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 1.1 Introduction 
 

These materials are based on the national unit of competency RIICOM302D 
Communicate Workplace Information. 
 
You will learn about: 
 

 Gathering and interpreting documents and information. 
 

 Communicating verbal and written information. 
 

 Participating in informal negotiations. 
 

 
 
 
1.1.1 Communication Skills 
 
Communication is an everyday task that most people take for granted. It is how people 
relate to each other, achieve tasks, and complete activities. 
 
Without effective communication skills, the workplace would not be able to function 
adequately.  
 
Every industry has slight differences in the communications equipment they use, but 
the process of communication is standard across all areas of life. 
 
Within the resources and infrastructure industries, you are dealing with highly technical 
information and procedures that are covered by government legislation.  
 
It is important that you understand how your workplace communications systems, 
processes, equipment and procedures work to ensure you are able to communicate 
effectively. 
 
 
 
 
 

1.2 Communication Policies and Procedures 
 
Your workplace will have rules or guidelines around how communications are maintained that will need to be followed. 
This will help to make sure that all communications are understood, and can be accessed when needed. 
 
Examples of these guidelines could include: 
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Before you prepare any communications on site make sure you locate any procedures or guidelines that are relevant. By 
following these guidelines and procedures you can make sure your communications on site are compliant and effective. 
 
Generally policies and procedures are written in common industry language and 
may use specific site or industry terms. Make sure you are clear about what these 
terms mean before you start preparing any communications. 
 
If there are any parts of the policies and procedures that you do not understand you 
should speak with your supervisor or site document controller. They will be able to 
explain exactly what you need to do. 
 
 
 
1.2.1 Interpreting Communication Documentation 
 

Interpreting communication documentation involves drawing the key information out 
of the document so that you can make correct decisions for each situation. 
 
Interpretation means understanding what is required of you and how you are 
expected to perform the tasks. 
 
Resources and infrastructure industries use a specific range of vocabulary that may be 
industry-specific and even site-specific. 
 
It is important that you have sound technical literacy and communication skills. This 
will assist you in being able to interpret the documentation correctly and apply 
common industry terminology to work procedures and processes. 

 
 
 
Review Questions 
 

1.  When should you locate any procedures or guidelines that are relevant?  
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2.  Why is it important that you have sound technical literacy and communication skills?  

 

 
 
 

1.3 Access Information and Data 
 
Prior to being able to communicate workplace information, you must first seek out the information required. 
 
It is important that you access information from a wide range of sources. This can 
include common information sources, as well as the communication systems used on 
the worksite. 
 
Before starting to extract information from any source, you will need to identify:  
 

 The topic or subject area of the communication. 
 

 Why the information is required. 
 

 How the information will be used on the worksite.  
 
When gathering information from a variety of sources you will need to organise the 
information in a logical manner that allows you to extract the needed information 
quickly and efficiently. 
 
How this organisation of information is done will vary depending on your site 
requirements and your personal organisational style. 
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1.3.1 Sources of Information and Data 
 

Common information and data sources that you may need to access can include: 
 

 Meetings. 
 

 Pre-shift presentations. 
 

 Cross-shift conversations. 
 

 Authorisations and work orders. 
 

 Standard Operating Procedures (SOPs). 
 

 Safe Work Instructions (SWIs). 
 

 Drawings and diagrams. 
 

 Plans and maps. 
 

 Permits. 
 

 Safety Data Sheets (SDS). 
 

 Performance agreements. 
 

 Mine site policies. 
 

Other sources of information can be used if you are able to extract valid and relevant information. By using a variety of 
sources, you are able to obtain a greater amount and depth of information. 
 
 
 
1.3.2 Communication Systems 
 
Information and data can also be accessed using the communication systems 
available on the worksite. 
 
You may have site-approved systems of communication, so it is important to 
understand the sources available to you. Some of the common communication 
systems you can use to access information may include: 
 

 Email. 
 

 Pit Ram/Scada. 
 

 Signalling methods. 
 

 Modular mining. 
 

 Noticeboards. 
 

 Two-way radios. 
 

 Telephone systems. 
 

 Written communications such as: 
 Hard copy of electronic communications. 
 Memos. 
 Letters. 
 Reports. 
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Review Questions 
 

3.  What will you need to do when gathering information from a variety of sources?  

 

 

4.  List 4 common information and data sources  

 
1. 
 
 
 
 
2. 
 
 
 
 
3. 
 
 
 
 
4. 
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1.4 Seek Additional Information 
 
Once you have accessed the required information from a variety of sources, you will need to ensure that the information 
gathered is comprehensive and complete. 
 
In some situations you may need to seek out additional information. 
 
There are two main methods of identifying the need for more information: 
 

 
 
 
 
1.4.1 Acquire Additional Information 
 
Having decided that further information is necessary, you will need to identify how to acquire it. Your planning and 
organisational skills should be applied to plan out the information required, and how to source it. 
 
Further information could be found through: 
 
Method Explanation 

Research 

Research may involve internal and/or external sources. If using external sources of information it is 
important that you assess the validity of the source before relying upon it. 
Sources such as government agencies, industry bodies or professional organisations are considered 
reputable. 
Internet websites may seem reputable but should be scrutinised. 

Subject Matter 
Interviews 

Being able to interview experts on specific subjects is the easiest method of acquiring additional 
information. 
Work out what you need to know and structure your questions accordingly. 

Other Accepted 
Methods 

Any other method that is acceptable to your organisation could be used to identify additional 
information requirements. 
Other methods may include contacting the relevant personnel via phone or email or holding group 
meetings. 
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Review Questions 
 

5.  What are the 2 main methods of identifying the need for more information?  

 
1. 
 
 
 
 
 
 
2. 

 
 
 

1.5 Interpret and Apply Information  
 

Once all of the information and data has been comprehensively collected, you will be 
required to collate, organise and interpret it. This is so that it can be effectively applied to 
your work activities to achieve a specific objective.  
 
Interpretation of information means extracting the information you need. Ensure that you 
have a good understanding of the work activities to be undertaken so that you can obtain 
the correct information. 
 
When using information to achieve a work outcome, you need to ensure each member of 
the team or workplace has the same interpretation of the information. This is where 
communicating with all the members of your team is essential.  
 
By discussing the information with other members of your team you will be able to 
develop a group or site interpretation, which ensures each person is working towards the 
same outcome. 

 
 
Review Questions 
 

6.  Why should you ensure that you have a good understanding of the work activities to be 
undertaken when interpreting and applying information?  
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2.1 Confirm Communication Purpose 
 
Before starting any communication process, it is necessary for you to identify the purpose of the communication and 
confirm how you will be conducting it. 
 
Examples of communication purposes can include:  
 

 To deliver required information to a group of workers. 
 

 To influence or direct others. 
 

 To express feeling or opinions. 
 
It is important to identify the purpose of the communication so you can decide 
on the most appropriate method of delivery. This will ensure that you are able to 
apply the correct organisational processes and protocols for the method. 
 
You will need to confirm the purpose of communication with the other personnel involved in the work activity. This is to 
ensure that you are all aware of why the communication is required and how to best deliver or respond to it. 
 
 
 
2.1.1 Methods of Communication 
 
Communications at your worksite may be: 
 

 
 
 

 
Complex information is best communicated through written means because it allows 
you to give the full details in a manner that can be taken away and studied. 
 
Informal communication methods, such as speaking face-to-face, are best used for 
decision-making meetings and planning events. 
 
If you need to deliver complex information in an informal manner, ensure you have 
additional information in a written format that can be referred to at a later date. 
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