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About this folder

The folder you receive at the Series 8 Workshop will consist of the following five sections:

1
Agenda 
2
Contact details for the National Toolbox Team, your National Project Manager and your Mentor
Timelines and milestones
3
Project guidelines: general technical, QA and project management guidelines and issues
4
Presentations: printouts of all presentations from Workshop

5
Checklists for structure, content root level index, packaging, QA testing, project handover
Paper copies and CD-ROM copies of templates for reports, CD booklet, Teacher guide, Technical guide and Survey forms
CD copy of Interoperability in Action video
About this document

This document outlines general technical and project management guidelines and issues. It is for use by Toolbox development teams to ensure successful delivery of their final Toolbox product. More in-depth information is available both on the CD-ROM included in this folder and on Sharepoint.

Please check your final Toolbox product against the checklists and guidelines provided. It is important – and necessary – that your final product is delivered in accordance with the guidelines in this document. We are committed to ensuring the successful release of your Flexible Learning Toolbox. One way to effectively manage this process is to let us know of any difficulties or issues that will affect your ability to deliver the Toolbox product on time. 

Each team has been allocated a Project Manager 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 e-Works Project Manager. Your mentor will visit with you to provide assistance with the development of your product.
This document contains the following sections:

Toolbox Please refer to these guidelines to check that you have provided the necessary entry page information and elements in the correct structure.
Learning object packaging It will be necessary for the final product developed to cater for users accessing materials via LMS or digital repositories.
Quality assurance It is your responsibility to carry out in-house testing of your product before submitting it for further testing by e-Works. 

Project management This section includes information for project managers regarding both the administrative and management aspects of your project.
Project Handover This section describes the steps you need to take prior to delivery of your Toolbox.
Please note the following definitions:
	Toolbox
	A Toolbox is a collection of online training material comprising learning activities, resources and user guides to support the delivery of qualifications from endorsed Training Packages.  The main component of a Toolbox is a collection of learning activities and resources designed for web-based delivery and providing a flexible set of materials for use in online learning programs.  

	Packaged learning object


	A digital entity designed to support a particular learning experience, that can be repurposed for use in another setting, and which forms, or is part of an IMS content package.


1 Toolbox
As national products for a diversified training sector Toolboxes are required to be portable, flexible and customisable. They do not duplicate the learner management functions or communication tools usually found in online delivery platforms. They are expected to complement these platforms as well as being capable of stand-alone operation. Following these guidelines will minimise the difficulties that may occur in placing Toolboxes in one of the common delivery platforms.
Although the material must be designed for browser access, many users have poor internet access or simply prefer to use the material on CD-ROM (for example, for delivery in remote locations). The final product should be immediately workable on the CD.
1.1 CD-ROM file structure
The stand alone CD-ROM must have a clear site structure for ease of use. An example of this is provided (Figure1) which shows a typical Toolbox file structure.

· Follow good practice to create a logical directory structure with files clearly separated into relevant folders including source files, documents, guides, units, images, etc. (refer fig1). A good folder structure will make packaging of your product easier.
· Ensure your source files folder mimics the structure of the unit content. All source files must be included eg. .fla .dir .psd .png. Note: Do not include any links to your source files.

· File-naming needs to be consistent to avoid problems with case-sensitive systems. Make all file names lower case with no spaces. Any products not adhering to this rule will be returned to rename files as Unix servers are unable to run products with mixed case, incorrect slashes, etc.
· In order to make the product simple to customise, make sure you give your files relevant names and separate them into easily identifiable folders. Remember – not all teachers have strong technical skills. 
· Any document likely to be modified should be provided in Word or RTF. Remember that Toolboxes are offered as fully customisable products.
· The CD-ROM must auto run (WINDOWS) or provide instructions to a clear starting point. Avoid technically complex commencement procedures such as typing in an IP address.
· Each Toolbox must provide a main entry (index.htm or default.htm) page at the root level of the CD. Please do not provide this page in other formats eg. Flash, XML otherwise users may not have access to this important information.

· The installation guide is to be saved as an “install.txt” on the root level of the CD-ROM. 
Figure 1
Sample of preferred Toolbox structure 
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1.2 Content for root-level entry page
These guidelines refer to the root-level entry page (typically index.htm or default.htm).
The page must provide the following:
· requirements - detection and download information for required plug-ins eg Flash 6
· guides - a link to the main documents (i.e. Teacher guide and Technical guide)

· Logo and copyright information – displayed on index.htm
· acknowledgements/credits - link
· disclaimer - link 
· competencies/qualifications – link (if relevant)

Figure 2 shows the required elements for a main entry page (although your layout may vary). 

Figure 2
Sample entry page
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1.2.1 Requirements (typically eg. requirements.htm)
The requirements.htm page should include any details necessary for the operation of your Toolbox including:

· hardware and software needed to access the learning materials both as a web client and from the CD ROM,

· links for obtaining any plug-ins that are required,

· any other tools required for using the materials.

The following minimum specifications should be included in the requirements page. Developers should ensure that their products can be delivered successfully to client computers within these specifications.

Hardware

To use the learning material in this unit, learners will need a computer with the following features:

· IBM compatible with a 300 MHz processor and Windows 98 or above, or

· an Apple Macintosh running OS 9 or above,

with

· 128 MB of RAM

· 800 x 600 pixel display

· CD-ROM drive

· Internet access

Software

Learners will also need the following software/plug-ins installed in their computer:

· Either Internet Explorer 5 or higher OR Netscape Navigator 6 or higher.

Please be sure to list any special requirements for your Toolbox. The use of browser plug-ins should be kept to a minimum with the selection based on maximum ease of access, minimum download times for users and the need for customisation.

The following are examples of special requirements your Toolbox may have.

· CD ROM speed specifications (if your Toolbox includes video)

· 1.44 MB floppy disk drive (to record student answers)

· Sound card

· Microsoft Word 97, or a similar word-processing program to open and use downloadable forms, checklists and worksheets.

· Macromedia Flash 6 Player - if you haven’t got this plug-in, you can download and install the latest free version from Macromedia’s web site (www.macromedia.com).

· Adobe PDF Reader – Download at www.adobe.com Read the terms and conditions for distributing Adobe Reader on your CD from http://www.adobe.com/products/acrobat/distribute.html?readstep
Incorrect versions of these applications could result in information being shown in an unreadable form, or not shown at all. 

1.2.2 Guides
Technical guide
Development teams will produce a Technical guide which describes the Toolbox and explains the technical requirements for its implementation, covering both the content-packaged learning objects and self-navigated Toolbox versions of the product.
The Technical guide should explain the product’s structure describing which folders, objects and files are needed to deliver individual units and individual segments/activities, as well as any entire stream or qualification. 
The Technical guide must also outline how the materials can be customised or repurposed for delivery in other contexts or industry areas, including the software needed for customisation.

This guide should outline installation and customisation procedures. It is required that this document be provided in Word and .PDF format. 

A template for the Technical guide can be found on your workshop CD or in the templates section of Series 8 Sharepoint.
Include information on how to allow pop ups in your Technical guide and other user guides. Some browser versions are not able to display pop-ups unless they are allowed by the user.

Teacher guide
Development teams will produce a Teacher guide to assist teachers and trainers wishing to use the Toolbox either in its complete form, or as a source of learning objects in the development of online teaching programs. This guide is intended to show how the materials can be used to make a coherent program and also provide suggestions for assessment, the potential use of the various activities and content files, etc. The guide should be written in a non-prescriptive way, assuming that the user will want to select aspects of the program, substitute others and customise for their own audience, including learners with language, literacy and numeracy needs. 

It should follow the learning sequence for a competency and indicate where the resources are located. Non-technical step-by-step instructions need to be provided in the Teacher guide.
Most teachers want to be able to:
· Insert or edit web links
· upload new images
· alter text
· re-sequence learning activities.
It is required that this document be provided in Word and .PDF format.

A template for the Teacher guide can be found on your workshop CD or in the templates section of Series 8 Sharepoint.
Note: Spell checking and formatting is essential. A Framework style guide is available in the resources section of Sharepoint.
1.2.3 Acknowledgements/credits page (typically eg. acknowledgements.htm)
The content of your Acknowledgements/Credits page should include the following: 

· logo and copyright statement (to be confirmed)

· include the words “An online content development initiative within the Australian Flexible Learning Framework for the National VET System 2005”

· acknowledge all partners and other organisations that have contributed, preferably with a brief statement of their roles

· optional: individuals with key roles may be given credits for their contributions.

1.2.4 Logo and copyright statement

The logo and copyright statement for use in Series 8 is to be confirmed. Include a placeholder to indicate the space available for the logo and statement. 
1.2.5 Disclaimer (typically eg. disclaimer.htm) 
The content of your disclaimer page must include the following text:

The contents of this Toolbox are provided for educational purposes only. No claim is made as to the accuracy or authenticity of the content.
The Commonwealth does not accept any liability to any person for the information or advice (or the use of such information or advice) which is provided on this web site or incorporated into it by reference. The information is provided on the basis that all persons accessing the Toolbox undertake responsibility for assessing the relevance and accuracy of its content.

No liability is accepted for any information or services which may appear in any other format. No responsibility is taken for any information or services which may appear on any linked web sites.

1.2.6 Competencies/qualifications
You are required to list or link to a list of competencies and/or qualifications relevant to your Toolbox. Please check www.ntis.com.au for recent updates.

Terminology and naming

Your Toolbox product will become part of a product list of nationally available Flexible Learning Toolboxes developed under the Australian Flexible Learning Framework. As national products, the content within each Toolbox needs to be relevant outside of your own particular institution/State. 
For this reason we require that developers use appropriate abbreviations where the abbreviation is used to describe course-related information, ie units or competencies. For example, do not use the abbreviation ‘COM300’ if the actual full code for the competency is PMLCOM300a as this will confuse end users in other institutions and States and it will also affect the quality of metadata searches.

1.2.7  (Optional) A brief statement about the organisations involved in development 

This is subordinate to acknowledgements and credit information, but is typically supplied in the same area. 

1.2.8 (Optional) A link to a guided tour of the Toolbox

Where a tour of the Toolbox is provided, please place a link to this on the index.htm entry page. 
1.3 Content for unit level (index.htm) page 

End users (teachers, RTOs, etc.) may wish to use only one unit of your Toolbox. Please provide a unit entry page for each of the units of competency. Typically, you can address this requirement as in Figure 4. Each unit page should provide a link to requirements, the logo and copyright, credit and disclaimer information. 
Figure 4
Sample unit entry level
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2 Packaging
In recognition of the evolving nature of LMS and digital repository technologies and associated standards, it will be necessary for the final product developed to cater for users accessing materials via LMS or digital repositories.
2.1 IMS content packaging for repository and LMS usage

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. Additionally, each object in the suite should be designed to be discoverable, interoperable, context-able, editable and re-usable. To facilitate this, the objects must:

· include adequate metadata descriptions for discovery within a learning object repository;
· comprise, or be part of, a properly formed IMS content package, and

· include SCORM requirements as specified by the national project managers.

2.2 What is SCORM?

Sharable Content Object Reference Model
www.flexiblelearning.net.au/projects/learningobject.htm 

www.flexiblelearning.net.au/Toolbox
www.flexiblelearning.net.au/projects/learningobjectimplimentation.htm 

2.3 Conformance to standards
The packaged learning objects produced by each development team will be housed, accessed and exchanged across a national network of repositories. To facilitate this, the packaged learning objects will need to be compliant with IMS content packaging guidelines.
2.3.1 IMS content packaging and SCORM run-time
In order to confirm that a packaged learning object constitutes a properly formed IMS content package, it is necessary to draw on the test suite developed by ADL for use with the Sharable Content Object Reference Model (SCORM 1.2).

The test suite can be downloaded from http://www.adlnet.org. Each packaged learning object should conform to the ADL test suite (ADLCP-PIF1) as a content package. If the learning object is defined as a Shareable Content Object, it should conform to the basic (SCO-RTE1) ADL conformance level.

Further guidance on content packaging will be provided to teams at the induction workshop. Members of the Toolbox team will also be able to provide assistance if required.
2.3.2 VET Interoperability Standards
Series 8 Toolbox development needs to conform to the recommended national Interoperability Standards that are intended to promote economies of scale and interoperability across the VET sector. 

The Interoperability Web site at http://flexiblelearning.net.au/interop/index.htm should be used as an ongoing reference by developers.

2.3.3 Issues encountered in implementing SCORM in Toolboxes
What issues relate to:
· time-lag between SCORM versions, metadata versions, editing and testing tools
· lack of compatibility of common LMS systems
· endeavouring to create Toolboxes which cater for all kinds of delivery systems (LMS and non-LMS)
· providing viewing ability, access and use for the ordinary teacher who doesn’t have significant technical support and tools
· attempting to cater for problem-based learning with access to large resource files that learners need to search, but which don’t impact on download times
· managing particular SCORM functions:
· sub-manifests (these are NOT to be used in Toolbox project learning object packages)
· consistency in packaging

· runtime functions in multi-page SCOs
· version control – ensuring the packaged product is produced from the final version of the Toolbox.
2.3.4 Testing your SCORM objects

Specific software is required for testing learning objects that have been packaged for the repository. Technical teams will receive further information at the workshop and can contact the national project management team for assistance; however most of the following software or links to free downloads will be available in Sharepoint:

	Software/tool
	Product name and version

	Operating system
	Win98SE, Win2K, or WinXP

	Web browser
	Internet Explorer 5.5 or 6 with JavaScript enabled

	Java
	JDK v1.4.2_02 – must be this exact version!

	Learning object manifest and metadata editor
	Reload Editor 2.0.2 Manual installer

	SCORM compliance testing
	SCORM Version 1.2 Conformance Test Suite Version 1.2.7 Self Test

	Functionality testing
	LRN viewer (as supplied)

	Metadata standard
	Vetadata helper files (as supplied)


3 Quality assurance
It is your responsibility to carry out testing prior to submitting your product. The following standards are expected.

3.1 Cross browser testing
You are expected to test your product on both Internet Explorer 5.5 and Netscape 6. These browsers have been decided upon as the minimum level to test for from usage statistics. The products should support both Netscape and Internet Explorer on both IBM compatible and Macintosh platforms.
3.2 Cross platform testing
As a minimum you are expected to test your files on both Macintosh and IBM compatible platforms. 
3.3 Virus scanning
File virus scanning in both VET and Nortons is mandatory. Products found to be containing a virus will be returned to the developers and any associated costs will be expected to be met by the developing organisation.
3.4 Images/media

Users should be able to see the whole image without scrolling.

Components should be in acceptable industry standard file formats which are preferably vendor-independent and which support the browsers and platforms listed above. The following data packaging formats are preferred: GIF, JPEG, PNG, PDF, AVI, AU, VRML, SWF, MOV, and MP3.
Images should be optimised for the web to support the shortest possible download time.
3.5 Alt tags

If the image is a bullet point, the html tag should be: alt=”*”

Images with no useful information should have the html alt tag: alt=” “

With graphs and charts the html ‘longdesc’ tag should be used to summarise the content.
3.6 Cascading Style Sheets (CSS)

Style sheets are supported by IE 3 and later, and Navigator 4 and later versions. Your pages should be designed so that if the user chooses to view it without the style sheets and the content is clearly readable, the navigation makes sense and the headings follow a structured format.

The html pages should use style sheets to separate presentation from structure. Use CSS 1 or CSS 2.
3.7 XHTML
Developers should use readily available development software, and use XHTML code where customisation can be anticipated, with more sophisticated development software reserved for components that are less likely to be changed.
Note: If JavaScript is used it must be stored in an external file.

3.8 File naming
All file and directory names must be lowercase and contain only letters, numbers and the underscore 
( _ ) and hyphen ( - ) characters.

File names may be up to 20 characters long. Directory names may be up to 16 characters long.
File extensions should be no more than 3 characters.
Include a default.htm or index.htm start page.
3.9 Installation guidelines (install.txt)

Installation should be simple and non-technical, not necessarily requiring high level technical skills to get the Toolbox up and running.
Hardware and start-up requirements and any required plug-ins should also be included here.

A sample “install.txt” will be provided.

PDFs should be avoided, if the information is intended to be modified eg. if the user is being provided with a form to submit to the teacher (otherwise they have to print it off and send it back by snail mail). PDFs can be used for information only files.
3.10 File size
HTML files should be limited to a download time on a 28.8k modem of no more than 30 seconds given reasonable connectivity. File size for html files should be less than 65kb.
Products that use resources with high bandwidth requirements must also provide a low bandwidth alternative. For example, streaming or downloadable video could have as an alternative, a series of still images with a transcript.
Packaged learning objects should be restricted in file size as they are to be stored in a repository for access. We recommend no more than 10mb for packaged learning objects that include resources as part of the package.
3.11 Source files
The CD-ROM must also contain the source files (eg .fla files) and source code documentation necessary for customisation. In the event that the source files are unable to be stored on the CD-ROM with the product, it should be delivered on a separate CD-ROM.

3.12 Metadata

Development teams will be expected to generate and include the metadata elements required for discovery purposes for each learning object. A detailed metadata specification will be provided to teams. This will be based on the Vetadata application profile and standard vocabularies developed by the 2004 Interoperability project. Please check that your metadata is not repeated, it should be unique for discoverability purposes. When creating metadata for packaged learning objects it should be applied to both asset and LO level. Vetadata helper files will be provided to development teams to assist with the packaging process. 
3.13 Spelling and grammar
All text must be proofread prior to final delivery, including Toolbox product, guides, CD Booklet and metadata. 
3.13.1 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: 

· 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 a style guide
· always have your product looked at with ‘fresh eyes’.
And later on,

· have the instructional designer check the work of the web developer,

· have the web developer make changes/edits based on usability testing,

· have 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. 
3.14 Link checking
Links should always be checked manually; however you may have link checking software you can also use.
Note: It is extremely important that there are no links to source files.

3.15 Usability

· Interfaces need to be clean and clear. 
· Resources need to be easily and intuitively locatable. 
· Users don’t want to have to spend hours finding out where everything is. 
3.15.1 User-centred design

Instructional design of Series 8 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, including prior to the submission of the Proof of Concept. The principles of user-centred design are described in ISO 13407:1999 (E) Human Centred Design Processes for Interactive Systems. 

3.15.2 Screen resolution
The best layout designs for interoperability are liquid layouts. Combined with the use of CSS this allows the information to display correctly on all screen sizes.
3.15.3 Techniques

The following references are provided to help with your testing.
Usability Review (aka, Heuristic Evaluation) 

See: http://www.infodesign.com.au/usabilityresources/evaluation/conductingusabilityreviews.asp


Usability Testing 
See: http://www.infodesign.com.au/usabilityresources/evaluation/usabilitytesting.asp 

Usability Walkthrough 
See: http://www.infodesign.com.au/usabilityresources/evaluation/conductingwalkthroughs.asp


Affinity Diagramming Technique

See: http://www.infodesign.com.au/usabilityresources/general/affinitydiagramming.asp


3.16 Accessibility

The Priority 1 W3C Guidelines are considered critical checkpoints. One failure on any item constitutes a rework.
3.16.1 Compliance with W3C Guidelines 

Series 8 Toolboxes must meet the Priority 1 standards of the W3C Guidelines. These Guidelines are intended to assist developers create content which is accessible to a diversity of users, particularly people with disabilities. Refer http://www.w3c.org/TR/WCAG10
Conforming to the Guidelines should not result in any loss of desirable qualities in the intended features of the Toolbox suite (eg graphical and interactive elements), and project teams should attempt to integrate the accessibility options within the general design where possible. 
To support ongoing development in this area, project teams will be expected to freely disseminate information and collaborate with other project teams to address issues concerning the development of accessible learning materials. 

Guidelines for W3C compliance (Priority 1) are available from http://www.w3c.org/TR/WCAG10 

http://www.w3.org/TR/WCAG10/full-checklist.html. Look for the heading "priority one checkpoints" 

More information can be found at: http://www.w3.org/WAI/
Good accessible design involves an awareness and input from many on the development team. In the past we have tended to leave accessibility requirements to the "technical developers", often as an “add on” towards the end of the project. Good accessible design requires that instructional designers, content specialists and technical developers work hand in hand to come up with strategies that cater for the various parties that might wish to access your product.

A list of checkpoints can also be found in your workshop folder or on the development Web site.
3.16.2 Validation

Validate accessibility with automatic tools and human review. Automated methods are generally rapid and convenient but cannot identify all accessibility issues. Human review can help ensure clarity of language and ease of navigation. 

Begin using validation methods at the earliest stages of development. Accessibility issues identified early are easier to correct and avoid. 

Various validators are available at http://www.w3.org/
3.17 Interoperability
The resources should be platform independent and allow for maximum portability to providers’ delivery platforms and learners’ computer systems.

The products are to be suitable for installation on a standard web server and should be operable on both Windows and UNIX operating systems.

3.17.1 Frames and page elements

· Make absolute references to frames and page elements. For example, avoid the use of top.frame_name in JavaScript, and use parent.frame_name instead. This means when the content is inserted into a LMS, it does not have to be recoded to take into account extra frames that may appear. This is the same for forms and form elements.

· Avoid creating overly complex frames and tables for layout/formatting purposes only.
3.17.2 Navigation

This is one area where Toolboxes and LMS platforms overlap, as each provides a navigation system. Some LMS users will remove the Toolbox navigation, while others will retain and modify it. 

· Make navigation easy to strip. Most LMS use their own navigation so making the navigation easy to remove reduces development time significantly. This can be done by either consistently naming and creating elements for easy automated removal, or using comments to define removable sections to aid manual removal.

· The Home button of the Toolbox often goes to a different place than the LMS Home. If the Home button is placed in a frameset, it’s much easier to change in one location. Similarly, it is easier to link to the LMS communication tools from a single location in each unit of the Toolbox.

· If navigation is contained inside Flash, Director or similar applications, then these links should be externally maintainable. A similar approach could make interactions more customisable if the developers wish to do so, but is definitely a necessity for navigation elements.

3.17.3 Screen design
· The LMS frame occupies space at the top of the screen so any additional space for banners further reduces the area visible without scrolling. Screen design needs to allow for the loss of space at the top of the screen and to limit the depth of banners.

· Because the LMS frame occupies space at the top of the screen, navigation at the bottom of the screen is cut off from view. Avoid menus at the bottom of the screen. Where a Flash interface is used trimming the top of the Flash interface would rectify the problem, so provide all the fla files (a contract requirement).

· If additional or replacement buttons are needed for LMS customisation, it is difficult to match the look and feel of the Toolbox. Provide a blank version of the button and a style guide of the fonts that have been used.
3.17.4 File sizes
While this is not strictly an LMS issue, several LMS users have mentioned difficulties with large files and bandwidth problems. Disaggregate large files or provide them on a supplementary CD.

3.18 Customisation
Don’t passively accept that customisation can occur just because html can be altered.

The CD-ROM and all documentation should support customisation and disaggregation. Clearly explain in the Technical guide, with diagrams, how the folders are structured and how to use individual components. Use the Teacher guide to alert trainers to the need to consult it. Use wording that the trainer can easily refer to.
Plan proactively to assist users who work in different regions, with varying cohorts of learners and who may use several different delivery modes. Information regarding the location and details of learning objects should be adequately documented in the Technical guide, detailing any special features or requirements and providing source code in a dedicated folder in the root directory of the Toolbox. Provide comments in all scripts and programs. Because of the need for a fresh recording, we don’t expect the original raw audio or video files to be provided. As a text alternative is mandatory within the Toolbox, it can serve as the original script.

Design clear navigation and test it with prospective learners. Avoid using too many layers of navigation. 

Provide Word documents rather than PDF files as Toolbox resources. Reserve more sophisticated tools, such as Flash, for generic resources where the likelihood of change is low and use Word or HTML where change is likely. Keep html straightforward and provide comments in the code to guide amendments, especially where JavaScript provides basic functionality, such as navigation.

Explain how to place the resources on a web server and the kind of settings that may need to be made by a system administrator in the Technical guide.

4 Project management
4.1 National project management team

All reporting and financial arrangements for the individual projects are through the National Project Management Team (NPM). This team will also be responsible for overall quality assurance including organising the review of proof of concept samples and testing of the final products.

The NPM expects to visit each team at least once and, when possible, participate in Reference Group meetings either in person or by teleconference. 

4.2 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 should assist the teams to respond to the requests or directions of the national project managers or Steering 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 VET system;

· Have high level capacity and experience in mentoring in educational projects.

At the beginning of the project, mentors will have an intensive involvement in assisting their allocated Toolbox team to 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 should be drawn upon to interpret the feedback delivered by the national project managers and provide suggestions for improvement.

4.3 Toolbox reference groups
Two reference groups inform Toolbox development:

1.
The Resources and Innovations Program is the Framework program responsible for the project outcomes. 
2.
The 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 informed and supported by the NPM. 

4.4 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. 

4.5 Project milestones
All of the Toolbox projects have been given the same staging points for reporting and funding instalments. These timelines can be found in the front of your workshop folder and on the Series 8 project materials section of the Web site.
4.6 Financial arrangements
e-Works is a business unit focussed 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 Further Education and Training (OTTE) based in the Victorian Education Department. This arrangement came into effect from 1st April 2004.

4.6.1 Financial milestones
	Milestone
	Due date
	Payment

	Signing of contract
	End of March 2005
	30%

	Proof of Concept deliverables
POC CD’s
POC Web site
POC report
	11th May 2005
	20%

	Mid-term deliverables
NPM review
Sample Web site
Mid-term progress report
	Mid June
	30%

	Final deliverables
Final CD-ROM
Guides
Packaged learning objects
Final preview Web site
Final report
Statement of income/expenditure
Help desk details
	9th November 2005
	20% 
+ Help desk ($1100 GST inclusive)


4.6.2 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 8
· the name of the project (Training Package & Certificate as appropriate)

· which milestone payment is being claimed.

Invoices should be sent to:

Attention:
Lisa Wait



eWorks



Level 25, 150 Lonsdale Street



Melbourne, VIC 3000



ABN: 44 434 746 781

4.7 Confirmation of action plans, teams and reference groups
Within two weeks (by 5th April 2005), 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 & 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 needs 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.

4.8 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) to 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.

4.8.1 Industry Skills Councils

You will need to establish contact with the relevant Industry Skills Council (ISC). The Australian National Training Authority (ANTA) Web site contains information on these industry advisory bodies. Go to http://www.anta.gov.au/lnkAdvisory.asp. 

A number of meetings, teleconferences or other consultation processes should be timetabled to ensure feedback at strategic times.

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

4.9 Responsibilities of Toolbox 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 if they go on leave or are otherwise unable to continue with the responsibilities, the name of a suitably briefed deputy 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.

4.10 Quality assurance
All learning materials will be required to comply with the National Training Quality Council (NTQC) principles for Training Package support materials. The Toolbox learning object suites will be independently evaluated against those principles. Details regarding these quality principles are available at http://www.anta.gov.au/publication.asp?qsID=264
4.10.1 Our QA responsibilities

Quality assurance is an important part of project management and needs to be approached by both sides. 

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

· a completeness check (are all expected components present?)

· a content test (for clear instructions, hyperlinks working, multimedia elements functioning, grammar / spelling).

· accessibility testing

Test reports will be sent to the project manager for correction of errors and problems.

4.10.2 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 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)

At each staging point 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.)

· technical testing on a continuous basis to ensure that the Toolbox supports the required specifications
· effective editing to avoid spelling mistakes, clumsy expression, formatting errors etc.

4.11 Images

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.

4.12 Copyright
The intellectual property considerations in the contract are very specific and involve ensuring that ANTA/DEST holds unrestricted right of use of the material. 

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 and pass copies to the NPM with your final report. A sample letter for seeking permission is available on the team Web site.

4.13 Project reports

Project reports are required at three stages during the project:

· Proof of Concept report
· Mid-term progress report
· Final report
Proformas are available for each of these reports.

4.14 Checklists

To ensure your product complies with our requirements and you have submitted all required deliverables, we have put together some checklists. These should be referenced throughout the project to help you with development of your product. They are to be completed and handed in with your final product. Checklists have been developed for:
· Technical

· QA

· PM

· Deliverables

4.15 On-going communication
The project web site will give you access to references and resources that you should access throughout your project. You will find these in your Sharepoint workspace at http://workspace.flexiblelearning.net.au/series8/. Team communications should take place either via email to your allocated National Project Manager, or via Sharepoint. If you have further team members who require access to Sharepoint, please email felicity.farr@eworks.edu.au with their name, email address and username if they have been part of Sharepoint previously.
5 Project handover
Projects are required to be handed over at four stages. Each submission should include:

· your business card 
· clearly labelled CD-ROM with the team name, project title, product name, ie Toolbox or packaged learning objects, and version number

5.1 POC
At the proof of concept stage, each team will be asked to establish a demonstration Web site containing a sample of the product. This will be made available for public viewing through the flexiblelearning.net.au/Toolbox Web site. 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 products. Deliverables at this stage are:
· 1 copy of your Proof of Concept on CD

· The URL of your Proof of Concept product including at least one packaged learning object. This will be made publicly available via the flexiblelearning.net.au/toolbox Website.
5.2 Mid-term testing

· 3 copies of your product including recommendations from POC feedback

· Mid-term report
5.3 Final testing

· 3 copies of what you consider to be your FINAL complete Toolbox suite of objects. Any changes required after this stage should only be the results of testing.

· 3 copies of a sample of two or three of your packaged learning objects. We can then give you feedback before you package your complete product.

5.4 Help desk

On completion of the project teams are required to provide Help Desk support for one year from publication of the Toolbox. An additional payment of $1,100 (including GST) is payable on completion of the project and provision of Help Desk details.
5.5 Final product

· 3 copies of your complete and final Toolbox suite of objects including source files and guides
· CD Booklet and images for marketing

· 3 copies of your packaged learning objects
· All completed checklists

· Final report

· Copyright clearance statements

· URL of preview Web site containing final version

· Help Desk details (only complete blue fields)
flexiblelearning.net.au 
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