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Introduction

Background

Teaching and learning online is a flexible delivery learner-centred approach to training with its prime focus on the communication and interaction between the learner and the trainer. 

This interaction involves:

· Consultation between trainer and learner;

· Provision of learning experiences for the trainee;

· Response and questioning by the trainee;

· Support and encouragement by the trainer;

· Conduct of assessment and recording by the trainer;

· Evaluation of the learning experience by the trainer.

It is the professional responsibility of the trainer to arrange the educational experiences of the trainee to best suit the learning environment.

This is a Toolbox Resource Kit that consists of a number of components or ‘tools’ that can be selected, varied, adapted and used in the delivery of online training.

This Toolbox is one of a suite of Toolboxes that have been developed by ANTA to provide Registered Training Organisations with number of delivery items for online training.

The intention behind the development of this range of tools is that each trainer can select, customise and use the tools in their own particular way to best suit their trainees, the training environment and themselves. 

This Implementation Guide has been developed to advise and support Registered Training Organisation training and technical staff in the customisation and use of the hospitality and tourism Toolbox resources in association with the Implementation Guide for Server Installation and Customisation.

These resources have been developed as one of the Multimedia Toolbox Projects funded by the Australian National Training Authority.

Units of competency in this Toolbox
Learning tools for the following units of competency from the Hospitality and Tourism Training Packages are included in this Toolbox:

THHGGA01A
Communicate on the telephone

THH GCS02A
Promote products and services to customers

THH GCS03A
Deal with conflict situations

THH GTR01A
Coach other in job skills

THH GCT01A
Access and retrieve computer data*

THH GCT02A
Produce documents on computer*

THH BFO01A
Receive and process reservations

THH BFO02/3A
Provide accommodation and reception services

THH BFO04A
Maintain financial records

THH BFO08A
Conduct night audit

THH BH01A
Provide housekeeping services to guests

THH BH02A
Clean premises and equipment

THH BH03/4A
Prepare rooms for guests

THT SOP06A 
Receive and process reservations

THT SOP03A
Access and interpret product information

THT SOP04A
Sell tourism products and services

THT SOP02A
Source and provide destination information and advice

* It is highly recommended that these be included in an Induction Program and partially delivered face-to-face with trainees new to online learning.

Purpose of this Guide

Welcome to using the Multimedia Toolbox resources. This Guide will assist you to use and customise the tools in these Toolbox resources to: 

· assist you to communicate with your online trainees; and 

· with the delivery of hospitality or tourism learning experiences to your students or trainees.

It is recommended that this information be used by:

· Training administrators;

· Trainers;

· Technical staff who involved with installing and maintaining the resources.

The tools in this Toolbox have been designed to be customised and so maximise their usefulness to trainers in all Registered Training Organisations (RTO’s). 

This Implementation Guide for RTO staff and the accompanying Users Guide for Trainees and the Implementation Guide for Server Installation and Customisation are available on the Toolbox CD ROM as a Word document. You are encouraged to add to and amend these Word documents to suit the delivery requirements of your organisation and your trainees. 

Please note that the terms trainer, tutor and teacher are used in the holistic sense of ‘educator’ and the term trainee, learner or participant are similarly used in the holistic sense of ‘student’.

Getting connected

Technical information

To use the Toolbox, you will need Internet access and a computer. The minimum computer hardware specifications are as follows:

PC Compatible Computers:

Pentium 166 running Windows 3.1 / 95 / NT

32mb of RAM

Sound card – 16 bit

Video card –16 bit set to 800 X 600 resolution

Modem –33.6k

Macintosh Computers:

Power Macintosh or 6800 series (Performa or better)

32mb RAM

Monitor set to thousands of colours at 800 X 600 resolution

Modem – 33.6K

If you are accessing the Internet from your workplace you will most probably have a direct link to the Internet and will not require a modem.

Your computer must have the following software installed. You may wish to go to the web addresses provided to download the free software yourself, or get your system administrator to install the software for you.

Software:

Netscape / Interenet Explorer 4.0 or better

Shockwave for Director/Flash browser plug-in

(available for free from www.macromedia.com/)

Shockwave for Authorware browser plug-in

(available for free from www.macromedia.com/ )

QuickTime version 4 software

(available for free from www.apple.com/quicktime/
The Palace Client software (optional - see The Palace section of this guide)

(available for free from www.thepalace.com/)

Once all the software is installed, you can launch your browser software (Netscape Navigator or Internet Explorer) and type in the address for the Toolbox. The address for the Toolbox is:

http://www.yourserver.edu.au/toolbox/home.htm
(RTO to amend above line to correspond to their own server address)

It is a good idea to "bookmark" the address once entered to avoid manual entry each time you visit.

What the Toolbox contains

Tools 

The resources consist of these various tools or sections:

· The communications software provided by your RTO. This may include the interface for a Palace server as an option;

· Tutorial / Lesson Plan page for directing trainees’ learning;

· A copy of the Training Package information for each of the 17 units of competency;

· Content learning information;

· Learning activities for each of the units;

· Self assessment activities;

· Samples of final assessments;

· Glossary;

· Additional recommended resources;

· Online Library.

Trainers at your RTO are now able to select which of the tools and which parts of individual tools are of use to your trainees. A prime purpose of the development of these tools has been to maximise their usefulness in a wide variety of training situations. So please, mix, match and adapt these tools to your particular training environment!

Tools in detail

Many people prefer to “click around” to find out about the tools while others prefer a sequential description. To assist those who prefer the second approach, this information is provided below. Whichever approach you take, please become fully familiar with the materials before you begin to use them.

Please note that these resource tools have been specially designed to be used via the internet, it is not recommended that they be printed into hard-copy except where specific “screens” may be required. For printing instructions, go to the section on Printing.

Navigation is by using the mouse button in the usual way with software packages. This includes clicking onto the words or graphic you need and scrolling up and down pages. The top menu bar can be used. To move back to a previous page, click on to the “back” button on the bottom of the page or use the “back” button on your upper computer menu bar. You can also click on the tab title you want in the unit materials.

During your Induction session your tutor will familiarise you with the navigation methods if you are uncertain.

The Palace Communication Tool

The Toolbox has been designed so that it can be used with a program called The Palace. The Palace is an optional extension to the Toolbox so before reading further, check whether your organisation has opted to use this tool.

The Palace is an Internet Relay Chat (IRC) application. It provides a 2 dimensional graphical world in which the users appear as little characters. By typing on their computers, users can communicate with one another in real time via speech bubbles.

This ability allows real online live classes to be held. As well as being a communication tool, The Palace is a navigational tool. "Hotspots" on areas within the graphical environment, for example on a door, link the user to a new "room" or launch their browser to a specified page on the Internet. The Palace has many other features including the ability to "stream" live conferences across the Internet using audio and video and the ability for teachers to lock and unlock doors and set passwords for "rooms"

The Palace is a sophisticated tool and can be a great aid in online learning but familiarisation and a detailed understanding of it's features is required. It is advised that you visit The Palace Internet site at www.thepalace.com/ and download the following documentation:


The Palace Users Guide


The Palace Moderators Guide


The Wizards Guide

Your system administrator will also have copies of this material.

The Palace will need to be installed on the computer you are using. Please go to the Technical Instructions section of this Guide or contact your Help Desk adviser for installation advice.

Overview of The Palace Environment

When you enter the Palace environment you will appear as an avatar which you can move around using the mouse.

Move around this environment by moving your mouse until the cursor becomes a hand symbol which is a link to another view or room. When this happens you “click” to move. “Click around” extensively to become familiar with the links and this virtual training centre.

The Receptionist has course information on one side and a telephone link to general information on the other. To the right of the Receptionist is the Touchscreen Kiosk showing the plans of the three floors above the entrance floor accessed by the lift to the left of the Receptionist. Click on the hand symbol links to move around.

The building levels consist of:

Entrance Floor
Reception

Touchscreen Kiosk

Bar and Restaurant (to the left of the lift)

Travel agency

Lift



First Floor

(blue)
Classrooms 1,2 &3

Conference Rooms 1 & 2



Second Floor

(green)
Hotel training room

Food science 

Kitchen 1 & 2



Third Floor

(purple)


Library

Teachers Lounge

Student Recreation 



There will be times when the tutor will arrange to meet with the trainees in a particular room for real time discussions. 

To speak at meetings, you just type in the box at the bottom of the page. A speech bubble with the words on it will appear from your avatar. If your computer has a sound card and speakers, the computer will say the words to you. If a record of the conversation is needed, click on the Options in the menu bar and select Log Window. A text copy of the discussion appears. This can be printed.

The Library is located on the third floor. You can use this Library to connect to your own training organisation’s library by clicking on the computer screen in the Palace Library. It is linked to your real library. 

You may choose to go to the content materials for a unit of competency via the Library on the third floor. Once in the Library, go to the shelf of the subject area you require and the names on the spines of the books are the unit titles. Click onto the name of the unit you want.

The whiteboard in the Teachers’ Lounge also on the third floor is available for messages. Write on it using the pencil or paintbrush from “draw” in Options in your menu.

Check out all of the rooms with your mouse.

Communication within the Palace

Once you are familiar with basic navigation within The Palace and "speaking" to others within the environment, spend some time studying The Palace documentation to find out about becoming a moderator / wizard. As a moderator / wizard you will have the ability to use a password to close doors to rooms in the Palace while discussion takes place and then to open the door to exit at the conclusion of the discussion. You will also be able to carry out the following activities:

Meetings between the tutor and one trainee

1. The tutor emails, telephones or faxes the trainee telling them of the date, time and location inside the Palace of the meeting;

2. The tutor and trainee go to that room at the arranged time;

3. To keep the conversation private, the tutor types in the password and the door is closed;

4. The discussion occurs. Each person types their comment in the box at the bottom of the screen and speech bubbles appear on the speaker’s avatar;

5. If a record of the conversation is needed, click on Options on the menu bar above and select Log Window. A text copy of the discussion appears at the side of the screen;

6. At the conclusion of the meeting, the tutor unlocks the door with the password and the people leave.

Meetings between the tutor and a group of trainees

This can be carried out in the same way as the meeting between the tutor and one trainee given above. The only difference is that there could be confusion if all of the participants speak at once, should this happen, the tutor needs to moderate the flow of responses.

Student to student meetings
These meetings are conducted in the same way as those above. The Student Recreation room on the top floor of the Palace was designed for this type of meeting.

Each of the noticeboards in the meeting rooms can be used with the paintbrush option in the menu bar.

The Toolbox Home Page

The front or “home” page begins the information about the units of competency. It is a page listing the units of competency accessed by clicking on the unit of your choice. This is the main entrance to information about the units. 

From this page, you may also access the "administrator" button for either tourism or hospitality. This will require a password that your system administrator will provide.  On clicking this link you will enter the lesson planner.

The Lesson Plan page is constructed by the trainer for their group of students. This is part of the customising process that enables trainers to direct their trainees’ sequence of learning.

The Lesson Plan is where you fill in the required details about what you want your students to do. You will direct the students to particular topics and resources. The student then works through these instructions in the time you have allotted.

Information for you about how to construct these Lesson Plans to suit the learning needs of your students is found in the Using the Lesson Plan section of this Guide. 

The Lesson Page includes the name and email address of the participant’s tutor. The Lesson Plan shows:

· Dates for the study;

· Notes from the tutor;

· A sequence of topics to be studied by the trainee, chosen by the tutor. These topics are linked to the learning materials;

· Links of interest, these are internet links that the tutor recommends to the trainee.

Once you have filled in the Lesson Planner, a web page is automatically created for your students with your instructions.

Press the "Back" button of your browser and then select a unit of your choice.

Unit descriptor 
The unit descriptor gives an overview description of the Training Package information for each unit.

Lessons tab

The Lesson Plan page is constructed by the trainer for their group of students. This is part of the customising process that enables trainers to direct their trainees’ sequence of learning.

The Lesson Plan is where you fill in the required details about what you want your students to do. You will direct the students to particular topics and resources. The student then works through these instructions in the time you have allotted.

Information for you about how to construct these Lesson Plans to suit the learning needs of your students is found in the Using the Lesson Plan section of this Guide. 

The Lesson Page includes the name and email address of the participant’s tutor. The Lesson Plan shows:

· Dates for the study;

· Notes from the tutor;

· A sequence of topics to be studied by the trainee, chosen by the tutor. These topics are linked to the learning materials;

· Links of interest, these are internet links that the tutor recommends to the trainee.

· Topic Links.

These Topic Links for study are presented initially in this Toolbox in the same order as the elements in the training package information. If a tutor is happy with the order here, they may prefer not to recommend an alternative sequence of study to their trainees. Please refer to the Customisation section for information about changing the Lesson Plan for your students.

Remember to click on the back button at the bottom of the page, the Main Menu tab or the back button on the menu bar to return to the main menu.

Resources tab

This section is made up of:

· Web links;

· Glossary of terms;

· The Library where students can go to be connected to your training organisation’s library and to receive basic library information;

· Publications, videos etc that can be used as extension material by the students;

Trainers can add valuable resources to these lists in the customisation process, again please refer to the Customisation section.

Communicate tab

The communication software used by your RTO will be available using this tab. You will need to ensure that your trainees are familiar with these communication methods during their Induction Program.

Each of these types of communication is described and links are included:

· Email;

· Chat;

· Newsgroups;

· ListServer.

Communication in the learning process is essential and all of the students and trainers must feel comfortable with using the software. It is very important that training in the use of this software is provided.

Assessment tab

· Self assessment. 

These activities are named and linked to the content in which they are located. They are designed to assist trainees to self check their progress and to decide when they are ready to undertake final assessment.

· Formal assessment. 

Responses to these tasks may be automatically sent back to the tutor. 

Please see the Assessment section for more information about assessment.

Unit Info/Help tab

This tab contains:

· Training package information with elements, performance criteria etc is included, this is a copy of the Training Package information;

· How to use this site, which is general information to trainees;

· Help Desk information, this will be entered by each RTO to explain the Help Desk arrangements that are available to each participant and the contact details.

Main Menu tab

This will return you to the front or “home” page which lists all the units.

Online Library

This tool is found in the Resources tab on each unit. It gives comprehensive information about using any library. Links have been made to Library resources at your training organisation. 

The Online Library contains the segments:

· Using the Library catalogue;

· Library links;

· Hospitality and Tourism internet sites;

· Glossary of terms;

· FAQ (Frequently Asked Questions).

Remember to return to previous pages by using the “back’ button at the bottom of the page or on the “back” button on the menu bar or by clicking on the tab.

Teaching/ training online

The trainer is the facilitator of the learning process for the students. They provide the learning experiences and support from which the trainee gains their skills. The importance of the communication between the tutor and the trainee is paramount in the teaching and leaning environment. These Toolbox resources are designed to provide this communication and learning materials. The importance of the choices the teacher makes in using and customising these tools cannot be overstated.

The suitability of Toolbox materials for particular trainees is subject to the professional judgement of the trainer. The learning needs of students experiencing literacy difficulties or those from non English speaking backgrounds need to be carefully considered before they are included in this type of program.

Background to delivery

Trainers who are about to deliver training online are strongly recommended to be familiar with computers and have knowledge of the internet and communicating online. 

Preparation for using these online resources 

Step 1

Familiarise yourself thoroughly with the contents of the Toolbox. 

Step 2

There may be changes or customisations that need to be made to suit your trainee group. To customise, please refer to the Customisation section. 

Step 3

Prepare an Induction Program for your students which will be delivered face-to-face. It is essential that trainees are very familiar with using the computer so it is recommended that the two units Access and retrieve computer data and Produce documents on computer are delivered in conjunction with the Induction Program.

It is recommended that this include:

· Advice about flexible delivery and independent learning;

· Check that each student has the necessary technical equipment, including software and ISP;

· Explaining how to access the Toolbox resources;

· Explaining and demonstrating the use of the actual Toolbox tools;

· Delivery (either fully or partially) of the two computer units of competency;

· Providing contact details for the tutor and Help Desk both using the computer and by telephone and fax;

· Giving details of the course and practical/ work experience requirements;

· Explaining assessment practices;

· Checking for literacy and English proficiency of the trainee for studying online;

· Providing information about learning at this particular RTO;

· Partial delivery of the two computer units Access and retrieve computer data and Produce documents on computer to ensure computer familiarity.

Step 4

If you want your trainees to study the content in an order different from the one presented in these materials, fill in the Lesson Plan page. For instructions about how this is done, please refer to the Using the Lesson Plan section.

Step 5

Arrange for your email address to be attached to the resources for your trainees by your technical administrator. For assistance with this process, please consult your Systems Administrator.

Step 6

Make initial contact with each participant and arrange for the Induction Program.

Step 7
Conduct the Induction including partial or complete face-to-face delivery of the two computer usage units of competency.

Delivery of online materials

Step 1

Conduct the Induction Program either yourself or arrange for another trainer to do this. It is important that the trainee receive face-to-face instruction and support in the initial part of their training. This builds confidence and begins a positive communication process.

Step 2
Be in regular contact with each participant using the communication tools to monitor progress. It is recommended that this occur at least weekly.

Step 3

Arrange work experience or practical activities for the trainee in a convenient location. Where the trainee is at a considerable distance from the RTO, a sub-contracting situation may be suitable. 

Step 4

Arrange individual and group discussions using the Palace software or an alternative communication method available through your training organisation.

Step 5

Liaise with the participant regarding assessment. Workplace assessors may need to travel to supervise an assessment session for students at a distance from your RTO for the assessment of practical skills.

Verification methods for assessment are the responsibility of the training organisation and are the professional responsibility of the trainer. It is suggested that close contact be kept with each learner so that judgements can be made as to whether the work is their own. During face-to-face workplace assessment, questioning which reviews areas of study previously covered by assessments will reinforce validity.

Step 6

Keeping records, arranging credentials and undertaking evaluations of the program will be conducted in accordance with training organisation’s procedures.

Communicating online

Initial contact between individual trainers and their trainees occurs via email, telephone or letter when “in person” discussions are not possible. It is very important that the email addresses, telephone numbers and fax numbers are supplied to all those who will be communicating with each other. A tutor may decide to send out a list of student contact details to all of the students studying one unit or group of units so that they can contact each other and arrange student meetings. This may be done using the Palace or using other communication software operating at your RTO.

The choice of the communication software depends on the trainer and the preference of the RTO.

Practical and work experience

There is a strong emphasis in the Training Packages for the trainees to demonstrate practical work tasks for gaining competency. For your trainees to be able to achieve the necessary skill level, the tutor/ teacher will need to provide opportunities to practice and fine-tune practical skills. This may be done in a workplace or a simulated workplace. 

These Tools do not attempt to provide this essential practical experience. It is a role of the tutor to make the necessary arrangements. If the trainee is at a distance from the enrolling training organisation, then a workplace or simulated work place near them will need to be found, and arrangements negotiated for the trainee to have the opportunity to learn and practise practical skills.

Assessment

The information in the assessment tab may be useful in considering eligibility for Recognition of Prior Learning as well as current assessment.

Of particular note about final assessment:

· The assessment activities listed are “open” and available to the participant from the beginning of their study. The assessors in your organisation may prefer to give their trainees an “unseen” assessment task when they are deemed ready for assessment. In this case, you may choose to leave the assessment activity available to the trainees to see as an example, or you may choose to take it out of the “seen” area and send it to the trainee at their assessment time. Tutors may use their own assessment activities and send them to the trainees.

· As the Training Package emphasises the practical demonstration of competency in assessment, your organisation will need to make arrangements for the trainees to indeed demonstrate their skill in a workplace or simulated workplace.

· The Training Package Unit information, Evidence Guide section on Linkages to Other Units often recommends training and/or assessment is undertaken with pairs or groups of units simultaneously. The content for the units in this Toolbox have been written as stand – alone units and have not made allowances for a variety of delivery combinations. In deciding which units your organisation will be delivering to whom, you will need to adjust the content and assessment activities to allow for any simultaneous delivery.

Checklist for trainers

Action
Accomplished

Acquire the necessary hardware and software to run the Toolbox


Become familiar with the internet and communication tools 


Thoroughly review the content of the tools in the Toolbox


Customise the tools to suit the training purpose


Plan the Induction Program and face-to-face delivery of parts of the two units of competency Access and retrieve computer data and Produce documents on computer.





Contact each of your assigned trainees and supply them with contact details for yourself, Help Desk and other trainees 


Arrange/ conduct the Induction Program for the trainees


Assess the suitability of each trainee to this delivery style.


Ensure trainees are able to use the communication software


Confirm work experience or practical session arrangements for each student


Organise regular communications with each participant


Arrange practical work and work experience for each student


Monitor trainees’ progress 


Keep records for each trainee


Arrange assessment (including workplace assessors as needed)





Arrange the credential 


Evaluate and review the delivery and learning materials


Working with the Toolbox

Instructional content in the units

These tools have been designed to be adapted to particular training environments. They are here to be selectively used by trainers subject to their professional judgement.

The design is specifically for delivery over the internet to fully utilise the interactive segments. Any other method of use will severely limit their effectiveness. In particular, the pages are not intended to be printed into hard copy and there is only limited ability to do this.

The content in each of the units is generic and has been developed so that that unit can “stand alone” and be delivered separately. Your training organisation may prefer to deliver the units in clusters and for this reason there will inevitably be some overlap of information and/ or activities. To avoid repetition for the trainees, you will need to tell the participants which sections or topics to undertake and which to by-pass in their study. 

You may prefer to make permanent changes by customising the tools.

Practical work experience is emphasised in the Training Package information and its importance duly acknowledged. This aspect of the trainees’ development is not addressed in this Toolbox material. It is the responsibility of the tutor/ trainer who will organise it with each student.

Printing 

The information within these tools was developed with the intention that they would be delivered online, they were not designed to be printed en masse. 

However, should a user wish to print out a screen, please follow these instructions:

· Click on the text or graphic you want to print;

· Move to your menu bar on the top of the screen and click on print in the usual way (it will print the frame in which you had your cursor);

· That piece of text/ graphic will print out.

Please note that the interactive segments will not print-out meaningfully.

If you have any difficulty with printing, please contact your tutor.

Customising the tools

All the pages within the Toolbox have been created in HTML (a simple text scripting language) and can be customised using an HTML editor or text application. If you are familiar with creating web pages, you may wish to customise the pages yourself, otherwise, you are advised to contact your system administrator to discuss customisation

Evaluation and review of these tools

A regular evaluation and review of the resources in these tools must be conducted in accordance with the policy and procedures of your training organisation. The customisation process enables necessary changes to be made to suit the findings of the evaluation and review process. Please refer to the Customising section for more information.

Help Desk

Arrangements for a Help Desk facility for students is the responsibility of each training organisation. 

ANTA have made arrangements with William Angliss Institute of TAFE to provide software support to RTO’s from 3.9.99 until 30.6.00. For information from this Help Desk phone 03 9606 2116.

Copyright and legal matters

Ownership of the Multimedia Toolbox lies with the Australian National Training Authority and the following statement appears on each unit of competency.

‘This Multimedia Toolbox (the ‘work’) has been developed for the Australian National Training Authority (‘ANTA’) by William Angliss Institute of TAFE in collaboration with Goulburn Ovens Institute of TAFE, industry partners and evaluation partners, and Tourism Training Australia the National ITAB.  It is based on the Hospitality and Tourism Training Package.  This training resource aims to increase the capacity of Registered Training Organisations to design and deliver training programs, which can be delivered electronically.

The work has been produced with the assistance of funding provided by the Commonwealth Government through ANTA.  Copyright in the work vests in ANTA.  

Use of the work is subject always to the terms of any express licence under which ANTA provides this work.  Other than in accordance with that licence or any use permitted under the Copyright Act 1968, no part of this work may be reproduced or transmitted by any process without the prior written permission of ANTA.

The views and opinions expressed in the work are those of the author and the project team and do not necessarily reflect the views of ANTA.  To the extent permitted by law, ANTA does not give any warranty or accept any liability in relation to the content of the work.  Where the law prohibits ANTA from excluding any warranty or liability or would make any attempt to do so void, ANTA limits its liability to replacement or repair of the work, at its option. 

© Australian National Training Authority 1999

First released 1999

Further Information:

Australian National Training Authority

GPO Box 3120

BRISBANE  QLD  4001

Telephone:

(07) 3246 2300

Facsimile:

(07) 3246 2490

ANTA Web Site:
www.anta.gov.au’

The Multimedia Toolbox resources have been developed in accordance with copyright legislation.

Conclusion

It is the intention of the development team that these Toolbox tools will be used, adapted and manipulated to meet the training needs of a wide variety of individuals and organisations. 

They are here to assist you. Their value to you depends on how you use them.

Frequently asked questions

Do I need to be a computer expert to use the Toolbox materials?

Definitely not! Once the software has been installed by your technical staff, and provided you have a little familiarity with computers, you can take a look at the tools quite easily. However, it is recommended you have some knowledge of the internet and communication methods to assist you. 

What equipment do I need to be able to use this Toolbox?

Here is a list of the hardware and software you and your students will need. Please read the Technical information section here or speak to the Technical Administrator in your RTO for more information.

PC Compatible Computers:

Pentium 166 running Windows 3.1 / 95 / NT

32mb of RAM

Sound card – 16 bit

Video card –16 bit set to 800 X 600 resolution

Modem –33.6k

Macintosh Computers:

Power Macintosh or 6800 series (Performa or better)

32mb RAM

Monitor set to thousands of colours at 800 X 600 resolution

Modem – 33.6K

Software

Netscape / Interenet Explorer 4.0 or better

QuickTime version 3.0 or better

Shockwave / Flash- Director plug-in 

Shockwave - Authorware plug

Palace client software (preferred)

Can I create groups or classes of students under the supervision of one teacher?

Most definitely, though the actual size of the class or group will be decided in accordance with the policy of your training organisation.

How do I tell my students what I want them to study?

The Lesson Plan page gives instructions to your group of students about what they should be studying. The communication software is another way you can be in touch with individuals or groups of students.

For information about writing the Lesson Plan and using the communication software, see those sections in this Guide.

Will the Toolbox suit my English as a Second Language students?
It is not advisable to use such reading intense learning tools as these with students who may not be comfortable with English. Specific levels of reading comprehension would need to be determined for each student before they should be included in this style of delivery. 

The suitability of these materials for all students must be subject to the professional judgement of the teacher.

How do I communicate with the whole class of students at once?

Send the group an email or use the communication software such as a list server, the Palace or in the Lesson Plan page.

When should I respond to emails or other communications from trainees?

Your training organisation will have policies about the turn-around time for enquiries from trainees. While immediate answers are educationally beneficial, it is probably more manageable to reply within business hours of the next working day.

What does interactive mean in the training sense?

In this Toolbox, “interactive” means that the program responds when the user gives it instructions. Examples include moving words or graphics from one place on the screen to another to give the correct answer or showing brief audio or video snatches. The intention in using interactive segments is to provide added learning opportunities for the trainee.

How do I mark my students’ work?

Written work or hard copy reports and folios can be sent to the tutor and so be marked in the traditional way. Practical work will need to be assessed by a qualified assessor “on the ground” where the trainee is working. The teacher may go to see the trainee in the workplace or a subcontracted assessor arranged.

Can I assess students online?

Student written responses online can be assessed. Workplace assessors are needed to see demonstrations of skills in workplaces or simulated workplaces.

As with most assessment activities that are not actually overseen by the trainer during completion, the problems of verification arise. As with assignments undertaken outside the traditional classroom, assignments submitted from online students are subject to the usual verification checks.

PAGE  
9

