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BSBINM301 Organise workplace information 

Application 
This unit describes the skills and knowledge required to gather, organise and apply 
workplace information in the context of an organisation’s work processes and knowledge 
management systems. 

It applies to individuals who perform a defined range of skilled operations in various work 
contexts. They may exercise discretion and judgement using appropriate knowledge of 
information management to provide technical advice and support to a team. 

No licensing, legislative or certification requirements apply to this unit at the time of 
publication. 

Elements and Performance Criteria 
Element 
Elements 
describe the 
essential 
outcomes. 

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

Page 
reference 

1 Collect and 
assess 
information 

1.1 Access product and service information in accordance with 
organisational requirements 

16–17 

1.2 Ensure methods of collecting information are reliable and 
make efficient use of available time and resources 

19–38 

1.3 Assess information for clarity, accuracy, currency and 
relevance to intended tasks 

14–16 

1.4 Use interpersonal skills to access relevant information from 
teams and individuals 

27–34 

2 Organise 
information 

2.1 Organise information in a format suitable for analysis, 
interpretation and dissemination in accordance with 
organisational requirements 

41–48 

2.2 Use appropriate technology/systems to maintain information 
in accordance with organisational requirements 

40–51, 61–
72, 75–76, 
79–81 

2.3 Collate information and materials and communicate to 
relevant designated persons 

43–53 

2.4 Identify difficulties organising and accessing information and 
solve collaboratively with individuals and team members 

78–81 

2.5 Update and store information in accordance with 
organisational requirements and systems 

11, 48, 60–
72 

3 Review 
information 
needs 

3.1 Actively seek feedback on clarity, accuracy and sufficiency of 
information to ensure relevance of information and system 

82–83 

3.2 Review the contribution of information to decision making and 
implement appropriate modifications to collection processes 

84–85 

3.3 Identify future information needs and incorporate 
modifications to collection processes 

86–87 

3.4 Document future information needs and incorporate in 
modifications to reporting processes 

86–87 
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Foundation Skills 
This section describes language, literacy, numeracy and employment skills incorporated in 
the performance criteria that are required for competent performance. 

Skill Performance 
Criteria 

Description Page 
reference 

Reading 1.1–1.3, 2.1–
2.3, 2.5, 3.2 

• Recognises and assesses textual 
information to complete tasks 
according to requirements 

Throughout 
workbook 

Writing 2.1, 2.2, 2.3, 
2.5, 3.1, 3.4 

• Completes workplace records, 
forms and documentation 
accurately using correct format, 
accurate spelling and grammar and 
terminology specific to 
requirements 

20–23, 37, 44–
48, 50–51 

Oral 
communication 

1.4, 2.3, 2.4, 3.1 • Elicits the view and opinions of 
others and obtains information by 
listening and questioning 

29–38 

• Participates in a verbal exchange of 
ideas/solutions using clear 
language to contribute information 
and convey issues 

27–36 

Navigate the 
world of work 

1.1, 2.1, 2.5 • Understands rights and 
responsibilities and complies with 
explicit policies and procedures and 
legal and regulatory requirements 

8–11, 17, 37, 
85 

Interact with 
others 

1.4, 2.3, 2.4, 3.1 • Identifies and follows accepted 
communication practices and 
protocols 

20–34 

• Complies with work instructions 
and contributes to work group 
discussions using accepted 
conventions 

Throughout 
workbook 

Get the work 
done 

1.1, 1.2, 2.1, 
2.2, 2.4, 3.2, 3.3 

• Plans and implements routine tasks 
and workload making decisions 
about sequencing and timing 

18, 81, 45–48 

• Makes low impact decisions within 
familiar situations, based on a 
range of predefined or routine 
solutions and evaluates the 
effectiveness of the outcome 

38, 84 

• Uses digital technology to access 
and record information and to 
communicate with others 

Throughout 
workbook 
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Assessment for this Unit 
This Unit is assessed by: 

• organising information 

• collecting information  

• consolidating and reporting information 

• gaining feedback on information collection and reporting 

• planning future information collection and reporting. 

Assessment Requirements v1.0 
Performance evidence 
Evidence of the ability to: Page reference 

• efficiently and effectively gather, assess, organise and use 
workplace information as part of own job role 

Throughout workbook 

• provide accurate information for defined purposes 13, 15, 24, 79, 82 

• maintain and handle data and documents systematically 43–48, 56–76 

• use business technology to manage information 40–51, 61–72, 75–76, 
79–81 

• communicate with colleagues and clients using effective 
interpersonal skills to obtain and check workplace information 

13–17, 20–23, 26–36 

• apply relevant legislation and regulations to workplace 
information 

8–11, 17, 37, 73–76, 85 

• monitor, review and modify information processes. 78–87  

Knowledge Evidence 
To complete the unit requirements safely and effectively, the 
individual must: 

Page reference 

• explain how legislation and regulations may affect the 
gathering organising and distribution of workplace information 

8–11, 17, 37, 85 

• describe methods for checking validity of information and its 
sources 

16, 24, 82 

• describe organisational recordkeeping and filing systems, 
security procedures and safe recording practices 

56–76 

• identify workplace policies and procedures relating to 
workplace information. 

14, 53, 59, 73–75, 79–
80, 85 
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How to use this workbook 

Use of applications 
The use of technology to maintain information is a requirement of BSBINM301. In this 
workbook the following applications (apps) are used: 

• Microsoft Excel for data analysis 

• internet browser for accessing information 

• Windows File Explorer for file management.  

If you do not have a basic knowledge of computers and these applications, ask your trainer 
for help. 

Files used in this workbook 
You will require the following exercise file downloaded as per the instructions in this 
workbook on an empty USB memory stick. Check that the following file has been 
downloaded. 

 Spreadsheet evaluation form.pdf 

Extra files and folder are included when the exercise file is downloaded. These are for file 
management practise.  
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Information and the organisation 
The information collected and stored by an organisation is determined by the function of that 
organisation. Every organisation has a unique set of information needs. What is valuable to 
one company might be junk to another. Every organisation needs to determine what 
information it needs and how best to collect, use and distribute that information.  

Information requirements 
The information requirements of an organisation depends on the industry it is in and the 
nature of its business. Each requirement would be determined by an aspect of the 
organisation’s activity. 

Example 
A school requires and collects a wide range of information including: 

• parent contact details 

• pupil personal details 

• pupil attendance 

• pupil educational requirements and achievements 

• subject information for teaching 

• policies from the Department of Education and Training and other government 
departments 

• teacher personal and contact details 

• teacher attendance and payment details 

• building maintenance records 

• bank account and payment details. 

Sources of information  
There are many different avenues through which information can arrive in an organisation. 
The following sources may be relevant for a school:  

• written forms provided by parents 

• telephone calls 

• emails which may include attached documents 

• internet 

• outsourced provider, e.g. external payment provider 

• postal/courier service 

• notes taken during face-to-face meetings. 
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How the information is used 
Continuing with the example of a school, once information has been collected it will be 
processed to create the following documents: 

• school reports to be distributed to pupils/parents 

• yearly attendance records to be sent to governmental departments 

• teaching documentation  

• organisational policies and procedures 

• school rules 

• maintenance plans 

• database forms used to look up pupil and staff information 

• financial spreadsheets and reports. 

Exercise 1 
Catz Pyjamas is a cat sanctuary which fosters stray cats while trying to find them a new 
home. They also run a small cattery for cats to stay in when their owners are on holiday. 
Most of the money required to run the sanctuary comes from donations from people adopting 
cats and from cat lovers on their donations mailing list. Some of their suppliers also donate a 
portion of their supplies and they have a sympathetic local vet who provides discounted 
veterinary services.  

Catz Pyjamas do not have their own website, although they do have an email address. They 
advertise their services in the local paper and on vet and cat club websites.  

In a group discuss and make lists of examples of: 

1. companies or people who Catz Pyjamas might collect information from 

2. how these companies or people may be contacted 

3. how Catz Pyjamas might use the information collected.  

If you are learning online or by distance, complete this exercise as instructed by your trainer. 

Quality information 
Good quality information is an asset to any organisation. Computers and the internet have 
made it possible to collect vast amounts of information with ease. One of the challenges of 
organisations is to filter the incoming information and identify what information is useful. For 
information to be useful it must be: 

Relevant  Relevant information is useful for a specific purpose. For 
example, sales figures will be relevant when calculating profit or 
predicting future sales.  

Information may be relevant to certain people in an organisation, 
but not others. For example, frontline salespeople need detailed 
product information, whereas the network administrator who 
never handles sales is more likely to need information on the IT 
network.  

Collecting, sorting and storing information always carries a cost. 
Good planning will help to identify what information needs to be 
supplied to which individuals or groups within an organisation. 
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Collecting information 

5Ws and H 
All information collecting follows the 5 Ws and H principle: 

1. Who? 

2. What 

3. When?  

4. Where?  

5. Why?  

How?  

When collecting information the order changes slightly:  

Principle Question Example 

Why? Why are you searching for the 
information? 

The office requires a new printer. 

Who? Who is requesting the information? General manager 

Who is tasked with finding the 
information? 

You 

What? What information is required? Brands, models and prices of printers.

When? When is the information needed? No-one in the office can print, 
therefore as soon as possible. 

Where? Where do I find the information? From printer manufacturers and 
retailers 

How? How do I find the information? Ask the office manager if any recent 
brochures have been received. 

Contact the company the last printer 
was purchase from. 

Search the internet for brands, models 
and prices. 

Telephone retailers. 

Having an answer to these questions provides a clear pathway to obtaining valuable 
information for any organisation searching for any information. The 5Ws and H are applied 
each time another piece of information is required.  
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Communicate information  
Once information has been collated it must be communicated (supplied) to the person or 
people who require the information.  

Email 
Email (electronic mail) allows messages to be sent via the internet or intranet. Email is used 
to communicate internally with staff members or externally with clients and suppliers. The 
versatility, speed, low cost and efficiency of email means it is the most popular method of 
written communication used today. It provides an excellent means by which to send 
information offering: 

• an accurate representation of written record of information 

• a non-intrusive approach – people can read the information at a time convenient to them 

• savings in time as it reduces the need to attend meetings 

• an efficient way to supply the same information from several people as a message can 
be sent to several people with one click. 

Emails are not a secure form of communication. Emails can be sent to the wrong address or 
be accessed by hackers. Once received by a company emails can potentially be read by 
multiple people. It is possible to encrypt emails so that only the person who holds the correct 
encryption key can read it. Organisations regularly dealing with sensitive or confidential 
information should consult a specialist on secure methods of sending and receiving emails. 

Exercise 21 
Draft an email to accompany the spreadsheet created in Exercise 16 to Exercise 20. In the 
email explain what information the spreadsheet contains and any recommendations you may 
have. 

Use an email application, other application or following your trainer’s instructions. 

Reports 
Reports present information on a specific topic. They are always addressed to a specific 
audience, e.g. board of directors.  

Examples of report topics include: 

• financial position of a company 

• feedback from a marketing campaign 

• results of a completed project 

• results of a feasibility study 

• information on company expansion. 
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Information security 
The security of information in an organisation needs to be carefully planned to meet required 
legal and ethical standards, especially when there are many staff involved in processing the 
information. 

Physical resource security 
Premises can contain a large amount of confidential and valuable information. When no-one 
is on the premises the building should be locked and an alarm set if available. If individual 
offices contain sensitive information, these should also be locked when not in use. Travelling 
sales representatives should not store sales documentation in vehicles for a prolonged 
period. Documents should be left at home until the sales representative visits her/her office 
or sent to the office using a trackable method, i.e. registered mail. 

In a large organisation not all staff will have keys to lock and unlock the main business 
premises nor all the office areas within. It will depend on the security policy of the 
organisation. Locking and unlocking the main building may be the responsibility of a security 
guard who may also monitor traffic in and out during business hours. Some organisations will 
only allow access to a building with personalised swipe cards. Others will employ biometric 
devices such as fingerprints or iris scans. 

Security devices such as alarms and video cameras are now commonly employed by 
businesses. Some organisations pay a security company to monitor alarms and patrol the 
premises. 

Staff and visitor security provisions 
For many organisations visitors present a high security risk and must be screened and 
supervised to varying degrees. Reception staff or security guards may do this depending on 
the nature of the business.  

Many businesses, particularly those involved in manufacturing, may be at the leading edge of 
technology in their industries. One of the most valuable assets of these organisations is 
commercially sensitive information relating to their processing methods. Site visitors provide 
a very real security threat to the untimely and unauthorised release of this type of 
information. 

As part of their security procedures many organisations keep a reception register which 
provides a permanent record of every visitor to the firm and who they are visiting. A reception 
register should contain: 

• date 

• name of visitor 

• name of visitor’s company if applicable 

• name of staff member being visited 

• car registration number if parking is provided 

• time in 

• time out. 

Example 
DATE NAME COMPANY STAFF 

CONTACT 
CAR REG. NO. TIME IN TIME 

OUT 
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Evidence guide 

Elements and Performance Criteria 
Element 
Elements 
describe the 
essential 
outcomes. 

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

Assessment task 

1 Collect and 
assess 
information 

1.1 Access product and service information in 
accordance with organisational requirements 

Task 2 

1.2 Ensure methods of collecting information are 
reliable and make efficient use of available time and 
resources 

Task 4 

1.3 Assess information for clarity, accuracy, currency 
and relevance to intended tasks 

Task 2 

1.4 Use interpersonal skills to access relevant 
information from teams and individuals 

Task 5 

2 Organise 
information 

2.1 Organise information in a format suitable for 
analysis, interpretation and dissemination in 
accordance with organisational requirements 

Task 6 
Task 8 
Task 10 
Task 11 

2.2 Use appropriate technology/systems to maintain 
information in accordance with organisational 
requirements 

Task 3 

2.3 Collate information and materials and 
communicate to relevant designated persons 

Task 6 
Task 8 

2.4 Identify difficulties organising and accessing 
information and solve collaboratively with individuals 
and team members 

Task 7 

2.5 Update and store information in accordance with 
organisational requirements and systems 

Task 2 
Task 3 

3 Review 
information 
needs 

3.1 Actively seek feedback on clarity, accuracy and 
sufficiency of information to ensure relevance of 
information and system 

Task 9 

3.2 Review the contribution of information to decision 
making and implement appropriate modifications to 
collection processes 

Task 10 

3.3 Identify future information needs and incorporate 
modifications to collection processes 

Task 11 

3.4 Document future information needs and 
incorporate in modifications to reporting processes 

Task 11 

 

  



92 © Millbank Investments Ltd, 2018 

Assessment Requirements v1.0 
Performance Evidence 
Evidence of the ability to: Assessment task 

• efficiently and effectively gather, assess, organise and use 
workplace information as part of own job role 

All assessment tasks 

• provide accurate information for defined purposes Task 4, Task 5 

• maintain and handle data and documents systematically Task 2, Task 3, Task 6, 
Task 8 

• use business technology to manage information Task 2, Task 3, Task 4, 
Task 6, Task 8  

• communicate with colleagues and clients using effective 
interpersonal skills to obtain and check workplace information 

Task 5, Task 7, Task 9 

• apply relevant legislation and regulations to workplace 
information 

Task 4 

• monitor, review and modify information processes. Task 10, Task 11 

Knowledge Evidence 
To complete the unit requirements safely and effectively, the 
individual must: 

Assessment task 

• explain how legislation and regulations may affect the 
gathering organising and distribution of workplace information 

Task 4 

• describe methods for checking validity of information and its 
sources 

Task 4 

• describe organisational recordkeeping and filing systems, 
security procedures and safe recording practices 

Task 1, Task 3 

• identify workplace policies and procedures relating to 
workplace information. 

Task 1 
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