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1.
Getting started

In order to use this package, you will need a minimum computer system as well as some specific software, as outlined below.

Hardware Requirements

· IBM compatible computer with a 300 MHz processor 

· 64 Mb of SDRAM (128MB preferred) 

· 800 x 600 display with 16bit colour 

· Approximately 60MB hard disk space 

· CD ROM drive 

· 28.8 k modem or higher configuration 

OR

· Macintosh equivalent.

Software Requirements

An Internet Browser:

· Preferred: Internet Explorer 5
· Alternative: Netscape version 6 or Netscape 4.7 

Two specific “Plug-ins”:

A plug-in adds extra functionality to your web browser. You may already have these plug-ins installed on your computer. If they are not installed you will be prompted to download the plug-in from the internet. You will be taken to a site outside of this Toolbox. Simply follow the instructions provided at the remote site. When the plug-in has successfully been installed, return to the Toolbox.

To work through this Toolbox you will require the following plug-ins:

· Macromedia Flash 5 http://www.macromedia.com/shockwave/download/index.cgi?P1_Prod_Version=ShockwaveFlash
Six steps for using the package

The following steps may assist you to use the Local Government Toolbox effectively.

Table 1. Steps for using the Toolbox

1
Review the Teacher’s Guide
· This guide contains information about the Toolbox that is separate from the learning activities. It may help to familiarise yourself with the contents of this booklet in order to understand the structure and navigation of the website.

2
Identify relevant competencies and Toolbox scenarios
· Decide what competencies your participants need to develop.  You can refer to the Competency Map in the Training Package or the list of competencies in the Appendix to this guide.

· Use the Appendix to identify the Toolbox streams, scenarios and activities that will help the development of these competencies.

3
Explore the Toolbox 
· Open the Toolbox and select the relevant stream (or streams) – eg, the Community Stream – as identified in step 2.

· Click on the stream and note the scenarios.  At this point, you might select whichever scenario seems appropriate, or decide to create an authentic scenario.

· To explore a scenario, consider its activities and the guide and resources associated with each activity.

4
Decide 
Once you have considered a scenario and its associated activities and resources, you might decide to:

· use the scenario, activities and resources as they are;

· explore another scenario if the first one does not seem suitable;

· customise the scenario by modifying the scenario description, the activities or the resources;

· use the ‘generic scenario’ description to develop your own authentic scenario.

5
Modify
Customise existing materials or create a new scenario by using the Customisation Utility.

6
Integrate
Integrate the use of the Toolbox scenarios into your training program.

2.
Introduction

About this Guide

This Guide describes the Local Government Toolbox and how it can be used to support the Local Government Industry Training Package in an online environment.  The Guide relates the Toolbox to the Local Government Competency Standards, describes the elements of the Toolbox and how the Toolbox is structured, and suggests ways of using the Toolbox as part of a training program. It contains important information 

Overview

The Local Government Toolbox is a set of resources that support the delivery of the Local Government Industry Training Package in an online environment. 

The Toolbox is a set of resources, not a course in itself.  The Toolbox contains a number of activities a participant can undertake online and suggests other external activities that a participant may undertake outside the online environment, (typically in their workplace) and involving accessing physical and human resources from the participant’s own Council.

The completion of the Toolbox activities and external activities should result in output which can act as evidence for formal assessment purposes.

The target audience

The Diploma in Local Government (Governance and Administration) offers learning opportunities to the widest possible range of Local Government employees and elected members.  Participants achieve the required competencies by completing or undergoing Recognition of Prior Learning (RPL) in 14 Units of Competency.

The Diploma provides a pathway for new or less experienced workers, RPL opportunities for experienced workers and articulation for those wishing to continue building their formal qualifications.  It is estimated that nationally there are between 40,000 and 50,000 local government employees who could acquire this qualification, provided that suitable learning options and support are available.

The primary trainee audience consists of current local government employees from councils large and small and it is expected that these employees will fall into one of two categories:

· experienced employees who might seek RPL and do only some Units or Elements of Competency.  

· new employees seeking to achieve the Diploma (Governance and Administration) qualification.

A secondary audience might take a unit or two as an elective for another course.  This group has been catered for in the same way as for those seeking RPL.

Finally, there may be learners who are not currently council employees.  If a participant falls into this category, the RTO will need to ensure that the participant has access to resources in their local council.

( Points to remember

There are several important issues for the Facilitator to consider regarding their audience:

· Some employees will have done no previous tertiary study and may need tips and support in developing study habits and in using computers.

· The audience could include older and younger participants and the Facilitator should bear in mind that younger participants are likely to embrace online learning more readily.

· The motivation for the participant is likely to include a desire for career progression and the active encouragement of a good HR manager is critical.

· Most participants will have limited time for study.

· Most participants probably work in office and administrative environments.

Ideas about learning and teaching underpinning the Toolbox

The development of the Toolbox is underpinned by the following teaching and learning theories:

Constructivism enables the participant to construct (and reconstruct) knowledge through interactions with the environment and to take an active part in the setting of personal learning goals.  It is the active building of knowledge constructs and understandings on the part of the participant and the transfer and application of these constructs and competencies to workplace contexts that underpins the overall design and development of this Toolbox.

Situated learning which is defined as learning in context, and active learning which means learning by doing, are ideally suited to a competency-based approach to learning.  Situated learning has been created through the design of the scenarios, which offer the participant a range of different perspectives and learning contexts that assist in the construction of meaning and acquisition of knowledge constructs.

3.
Competency standards and the Toolbox

Local Government Industry Training Package LGA00

The Training Package for the Diploma of Local Government (Governance and Administration) contains 6 Common Core Units, 3 Common Electives and 8 Specialisation Elective Units of Competency.  To receive the qualification a participant must complete all 6 Core Units and 8 Elective Units of which at least 4 must come from the Governance and Administration pathway.
The Toolbox addresses the competencies from the Local Government Industry Training Package which are summarised in Table 2.

Table 2. Local Government Industry Training Package LGA00

Training Package:
Local Government Industry Training Package LGA00

Qualification
Diploma of Local Government (Governance and Administration) LGA 5 01 00

Competencies
National Code
Title
Nominal Hours

Common Core Units
LGACORE102A
Follow defined OHS policies and procedures
10


LGACORE104A
Work effectively in local government context
60


LGACORE501A
Provide quality and timely advice to Council
60


BSXFMI502A
Provide leadership in the workplace
50


BSXFMI504A
Participate in, lead and facilitate work teams
50


BSXFMI505A
Manage operations to achieve planned outcomes
50

Common Elective Units
LGACOM501A
Develop and organise Public Education Programmes
50


LGACOM502A
Devise and conduct community consultations
40


LGACOM503A
Prepare a budget (or BSAFIN502B)
50

Specialisation Elective Units
LGAGOVA501A
Assist in advising Council on Legislation
60


LGAGOVA502A
Develop a marketing strategy
60


LGAGOVA503A
Implement recruitment solutions
60


LGAGOVA504A
Prepare for Council elections
40


LGAGOVA505A
Prepare Rate Notice forms
20


LGAGOVA506A
Process results of Council elections
40


LGAGOVA507A
Provide advice on HR policies and procedures
60


LGAGOVA508A
Recommend rates and charges
80



Total Nominal Hours
840

For the purposes of the Toolbox, the 17 Units are addressed through three streams:

· the Community stream - which focuses on those units of competency that are primarily related to issues affecting the general public

· the Administration stream - which covers units of competency that are mainly to do with the administration of the Council

· the Governance stream - which focuses on the units of competency that are related to issues affecting the elected members of the Council.


Elements of competency and the Toolbox activities

The scenarios in the Toolbox focus on community, administration, or governance units of competency, while each activity within the scenarios is closely aligned to an element of competency. Many scenarios include activities that address elements from other units of competency.  For example, while the Community scenarios focus on the local government worker’s role in relating to the community, this role is closely related to how he or she exercises leadership in the workplace and manages operations to achieve planned outcomes (administration competencies).

As indicated in Table 1: Steps for using the Toolbox, you might begin your planning by identifying competencies that need to be developed and then seeing which Toolbox activities will help the development of these competencies.  The Appendix to the Guide is a matrix that relates the competency standards to the Toolbox activities and will help you to do this. 

4.
The structure of the Toolbox

Overview

The Toolbox has four components:

· scenarios, with associated activities and resources;

· support material, including hints, checklists, samples, self-test and help; 

· a Resource Library, including references and links to external resources; and

· separate guides for Teacher/Trainers and Users.

From the homepage
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The Toolbox homepage cannot be viewed without the Flash plug-in described in the ‘Getting Started’ section. If the homepage appears in your browser window, you should have no difficulty accessing all components of the Toolbox.

The Toolbox homepage allows access to:

Administration stream 
The scenarios and a set of activities that address the administration competencies.

Community stream 
The scenarios and a set of activities that address the community competencies.

Governance stream 
The scenarios and a set of activities that address the governance competencies.

Resource Library
The complete set of library resources for the Toolbox, including details of reference books and links to useful web sites.

Competency Map
The competency map shows the relationship between the competency elements from the LGA00 Training Package and the Toolbox activities.

The scenarios
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Selecting one of the three streams (Community, Administration, or Governance) results in a menu screen for that stream.  Each stream includes multiple scenarios for participants to investigate and respond to. The scenarios take place in a virtual Council called “Citytown Shire Council”.  

You can modify existing scenarios or create an additional scenario, if you wish. Refer to the guide on ‘Customising the Toolbox’ for specific instructions.

The scenario activities

When participants select a scenario, a menu of activities appears:
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Administration - Scenario 1

Overview

After initial investigation and extensive community consultation, a draft proposal to re-furbish a

small warehouse in a previously industrial area, which is currently undergoing a rebirth, was
submitted to the Council for consideration.

‘The proposal was for the establishment of a library in the buiding to servics the needs of the
growing local community. The investigation indicated that there was broad community support
for the proposal

Council have cansidered the proposal and have now recommended that a full feasibilty study
be conducted.
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The full set of activities assigned will take participants on a natural progression through to a conclusion of the scenario, though a participant is able to elect to complete only those Units of Competency (and the related activities) which are relevant to their needs. 

Activity-based resources

When participants select an activity, they gain access to a set of resources relating to the activity - media reports, letters, files, telephone messages and memos from the desktop. 
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From the Activities pages, participants can access:

In-tray
Contains memos from a ‘CEO’ with suggestions for the activity.  These memos typically include ‘things to do’, ‘where to go’, ‘things to read’.

Correspondence
Letters from outside the Council - e.g. ratepayers or interest groups.

Phone
Messages expressing a point of view - management, Councillors, ratepayers, community groups.

Filing cabinet
Council records, including petitions, surveys and reports.

Newspaper
Media reports on topical issues.

Hints
Puts the activity in context, provides a degree of learning content and nominates some suggested workplace-based activities.

Self-Test 
The Toolbox contains specific tools for informal assessment and feedback such as self-test quizzes and term-definition matching.

Based on the participant’s answer, feedback is given in relation to correct/incorrect answers and the participant may be referred to additional resource material or invited to review some explanatory information.

Resource Library
Text references and web links and other resources relevant to all activities in the scenario.

As participants work through an activity, they will be asked to prepare documentation (which can be used during assessment as evidence of their ability to meet the performance criteria for competency).

Customising the scenarios, activities and resources

You may choose to use the scenarios, activities and resources as they are.  However, you can also customise any of these elements, and add new activities and resources as you see fit.  See the “Customising the Toolbox” document, available from the first page of the Toolbox training package. To undo changes you make to the installed files you will need to uninstall then reinstall the Toolbox from the CD-Rom.

5. 
Working through an activity

Participants complete the scenario activities by seeking direction, completing quizzes, exploring the scenario further, using the library, talking to colleagues and others, and preparing a response.

Seeking direction. Participants can clarify what is required by:
· Checking the Guide.  Here the activity is put into context and some background information is provided.

· Checking memos in their in-tray.  The in-tray represents requests from the CEO.  Here participants will find suggestions, hints, and specific steps that will help them complete the overall activity.

Completing quizzes.  Participants can complete a quiz to test or develop their knowledge of relevant information or procedures.
Exploring the scenario.  Participants find out about the context of the activity by exploring the resources on their desk or in their filing cabinet.  These will typically include:

· Reading correspondence. Listening to phone messages.  These will invariably be calls from people expressing various points of view about an issue.  Calls may be from ratepayers, interest groups, management, elected members and representatives of community groups.

· Checking media reports.  Given the nature of local government, most activities will involve issues that are of public interest and which may be contentious.  There may be newspaper articles to read, or news reports to listen to or watch.

· Reviewing Council files.  These may include Council’s Policies and procedures, petitions, reports, surveys that are part of the Council’s records, and minutes of meetings.

Visiting the library.  Here participants will find references to texts, journals or manuals containing information on the issues they need to consider, widely available videos and links to useful web sites.

Talking to colleagues, supervisors, and others.  Many activities are based on current, ‘real life’ events and require participants to complete work-based activities, talk to colleagues, and consider how things are actually done in their own Council.  Participants may also seek advice, information and feedback from their Facilitator.

Responding.  Most activities will require a concrete response from the student.  Many responses will be in the form of a memo, a letter, a report - documents which are typically found in the workplace.  Where appropriate, the response may be in an oral form - eg. a presentation to the Facilitator.
6.
Mentors

In the Local Government Toolbox, participants are often advised (e.g. via a memo) to contact their mentor.  Mentors play a key role in the effective use of the Toolbox, and an important task for trainers using the Toolbox is to establish an effective mentoring system as part of their training program.

The role of the mentor

The role of the mentor includes:

· guiding the participant with respect to local government practice;

· acting as an additional knowledge base for the participant;

· supporting the participant by providing motivation and encouragement, and recognising the participant’s role as a participant (and not merely an employee)

· directing the participant to resources and people, both internal and external to the council; and

· providing other advice as necessary.


Qualities of a mentor

A good mentor will be:

· experienced in local government, in management, and in their own field;

· a person with influence within their council;

· in a relatively senior position;

· accessible to the participant;

· willing to share information and expertise; and

· keen to see their colleagues grow.


The role of the trainer with mentors

The trainer will need to:

· set up a mentoring system at the beginning of the program;

· help the participant locate a mentor, build a relationship with the mentor, and use the mentor effectively during the program.

Appendix
Competency elements mapped to Toolbox activities

COMMMON CORE UNITS

Unit of Competency

(Code & Title)
Elements
Stream     Scenario     Activity

LGACORE102A

Follow defined OHS policies and procedures
Follow workplace procedures for hazard identification and risk control
Administration Scenarios 1-3 Activity 2


Contribute to participative arrangements for OH&S management
Administration Scenarios 1-3 Activity 2

LGACORE104A 

Work effectively in local government context
Apply knowledge and understanding of Council responsibilities and structure
All


Accept responsibility for own work
All


Manage own work
All


Maintain public safety
Community Scenarios 1-3 Activity 2

Administration Scenarios 1-3 Activity 2

Governance Scenarios3 Activities 1-2


Implement environmental procedures
Administration Scenarios 1-3 Activity 2

Governance Scenarios3 Activities 1-2


Contribute to change process
Community Scenarios 1-3 Activities 2, 3, 5, 6

Administration Scenarios 1-3 Activities 3, 5

Governance All

LGACORE501A 

Provide quality and timely advice to Council
Advise Council of current legislative requirements
Community Scenarios 1-3 Activities 1-2

Administration Scenarios  1-3 Activities 2-3

Governance All


Monitor and assess trends and developments that impact on Council
Community Scenarios 1-3 Activities1, 2, 4

Governance All


Assess impact of Council proposals
Community Scenarios 1-3 Activities1-4


Respond to questions or requests for information from Council or Councillors
Community Scenarios 1-3 Activities1-2, 4-5

Administration Scenarios 1-3 Activities1, 2, 3, 5

Governance All

BSXFMI502A 

Provide leadership in the workplace
Make informed decisions
Community Scenarios 1-3 Activity 3

Administration Scenarios 1-3 Activities 2-6

Governance Scenarios 1-4 Activity 1


Influence individuals positively
Community Scenarios 1-3 Activity 3

Governance Scenarios 1-4 Activity 2


Enhance the organisation’s image
Community Scenarios 1-3 Activities 2, 3, 5, 6

Governance Scenarios 1-4 Activity 2


Model high standards of management performance
Community Scenarios 1-3 Activities 2, 3

Administration Scenarios 1-3 Activities 2, 3

Governance Scenarios 1-4 Activity 2

BSXFMI504A 

Participate in, lead and facilitate work teams
Participate in and facilitate work team
Governance Scenarios 1-4 Activity 2


Manage and develop team performance
Governance Scenarios 1-4 Activity 2


Develop team commitment and cooperation
Governance Scenarios 1-4 Activity 2


Participate in team planning
Governance Scenarios 1-4 Activity 2

BSXFMI505A 

Manage operations to achieve planned outcomes
Monitor resource usage



Monitor operational performance



Acquire resources to achieve operational plan



Plan resource use to achieve profit/productivity targets
Community Scenarios 1-3 Activities 2, 3

Administration Scenarios 1-3 Activities 2, 3, 4

Governance Scenarios 1-4 Activity 2

COMMON ELECTIVE UNITS

Unit of Competency

(Code & Title)
Elements
Stream     Scenario     Activity

LGACOM501A 

Develop and organise public education programmes
Determine requirements for provision of education to the public
Community Scenarios 1-3 Activity 5


Determine appropriate medium to educate public
Community Scenarios 1-3 Activity 5


Provide education to public
Community Scenarios 1-3 Activity 6


Review and evaluate education
Community Scenarios 1-3 Activity 6


Maintain records of public education programmes
Community Scenarios 1-3 Activity 6

LGACOM502A 

Devise and conduct community consultations
Devise consultation strategies
Community Scenarios 1-3 Activity 2


Conduct consultations
Community Scenarios 1-3 Activity 3


Record, analyse and report results
Community Scenarios 1-3 Activity 4

LGACOM503A 

Prepare a budget
Collect and collate relevant data
Community Scenarios 1-3 Activity 3

Administration Scenarios 1-3 Activity 4


Justify proposals for expenditure
Administration Scenarios 1-3 Activity 4


Seek alternative or additional financial opportunities
Administration Scenarios 1-3 Activity 4


Prepare draft budget for comment
Administration Scenarios 1-3 Activity 4


Prepare final budget
Administration Scenarios 1-3 Activity 4

SPECIALISATION ELECTIVE UNITS

Unit of Competency

(Code & Title)
Elements
Stream     Scenario     Activity

LGAGOVA501A 

Assist in advising Council on Legislation
Contribute to amendments of draft or existing legislation
Community Scenarios 1-3 Activities1, 2

Administration Scenarios 1-3 Activities 2, 3


Interpret legislation and advise on appropriate action
Community Scenarios 1-3 Activities1, 2

Administration Scenarios 1-3 Activities 2, 3

Governance Scenarios 1-4 Activities1, 2

LGAGOVA502A 

Develop a marketing strategy
Clarify organisation objectives
Community Scenarios 1-3 Activities 2, 5

Administration Scenarios 1-3 Activity 5


Research alternative options to meet objectives
Community Scenarios 1-3 Activities 2, 5

Administration Scenarios 1-3 Activity 5


Assess viability of alternatives
Community Scenarios 1-3 Activities 2, 5

Administration Scenarios 1-3 Activity 5


Prepare a marketing strategy
Community Scenarios 1-3 Activity 5

Administration Scenarios 1-3 Activity 5


Implement marketing strategy
Community Scenarios 1-3 Activity 6

Administration Scenarios 1-3 Activity 5


Monitor and review implementation of marketing plan
Administration Scenarios 1-3 Activities 5, 6

LGAGOVA503A 

Implement recruitment solutions
Assist in developing recruitment strategy
Administration Scenarios 1-3 Activity 3


Implement recruitment strategy
Administration Scenarios 1-3 Activity 3


Establish selection panel



Participate in appeal process when required



Induct successful candidate
Administration Scenarios 1-3 Activity 3

Governance Scenario 4 Activity 2

LGAGOVA504A 

Prepare for Council elections
Call for nominations
Governance Scenario 4 Activities 1, 2


Advise candidates
Governance Scenario 4 Activities 1, 2

LGAGOVA505A 

Prepare Rate Notice forms
Liaise with printers



Prepare rate notice forms


LGAGOVA506A 

Process results of Council elections
Process votes
Governance Scenario 4 Activities 1, 2


Declare results
Governance Scenario 4 Activities 1, 2

LGAGOVA507A 

Provide advice on HR policies and procedures
Maintain current knowledge of relevant legislation and common law
Administration Scenario 4 Activities 2, 3


Interpret legislation and advise on appropriate action
Administration Scenario 4 Activities 2, 3


Monitor Council systems to ensure compliance


LGAGOVA508A 

Recommend rates and charges
Provide rates policy options



Create and review rating structure within Council and statutory requirements
Governance Scenario 4 Activities 1, 2


Provide reports on rebates and exemptions as required
Governance Scenario 4 Activities 1, 2
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