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Introduction 

About this document
This document provides project management, quality assurance and project deliverable guidelines. It is for use by Toolbox development teams to ensure successful delivery of a Toolbox product. Please refer to these guidelines and deliverables as you are developing your product.  

Development resource materials

Development resource materials refers to all documents, forms and templates required for development of your Toolbox resource. These materials are divided into sections as follows:

	Document/information
	Document filename/location

	GUIDES

	Toolbox project guide (This document)
	project_guide.doc

	Important Series 10 project dates
	dates.doc 

	Workspace user guide
	workspace_guide.doc

	Toolbox developer style guide
	toolbox_developer_style_guide.doc

	POC review: a guide to what your POC will be assessed on
	poc_review_advice.doc

	Teacher guide: advice on content
	teacher_guide_advice.doc

	Handover guide
	handover_guide.doc

	Technical specifications
	technical_specifications.doc

	FORMS & TEMPLATES

	Proofreading guide and register
	proofreading_register.doc

	Deliverables checklist
	deliverables_checklist.doc

	CD Booklet template
	cd_booklet.doc

	POC report
	poc_report.doc

	Mid-term report
	mid-term_report.doc

	Final report
	final_report.doc

	Exceptions report
	exceptions_report.doc

	Reviewer survey
	reviewer_survey.doc

	Copyright permission form
	copyright_permission.doc

	Editing statement
	editing_statement.doc

	Toolbox template:

· Main page

· System requirements page
· Install

· Teacher guide template

· Technical guide template
· Copyright page
· Acknowledgements page
	index.zip
· index.htm

· requirements.htm

· install.txt

· teacher_guide.doc

· technical_guide.doc

· copyright.htm
· acknowledgements.htm


These documents and files can be found in the following locations:
The folder: This will be given out to the three team members attending the workshop and contains hardcopies of all the documents you will require. You should refer to this folder often and leave it in an accessible place for your team members.

Workspace: This is an online project document and information sharing tool that all team members must subscribe to and check continually. It is used to store the key project documents along with any other documents that become available or are updated during the course of the project. You will also get access to further materials such as deliverable reminders and discussion forums. The national project team use Workspace to make important announcements during the course of the project and the discussion forums allow for valuable information sharing across the project, particularly in regard to technical and accessibility issues. 

Workspace is at http://workspace.flexiblelearning.net.au/series10/. A user guide to Workspace is available in the documents and guides section of your development resource materials. If you have team members who require access to Workspace, please email the national project manager responsible for Workspace (as advised) with their name and email address. Previous users should supply their username if possible.
Project expectations 
Each team has been allocated a national project manager (NPM) from the National Toolbox Team at e‑Works, along with a mentor. If you have any questions relating to meeting or understanding the guidelines, please contact your allocated national project manager. Your mentor will visit your team at least twice to provide assistance with the development of your product and is available for advice by phone or email throughout the project. Your NPM from e‑Works will also conduct site visits to provide project support, and technical and accessibility assistance is available to all teams if required throughout the project from our Technical Manager. 

Your Toolbox is a key national vocational and technical education e-learning resource which is distributed for use in a variety of training contexts. Therefore during the course of the project you will need to collect and implement feedback from a number of stakeholders including the national Toolbox Reference Group, Industry Reference Groups, the mentors and the national project managers.  

Your Toolbox must adhere to the technical specifications and guidelines for Series 10. Some of these guidelines are Commonwealth standards that must be met with all government resources. Others are standards advised and developed by various Framework Reference groups to ensure that the end users of Toolboxes can expect a consistent standard across all products. The aim of these standards is to provide common testing benchmarks across all products and the smooth transfer of resources between different information systems, resource repositories and learning platforms.

We need to adhere to very tight timelines to enable the delivery of your Toolbox in time for trainers and teachers to implement them for classes and workshops at the start of 2008. The project progress is assessed by your NPM and mentor at mid-term and if it is evident that it will not be delivered on time, the project is re-scoped and the budget is adjusted accordingly. We also have your Toolbox booked in with an external supplier on specific dates for testing. If you feel you won’t make that date, you need to advise us early so we can make alternative arrangements with this supplier as we have a financial obligation to them. 

We are committed to ensuring the successful and timely release of your Flexible Learning Toolbox. One way to help us achieve this is to let us know early of any difficulties or issues that will affect your ability to deliver the Toolbox product on time so that we are able to offer assistance or advice where possible.

Project communications 

Project communications should take place either via email or phone to your allocated National Project Manager who will respond or redirect as necessary, or via Workspace for further open discussion if appropriate. Contact details for your nominated NPM and Mentor will be given to development team project managers once projects have been allocated.
Workspace has been set up to facilitate the collaboration and sharing of information across projects. This is of particular importance in regard to the technical aspects of the project. For example, it is an expectation that during the course of the project your team will access and contribute to Workspace and stay informed of project updates and common technical issues and solutions.

Dual product deliverables 
This project requires the completion of two product deliverables:

· a Flexible Learning Toolbox

· a suite of SCORM conformant learning objects based on the Toolbox. 

You will need to instructionally design your Toolbox so that it can be disaggregated into stand‑alone learning objects within the technical parameters set out by the project. This will need to be accommodated in the original learning design and cannot be planned at a later stage. Assistance is available if required and teams are encouraged to discuss this with their NPM. Full technical information regarding packaging of your learning objects will be made available later in the project with training provided to technical staff.
Once your final Toolbox has been delivered and is approved for publishing, the disaggregation of SCORM conformant learning objects can commence. These objects will be loaded into the Toolbox repository. The Toolbox will be available for sale through TVET Australia.

Project management 
Roles and responsibilities 

Resource development project managers 
The project manager for each Toolbox project is the main conduit for information flow between the project team and the NPMs. Project managers will be on an email list and should expect to receive regular communications from the NPMs. It is the project manager’s responsibility to:

· ensure the achievement of all project objectives

· pass on in a timely way all documentation to other relevant members of the project team (including the tender brief and your submission, workshop papers, technical specifications and any other information provided during the project)

· ensure that all team members subscribe to, and regularly access Workspace, and have access to the information folder containing the resource materials
· ensure that if a team member goes on leave or is otherwise unable to continue with their responsibilities, the name of a suitably briefed replacement is passed on to the NPMs. If this is a long term change, a statement of the experience of the person concerned should be sent to the NPMs
· ensure that Reference Groups are convened and kept informed.

e-Works 
e-Works is a business unit focused on e-learning innovation and has current responsibility for a range of state and national flexible learning initiatives including Victoria’s TAFE Virtual Campus and the Flexible Learning Toolboxes (national e‑learning programs for vocational education and training). E‑works is being hosted by Kangan Batman Institute of TAFE on behalf of the Office of Tertiary Training and Education (OTTE) based in the Victorian Education Department. This arrangement came into effect from 1 April 2004.
As the managing agent of the Toolbox project, e-Works is responsible for all contractual arrangements. The national project management team is based at e‑Works.
National project management team 
All reporting and financial arrangements for the individual projects are through the national project management team. This team will also be responsible for overall quality assurance including organising the review of proof of concept samples and testing of the resources.
The national project managers (NPMs) expect to visit each team at least once and when possible will participate in Reference Group meetings either in person or by teleconference. 
Toolbox mentors

The mentor's primary role is to provide advice to Toolbox teams, seeking ways to maximise the level of learner engagement, the opportunities for communication and collaboration, and the effective use of web technologies in the online resources produced.

A mentor is also expected to be a critical friend to the teams, identify useful resources, encourage collaboration, support learning by project teams, and stimulate and encourage innovation. The mentor will maintain ongoing communication with their allocated teams to discuss progress and provide assistance as required.
Mentors are able to assist teams to respond to the requests or directions of the national project managers or reference group, but are not themselves part of the decision-making body.
Mentors:
         have an excellent understanding of the principles and practice of developing online learning resources for national distribution

         understand the operation of the Australian VTE system

         have high level capacity and experience in mentoring in educational projects and have substantial experience in the Toolbox project from participation in similar role in many of the previous rounds.

At the beginning of the project, mentors will have an intensive involvement in assisting their allocated Toolbox team to prepare for the workshop and design a strong Proof of Concept consistent with the desired characteristics of Toolbox learning resources.
If a team does not satisfy all of the requirements for the Proof of Concept, the mentor will be available to help the team to interpret the feedback provided by the Toolbox Reference Group, and provide suggestions as to how best to implement the revisions required.
National reference groups 

Two reference groups inform Toolbox development:

· The Resources and Innovations Program is the Framework program responsible for the project outcomes. 

· The national Toolbox Reference Group is the group that provides more detailed advice to the National Project Management team. 

Both reference groups have national representation and are supported by the NPM’s. 
Industry Skills Councils
You will need to establish contact with the relevant Industry Skills Council (ISC). The Department of Education, Science and Training (DEST) website contains information on these industry advisory bodies at: http://www.dest.gov.au/sectors/training_skills/policy_issues_reviews/key_issues/nts/lnk/advisory.htm
A number of meetings, teleconferences or other consultation processes should be timetabled to ensure feedback at strategic times of the project.

A representative of the NPM team should be included on your reference group list and receive notification of meetings, agendas and papers and will try to participate in at least one of your meetings.
Your Toolbox reference group operation 

Reference groups are seen as playing an important advisory and quality assurance role in the project. It is through the project reference group that national Industry Skills Councils (ISCs), industry representatives, relevant enterprises, teaching staff from different types of providers and other relevant organisations (including the NPM team) are able to have input to the project. There should also be a geographical mix, to ensure that a national perspective is able to be taken into account.
The reference group’s function is to:

· provide input to the planning processes and the design and content of the Toolbox according to their area of expertise (eg suitable content and activities, learner needs, teacher needs, industry needs and training authority perspectives)

· review (or assist with the location of reviewers and trial sites) and give feedback on the products at a number of stages

· be informed about the product so that they are in a position to encourage its use in their areas of responsibility and influence.
Other stakeholders 
Other people are involved in the process who we have obligations to, and must be considered when getting the project submitted on time. For example, when products are submitted for testing they are then passed on to an external testing team who put aside time for testing of your product, employing staff on a casual basis ahead of time. When your product is late it becomes a problem for businesses such as these, so please be considerate of these outside stakeholders. 
Financial arrangements 

	Milestone
	Due date
	Payment

	Signing of contract
	March 2007
	30% on signing

	Proof of Concept deliverables
POC CD’s
POC Web site
POC report
	30th May 2007
	20% on approval from National Toolbox Reference Group

	Mid-term deliverables
NPM review
Sample Website
Mid-term progress report
	15th August 2007
	20% on receipt of mid‑term deliverables

	Final deliverables
Final CD-ROM
Guides
Packaged learning objects
Final preview Website
Final report
Statement of income/expenditure
	17th December 2007
	30% on approval of final product



Invoicing 
Payment will be to Lead Agents on submission of a Tax Invoice. GST should be included in all claims. The invoice should be submitted at the same time as the stage completion and include the following information:

· Toolbox Series 10
· The name of the project (Toolbox #, Training Package and qualification as appropriate)

· Which milestone payment is being claimed
Invoices should be sent to:

Attention:
Team Leader 
Flexible Learning Toolbox Team

eWorks


Level 21, 390 St Kilda Road

Melbourne, VIC 3004

ABN: 44 434 746 781

Project milestones and timelines
All of the Toolbox projects have been given the same staging points for reporting and funding instalments. These timelines can be found in your development resource materials.
Confirmation of action plans, teams and reference groups
Within two weeks (by 19th March 2007) all teams are asked to submit:

· Name of the project manager and contact details. Please ensure you include phone(s), fax, email, postal address, address for couriers and visitors. An alternative project management contact should be provided.

· Revised or confirmed team list showing all key personnel and their roles. Changes from the original submission need to be identified and justified, and summaries of experience (half page maximum) given for changed personnel.

· A revised or confirmed action plan showing activities, dates and responsibilities based on recent information.

· List of reference group personnel and their organisations.
The workshop 
A workshop will be held approximately seven weeks into the project. The focus will be on workshopping the Toolbox concept. Three members of your team will be required to attend and must include the project manager, technical lead and instructional designer. e-Works will pick up the costs for the three required attendees only. If you need a further team member to attend you will need to put in a request justifying further attendees. The transport and accommodation costs for these additional attendees will be the responsibility of the development team. 
By the 13th April Teams will be required to submit the following:

· a site map

· two alternative interface mockups indicating all design elements/navigation
· a storyboard which addresses an element of competency/major activity.
These materials will be assessed by the project mentors and NPMs prior to the workshop on 26th and 27th April. The materials will then be worked through with teams at the workshop which will also include professional development activities relevant to Toolbox development. 
Examples of a site map, interface mock-ups and a storyboard are available in your development resource materials. Further advice will be provided at the first NPM/mentor site visit in the lead-up to the workshop.  
Quality assurance

All learning materials will be required to comply with the National Quality Council (NQC) principles for Training Package support materials. The Toolbox learning object suites will be independently evaluated against those principles. Information on Training Package support materials and the noting process is available from the DEST website at: http://www.dest.gov.au/sectors/training_skills/policy_issues_reviews/key_issues/nts/tpk/materials.htm.
Spelling and grammar 

All text must be proofread prior to delivery for testing. This includes the Toolbox product, text alternative pages, guides, CD Booklet and LO metadata. Don’t forget to include text alternative pages. You need to ensure that the Toolbox uses language consistently across the product, including the guides.

A Toolbox developer style guide has been included in the documents and guides section of your development resource materials. There is also a proofreading guide and a table for registration of necessary changes to assist you with your QA.

At a minimum you must:

· have an experienced editor proofread each and every page before submitting your product at each stage. This must include text alternative pages and audio scripts.

· ensure that all tracking has been turned off before burning your product to CD‑ROM

· use Australian spelling

· follow accepted industry language terminology (keeping in mind that there might be state differences).
Advice on editing

It is more efficient and cost effective to perfect your storyboard as much as possible instead of having web developers make changes on screen. Editing strategies include: 

· creating and distributing a list of common terms that might be questioned by team members throughout the project. Use the style guide provided as a base. Build on it to suit your project so that all members of your team are using consistent terms.

· having a second instructional designer check the storyboard work of the first.

· sending the storyboard to your industry reviewer/s.

· having a professional editor do a copy edit, based on the style guide provided and built on by your team.

· always having your product looked at with ‘fresh eyes’.

And later on:

· having the instructional designer check the work of the web developer.

· having the web developer make changes/edits based on usability testing.

· having a professional editor work in the finished onscreen Toolbox to do the proofreading and check the links. If this is not possible they will have to recheck the edits that the web designer inserts for them. 
If the resource hasn’t been edited when received for testing, it will be returned to the development team.
User-centred design 

Instructional design of Series 10 Toolboxes should encompass a user-centred approach to development to ensure that representatives of the target audience (both learners and teachers) are involved in trialling the product at various stages throughout the project. 
User testing

User testing is required to be reported on at three stages of the project.

· At POC you need to undertake user trialling describing the number of users (teachers and learners), their characteristics and/or circumstances, processes used, summary of findings, follow through - actual or intended.

· At mid-term user trialling is the same as at POC but extended to cover new content and materials. 

· The final project report includes details regarding user trials and testing indicating stages, organisations involved, roles/numbers of personnel involved and key findings.

Reporting templates and a reviewer survey are available in your development resource materials. 

e-Works QA responsibilities 

Quality assurance is an important part of project management and needs to be approached by both parties. It is expected that the technical testing and quality review undertaken by e-Works and the testing centre will have been preceded by a full and complete review and check by the development team prior to submission.

The NPM will arrange for testing and review of products at the proof of concept stage and at mid-term to guide you with your progress, and full testing at the completion of the project to ensure the products are functional and meet contract requirements. Testing will include:

· installation/technical checks

· completeness checks (are all expected components present?)

· content testing (for clear instructions, hyperlinks working, multimedia elements/interactions functioning, and grammar/spelling).

· accessibility testing

Test reports will be sent to the project manager for correction of errors; however we expect that these will be minimal if teams have thoroughly undertaken all recommended checks prior to submission.
Your QA responsibilities 

Individual project managers should organise user trials by representative teachers and learners on at least three occasions throughout the project, including prior to the proof of concept submission and progressively throughout the rest of the project. Matters for consideration are:

· content suitability for the audience

· active learning approaches

· functionality/ease of use

· motivational qualities

· potential to stimulate communication between learners, teachers and peers

· adaptability (can be readily customised etc)

· detail correctness (remember to show PPE being worn in graphics if necessary, hair nets if required, etc)

At each phase evidence must be provided that this material has been reviewed by suitable personnel, familiar with the target audience and content area, and that any recommendations made are being handled appropriately (ie attach reviewers’ reports or similar, stating briefly the position/experience etc of the reviewer.) 

Once QA and testing begins on deliverables, any products showing that inadequate content or technical QA has been undertaken prior to being sent to us will be returned to the developer. A new testing date will be set and any financial losses incurred will be the responsibility of the development team.

Along with regular reviews, additional responsibilities include:

· technical testing on a continuous basis to ensure that the Toolbox supports the required specifications

· effective editing by an experienced editor (who hasn’t been previously involved in writing or adding the content) to avoid spelling mistakes, clumsy expression, formatting errors, etc

· filling in the checklist correctly – see below.
Checklists 

To ensure your product complies with our requirements and you have submitted all required deliverables, we have put together a comprehensive checklist. This is located in the Forms and templates section of your development resource materials and should be referenced throughout the project to help you with development and delivery of your product. It is to be completed and handed in with each of your main submissions: POC, mid-term and final. 

Other templates provided for submission at various stages include: 

· POC report

· Mid term report

· Final report

· Editing statement (Mid-term and Final submissions)

· Proofreading register (Mid-term and Final submissions)

· Copyright permission form (Final submission)

· Exceptions report (Mid-term and Final submissions)

Project deliverables 
The key deliverables for this project include:
· a pre-workshop submission

· a Proof of Concept 

· a Toolbox master (mid-term and final)
· reports (POC, mid-term and final)

· copyright and image permissions 

· packaged learning objects (based on the final and complete Toolbox product and conforming to the standards specified)
· setup and maintenance of a demonstration website
· provision of a help desk for a 12 month period after publication.
These deliverables are described in further detail below.
Pre-workshop

Prior to the workshop teams will be asked to begin working on their Toolbox resource. This pre‑workshop submission will provide the NPMs and Mentors with a concept to preview prior to the workshop, and then discuss with development teams at the workshop. The submission needs to include:
· a sample site map

· 2 x interface designs – including design elements and navigation

· a storyboard – addressing an element of competency or a major activity.
Proof of Concept 

The Proof of Concept (POC) phase of the project involves the development of a representative sample of the quality assured product. Teams must deliver this to the National Project Manager (Quality) at e‑Works in accordance with the project timelines. It will then be reviewed by the national Toolbox Reference Group before approval is provided for the development to progress (see the Forms section of your development resource materials for a review template). The approval of the POC is an important review stage on which the continuation of the project depends.

The resource should be built into the index.htm template provided. The POC should include:

· the POC (Please read the POC Review Advice document to ensure you meet all requirements
· a list of competencies addressed in the POC

· an explanation of any limitations testers should be aware of
· a copy of the checklist filled in to POC stage

· a URL for the preview website to POC stage.

· your POC report
NOTE: Once you have submitted your project at this stage you should stop work on further development pending approval to continue from the National Reference Group.
Each team will be asked to establish a demonstration website containing a sample of the product. This will be made available for public viewing through the flexiblelearning.net.au/toolbox website. This is an important part of the marketing of the products as both VET providers and industry are keen to know what to expect from the coming series of products. 
The Proof of Concept website 

The POC site will be built into a template supplied by Toolboxes called index.htm. This template will include all the DEST and Toolbox required links such as Copyright/Disclaimer, Requirements, Teacher guide, Technical guide, Acknowledgements. Developers will need to fill in the template links and develop the index page to suit their project. Please note that the copyright, disclaimer and logos are DEST requirements and should not be changed.
The mentors will help all teams develop sound design strategies and assist in the development of the POC.

It is planned that each Mentor and National Project Manager will review the draft deliverables before the due date. 

The purpose of the POC is to demonstrate effectively the intentions of your product including the educational and technical approaches to be used, and the capability of the team to produce engaging resources. 
The outcomes of the POC review will be provided by the National Project Managers as listed in the project timelines. 
All teams will receive feedback including suggested areas for attention. In some cases further work may be required before the POC is approved. In these cases, teams will be asked to resubmit their POC and will be required to further consult with their mentor and/or national project manager. It is highly recommended that these teams conduct further usability/accessibility trials and content reviews, depending on the nature of the feedback. 
The POC sample should demonstrate:

· Overall design framework of the product.
Try to provide the overall environment/metaphor or main menu that you intend to use, even though many of the elements will be empty.

· A coherent segment of the learner activities and resource material.
A small, but coherent, sample of the learning material should be provided (perhaps a unit of competency or two or three elements). The sample should be reasonably representative of the online product as a whole, and should consist of an integrated segment of activities and resources so that the reviewers can work through it as a learner would. 

The quality of the activities for learners will be an essential aspect of the review of the POC sample so be sure that the type of activities you intend to provide are well demonstrated. 

The sample should also indicate how you intend to recommend use of communication tools. This can be embedded in the materials or provided in the Teacher guide extract. You do not need to provide “live” communication links. 

You should use and continue developing the sample prepared for your pre-workshop submission.
· Use of media.
Be realistic about the level of technical development that is appropriate. You may not be able to provide fully developed audio visual resources, but a script or storyboard would be appropriate to indicate their role. Features such as images, animations, audio and quizzes should be provided within the sample if these are intended to be features of the online product as a whole. However be sure that what you provide is relevant to the subject matter of your sample segment and demonstrates the style and intentions of your material. 

· Approach to assessment of competency

Your approach to assessment of competency should be made clear in the POC in both the web‑based materials and the Teacher guide sample. This should include an explanation suggesting assessment materials according to industry guidelines that can or should be done in a simulated workplace. Your statement should also point out that the ultimate responsibility for assessment is with the RTO and that facilitation processes need to be applied according to the AQF.

POC Industry content reviews 

You must ensure that the POC is reviewed by at least two specialist content reviewers representing the needs of the relevant industry. Members of your Reference Group with specialist expertise or their nominees would be appropriate. 

You could adapt the same criteria to be used by the national review team (see section on POC review below) for your reviewers. However, if they are not able to comment on all areas, they should be asked to focus on the target audience issues (assessment strategies, language level, motivation, specific content). You may also like to adapt the reviewer survey form. The review survey form template can be found on your development resource materials.

Usability trials 

It is expected that before presenting the POC you should have done some usability testing with teachers and learners as representative users of the target population, incorporating their feedback. Your progress report should indicate what this process revealed and how your design has taken (or will take) this feedback into account. You will need to develop your own tools or methods for obtaining feedback. 
Mid-term deliverables
Teams must deliver this to the National Project Manager (Quality) at e‑Works in accordance with the project timelines. The Mid-term phase of the project involves both external and internal testing of the product to mid-term stage. See the Handover Guide for details of deliverables.
Final A deliverables
Teams must deliver this to the National Project Manager (Quality) at e‑Works in accordance with the project timelines. The Final A phase of the project involves both external and internal testing of the complete product. It should be final at this stage with any further changes made only as a result of testing. See the Handover Guide for details of deliverables.
Final B deliverables
Teams must deliver this to the National Project Manager (Quality) at e‑Works in accordance with the project timelines. The Final B phase of the project involves reviewing changes made against Final B testing. See the Handover Guide for details of deliverables.
Reports

Project reports are required at three stages during the project:

· Proof of Concept report

· Mid-term progress report (for your mentor)
· Final report
Proformas are available for each of these reports in the Forms and Templates section of your development resource materials. The final report must include signed permission for any copyright materials. 
POC report 

The POC report template needs to contain:

· attached evidence of content reviews by representative stakeholders

· attached evidence of usability trials

· the unit(s) of competency on which the Proof of Concept is based

· any special instructions for commencing the review

· the active parts of the site, where developed material can be found

· any limitations to the current material requiring further development (eg extension of audio visual materials)

· any other information necessary to enable reviewers to understand your intentions.

The template for the POC report outlines the required content and features. However special attention needs to be paid to including industry content reviews and results of usability testing. 
Mid-term report

The mid-term report will need to contain:
· progress information

· accessibility – steps taken and issues encountered

· user/industry/teacher trialling undertaken and associated reviews

· the quality assurance steps you’ve taken including trials and testing

· future project intentions

· issues

· acknowledgements

Final report

The final report will need to contain:
· an overview of the product and its features

· influences on the product design

· the development process to date

· the quality assurance steps you’ve taken including user and usability trials and testing

· any plans for future implementation

· a synopsis of the project

· references, acknowledgements and copyright permissions

· project acquittal statement
Exceptions report

The exceptions report should be used after every round of testing. If you don’t agree that something needs to change, or if there is a strong reason for not being able to change something in a technical, content or accessibility report you have received, put this in the exceptions report and submit it with the product being reviewed. Your request for any exception/s will be considered in the context of the Toolbox guidelines and you will be advised accordingly.
Proofreading register

The register will be used by the e-Works editor at mid-term and final testing. When you make these changes you should mark off what you have corrected in the appropriate column. 
Copyright permission
The intellectual property considerations in the contract are very specific and involve ensuring that DEST holds unrestricted rights to use of the materials. 

If you are intending to incorporate material owned by another copyright holder into your resources, ensure that you seek written permission to use the material in unrestricted form, explaining to the copyright holder what you intend to do with the material. Date and keep secure all permission documents. Pass copies to the NPM with your final report. A sample letter for seeking permission is available in your development resource materials.
The copyright permission form is provided in your development resource materials. It is important to attach copyright clearances for any graphics or content used in the product. Further advice and support on copyright can be sought from the NPM’s. 
Image permissions 

It is your responsibility to gain the permission of all subjects photographed. When giving such consent subjects should be aware that, once published, the images are possibly accessible by millions of users globally, that they will be indexed by search engines and that they may be copied and used by any web user. This means once the information is published, we will have no control over its subsequent use and disclosure.
Toolbox master copy
The Toolbox Master must include supporting materials such as the Teacher guide and Technical guide as provided in the index page template. The reports, CD-ROM booklet and images for marketing should be on a separate CD‑ROM or may be emailed to the address provided for deliverables. Please make sure additional documents such as reports or notes are NOT on the CD with your final product. The Toolbox must conform to the standards and specifications outlined in this document and in accordance with the templates supplied. It must include all source code in its own folder as outlined in the technical documents, and materials must be copyright cleared. Use the Deliverables checklist provided to ensure all requirements are met, and use the Exceptions report to advise if there are any issues from previous testing outstanding for any reason.
Teacher and Technical guides 
Templates have been developed by the Framework for the Teacher and Technical guides. These templates must be used for these documents. They include all the correct logo and copyright statements which should remain as they are in the templates. The templates are linked from the provided index.htm file.
Teacher guide

The Teacher guide advice document in the Guides section of your development resource materials has been put together to tell you what information you should include in your Teacher guide and how it should be structured. 

The Teacher guide is to assist trainers and teachers wishing to use the Toolbox either in its complete form, or as a source of learning components in the development of their own online teaching programs. This guide is intended to show how the resources can be used to make a coherent program. It should be written in a non-prescriptive way, assuming that the user will want to select aspects, substitute others and customise for their own audience including learners with language, literacy and numeracy needs.
It should:

· be a printable Word document with PDF alternative
· be specific to the materials provided (not a generic “how to teach online” guide)

· be essentially a printable resource for reference - therefore a simple word processed document may be the best method of presentation

· give an overview of the whole online product and include:
· target audiences – teacher, workplace trainer, students, etc

· underpinning ideas

· organising structure and key features

· description of any special tools provided

· description of customisation methods available (with reference to the Technical guide where necessary)

· description of resource files which need to be mentioned apart from the topic materials (eg because they have multiple uses throughout the online product)

· explain the approach to competency assessment taken when developing the Toolbox project

· give an overview of the materials provided to support each competency unit and/or learning object (content aggregate):

· purpose or underpinning ideas 

· special features

· practical requirements

· assessment and/or alternative suggestions for assessment

· alternative approaches

· discuss the potential use of each task or activity sequence: 

· purpose

· ways of preparing for using the material with learners

· related resources and where to find them

· ways of customising the material or using alternatives

· aspects learners/users may find difficult

· ways of promoting collaboration or interaction between learners/users

· provide outlines of specific communication activities, eg, discussion topics, debates, group work, etc
· describe features facilitating customisation of the product for different audiences with references to the Technical guide as necessary.

Technical guide
The Technical guide explains the technical requirements for the product’s implementation covering both the content-packaged and self-navigated materials. This guide needs to explain which folders, files and objects are needed to deliver individual units and individual segments/activities, as well as an entire stream or qualification. 
It should:

· be a printable Word document with PDF alternative
· be written in plain English

· address both server and client technical issues

· outline the technical structure of the product

· include directions for installation on the Web server

· include directions for disaggregation and customisation

· describe the accessibility features of the product

· indicate the minimum hardware/software requirements and installation advice for learners/end users.
CD booklet 
This booklet accompanies the CD-ROM and provides purchasers with basic information on the product contents, platform requirements and initial instructions for opening the product. It also incorporates AESharenet licensing arrangements (to be added by the publishers). Graphics files and explanatory text will be required for use in this booklet and other promotional materials. 
The CD booklet must include a written presentation script with references to key features of the product to assist demonstration of the final product to prospective users.
This document must not be part of your Toolbox resource CD and can be emailed separately when due for delivery.
Packaged learning objects 

The complete suite of learning objects should be provided in a form that can be readily uploaded to a repository or imported to a Learning Management System. Although you won’t be creating learning objects until very late in the project, you will need to consider this at planning stage and take into account that each object should be no bigger than 5MB and your resource should be easily able to be disaggregated when it comes to packaging. Although your Toolbox resource will not contain metadata, planning during content development will make the job easier once you begin packaging. Metadata terms are the responsibility of instructional designers or content editors so should be thought about at the time of content input.
Demonstration website 
This website provides a demonstration version of the whole online product for viewing by prospective users. It is not envisaged that the model website will be used for actual delivery of the online product by RTOs.
The demonstration website should:
· demonstrate to prospective users how the various parts of the online product can work together to provide a complete program.

· be established by the mid-term stage of the project and updated progressively during the project.

· be maintained by the Lead Agent for a period of one year following the release date of the product.

· consist of an introductory page identifying the competency units or other curriculum framework to which the program relates. However avoid direct reference to competencies and curriculum components on the resource files themselves to allow for flexible use.

· include a matrix showing how the competency units/curriculum components relate to the topics, tasks or other organising structures of the program if appropriate.
Delivering your resources

All deliverables should be addressed to:

Attention:
Project Manager (Quality) 
Flexible Learning Toolbox Team


eWorks


Level 21, 390 St Kilda Road


Melbourne, VIC 3004


ABN: 44 434 746 781

Other project responsibilities 

Toolbox warranty
On release of the project teams are required to support the Toolbox Help Desk for one year from publication of the Toolbox. During this period any faults with the product must be rectified.  
Information dissemination 

Project teams may be asked to assist with publicising the product through demonstrations at relevant conferences and workshops.
Toolbox contact details:

Flexible Learning Toolbox Help Desk

Phone: 1300 736 710

Email: toolboxhelp@flexiblelearning.net.au
Website: flexiblelearning.net.au/toolbox

For more information contact:

2007 Australian Flexible Learning Framework

National Communication

Phone: (07) 3307 4700
Fax: 
(07) 3259 4371
Email: enquiries@flexiblelearning.net.au 

Website: flexiblelearning.net.au
GPO Box 1326
Brisbane QLD 4001
flexiblelearning.net.au/toolbox








