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POSTERS AND FAGRHEETS

Posters and Fact-Sheets are a
Week Due common assessment genre in the
Discipline of Counselling.

Assessment Type Poster
Weighting 50%
a) Outline the principles and effective processes for developing personal and Th ey reqU”'e StUdentS to make
~ professional self-awareness in counselling com p | ex | nfo rmati on aCCGSSi b | eto
L eaming oulcomes b) Analyse the characteristics of self and influences on effective counselling ) ] ] )
processes and practices a wide-range of audiences, which is
c) Appraise practices, processes and systemic barriers on personal and . .
professional development in the counselling profession an |mp0rtant transferable Sk|||_
Length 1500 words
*Australian Eastern Standard Time (AEST)/Australian Eastern Daylight Savings Time (AEDT).
Check your time zone to ensure that you submit your assessment on time. If required, use a time . T
zone canverter, ’ ’ ’ T The key to creating a sophisticated
poster is less about design, and more
Purpose: about understanding what the chosen
The purpose of this task is for students to construct an academic poster to report on the processes for au d | ence needs o kn ow about the
developing self-awareness in the counselling profession based on Skovholt's Cycle of Caring (2005). .
Skovholt's work is centered on supporting counsellors to avoid burmout. The Cycle of Caring (2005) pOSter tOp|C.

provides a framework to assist counsellors to separate a client’s personal life from their own.

An academic poster contains a clear purpose. The audience are peers and teachers from ACAP.

Please use a M3 Word document and adjust the page size to A2. Australian
College of
Applied
Psychology




PROCESS

\ . . \ L

3. Planning m 5. Proofread

Brainstorm sections, headings

Check instructions to identify Research topic and subheadings Write up sections Check spelling and grammar
i o
Prioritise importance of Add graphics, tables and Look for sections you can write
information for the audience flowcharts where appropriate more concisely

For more tips on how to create posters:
https://sls.navitas-professional.edu.au/poster-counselling
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https://sls.navitas-professional.edu.au/poster-counselling

Poster and Fact-Sheet assignments should be formatted according to the following criteria,
unless instructed otherwise.

Always check your Unit Outline for instructions on how to format your assignments.

- MS Word or PowerPoint

- Firstpage: A4 Assignment Cover Sheet (if using PowerPoint, submit this
separately)

- Second page: A2 Poster

- References: Includedin a text box on the A2 Poster (second page)

- Orientation: Landscape OR Portrait

- Font: Times New Roman, 12pt. The References text box may use 8-10pt.

- Line Spacing: Single

- Colourand Graphics: Chosen for the purpose of communicating or enhancing
information, rather than decoration.

- Word Count: Consult the Assessment Criteria in the Unit Outline. ACAP Australian
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USING WORD

]
Australian
College of
Applied
Psychology



Start a template using the Cover Page: Find the ACAP Cover Page:

http://www.acap.edu.au

1. Open the Cover Page document. e S e

2. Click the bottom of the page to move the cursor |- Managing my Course
underneath the signature box. - AZ iodfms at”d Applications

~ \ = ro WK 10 ASSegsSme

3.Go to the flLayoutodo tab aFgrmSPpleA Y

4.Cl 1 ck on nBreakso - Click on Assessment Cover

5, Click on ANext Pagebo Sheet

6. Thig. will add a new sectio_n/page wh_ere YOU Can e nmww.acap.edu.au/curren
begin formatting your assignment, without t-students/managing-my-
affecting the formatting of the cover page. course/a-z-forms/

See next slide for example.
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http://www.acap.edu.au/
https://www.acap.edu.au/current-students/managing-my-course/a-z-forms/

ADD A COVER PAGE

AutoSave (@ on) ol Document] - Word Erin Pearson | EP

File Home Insert Design Layout References Mailings Review Wiew Help 2 Search 3 Share H Comments

E |-_|t\2'| |B |E| = Breaks Indent Spacing ‘ Fa EE} |&?A|i'§" -

Page Breaks e
Margins Qrigntation Size Columns es | pt

i i u - | Page = B pt Pame

Mark the point at which one page ends
Page Setup . Arrange s
and the next page begins

L Lepe@enaFe g 5o Fon B S A0 AR 012043 1405 SR8

Selection

; Column ———
i Indicate that the text following the colurmn  se e e e sseimsest i pseiy asifed, he iowmation i Scses isiow sl b
. i e ] ] S 1 S T e O R TR UL TOw AT BN O O Chbend ke 10
|_|'|'.|-' '.'.i|:_:=':_‘.'| ! :|'|'I'|"-:_|:|_:.|'I'I'_ TN
= — bt et
¥ s
Text Wrapping
» L T
2 — Separate text around objects on web Tt
- s i b T e ia]
pages, such as caption text from body text e

Section Breaks

Mext Page et duial H
% Inﬁerlaﬁictian break and start the new i document Keep It as a
|=2-]

e Make sure to re-save this

SHIRTAHYT ST

section on the next page. e blank template T then you

Continuous o

ot stk nd s e 2 will have it throughout
ction on the same pag your studies!

1k1A00:9.1.8

12

Even Page (Rp——

. . gL ) . A Lere Bt Sy EHTand 0 g o weesh, Baoed oe g S secrenal cElE TR TRady | i Seciee T
Ig— Insert a section break and start the new T Rl R B vty I emind For e o i g B G, DA TR | Pl RO
B o B e mAl o SR BUAGR T [ i o R e el B Ee el | bl il T
¥ inadem Pugacivm snd dademas Wioanduc Raloy nd udirmand i emploationa

el - i thin = LR » Tt a Chandy e Dorgmnd Forme Fua bess resd and
i | Odd pﬁgf wn 1 0 praciosl il sesment, T § Ched e Dons s wad &

Hly Bt partin, snd wharn spplcabis perentil consast has Ben obisined

section on the next even-numbered page

T3— Insert a section break and start the new T § Tt e
section on the next odd-numbered page.
| e DO

2RIRB 1251 241231221 25020049 1181 A7 1 16 1A5 114113

Page Tof 1 183 words x o = | + 505




CHANGE PAGE SIZE TO A2

Document3 - Word
File Home Insert Design @ References Mai Page Setup ? X
J'Z'! Breaks - nden argins aper ayou |‘=—II=IA" n-
@ |'—|B|3 @ E 5 Line Numbers ~ lE Le:"t' 0 cm ik - e Q L_p_H i
Margins Orientatidy olumns g . - Paper size: tion
< < < bc Hyphenation ~ =< Right: 0 cm he
A4 v
Page Setup 5 . Pa 5 1/2x8 1/2W PN
L |2 -1-|-9-|-1- 200 A4 Tab cc14e 151
81/2x11Tab
N gClustomsize
- First page: Other pages:
1. Click on the page that you wish to make A2 pe e
2. Gotothe Layout tab Tt Tt
3. Cl i cBizebnand MdreRaseeSizes from the i el
Bypass Tra Bypass Tra
drop-down menu. R S
4. Select Custom Size Preview
5. Change the width of the page to 42 cm and the —
height to 55.87cm —
7. If another dialogue box opens relating to Margins, click —
Ig nore. Apply to: | Whole document | v Print Options...
o; Set As Default Cancel




ADD A PAGE NUMBER

File Home Insert Design Layout References Marllings Review Wiew Help = Search 7 Share ' Comments

R —
:'h:'i s Pa 1 " Linri "-"P |{h:.'1.|". L | W r . l| ['ﬂ'l = [;;-T = -|: Equation -
L - v t |
L] Blank Page F Onling t * . S

Tal D t |
— Page Bre ) Shapes o tArt | ]

L Ak
F 3 1 q

To edit the Header of the document
(that will appear on every page):

- Go t olnderice tfa b at
the page

- Cl i HKekden

- ChosEditHeadero fr om - he Ceeeupr———
down menu \]\ .

- Clickin to the header to begin N mam—
editing. R e




ADD A PAGE NUMBER

AutoSave (8 o) ) - . Documentl - Werd Header 8 Footer Tools [T
File Home Insert Design Layout References Mailings Ry Wi Help Design = Search ~ Share
——
| ] Dy [ Iy ] —,:I- =| [ [ Different First Page = Heade T ’
i L = | 1 L ,
el N Different Odd & Even Pages :;:3-. oter from Bottom .
leader Footer Page Date & Document Quick Pictures Online . . Close Heade
S st ene  kfo-  Parts - Pictures | Show [ t Tt E] insert Alignment Tal i Fooks
Heacher S
2 2 L] E 18

The header should start on the first page of T

your assignment, not on the cover page.
When you are clicked into the header on the
second page:

The header will automatically
- Click on the Design tab carry over onto subsequent

- Click on ALink to Plrevi oR88€8. so t hat |t S
not highlighted

- iSame as Previouso |should disappear
from the second page.

Fopler -Section 1 Foolter -Sacton 2




Erin Pearson | EP

File Hor

P RIE
» II.I- :. r. pagé = == e R . - --. . | Moxt iforont | 4 Evor i | TR 804 i . 1 --.-:- "

Number - Thme info = Parts - Piciures Y -1. .|; k 1o Pravious o | Shaw Di ment Text i Insert Alignment Tab o Foacia

Insert Desigr Lavout Referances M alings Rl iy Vieww Helg Design earch T Share

160 1

beacder A P‘I Top of Page ] Sample

Flain Humber 2 ~ | Add a page number to the Header:

With the Header Design tab open, click on:

Plain Number 3

: = - Page Number

= - Top of Page
- - Choose the APl ain Nun
| ' (justified to the right).




EDIT PAGE NUMBERS

Etin Poarson B9

Page Number Format ? X
oent | Page ;}'. e ) o 3 N/
forent Odd & Even Pages  LT3Footer from Bottom; 1.25c¢m - Al Number format: | 1,2, 3, ... v
r Cl e Headers
(A . ndd F :
Ao e — - /‘\’ D Include chapter number
l 3 4§
i, ) Chapter starts with style: | Heading 1 v
'
; : Use separator: nypnen v
Start the page numbering at @ cony —
~ < {1 Paste Options: CXalTIpPic: '
nNn10o by: S
Ll s
Y Page numbering

- Highlighting the page number i ‘ gt seiserpreauias i 0N

- R|ght C”Ck EX Eormat Page Numbers
- Go to fAFor mat ’F’ﬁe'ANumbe
- Choose the optlio

and change the numberto 1.
- Press OK

(o) ’ OK ’ Cancel
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USING TEXT BOXES

AutoSave (@ off) [ Document3 - Word A FErin Pearson  EP
File Home  Insert  Design Layout References Mailings ~ Review  View Help O Search |& Share |1 Comments
% Cover Page ~ P Pictures tg lcons |:|I|Chart 1] + . HE @ + B Header ~ = @ - T Equation ~
D Blank Page P& Online Pictures €} 3D Models ~ E;Jr Screenshot ~ - EF) Get Add-ins W [zé o IV] @ Footer ~ A 'q - E () symbol -
ﬁ Page Break Tali)le rC')Shapes © & SmartArt Doil:r:ent gj My Add-ins ~ ke (\]jir:::l?j "1 S | Comment @ Page Num B‘I:)):tv Az ﬁ:| o
Pages Tables lllustrations Tap Add-ins Media C¢ Built-in -~
kL |-2-|-1-|-§-|-1-|-2w|-3-|-4-|-5-|-6-|-?-|-8-|-9-|-1D-|-11-|w12-|-13- I
- 1. Clickl] Al nserto 2. Click ynText |[|Boxo
; Simple Text Box Austin Quote Austin Sidebar
- 3. You can choose a Text Box _
- style or design from the drop- . =
" down menu, or from —
B Office.com
% Banded Quote Banded Sidebar Facet Quote -
? @ More Text Boxes from Office.com ’
- 4. Or, you can draw your own text box D Tod o
- to suit your style/design. =




DESIGNING TEXT BOXES

AutoSave (@ off) © - ¢ = Document3 - Word Drawing Tools A\ Erin Pearson  EP

File Home Insert Design Layout References Mailings ~ Review  View Help Format £ Search |22 Share
\OOO (- £ Shape Fill - A A - |4 Text Direction ~ Position ~ [[}Send Backward - Id al
ATLL U - [ Abc ] [Abc} ‘ abc | .| [Z Shape Outline ~ / A - | [FAlign Text » A= Wrap Text ~ LN Selection Pane 24~ sl 62T am
e \\{ } ¢~ < & Shape Effects ~ S?yl::;k. A - | @Create Link T}:\el:t []1Bring Forward ~ [E5Align ~ = 1009em
Insert Shapes Shape Styles T | WordArt Styles ™~ Text Accessibility Arrange Size & A
L 3-|-2-|-1-|-E-|-1-|-2- 35000415 016171819 Jal0 | 11 Ne12 | 130 0 14c | 150 1 160 | 170 1
_ 1. When you have clicked on
- or Il nto a text b o>
- Tool s/ Format o |t ab
0 O O —
: oo Tat
® 2. You can use he
. |3 Youcan alsouse o ] oNJStyl eso tab to fphan
~|the flnser Shapeso design, borders, and effects of
- |tab as ashortcutto the text box.
o creating more text
- | boxes, or drawing 4 ~ o
- | new shapes.






