permitsChecklists

Incident reportsEndof shiftdocumentation

Complete written documentation
Thetypesof writtendocumentation usedon worksites can vary between workplaces. 

Somecommonexamples include:

PC 4.1 COMPLETE WRITTEN DOCUMENTATION
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