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PC 2.5 INTRODUCTION

Communicate in the workplace

The purpose of communication is to exchange information with another person or a group of people.

There are a number of ways to communicate. For example:

Speaking Writing By using communication
equipment and systems

* Communication is vital in the workplace.
* Effective communication iSimportant to ensure a safe, efficient and happy working environment.

* Clear and correct information is necessary to pass on messages.

In this learners guide you will learn about:

Planning and preparing for workplace communication using equipment and systems
« Communicating using@@ommunication equipment and systems
« Carrying out face-to-face routine communication

Completing written documentation.
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PLAN AND PREPARE FOR WORKPLAGE

COMMUNICATION USING EQUIPMENT AND SYSTEMS

Element 1



PLAN AND PREPARE FOR WORKPLACE COMMUNICATION USING EQ! IENT AND SYSTEMS

Communication equipment (continued)

Computer system Tablets Public addres

Monitor, keyboard, hard drive,
mouse, speakers.

Sirens and bells Whistles Signs

Tags
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PLAN AND PREPARE FOR WORKPLACE COMMUNICATION USING EQUIPMENT AND SYSTEMS

Medical devices

Some communication equipment can cause
interference with medical devices such as:

Pacemakers

+ Hearing aids.

If you use these or any other personal medical
devices always seek medical advice.

Always check the information provided by
the manufacturer before operating the
communications equipment

WARNING
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Weather conditions

Weather conditions like thunderstorms can sometimes
create a hazard when using certain
types of communication equipment and systems.

Thunderstorms are often accompanied by lightning, which
can produce electromagneticinterference (EMI) that can
disrupt the signals transmitted and received by two-way
radios.

Check the manufacturers information for warnings.
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PLAN AND PREPARE FOR WORKPLACE COMMUNICATION USING EQUIPMENT AND SYSTEMS

QUESTION 5

What are three

things you should do
when establishing
communication with
an individual or group.

1. Berespectful and friendly.
2. Be culturally sensitive.

3. Use language the audience understands.

QUESTION 6

List five tips that will
help you to maintain
communication

with your audience
(individual or group).
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1. Keepitsimple.
2. Keep communication moving.

340,.Get to the point.

4. Interact with youraudience.

5. Follow up.

27
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COMMUNICATE USING COMMUNICATION

EQUIPMENT AND SYSTEMS
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PC2.2 COMMUNICATE USING COMMUNICATION EQUIPMENT AND SYSTEMS

Use communication equipment and systems

Two-way radio

Two-way radio systems usually operate in a half-duplex mode.
This means that the operator can either talk or listen but cannot
do both at the same time.

o0—— Aerial

« To send a message the operator must press a‘push-to-talk’ button
which activates the transmitter (allows a message to be sent).

« When the button is released the receiver is active (allowsa message

to be received). Volume

Speaker

Volume

LCD display
/ Pushtotalk |—o o/

/ O | Channel o— Channel

up/down up/down

Speaker [—©

Push to talk LCD display

Always refer to the operators manual for information on the radios controls
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CARRY OUT FACE-T0-FACE

ROUTINE COMMUNICATION
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PC 3.4 CARRY OUT FACE-TO-FACE ROUTINE COMMUNICATION

QUESTION 47 This signal tells you to move away
from the light.
You are on site and a

work mate is signalling
in an up and down
motion (nodding)
using a cap lamp.

What is this signal

telling you?
y N
p ——
QUESTION 48 The operatofr could be trying to:

« Provide'a warning that the

The operator of an excavator is about.to move.

excavator is sounding

the horn « Get the attention of people or

other vehicles that are in the

What could the way (in danger).
operator be trying to

communicate? - Warn‘thervehicles/plant and

pedestrian traffic that they are
travelling through a doorway
oraround a blind corner.
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COMPLETE WRITTEN DOCUMENTATION




PC 4.2 COMPLETE WRITTEN DOCUMENTATION

Use approved documents

It is important that approved documents are used in
the workplace.

You may need to use a particular document because:
+ Policies and procedures say you must use the document

« Itis alegal requirement to use the document.

Approved documents have been through a process to
make sure they do the job they are supposed to do and
meet any legal, compliance and workplace requirements:

Important documents are reviewed on a regular basis
after they have been approved to make sure they still do
the job they were designed to do.

For example
If you do overtime, e
complete the extra St
hours you worked el .. O
on the approved - S
. . ]
overtime claim form. —ire s N o P
[ —— N R ] T
. . B ] L '.'.li-.lrl :- :’
Do not just write s - & '
. e I gT
something on a e b T
scrap of paperand s -
expect to be paid: LR o
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PC 4.2 COMPLETE WRITTEN DOCUMENTATION
QUESTION 55 Approved documents are documents that have
been through a process to make sure they:
Wh
doc&ztrzreen:gproved + Do the job they are supposed to do
+ Meet any legal, compliance and workplace
requirements.
Intranet sites
QUESTION 56

Where can you
usually find workplace
documents?
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+ Managers or supervisors
« Site offices
¢ Human resources

- Safety officers or administrative staff.
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