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General overview

Purpose

This professional development tool provides online literacy and numeracy learning resources for trainers or assessors who work with adult learners. 

The support resources in this product are designed to provide bridging programs trainers with the skills and knowledge to identify individual learners’ literacy and numeracy needs in order to support them.  As part of this tool, teaching strategies to assist learners with literacy and numeracy needs will be covered. This product is also designed to provide trainers delivering Training Packages with the skills and knowledge to identify literacy and numeracy requirements in their Training Package, and to support all learners.

The disaggregated nature of the product enables it to be easily customised.  We can change the context of activities and other resources in order for it to become more relevant to a particular Training Package program, bridging program or learning situation.

Target audience

The product is suitable for providing an online professional development program for:

· lecturers/trainers specifically involved in delivering literacy or numeracy training e.g. bridging programs such as CGEA

· lecturers/trainers and assessors involved in delivering Training Packages.

Industry trainers  without any formal teacher training qualifications, will also benefit from this product. 

The online/CD-ROM delivery of this professional development gives greater access to lecturers, trainers and assessors around Australia. Through the use of the Internet at home or work, this product allows users to overcome the need to travel long distances. It also reduces the financial burden on companies, educational institutions and individuals since the product will be available at a minimal cost.

Underpinning ideas

This online product takes a problem-based approach to the delivery of online learning material. 

The content focuses on two main areas: 

· The ‘Training Package programs’ section is directed mainly at trainers or assessors involved in delivering training based on Training Packages. 

· The  ‘Bridging programs’ section, which addresses appropriate strategies and activities for bridging programs, is aimed at trainers and assessors in this area.

Trainers/assessors participating in the professional development are presented with a series of learning activities. Each activity can be customised or adapted to accommodate different content or different learning contexts. Trainers/assessors are supported in their completion of activities by a range of learning resources that are accessed in a central repository called the ‘Staff room’.

A learning activity takes the form of a problem, task, incident or situation set around learners in a fictitious training centre. 

Your role as the online facilitator, is to guide and support trainers through their completion of the tasks. 

Skills and knowledge

The Bridging curriculum used at the Success Training Centre is not based on any one of the main accredited literacy and numeracy national curricula. Located in the Staff room is a list of general literacy and numeracy skills that may be required by learners when undertaking activities to achieve the learning outcomes of AQF level II bridging programs at Success Training Centre. Many of these skills and knowledge can be found in existing curricula at AQF level II. Just keep in mind that curricula at AQF Level II vary widely in their complexity and that there are a wide range of skills and knowledge in assessment criteria across all AQF levels. 

Whilst the bridging section of this product is based on these skills and knowledge, the activities and strategies are transferable. You may wish to use your own curricula and the associated skills and knowledge.

When working with Training Packages, it's important to keep in mind that there is no list of literacy and numeracy skills that covers all Training Packages. The trainers will look at how Training Packages are structured and how to identify the literacy and numeracy skills learners need to have to complete a unit or task.
Key features

Learning settings and learning resources

To provide a relevant and authentic learning setting, the learning materials for this product reside within the metaphor of a training centre. The centre provides the interface through which trainers access learning activities, learning support resources, communication tools such as e-mail, the discussion board and chat. 

The first screen you see when you start the unit is the main entrance area of the Success Training Centre.
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The components of the training centre are the following:

About us
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All new users should visit the ‘About us’ section first. It contains information about the product, what’s in it and how to best use it. In particular, it explains the metaphor of the Success Training Centre, states the learning outcomes of this professional development program and gives an overview of the structure of the product and how to navigate through it.

Staff Room
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The staff room contains all learning support resources for this professional development, including:

Web links

The web links page includes an extensive list of web sites related to supporting learners with literacy and numeracy needs. 

Activities

An alphabetical list of activities that trainers in the professional development can use with their learners to address specific literacy and numeracy needs.

Adult learning principles

An overview of adult learning principles, including an explanation of each principle used in this professional development illustrated with strategies and a list of dos and don’ts. 

Glossary

The glossary contains a list of the terms and means of technical words used in the product. These terms are also linked to directly from the content.

Literacy and numeracy skills and knowledge

This is a list of the general literacy and numeracy skills and knowledge used in the bridging section of the product. It includes an outline of the process involved in determining literacy requirements embedded in Training Packages. Whilst this product is based on these underpinning skills and knowledge, the activities and strategies are transferable. 

Trainers

Adam Hill 

Adam is one of Success’ most experienced bridging trainers. He has information about bridging curricula, the National Reporting System and tips on doing an initial appraisal.

Erika Andersen
Erika is an experienced bridging trainer at Success who has a strong background in project-based learning and bridging learners.

Hua Tan

Hua is an experienced TAFE lecturer who works in the Business Studies department. He is also an accredited workplace assessor and trainer and trains other people in his workplace. Hua has a strong knowledge of Training Packages and Training Package learners.

Strategies

Two collections of strategies, one for Training Package learners and one for bridging program learners that trainers in the professional development can use with their learners to enhance learning and address specific literacy and numeracy needs.

Learner records

The learner records of the twelve bridging learners include details of learners’ backgrounds, initial appraisals and progress in projects. The Training Package records also contain background information on learners.

Bridging programs
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The bridging programs section provides bridging trainers with information and interactive activities that guide them through the processes of:

· developing awareness of general and specific learner needs

· applying practices and strategies that meet these general and specific needs.

The bridging programs section consists of the following parts. Participating trainers can work through the sections in this order.

1. Know your curriculum

Tasks and information that promote trainer familiarity with the curriculum. It contains information about curricula and how this differs between States/Territories.

2. Adult learning principles

Tasks and information to be applied in teaching practices to fill adult learners’ needs and help them achieve the required level of literacy and numeracy competency.


3. Know the learners

Tasks and information relating to evaluating learners’ existing literacy and numeracy skills and knowledge and identifying each learner’s gaps in relation to the AQF level II literacy and numeracy skills and knowledge.

4. Working with the learners

Trainers work with the bridging class through 4 projects centred around the theme of ‘food’.  During each project they will focus on different learners, their particular profile and how to best support each learner to give him or her the best chance at achieving the required literacy and numeracy skills. 

Training Package programs
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1. Know your Training Package

Tasks and information relating to the literacy, numeracy and communication skills required by learners when completing a Training Package. 

2. Adult learning principles

Guidelines to be applied when developing learning tasks and information  for teaching practices when training adults. 

3. Know the learners

Tasks and information about the importance of developing a good relationship with the learner to assist in the modification of delivery to suit the learners.

4. Working with the learners

Tasks and information that relate to a range of strategies that can be used to support learners with their communication skills. Each page contains two learner case studies; one for Horticulture and the other for Business. The case studies highlight the strategies that can be used to assist learners with their communication skills.

Learning products

Most tasks in this product are designed so that trainers can produce a written response that may be:

· posted on the discussion board for evaluation, discussion or commentary by other trainers

· used to engender further discussion or a collaborative activity via the Discussion board.

While there is no provision for formal assessment, there are ample opportunities for trainers to be assessed.  For example, users can be asked to submit their tasks directly to you for feedback.

Communication

Communication is an integral part of the learning experience promoted by this product. Trainers undertaking the professional development are often encouraged to post reactions and responses on the Discussion board, read comments and evaluation from their peers or their online facilitator. They are also encouraged to contact you should they require additional help or support in their studies. 

Collaboration

Collaborative activities will be presented within the online professional development tasks, as well as suggested in the Facilitator’s Guide. For more information, refer to the Activity Guide in this Facilitator’s Guide.

Using the product

The ‘Online literacy and numeracy resource centre for trainers and assessors’ has been designed so that the online facilitator or training organisation can customise it for different contexts of delivery. These contexts may be influenced by factors such as demographics (different types of audiences, training organisations or training contexts).

Because the learning resources in this product occur within the setting of a training centre, customising the material is simply a matter of replacing specific content in the learning resources with content suitable for your chosen context. For example, using an industry welder as the trainer with a class of learners who are completing a Certificate II in Engineering Production (Welding), you simply customise the online tasks. This leaves the supporting resources in the staff room as designed, since they are generic, allowing you to use them in any situation.

To customise these tasks, you will need to edit the HTML files using an HTML editor such as Dreamweaver, Front Page, Homesite, or even a simple text-based editor such as Wordpad. Some interactive activities are designed using JavaScript™, a language used to create interactive web pages.

Flash and Director programs have been used to create some interactions in the online professional development product that will require specialised skills to edit. 

ACTIVITY GUIDE

Bridging programs - Know your curriculum

Purpose

This section is designed to provide users with the opportunity to get to know their curriculum. 

Note:

We have deliberately chosen a bridging program that is not based on any one curriculum so that the user of this product will be encouraged to apply the strategies they develop to their own programs and curriculum.

This product does not attempt to develop assessment and reporting strategies for trainers or assessors. It focuses on developing strategies to support learners, not on assessing or reporting their levels of competence.

Facilitator guide

	Description and purpose


	This section consists of three pages thatgive trainers the opportunity to get to know their curriculum. It contains information about curricula and how these differ between States/Territories.



	Related resources:


	Trainers are supported in their completion of this task by:

· Adam Hill (Staff room/Trainers)

· Web link to the NRS web site.



	Preparation:


	· Set up discussion pages for trainers to post their tasks to and inform them of where they should post each task.

· Inform trainers of any deadlines for completing particular tasks.

· Follow up on trainers’ discussion board submissions and e-mails by responding to any questions that they may have.

· Check all related web links to outside websites used in this section.



	Difficulties:
	None.



	Collaboration:


	Collaboration is encouraged throughout this task. Trainers are asked to post their own experiences to the discussion board and respond to other trainers’ postings.



	Customisation:
	· Ask trainers if there are any similarities between posted literacy and numeracy learning outcomes between different States/Territories.

· Link up trainers who are using the same curriculum.



	
	Key files for customisation:

	
	bridging\curric\page3.htm  ‘Your task’



	Content pages 
	

	Introduction:
	Some of the main accredited bridging literacy and numeracy curricula is presented.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Curriculum quiz:
	Users complete eight multiple-choice questions that test their knowledge of the curriculum and gives feedback.

· No collaboration or facilitator action is required other than answering any questions trainers may have.

· You may need to refer trainers to the appropriate support materials if they are not familiar with their curriculum.



	Planning a bridging program:
	Bridging programs and the literacy and numeracy skills used in these is covered. For their task, trainers need to select a learning outcome in their area and consider the skills that are required to complete it. They should post their list and comments to the discussion board and provide feedback to others.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity and another one for posting the comments to make sure that several postings will be available for trainers to read. 

· This task is likely to be one of the first online communication activities that trainers do. You may wish to inform all trainers of certain ‘ground rules’ that they need to follow when participating in such tasks. 




Bridging programs - Adult learning principles

Purpose

This section provides trainers with background information on how adults learn best. 

Facilitator guide

	Description and purpose


	This section consists of eleven pages. A total of ten adult learning principles are described. Trainers can work through them in the order they are presented or choose their own learning path since each principle can be worked through on its own. Trainers are given exercises and tasks to complete for each principle.



	Related resources:
	Trainers are supported in their completion of this task by:

· Adult learning principles (Staff room/Adult learning principles)



	Preparation:


	· Set up discussion pages for trainers to post their tasks to and inform them of where they should post each task.

· Inform trainers of any deadlines for completing particular tasks.

· Follow up on trainers’ discussion board submissions and e-mails by responding to any questions that they may have.

· Check all related web links to outside websites used in this section.



	Difficulties:
	None.



	Collaboration:


	Collaboration is encouraged throughout this task. Trainers are asked to post their own experiences to the discussion board and respond to other trainers’ postings.



	Customisation:
	It is possible to adapt the activities so that the focus learners are a particular group such as ESL learners or learners from a particular cultural background. In this way, appropriate characters and situations can be created for the trainers.



	
	Key files for customisation:

	
	File(s) in the folder bridging\alp.  



	Content pages 
	

	Introduction:
	Introduces the section and the acronym FARMOP that covers the ten adult learning principles.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Feedback:
	Trainers do two online interactions requiring them to select appropriate feedback to give to a learner and to think of ways they could encourage feedback in their own classrooms. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	First and last impressions:
	Trainers post their own plan for a classroom activity to the Discussion board and comment on each other’s postings. 

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read. 



	Active learning:
	Trainers are presented with examples of learner activities and asked to decide whether they demonstrate passive or active learning. Then they select a passive activity and rework it into an active one, posting their ideas to the Discussion board and replying to at least one other submission.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plan and another one for posting the comments to make sure that several postings will be available for trainers to read. 



	Reward:
	Trainers read about the backgrounds of three learners and are presented with three scenarios detailing different teaching styles. Trainers select the teaching style that best supports all three learners, posting their choice and reasons to the Discussion board and reply to others.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the comments to make sure that several postings will be available for trainers to read. 



	Reinforcement:
	Trainers navigate through a scenario where they have to make choices as to the next course of action to take when teaching learners how to write a job application letter.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Respect:
	Trainers are asked to formulate three rights and three responsibilities that would be useful to implement with their learners. They then post their response to the Discussion board and read the other submissions.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read. 



	Multi-sensory learning:
	Trainers are asked to list examples of resources or activities that are visual, auditory or kinaesthetic. Then post these to the Discussion board along with a description of an activity that encourages the use of these senses.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read. 



	Meaningful materials:
	Trainers are shown a range of materials that can be used to teach learners how to fill in forms. Trainers are then asked to come up with a method of teaching this and the resources used and post this on the Discussion board and reply to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read. 



	Open to negotiation:
	Trainers are presented with a project plan and asked to consider which aspects of the project may be negotiable with their learners. Trainers then post their responses to the Discussion board and respond to one other posting.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read. 



	Problem-solving approach:
	Trainers are asked to choose a topic and list some problem-solving tasks that they would set their learners. They post their ideas to the Discussion board and respond to one other posting.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read. 




Bridging programs - Know the learners

Purpose

This section provides trainers with the skills and knowledge to carry out an initial appraisal on a diverse group of learners in order to identify their needs and prepare appropriate learning activities.

The section focuses on the need for getting to know the existing skills and knowledge of the Success bridging learners, identifying different ways of conducting an initial appraisal and designing an appraisal tool to determine the literacy and numeracy needs and background of learners. Identifying the learner profiles based on the analysis of results of the initial appraisal is also part of this section.

Facilitator guide

	Description and purpose


	The section consists of ten pages. 

It provides trainers with the skills and knowledge to carry out an initial appraisal on a diverse group of learners in order to identify needs and prepare appropriate learning activities. Trainers discover the background and purpose of an initial appraisal and then learn how to analyse the initial appraisal results of three learners.



	Related resources:


	Trainers are supported in their completion of this task by:

· Adam Hill – bridging expert (Staff room/Trainers)

· initial appraisals (Staff room/Learner records)

· literacy and numeracy skills - bridging (Staff room/Literacy and numeracy skills).



	Preparation:


	· Set up a discussion page for trainers to post their initial appraisals to and let them know by when they are required to post their initial appraisals.

· Make sure all postings are selected and commented on by at least one participant.

· Follow up on trainers’ discussion board comments and e-mails by responding to any questions that they may have.

· Participate in the discussion of individual initial appraisals.

· Check all related web links to outside websites used in this section.



	Difficulties:


	None.



	Collaboration:


	See preparation.



	Customisation:
	· It is possible to adapt the activity so that the focus learners are from a group such as ESL learners or learners from a particular cultural background. In this way, appropriate characters and situations can be created. Alternatively, trainers could use a learner that they are currently teaching and perform an initial appraisal.

· Trainers can refer to their own curriculum and use basic skills associated with the learning outcomes to formulate their initial appraisals.



	
	Key files for customisation:

	
	bridging\know\page9.htm, staff\records.htm (plus each individual learner record e.g. staff\records\adam.htm in the records folder)

	Content pages 
	

	Introduction
	Introduces the topic and the material that it will cover. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Create an initial appraisal:
	Trainers learn about initial appraisals, having been referred to various staff room resources while they work on an initial appraisal tool. 

· Your task, point 3 - ask trainers to focus on one section of skills for literacy or numeracy (e.g. reading or measurement skills) rather than all the literacy or numeracy skills and knowledge.

· Make sure that the trainers keep this initial appraisal because they will need it later.



	Feedback about your initial appraisal:
	Trainers should post their initial appraisal from the previous page to the Discussion board. They should then give feedback to someone else's initial appraisal tool on the use of adult learning principles. 

· Ensure trainers are aware that they are required to contribute to this task.

· Make sure that trainers give feedback to someone who hasn’t received any feedback yet.

· You may decide to set a deadline for posting the activity plan and another one for posting the comments to make sure that several postings will be available for trainers to read. 

· This task may be one of the first online communication that trainers do. You may wish to inform all trainers of certain ‘ground rules’ that you ask them to follow when participating in such tasks.



	Customise your initial appraisal:
	Trainers customise an activity for the learners using another topic. This is posted on the Discussion board and they can read other responses.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the comments to make sure that several postings will be available for trainers to read.

· You could also add any initial appraisal examples produced by the trainers to the ‘Staff room’ activities resource. (See the instructions for copying files in the installation guide.)



	Sample initial appraisal:
	Trainers look at a sample initial appraisal.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	The class’s initial appraisal results and analysis:
	Trainers are informed of the information that can be gained from analysing an initial appraisal.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Analysing Sam’s initial appraisal results:
	Trainers are presented with the analysis of a learner’s initial appraisal results. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Analyse Ivan’s initial appraisal results:
	Trainers are required to analyse a learner’s results and compare theirs with their mentor’s analysis. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Analyse Carol’s initial appraisal results:
	Trainers are required to analyse another learner’s results and compare theirs with their mentor’s analysis. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Summary:
	Trainers are prompted to look at the rest of the learners’ initial profiles.

· No collaboration or facilitator action is required other than answering any questions trainers may have.




Bridging programs – Working with the learners

Purpose

This section provides trainers and assessors with opportunities to explore and work with a project theme to support learners with their literacy and numeracy needs.

The section looks at a series of four projects around the theme of food. Each project builds on the previous. In project one, trainers are provided with a complete example of a project plan and shown through tasks, and how learner activities, strategies and adult learning principles can be effectively used to support learners with specific literacy and numeracy needs. 

In project two, trainers are provided with a partial project plan. Through tasks and guides to further information, users learn how activities and strategies can be chosen to support learners’ literacy and numeracy needs.

In project three, trainers are given another partial project plan. This time, the focus is on selecting and applying appropriate strategies to support learners’ literacy and numeracy needs.  Through tasks, trainers are guided to resources that will best help them address the learners’ literacy and numeracy needs.

In project four, trainers identify the needs of learners and develop the project themselves using the resources available in the Staff room and their own ideas and experiences. 

Facilitator guide

Project 1

	Description and purpose


	Project one is called ‘Organising a barbecue’ and consists of fourteen pages. 

Trainers look at ways of developing a comfortable learning environment in their first project with their learners. This means that the learners can develop confidence in the learning environment. They also see how the three learners Sam, Ivan and Carol are supported with their literacy and numeracy needs.



	Related resources:


	In completing this task, trainers refer to:

· Project 1 plan (Staff room) 

· Adult learning principles (Staff room)

· Strategies (Staff room)

· Learner records (Staff room)

· Erika Anderson, a bridging expert (Staff room)

· Activities (Staff room).



	Preparation:


	· Set up a discussion page for trainers to post their learner activities to and let them know when they are required to post their responses.

· Check all related web links to outside websites used in this section.



	Difficulties:


	None.



	Collaboration:


	See preparation.



	Customisation:
	· It is possible to adapt the activity so that the focus learners have different literacy and numeracy needs. You could also change the theme to make it more meaningful to the trainers.

· Ask the trainers to discuss the accuracy/realism of the learners’ slideshow summaries accessed from the last screen.



	
	Key files for customisation:

	
	bridging\working\bbq (all files in folder), staff\records.htm

	
	

	Content pages 
	

	Introduction:
	Introduction to the project. Trainers are provided with a copy of the project 1 plan that you should encourage them to print so that they can refer to it as they work through this project.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Purpose of the project:
	Erika explains the reason for  choosing the barbeque project first. Trainers also find out what they will learn to support learners with literacy and numeracy needs with the activities and strategies presented in project 1.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Learners’ progress so far:
	Trainers find out the three focus learners’ literacy and numeracy needs that will be addressed in project 1. For their task, Trainers are then asked to suggest other bridging learners that may be used to support the focus learners. These suggestions are posted on the Discussion board and trainers respond to one posting.

· Ensure trainers are aware that they are required to contribute to this task.

· Make sure that trainers respond to someone who hasn’t received any feedback yet.

· You may decide to set a deadline for posting the activity plan and another one for posting the comments to make sure that several postings will be available for trainers to read. 

· This task may be one of the first online communication that trainers do. You may wish to inform all trainers of certain ‘ground rules’ that you ask them to follow when participating in such tasks.



	Project details:
	Trainers learn about planning a project and learner contribution to the project.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Learner activities and materials produced:
	The trainers’ task is to review the activities and materials and describe an activity that could be used. Post this on the

Discussion board and reply to at least one other posting.

· Ensure trainers are aware that they are required to contribute to this task.

· Make sure that trainers respond to someone who hasn’t received any feedback yet.

· You may decide to set a deadline for posting the activity plan and another one for posting the comments to make sure that several postings will be available for trainers to read. 



	Activities and related skills:
	Trainers are prompted to consider the skills and knowledge required to perform activities. Their task is introduced and it is to identify the activities that address skills that are listed on the following three pages. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Speaking and listening:
	Trainers identify the activities that require the listed speaking and listening skills by completing an exercise where they check the boxes and then they receive feedback.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Reading writing, and spelling:
	Trainers identify the activities that require the listed reading, writing and spelling skills by completing an exercise where they check the boxes and then they receive feedback.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Numeracy:
	Trainers identify the activities that require the listed numeracy skills by completing an exercise where they check the boxes and then they receive feedback.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Strategies:
	This covers strategies that promote active learning and interaction between learners. Trainers complete an exercise where they rank the level of challenge of each activity. Then they complete an exercise where they select which learner interactions they would use at the beginning of the course. Then they receive feedback. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Supporting learners with individual literacy and numeracy needs:
	Trainers are directed to think about how they would group the focus learners with other class members in order to support the focus learners with their literacy and numeracy needs.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Grouping the learners for literacy sessions:
	Trainers complete an exercise where they group the focus learners with other class members in order to support the focus learners with their numeracy needs. Then they receive feedback.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Grouping the learners for numeracy sessions:
	Trainers complete an exercise where they group the focus learners with other class members in order to support the focus learners with their numeracy needs. Then they receive feedback.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Strategies used to support learners in project 1:
	Trainers are shown the progress of each of the three focus learners after they have completed the project. The focus learners are tracked through the project showing how they have been supported with specific literacy and numeracy needs.

· No collaboration or facilitator action is required other than answering any questions trainers may have.




Project 2
	Description and purpose


	Project 2 consists of thirteen pages.

Trainers support their twelve learners' with particular emphasis on the literacy and numeracy needs of three focus learners. The purpose of this project is to consider strategies such as planning techniques to provide appropriate learning experiences for the learners.



	Related resources:


	In completing this task, trainers refer to:

· Adult learning principles (staff room)

· Strategies (staff room)

· Activities (staff room)



	Preparation:


	· Set up a discussion page for trainers to post their activities to and let them know by when they are required to post their responses.

· Follow up on trainers’ discussion board comments and e-mails by responding to any questions that they may have.

· Check all related web links to outside websites used in this section.



	Difficulties:


	None.



	Collaboration:


	See preparation.



	Customisation:
	· It is possible to adapt the activity so that the focus learners have different literacy and numeracy needs. You could also change the theme to make it more meaningful to the trainers.

· Ask the trainers to discuss the accuracy/realism of the learners’ slideshow summaries accessed from the last screen.



	
	Key files for customisation:

	
	bridging\working\health (all files in folder), staff\records.htm

	Content pages 
	

	Introduction:
	The project is introduced, with the trainer being informed that the main tasks of the project are being left up to them to create.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	The purpose of this project:
	The purpose of the project, which is on nutrition and health, is covered. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.


	Learners’ progress so far:
	Trainers look at how the learners progressed in Project 1 and refresh their memory of this project.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Strategies:
	The objectives of the project are covered and trainers complete an exercise where they select which strategies would be appropriate for the project. Their task is to post these strategies to the Discussion board and explain why they chose these strategies and reply to at least one.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Identifying the skills used in learner activities: 
	The importance of identifying the skills the learners will be practising as they are doing the activities is highlighted and the trainer is prompted to look at either 
literacy or numeracy skills or both. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Identify the literacy skills used in project 2:
	Trainers need to identify possible literacy skills that this project will cover by completing an exercise where they check boxes and receive feedback on their selections.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Identify the numeracy skills used in project 2:
	Trainers need to identify possible numeracy skills that this project will cover by completing an exercise where they check boxes and receive feedback on their selections.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Prepare an activity:
	Trainers are required to plan and demonstrate how to research a food topic. Their preparations for the lesson should be posted on the Discussion board and other postings read.

· Ensure trainers are aware that they are required to contribute to this task.

· Make sure that trainers respond to someone who hasn’t received any feedback yet.

· You may decide to set a deadline for posting the activity plan and another one for posting the comments to make sure that several postings will be available for trainers to read. 

· This task may be one of the first online communication that trainers do. You may wish to inform all trainers of certain ‘ground rules’ that you ask them to follow when participating in such tasks.



	Materials produced:
	Trainers complete an exercise where they choose what materials the learners could produce as they complete the activities for the project. Then they receive feedback.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Planning literacy activities:
	Trainers complete an exercise where they put all the literacy activities in the order they would present them to learners.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Planning numeracy activities:
	Trainers complete an exercise where they put all the numeracy activities in the order they would present them to learners.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Supporting learners with individual literacy and numeracy needs:
	Trainers look at the extra literacy and numeracy support they need to give the three focus learners and the groupings that will assist in this.

· No collaboration or facilitator action is required other than answering any questions trainers may have.

	Strategies used to support learners in project 2:
	Trainers look at the strategies used to the support the three focus learners.

· No collaboration or facilitator action is required other than answering any questions trainers may have.




Project 3
	Description and purpose


	Project 3 consists of seven pages.

This is intended to support learners with literacy and numeracy needs within a project-based learning environment. Appropriate adult learning principles, strategies and activities will be used. Trainers will take more control of the design and presentation of the learners' learning experiences; working through exercises, tasks and taking part in Discussion board activities.



	Related resources:


	In completing this task, trainers refer to:

· Activities (staff room)

· Learner records (staff room).



	Preparation:


	· Set up a discussion page for trainers to post their activities to and let them know by when they are required to post their responses.

· Follow up on trainers’ discussion board comments and e-mails by responding to any questions that they may have.

· Check all related web links to outside websites used in this section.



	Difficulties:


	None.



	Collaboration:


	See preparation.



	Customisation:
	· It is possible to adapt the activity so that the focus learners have different literacy and numeracy needs. You could also change the theme to make it more meaningful to the trainers.

· Ask the trainers to discuss the accuracy/realism of the learners’ slideshow summaries accessed from the last screen.



	
	Key files for customisation:

	
	bridging\working\garden (all files in folder), staff\records.htm

	Content pages 
	

	Introduction:
	The project is introduced, with the trainer being informed that they are responsible for the design and presentation of the learners' learning experiences that will be based on a rough project plan.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	The purpose of the project:
	The purpose of the project, which is to investigate how to grow vegetables and herbs, is covered. For their task, trainers are informed that they will be looking at strategies to support the learners, paying particular attention to the literacy and numeracy needs of one of the focus learners.

· No collaboration or facilitator action is required other than answering any questions trainers may have.


	Learners’ progress so far:
	Trainers refresh their memories of projects 1 and 2 and look at the learners’ progress.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Project details - learner activities and materials produced:
	Trainers look at the project plan and their task is to design either two literacy or two numeracy learner activities and post these on the Discussion board. They need to look at the other postings and select one that they find useful and post an explanation of why they chose it to the Discussion board.

· Ensure trainers are aware that they are required to contribute to this task.

· Make sure that trainers respond to someone who hasn’t received any feedback yet. You could pair trainers up so that all trainers are involved.

· You may decide to set a deadline for posting the activity plan and another one for posting the comments to make sure that several postings will be available for trainers to read. 

· This task may be one of the first online communication that trainers do. You may wish to inform all trainers of certain ‘ground rules’  to follow when participating in such tasks.



	Creating your own literacy or numeracy activity:
	The trainer’s task is to choose a learning outcome from their own curriculum and create a new literacy or numeracy activity around the designated topic and post this on the Discussion board. They should discuss the activity with another trainer by e-mail or on the Discussion board. The activity should be reviewed in response to this and then posted on the Discussion board. They should read and reply to other postings.

Their additional task is to share ideas and experiences on how they usually find and/or design activities that address the learning outcomes and related skills.

· Try to pair up trainers who are using the same curriculum. (This is identified in the ‘Getting to know your curriculum’ section.)

· You should divide the group into pairs and notify each learner of the name and contact details of their partner.

· Ensure trainers are aware that they are required to contribute to this task.

· Make sure that trainers respond to someone who hasn’t received any feedback yet.

· You may decide to set a deadline for posting the activity plan and another one for posting the comments to make sure that several postings will be available for trainers to read. 



	Project details – strategies:
	The importance of strategies in creating a successful learning experience is highlighted. Their task is to describe how they would support the focus learner and post this on the Discussion board and reply to other postings.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Learners' progress at the end of project 3:
	Trainers are presented with the results of how the strategies worked for three of the focus learners.

· No collaboration or facilitator action is required other than answering any questions trainers may have.




Project 4
	Description and purpose


	Project 4 consists of one page.

The trainer is required to create a detailed plan of a project and the purpose of this is to use all the information and strategies they have used in the previous three projects.



	Related resources:


	· None.



	Preparation:


	· Follow up on trainers’ discussion board comments and e-mails by responding to any questions that they may have.



	Difficulties:


	None.



	Collaboration:


	See preparation.



	Customisation:
	· It is possible to adapt the activity so that the focus learners have different literacy and numeracy needs. You could also change the theme to make it more meaningful to the trainers.

· Ask the trainers to discuss the accuracy/realism of the learners’ slideshow summaries accessed from the last screen.



	
	Key files for customisation:

	
	bridging\working\bush (all files in folder), staff\records.htm

	Content page 
	

	Project 4: Organising a bush tucker excursion
	The trainer is instructed to plan every aspect of a project, which focuses on the topic 'Organising a bush tucker tour'. They have access to an overview of the project with detailed instructions. They also have a choice of using their own project idea, which they can apply to learners in their own classes. 




Training Package programs – Know your Training Package

Purpose

This directs trainers to identify the literacy, numeracy and communication skills required by learners when completing a Training Package.

Facilitator guide

	Description and purpose


	This section consists of nine pages.

This directs trainers to identify the literacy, numeracy and communication skills required by learners when completing their Training Package. This section includes a multiple choice quiz, questions to answer, examples of Training Package analyses and tasks for trainers to complete.



	Related resources:


	Trainers are supported in the completion of this task by:

· Web links and other resources (Staff room)

· Hua Tan (Staff room)



	Preparation:


	· Set up Discussion pages for trainers to post their tasks to and inform them of where they should post each task.

· Inform trainers of any deadlines for completing particular tasks.

· Follow up on trainers’ Discussion board submissions by responding to any questions that they may have.

· Check all related web links to outside websites used in this section.



	Difficulties:


	None.



	Collaboration:


	Collaboration is encouraged throughout this task. Trainers are asked to post their own experiences to the Discussion board and respond to other trainers’ postings.



	Customisation:
	It is possible to adapt this section to use two other focus Training Packages more relevant to the trainers to replace the Business and Horticulture ones used in the product. If you have trainers who are from a wide range of Training Packages, it is recommended that a trade and non-trade Training Package be used.



	
	Key files for customisation:

	
	training\train\page5.htm to training\train\page8.htm

training\train\pg5bus.htm, training\train\pg5hor.htm

training\train\images\RTC2706A.pdf, training\train\images\bsbcmn212a.pdf

training\train\images\RTC20A.pdf, training\train\images\bsbcmn202a.pdf


	Content pages 
	

	Introduction:
	An introduction to the topic and the material that will be covered.



	What’s a Training Package:
	A multiple-choice quiz with eight questions where learners are tested on their knowledge of Training Packages. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Who's responsible for the learners' literacy and numeracy skills?:
	The responsibility of the trainer in regard to the learners’ literacy and numeracy skills is discussed. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.

	What's the definition of literacy and numeracy?:
	Trainers are required to write the definition of both literacy and numeracy and they are presented with a widely used definition.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	What communication skills do learners need?:
	The importance of communication skills in every workplace is covered. Trainers need to think about three tasks their learners have to do once they're on the job and the communication (literacy and numeracy) skills that are involved and post this on the Discussion board.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.

· This task may be one of the first online communications that trainers do. You may wish to inform all trainers of certain ‘ground rules’ that you ask them to follow when participating in such tasks.



	How do you unpack a Training Package?:
	Trainers look at how the basic structure of all Training Packages are very similar and they look at a unit from a Training Package. They then compare the headings with the Training Package that they are working with.

· You may need to assist trainers if they can’t find their Training Package on the NTIS website.



	Where are the literacy and numeracy skills in a Training Package?:
	Trainers are encouraged to find out what literacy and numeracy skills learners need in each unit of their Training Package. Trainers then look at an example of the communication skills required for a particular unit of competency and give feedback on this on the Discussion board.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Find the literacy and numeracy skills in a Training Package:
	Trainers are required to analyse one of the units given and ask themselves certain questions to ascertain which communication skills are required to complete the unit. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.

	What are the literacy and numeracy skills in YOUR Training Package?:
	Trainers select a unit from their own Training Package and ask themselves certain questions to ascertain which communication skills are required to complete the unit and write a report on this and post it to the Discussion board.

· Ensure trainers are aware that they are required to contribute to this task.

· Make sure they answer all four of the points required.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read. 




Training Package programs – Adult learning principles

Purpose

Describes ten adult learning principles and how you can use these principles to provide appropriate learning experiences for all learners. 

Facilitator guide

Business

	Description and purpose


	The Business section consists of one generic introduction page and ten Business content pages.

Ten adult learning principles are described and how these can be used to provide appropriate learning experiences for all adult learners. Trainers can work through them in the order they are presented or choose their own learning path, since each principle can be worked through on its own. There are exercises to work through and tasks to complete.



	Related resources:


	Trainers are supported in their completion of this task by:

· Adult learning principles (Staff room)



	Preparation:


	· Set up Discussion pages for trainers to post their tasks to and inform them of where they should post each task.

· Inform trainers of any deadlines for completing particular tasks.

· Follow up on trainers’ Discussion board submissions and e-mails by responding to any questions that they may have.

· Check all related web links to outside websites used in this section.



	Difficulties:


	None.



	Collaboration:


	Collaboration is encouraged throughout this task. Trainers are asked to post their own experiences to the Discussion board and respond to other trainers’ postings.



	Customisation:
	It is possible to adapt this section to use two other focus Training Packages more relevant to the trainers to replace the Business one used in the product. If you have trainers who are from a wide range of Training Packages, it is recommended that a trade and non-trade Training Package be used.



	
	Key files for customisation:

	
	training\alp\page1.htm, training\alp\business

	Content pages 
	

	Introduction:
	An introduction to the topic with an explanation of how the acronym FARMOP represents the ten adult learning principles. Trainers are given the choice of exploring these principles and their application to Horticulture OR Business OR both.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Business Feedback:
	The trainers are given a scenario about a learner who demonstrates a number of literacy skills gaps while completing a business letter. They complete an exercise where they select the best feedback option to give the learner and receive feedback on their choice. Then they answer a question about how to encourage feedback from learners, and receive feedback. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Business   First and last impressions:
	Trainers are presented with a scenario about introducing a Business topic to three learners and are given two options on how to approach it, with feedback given on their selection. Trainers write a plan for an introduction and conclusion to an activity and post it on the Discussion board and respond to at least one posting.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.

· This task may be one of the first online communications that trainers do. You may wish to inform all trainers of certain ‘ground rules’ that you ask them to follow when participating in such tasks.



	Business Active learning:
	Trainers complete an exercise where they indicate whether a learning activity is active or passive and they are given feedback. Then they select a passive activity and rework it to reflect active learning principles and post it on the Discussion board and comment on at least one other posting.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Business Reward:
	Trainers are presented with three learner profiles and they have to state how they would use rewards to help each learner. Suggested rewards are provided for each of the three learners for trainers to view. They are then required to describe first- hand experiences of where rewards have worked in the classroom and post them to the Discussion board, responding to other postings. 

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Business Reinforcement:
	Trainers work through a scenario where they guide two learners through a series of learning activities, attempting to reinforce their existing skills and encouraging them to learn new skills. The trainers’ task is to state the reinforcement strategies that they have used successfully and post them to the Discussion board, discussing other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Business Respect:
	Trainers are given a workplace scenario about a learner being reprimanded by his supervisor. Then the trainers post their opinions about how the reprimand was given and are asked to discuss their views on the Discussion board with other trainers.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Business  Multi-sensory learning
	Trainers are presented with a scenario in the form of a slideshow about a staff member teaching a learner how to use a photocopier. Trainers are asked to identify the multi-sensory learning that is demonstrated in the slideshow with supporting feedback. Their task is to choose a skill that they would teach learners and describe the way they would teach this using multi-sensory learning and post it on the Discussion board, reading the other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Business Meaningful materials:
	Trainers are given a scenario about an ESL learner working on a Business unit. They complete an exercise where they select the most appropriate materials they would use in this situation and receive feedback. Their task is to list materials they would use to report hazards in the workplace, post this on the Discussion board and respond to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Business  Open to negotiation:
	The trainers are given a scenario where an online learner makes a request for assessments to be modified to suit his workplace situation. The trainer is required to state how they would respond to this request and how they’ve dealt with situations like this in the past, post their answers to the Discussion board and respond to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Business Problem-solving approach
	Trainers are asked to consider how to support learners who have little or no experience of calculator use. Then they are asked to think about how they would teach a topic of their choice using the problem-solving learning principle. They need to post their suggestions to the Discussion board and suggest additional ideas to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.




Horticulture


	Description and purpose


	The Horticulture section consists of one generic introduction page and ten Horticulture content pages.

Ten adult learning principles are described, with suggestions on how these can be used to provide appropriate learning experiences for all adult learners. Trainers can work through them in the order they are presented or choose their own learning path since each principle can be worked through on its own. There are exercises to work through and tasks to complete.



	Related resources:


	Trainers are supported in their completion of this task by:

· Adult learning principles (Staff room).



	Preparation:


	· Set up Discussion pages for trainers to post their tasks to and inform them of where they should post each task.

· Inform trainers of any deadlines for completing particular tasks.

· Follow up on trainers’ Discussion board submissions and e-mails by responding to any questions that they may have.

· Check all related web links to outside websites used in this section.



	Difficulties:


	None.



	Collaboration:


	Collaboration is encouraged throughout this task. Trainers are asked to post their own experiences to the Discussion board and respond to other trainers’ postings.



	Customisation:
	It is possible to adapt this section to use two other focus Training Packages more relevant to the trainers to replace the Horticulture one used in the product. If you have trainers who are from a wide range of Training Packages, it is recommended that a trade and non-trade Training Package be used.



	
	Key files for customisation:

	
	training\alp\page1.htm, training\alp\hort

	Content pages 
	

	Introduction:
	An introduction to the topic with an explanation of how the acronym FARMOP represents the ten adult learning principles. Trainers are given the choice of exploring these principles and their application, focusing on Horticulture OR Business OR both Training Packages.



	Horticulture Feedback:
	The trainers are given a scenario about a learner who demonstrates a number of skills gaps while cutting and planting shrubs. They complete an exercise where they select the best feedback option to give the learner and receive feedback on their choice. Then they answer a question about how to encourage feedback from learners, and receive feedback. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Horticulture First and last impressions:
	Trainers are presented with a scenario about introducing a Horticulture topic to three learners and are given two options on how to approach it, with feedback given on their selection. Trainers write a plan for an introduction and conclusion to an activity and post it on the Discussion board and respond to at least one posting.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.

· This task may be one of the first online communications that trainers do. You may wish to inform all trainers of certain ‘ground rules’ that you ask them to follow when participating in such tasks.



	Horticulture Active learning:
	Trainers complete an exercise where they indicate whether a learning activity is active or passive and they are given feedback. Then they select a passive activity and rework it to reflect active learning principles and post it on the Discussion board and comment on at least one other posting.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Horticulture Reward:
	Trainers are presented with three learner profiles and they have to state how they would use rewards to help each learner. Suggested rewards are provided for each of the three learners for trainers to view. They are then required to describe first- hand experiences of where rewards have worked in the classroom and post them to the Discussion board, responding to other postings. 

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Horticulture Reinforcement:
	Trainers work through a scenario where they guide two learners through a series of learning activities, attempting to reinforce their existing skills and encouraging them to learn new skills. The trainers’ task is to state the reinforcement strategies that they have used successfully and post ones them to the Discussion board, discussing other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Horticulture Respect:
	Trainers are given a scenario where a learner attempts to get an exemption for a unit from a trainer. The trainers post their opinions about how the discussion for the exemption took place and are asked to discuss their views on the Discussion board with other trainers.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Horticulture Multi-sensory learning
	Trainers are presented with a scenario in the form of a slideshow about a staff member teaching a learner how to use a pH test kit to do a soil test. Trainers are asked to identify the multi-sensory learning that is demonstrated in the slideshow and receive feedback. Their task is to choose a skill that they would teach learners and describe the way they would teach this using multi-sensory learning and post it on the Discussion board, reading the other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Horticulture Meaningful materials:
	Trainers are given a scenario about learners identifying hazards in a workplace. The trainers complete an exercise where they select the most appropriate materials they would use in this situation and receive feedback. Their task is to list materials they would use to report hazards in the workplace, post this on the Discussion board and respond to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Horticulture Open to negotiation:
	The trainers are given a scenario where the learners have the option of negotiating on practical activities they need to complete in the nursery. The trainers are required to state how they would respond to such requests and how they’ve dealt with situations like this in the past, post their answers to the Discussion board and respond to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Horticulture Problem-solving approach:
	Trainers are asked to consider how they would present the topic of garden bed maintenance using problem-solving. Their task is to choose a topic they would teach themselves, think of some problems they could set in order to teach it, post it on the Discussion board and suggest additional ideas to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.




Training Package programs – Getting to know your learners

Purpose

This covers techniques that assist trainers in getting to know learners, which enables them to improve delivery and provide support for any learning gaps.

Facilitator guide

	Description and purpose


	This section consists of eleven pages.

Highlights the importance of the first interaction with learners. Suggests observation of learners and maintaining a comfortable relationship with them. This assists in modification of delivery to support all learners. Trainers will look at scenarios, personal reflections and conversations, and complete exercises and tasks.



	Related resources:


	Trainers are supported in their completion of this task by:

· Getting to know your Training Package (Training Package)



	Preparation:


	· Set up Discussion pages for trainers to post their tasks to and inform them of where they should post each task.

· Inform trainers of any deadlines for completing particular tasks.

· Follow up on trainers’ Discussion board submissions by responding to any questions that they may have.

· Check all related web links to outside websites used in this section.



	Difficulties:


	None.



	Collaboration:


	Collaboration is encouraged throughout this task. Trainers are asked to post their own experiences to the Discussion board and respond to other trainers’ postings.



	Customisation:
	It is possible to adapt the activity so that the focus learners are a particular group such as ESL learners or learners from a particular cultural background. In this way, appropriate characters and situations can be created.



	
	Key files for customisation:

	
	training\know\page9.htm, staff\records.htm (plus each individual learner record, e.g. staff\records\fran_b.htm in the records folder)

	Content pages 
	

	Introduction:
	Trainers are introduced to the topic and are given a task where they reflect on whether they have ever been asked about their previous knowledge when they have begun training. They post their experience/s on the Discussion board and read other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.

· This task is likely to be one of the first online communications that trainers do. You may wish to inform all trainers of certain ‘ground rules’ that you ask them to follow when participating in such tasks.



	Ben’s story:
	Trainers are shown the importance of getting to know the learners. They read the story of a learner and his classmates and the task is to think of what could have been done to avoid this situation. This should be posted on the Discussion board and a reply made to at least one other posting.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Can you ignore literacy and numeracy issues?:
	This section emphasises the point that literacy and numeracy issues should not be ignored, because they are a vital part of the underpinning skills of most courses. Trainers complete an exercise where they select the correct statement and receive feedback.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Where do you start?:
	Trainers read the story of a trainer, which expresses the importance of ascertaining the level of literacy and numeracy skills relevant to the courses they teach and how this should reflect their course delivery and assessment.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Observation: not assessment:
	Observing learners completing a task, rather than setting written assessments, is highlighted in this section. 

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	A sample observation:
	Trainers are presented with two examples of how an initial observation session could be conducted.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Your task – prepare for an initial observation:
	The task is for trainers to select a unit from their own Training Package and design a task to use as an introductory activity. They create some instructions for presenting this activity and then make a checklist that can be used to record the learners’ existing skills, including underpinning skills. The instructions and checklist should be posted on the Discussion board and the other postings should be read.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	After the observation:
	This covers what you should do after you have you have observed the learners and you identify that some learners have skills gaps. The task is for trainers to answer questions about obtaining support to deal with these learning gaps and these should be posted on the Discussion board and other postings replied to.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Other ways to get to know your learners:
	This section covers the other ways you can get to know your learners. Trainers read through what a teacher says to a learner and identify what worked and what didn’t. Then they receive feedback.

· No collaboration or facilitator action is required other than answering any questions trainers may have.



	Getting to know online or distance learners:
	This section outlines ways to get to know online or distance learners. The task is to share their experiences in getting to know learners in an online/distance environment or suggest ways this could be done, and to read the other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.

· Trainers who haven’t taught via online or distance delivery should give suggestions of techniques that trainers could use to get to know these online/distance learners.



	Finally:
	This summarises the section, highlighting the importance of: the first interaction with the learner, observation of the learner, modifying delivery, where you can go for support and maintaining a comfortable relationship with the learner.

· No collaboration or facilitator action is required other than answering any questions trainers may have.




Training Package programs – Working with learners

Purpose

This section looks at a range of strategies that you can use to support your learners with their communication skills.

Facilitator guide

	Description and purpose


	This section consists of nine pages.

The trainer is presented with a range of strategies that they can use to support their learners with their communication skills. Each page contains two learner case studies, one for Horticulture and the other for Business. They highlight the strategies that can be used to assist learners with their communication skills.



	Related resources:


	Trainers are supported in their completion of this task by:

· Hua Tan (Staff room)

· Training Package – strategies (Staff room)



	Preparation:


	· Set up Discussion pages for trainers to post their tasks to and inform them of where they should post each task.

· Inform trainers of any deadlines for completing particular tasks.

· Follow up on trainers’ Discussion board submissions by responding to any questions that they may have.

· Check all related web links to outside websites used in this section.



	Difficulties:


	None.



	Collaboration:


	Collaboration is encouraged throughout this task. Trainers are asked to post their own experiences to the Discussion board and respond to other trainers’ postings.



	Customisation:
	It is possible to adapt this section to use two other focus Training Packages more relevant to the trainers by replacing the Business and Horticulture Training Packages. If you have trainers who are from a wide range of Training Packages, it is recommended that a trade and non-trade Training Package be used.

It is also possible to adapt the activities so that the focus learners are a particular group such as ESL learners or learners from a particular cultural background. In this way, appropriate characters and situations can be created.



	
	Key files for customisation:

	
	files in training\working folder

	Content pages 
	

	Welcome:
	This introduces trainers to the section, which focuses on how you can support learners with their communication skills. It gives directions on how to work through the section, indicating that each page contains two case studies from the Horticulture and Business Training Packages and the trainer can look at EITHER or BOTH.

· Make sure that trainers select the Training Package that is closest to the one that they teach.



	In the planning stage - Gavin and Pamela
	The trainers need to read through the case study for either horticulture or Business, focused on the planning stage of a learning activity. Trainers complete an exercise where they select which strategies have been used in the case study. Their task is to answer questions based on their experience with the strategies that were used in the case study, post their responses to the Discussion board and reply to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.

· This task may be one of the first online communications that trainers do. You may wish to inform all trainers of certain ‘ground rules’ that you ask them to follow when participating in such tasks.



	In the planning stage - Joseph and Perry
	The trainers need to read through the case study for either Horticulture or Business, focused on the planning stage of a learning activity. Trainers complete an exercise where they select which strategies have been used in the case study. Their task is to answer questions based on their experience with the strategies that were used in the case study, post their responses to the Discussion board and reply to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Getting started - Sandra and Amber
	The trainers need to read through the case study for either Horticulture or Business, focused on helping learners get started on a learning activity. Trainers apply the strategies presented, using an example of what they teach, post their responses to the Discussion board and reply to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Getting started - James and Fran
	The trainers need to read through the case study for either Horticulture or Business, focused on helping learners get started on a learning activity. Trainers identify the strategies that are most appropriate for what they teach, post their responses to the Discussion board and reply to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Helping learners cope with information - Jo and Jamie and Trevor
	The trainers need to read through the case study for either Horticulture or Business, focused on helping learners cope with information in a learning activity. Trainers identify learners they may have taught with similar skills gaps to those of the characters in the case study and share their experiences with the other trainers by posting their responses to the Discussion board.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Helping learners cope with information - Naomi and Alicia
	The trainers need to read through the case study for either horticulture or business, focused on helping learners cope with information in a learning activity. Trainers describe activities using their own Training Packages, experiences and ideas, using the focus strategies. Trainers post their responses to the Discussion board and respond to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Building learner independence - Tammy and Slovana
	The trainers need to read through the case study for either horticulture or Business, focused on building learners’ independence. Trainers describe activities using their own Training Packages, experiences and ideas, using the focus strategies. Trainers post their responses to the Discussion board and respond to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.



	Helping individuals - Naomi and Katie
	The trainers need to read through the case study for either Horticulture or Business, focused on helping individual learners. Trainers describe their experiences of using the focus strategies. They post their responses to the Discussion board and respond to other postings.

· Ensure trainers are aware that they are required to contribute to this task.

· You may decide to set a deadline for posting the activity plans and another one for posting the comments to make sure that several postings will be available for trainers to read.
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