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Using the Teacher's Guide

The Teacher's Guide aims to provide teachers with information and advice for obtaining maximum value from the Diploma in Tourism (Marketing and Product Development) Toolbox.

The Teacher's Guide contains two sections:

· Section One, containing:

· A brief outline of the Toolbox and the major learning methodologies it employs. 

· Methods for managing the learning environment effectively and taking advantage of the opportunities that the online delivery of learning presents.

· Section Two, containing:

· Descriptions of the learning paths and outcomes within the Toolbox, and the ways in which the Toolbox addresses the endorsed competencies of Diploma in Tourism (Marketing and Product Development)

· Ideas on ways to vary and add to the content of the Toolbox.

Section One

The Toolbox Concept

The Toolbox for Diploma in Tourism (Marketing and Product Development) is a problem-based environment.  This means that case studies and scenarios are used as the primary means of guiding learners to construct outcomes or solutions to a problem.

Problems are presented to the learner in the form of tasks.  These tasks are supported with a range of resources that enable the problems to be resolved.

In this Toolbox the learner assumes the role of a participant in a Marketing Training Program.  The learner is then provided with a number of tasks that simulate the type of research, product development and marketing tasks that a member of the tourism industry would undertake in a real life office.  Each task covers at least one main competency and is supported by a range of learning resources.  The learner is encouraged to explore the Resource Library and access the learning resources available.  The Bulletin Board and Learning Community accessed from the Toolbox provide information and support as required.

Target Audience

The target audience for this toolbox are students completing the Diploma in Tourism (Marketing and Product Development).  The learners may be working in the tourism industry already or study in order to join the industry.  The learners will have a range of online learning skills and industry experience.

Key Features 

This toolbox contains the following key features:

· Problem Based Tasks

· Higher Order Skills Development

· Guided Access to Open Ended Resources

· Assessment

Problem Based Tasks

The Toolbox presents the learner with a range of research, marketing and product development Tasks.  These tasks mirror real life tasks that a member of the tourism industry would be required to undertake.  These Tasks cover the Diploma in Tourism (Marketing and Product Development) competencies.

There are a number of sub tasks that the learner will need to complete.  These also mimic the real life tourism industry processes that a member of the industry would be required to undertake.  Process based sub tasks include tasks such as compiling a report and making a presentation.

Higher Order Skills Development

· Research Skills

· Information Literacy

· Communication

· Teamwork

· Self direction and self motivation

· Critical thinking

Guided Access to Open Ended Resources

This toolbox provides guided access to open ended resources.  The toolbox aims to provide learners with an introduction to the available resources and the skills to locate and view resources critically.

· Custom Built Content

· Public Domain Web Sites

· Industry Sources

· Experts

· Existing Training Materials

· Peer Collaboration

Assessment

Assessment will be based on:

· A portfolio constructed by each learner during the course demonstrating research performed, feedback received, contacts made and activities conducted in the course of completing the Toolbox tasks

· Activities submitted to the teacher and peers

· Participation in online discussions

· Completion of the key tasks which comprise the toolbox (as determined by the teacher)

Problem-based learning

Problem-based learning refers to the learning that takes place when people must acquire skills or knowledge in order to solve a problem.  It is based on the premise that students are more motivated and learn more from working to achieve an authentic goal, than by working on a fact-oriented task. 

It is a form of situated learning, in that the problem and learning tasks are designed to provide a real world context, allowing more effective learning and better learning transfer.  Well managed, problem-based learning environments have the potential to increase student motivation, help the development of critical skills and deepen understanding of core content.

Guidelines for facilitating problem-based learning

· Structure, facilitate and encourage learner interaction to make the most of the great opportunities for collaborative learning

· The focus on task-related interaction and behaviour requires that you be alert to different levels of ability and motivation, as these will influence task achievement and group cohesiveness. 
· The process enables learners to exchange ideas and interpretations and to negotiate solutions amongst themselves.  Learner-learner interaction should be seen to be as important as teacher-learner interaction.

· Online learning is no substitute for access to the teacher.  You need to ensure that access and adequate lines of communication are available.  Setting clear agreements on communication processes and times and holding regular class discussions are both ways of providing teacher contact. 

· Build in motivating activities to keep the momentum going, as motivation is at risk when learners become isolated or frustrated.

· Encourage and manage learners to develop multiple perspectives on both the definition of the problem and its solution.

· Set regular activities where students work in pairs or small groups to explore or further develop a solution to a task.  The activity should call for the students to understand the content and then apply it to the problem by a specified date (possibly related to class times if appropriate).  Use the Bulletin Board to post the problem definition and/or the solution.  You could print hard copies of responses to questions and distribute these to everybody and use class discussions to consider the merits of each solution.  Peer assessment could also be incorporated to provide feedback.

· To enable groups to arrive at a solution, ask regular focus questions to direct their research and explore the material that is necessary to both solve the problem and cover the curriculum.

· Encourage learners to seek multiple sources of information within and beyond the Toolbox to arrive at appropriate solutions.  Learners are required to document some of the additional resources they discover in their Personal Folio.  They could also be encouraged to post to the Bulletin Board any Internet Sites they find useful.  Be careful to be highly selective of these information sources, as extended information searches can be unproductive and frustrating for students.

· Structure class time consistently so your group knows what to expect, and integrate different learning methods into the class discussions. 

· Encourage students to record their learning experiences in a journal.  This could include how they manage accessing information, what learning processes they have used and how they experienced them, and their responses to and reflections on group participation.  This also facilitates high order competencies like reflection and self-analysis.

· Introduce simulation activities, both actual and online, to extend the contextualisation of the learning activity.  For example, client meetings could be held, with debriefings and group reflection after each meeting.  Information gained from these meetings could be used to further refine or add to the problem brief.  This helps learners integrate and communicate their knowledge, and further builds their skills in making decisions and negotiating strategies.

Discovery learning

Sometimes known as the Constructivist approach, discovery learning encourages the learner to explore a range of ideas and knowledge, driven by the need to solve a problem. 

Discovery learning allows learners to create their own meaning based on their exploration.  They can incorporate the information they retrieve into their current frames of reference, challenge inappropriate existing beliefs and build new frames of reference that fit into the new context.  

This process requires a high level of self-direction, but also develops high order competencies like problem solving and information literacy in learners.

Guidelines for facilitating discovery learning

· The shift away from teacher tells to learner discovers can be very challenging for the learner.  You should gauge the comfort level of each learner and reassure them that although some uncertainty and confusion is to be expected, support exists if it is required.

· For the benefit of your own practice, reflect on how to manage the challenge of not having control over how content is delivered.

· You will need to give the learner support to prepare them to take control of their own learning process.

· Because you cannot predict the direction learners will take, you need to ensure that the learning agenda remains flexible. 

· Carefully choose learning resources that will guide learners in their discovery.

· Recognise the split between learning and assessment.  Whilst you may feel you have less control over the learning process, you still have full responsibility for assessment. 

· Minimise unnecessary uncertainty by providing clear descriptions of problems and expected deliverables.

Toolbox Learning Resources

[image: image3.emf] The learners will be presented with a range of learning resources that assists them to understand the problem and develop an appropriate solution.  Some content resources have been custom designed to address the performance criteria presented by the problem.  Other resources have been sourced from the public domain arena and further support the learning process and enhance the learner's information literacy.

Your Project

Your Project introduces the learner to the overall problem which will drive their tasks in the Toolbox.

Whilst completing the Marketing Tourism Products Toolbox, learners will need to work in conjunction with a tourism organisation. You may direct learners to source their own organisation, or you may provide assistance. The organisation they source may include:

· A preferred tourism organisation (for example, where they currently work, have associations with or are planning to start)

· A tourism organisation organised by learner

· A tourism organisation organised by you

Where tourism organisations cannot by sourced, other organisations may be appropriate.

Your Task

Your Task provides a detailed description of the task to be completed and a Task Map that breaks the task into a number of activities.  In completing these activities learners will complete the task.

Your Activity

Each task is comprised of a number of activities.  Each activity provides learners with an activity description and links to relevant content resources. Activities include:

· Peer to peer review exercises

· Bulletin Board discussions

· Completing templates

· Developing reports

· Surveying exercises

· Research exercises

Content Resources

A number of content resources are attached to each activity to help the learner complete the activity.  Content resources may include content, exploratory activities, reinforcement activities, assessments, links to relevant websites and references to relevant material.

Assessment

During the completion of tasks learners will produce a wide variety of work and engage in a number of activities, these include:

· Peer review exercises

· Completing the relevant templates 

· Developing the portfolio of work to be stored in the Tourism Portfolio 

· Contributions to Online discussions and Bulletin Board activities

Teachers will be involved in these activities in one way or another.  This will provide significant opportunities to gauge and monitor the work of learners.  In so doing it is recommended that you develop your own assessment structure in accordance with your institution’s policies. 

Toolbox Learning Support

Throughout the tasks learners will have access to a range of support functions to aid them in their learning.  These support functions include:

· Introduction to the Toolbox 

· Guided Tour 

· Electronic communication facilities such as email and the Bulletin Board.  Learners are able to use these facilities to consult with the teacher and other learners, to participate in discussions and to seek and provide feedback.

Introduction

The Introduction to the Toolbox introduces the Toolbox concept and the facilities available in the learning environment. 

Guided Tour

The Guided Tour introduces the learner to the Marketing Tourism Products Toolbox environment.  The guided tour outlines the use of facilities in the Toolbox and provides guidance about how they can use the environment to maximise the learning experience.  Included in this Guided Tour will be information regarding the use of Bulletin Board facilities and email.   

Email

Email accessed from the Toolbox enables learners to communicate with fellow learners and their teacher.  Email will be useful as a means of support and also of learning as learners will be encouraged to work together and share ideas and resources.

Bulletin Board

Learners will be able to access a Bulletin Board from the Toolbox.  The Bulletin Board will be managed by the teacher and will provide support and learning opportunities.  The Bulletin Board may be used to post task outputs, to conduct discussions or debates, to answer common questions and to broadcast additional information and resource directions.

Teaching Online

Managing the Online Learning Environment

Teachers delivering learning online for the first time will find that they are faced with many opportunities to challenge their teaching or facilitation practice and to develop new strategies for helping their students learn.  

Online learning differs from traditional modes of delivering learning in many ways and has advantages and limitations for learners and facilitators alike.  Familiarity with these advantages and limitations will allow you to make the most of the opportunities that online delivery presents.

Online learning has the following key characteristics:

· The learning model encourages learning by discovery.

· Worked problems or scenarios guide learners through the content.

· Individual learner needs must be identified and addressed to avoid isolating learners.

· Teachers and facilitators need to manage their interactions with learners, ensuring that effective feedback and channels of communication are provided.

· Communication between learners needs to be encouraged and tools to facilitate this employed.

The following table highlights some of the new ground that online learning enters and some of the opportunities that it opens up for teachers and learners, as well as the limitations you may need to be aware of and address.

Table 1:
Comparison of online learning to traditional modes of delivering learning

Aspect
Mode of Delivery


Classroom-Based
Self Paced
Online

Purpose
Impart knowledge
Generally to impart knowledge
Enable and facilitate learning 

Approach
Teacher-led; Content-driven
Student-led; Content-driven
Student-led; Driven by need to know

Key driver for learning
Focus on teaching or instruction; Content-driven
Focus on knowledge acquisition; Content-driven
Discovery learning ('need to know' main criterion); Outcome centred

How curriculum is addressed 
Curriculum directs training design
Curriculum directs training design
Problem-based learning addresses curriculum elements

Contextualised learning
Knowledge not fully related to workplace context
Knowledge not fully related to workplace context
Learners apply knowledge and skills gained anywhere to real workplace tasks

Information source
Largely directed by teacher
Largely directed by teacher
Provided by everyone, sourced from anywhere

Learning activities
Determined by teacher
Generally limited to self-paced format
Unlimited

Learning activity sequence
Teacher/content led; Lock step progression
Teacher/content led; Lock step progression
Driven by the aspect of problem the learner is working on; Learning progresses as problem is addressed

Application of Social Learning Theory
Implicit in the context – group dynamics, group motivation, collaborative learning, synchronous learning, role modelling of teacher
Not built in to learning model
Built in to learning model but must be driven by teacher. Factors such as motivation, isolation, contact with teacher, must be proactively addressed

Role of teacher
Teacher-centred; constant presence
Teacher as facilitator; intermittent presence
Teacher as coordinator, intermittent presence, may extend content where required.

Role of learner
Mostly passive - content is provided
Mostly passive - content is provided
Learner is active and learns in a lateral manner - not linear

Role of peers
Teacher can facilitate team activities effectively
Mostly individual
Communication technology can be used to facilitate group activities effectively

Flexibility
Inflexible in terms of time, place and pace
Flexible
Flexible

Assessment
Teacher assessment
Teacher and self assessment
Teacher, self and peer assessment

Management of diversity
Some scope to cater for different learners
Limited scope to cater for different learners
Variety of learning resources cater for different learners

High order competencies
Not seen as part of content
Focus on self direction in learning
Problem-solving, information literacy and self directedness are specifically addressed

Control of content
Teacher knows exactly what they have 'given' learners
Teacher largely has control
Learners control knowledge acquisition; content is infinite; teacher adopts flexible agenda 






The Teacher’s Role

The Marketing Tourism Products Toolbox does not replace the teacher.  The Toolbox provides meaningful problems and resources which enable learners to explore and construct their own understanding of the subject matter.  The materials and references provided in the Toolbox are by no means exhaustive.  As a teacher, it is important that you review the tasks and materials provided in the Toolbox and consider them in the light of your own practice.  You may choose to incorporate elements of the Toolbox into your existing approach.  Alternatively, you may choose to adopt the approach suggested by the Toolbox, adding resources and discussion topics of your own where appropriate.  The problem based approach used in this Toolbox is most effective when the problem is relevant to the learner.  As a teacher, you need to work with the learners to identify problems which are appropriate to their situation and to suggest alternative scenarios where necessary.

Establishing the Learning Community

The toolbox is most effective when it is used within the environment of a learning community.  A learning community occurs when learners come together to support one another, share information, collaborate and review each other’s work.

The teacher should endeavour to encourage the establishment of such an environment.  To do so teachers need to:

· Actively foster interaction between learners

· Clarify expectations about the type of interactions that are required

· Reward positive interactions 

· Monitor interactions between learners

· Intervene in interactions that are unacceptable

· Stress the importance of interaction

· Ensure Bulletin Board activities are effectively organised

In establishing the learning community teachers need to effectively introduce learners to one another in a personalised and social way.  The getting started checklist (Appendix 2: Teacher’s Checklist Tourism Product Development – Getting Started) provides some practical steps intended to aid the development of the learning community.

Teacher – Learner Interactions 

Different approaches to learning, relationships with you as a teacher, levels of motivation and personality will manifest themselves differently in an online environment.  You can ensure these differences are dealt with appropriately, by:

· Encouraging an inclusive working and learning environment

· Dealing with teacher-learner interactions effectively

· Monitoring and providing meaningful feedback

· Applying conferencing technology to enhance collaborative learning.

Encouraging an inclusive working and learning environment

As you would do in the classroom, you will need to ensure that the group process is optimal for every individual, and that individual needs are met as far as possible.

Dealing with teacher-learner interactions effectively 

The sorts of individual interactions you have with learners in a traditional learning environment, such as observing and monitoring contributions, providing feedback and guiding behaviour, will need to be adapted to an online context. 

These interactions essentially have two purposes:

· To provide support and encouragement

· To confirm work or correct mistakes. 

Online monitoring and feedback has particular characteristics.  It is hard to infer intent and tone from text-based communication, particularly in a class that has diverse membership.  Consequently the fear of public ridicule can stifle participation, as feedback is visible to all and relatively permanent.  The task of observing and monitoring both individual and group behaviour is a challenge, as is tracking the number and quality of communications for each person.  In addition, the existence of ‘lurkers’ – people who ‘listen’ but don’t contribute - may need to be addressed.

Applying Internet based conferencing technology to enhance collaborative learning

Conferencing technology is the primary means for communicating with learners in an online environment.  It is therefore important that it is used effectively and that the advantages of using this technology are exploited.  Conferencing technology allows:

· Learner to learner and learner to teacher interactions that are independent of time and place.

· The teacher to act as an online learning facilitator, allowing for the modelling of effective teaching, the contribution of special knowledge and insights, the weaving of various discussion threads and course components and the maintenance of group harmony.

· Access to a wider range of viewpoints for learners.

· Greater opportunities for collaborative learning, with group discussions, reflective activities, mutual learning support activities and collective learning support mechanisms.

You must also be aware of and deal with the following limitations of conferencing technology:

· Problems with computer hardware and reliability of access to the Internet can significantly affect the quality of discussion.

· Momentum can sometimes lag as responses go through several rounds.

· Quality of group collaboration can be variable, especially with larger groups.

· Variability of opinion and familiarity with content can create frustration.

Guidelines for conducting Internet based conferencing using the Bulletin Board

In this Toolbox the Internet based conferencing is available through the Bulletin Board.  The learner is introduced to the Bulletin Board in the “Introduction to the Environment”.  You may choose to examine this Introduction to clarify how the Bulletin Board is used.

The learning potential of the Bulletin Board is maximised by:

· Ensuring all learners have access to your institution's electronic conference facilities.  This means that they have username and password.

· Pages are established for the various topics (see Appendix 1, Bulletin Board topics) and a structure is in place that allows learners to post contributions to the relevant page.

· Considering the effect of group size on the conference participation.  Larger groups may lead to fewer interactions by some learners.  One option is to have smaller teams interacting with each other in the early stages of working on the Legal Administration Task, with a final solution collated by larger teams.

· Scheduling either classroom activities or teacher access in the early stages of the discussion (for example when learners are first posting responses onto the Bulletin Board), to deal with difficulties that might arise and to boost learner confidence.

· Ensuring that there is adequate access to technical support.

· Developing a Question and Answer Bulletin Board, which allows learners to post questions about computer conferencing and the process and content of the learning task and receive responses from other learners.  This allows learners to interact with and learn from each other.  Regular monitoring of this Bulletin Board will ensure that questions are answered within a reasonable time.

Monitoring and giving meaningful feedback

In order to provide an encouraging environment for the learner, it is important to ensure that you give meaningful feedback to the learner.  This may be in the form of guiding the learner through the environment or it may be responding to responses generated by email or Bulletin Board.

Providing fast and effective feedback reduces the risk of isolating learners and encourages learners to become actively involved in forums, teams and discussions.  To provide this level of feedback, you should consider the following guidelines:

· Respond quickly to each contribution, either directly to the contributor or by referring to their comments in a conference.  Don’t overdo this, though – use your judgment and weave multiple contributions together by responding to several at once.

· Accept all comments publicly and deal with exceptions off line.

· Avoid humour and sarcasm, especially with a diverse student group.

· Don’t be too concerned about spelling, grammar and typing; the purpose of conferencing is to encourage lively and focussed discussions.

· Acknowledge lurkers, and assume that learning is taking place even if no overt contributions are being made.

· Avoid an ‘authority figure’ stance, as this can diminish participation, especially amongst adults.

· Be prepared to wait several days for responses to your messages, as delays of this length are typical.  Don't rush in to fill every silence with contributions.

· Don’t expect too much.  If two or three well articulated ideas, issues or points are raised in a particular thread of discussion, this is a good result.

· Aim to contribute no more than between one-quarter to one-half of the online material yourself, so that you don't dominate the conference.

· Monitor each participant’s contribution.  Suggest that an overactive participant waits a few responses before contributing.  Ask less active participants to become more actively involved, or prompt them specifically for responses.  Consider agreeing guidelines for minimum or maximum contributions if necessary.

Learner – Learner Interactions

At various times learners will be required to interact with one another.  Such times include occasions when:

· Peer review is required

· Collaboration is required

· Learners use one another as a survey audience

· Bulletin board activities are scheduled

Teachers will be required to assign each learner a peer.  The personal profile received from learners during the introduction to the toolbox should provide you with a guide as to which learners to pair together.  After learners have been paired teachers should monitor pairs to ensure that learner to learner interactions proceed along a professional, equitable and supportive basis.

Teamwork and Collaboration

In this toolbox there are a number of tasks that involve collaboration with other learners. 

In addition to providing a realistic environment in which to complete tasks, working in teams also enables a range of learning outcomes.  Good teamwork is known to have strongly motivational elements such as the participative learning process, the opportunity for task related interaction, team building, the interchange of ideas and the negotiation of solutions.  It is important to take advantage of these elements.

It is important that you highlight the importance of effective team work (both in the online environment and when teams meet face to face) and ensure that the team is focussed on the process of working together as well as the task to be achieved.

Teamwork and group activities occur during:

· Facilitated group discussions.  Many of the tasks need to have a Discussion Group established within your institution’s Bulletin Board facilities so that individual learners can engage with other learners in discussing elements of the task.

· Peer review of individual solutions.  It is imperative to the success of teaching in this environment that you assign to each learner a “fellow learner”, who is another learner using the Marketing Tourism Products toolbox.  Before submitting some completed activities to you, learners will need to submit their solution to their fellow learner for review.  Fellow learners should also be encouraged to help each other and to discuss their individual outcomes, which will help broaden each learner’s understanding.

Because of the strong focus on task-related interaction and behaviour, different levels of ability and motivation will influence task achievement and group cohesiveness. You will need to manage this from a task and a group maintenance perspective.

The focus on group participation facilitates the interchange of ideas, interpretations and the negotiation of solutions between learners.  In this sense, Learner-Learner interaction should be seen as just as important as Teacher-Learner interaction.

It is important that you highlight the importance of effective team work - both in the online environment and when teams meet face to face - and ensure that the team is focussed on the process of working together as well as the task to be achieved.

It is also important that you create a friendly social environment that promotes group cohesiveness, helps people work together and deals respectfully with inappropriate group behaviour.

Guidelines for facilitating teams

· Begin the process of developing teams by backgrounding yourself (See Appendix 2, Getting Started Checklist).  Write an email describing your interests and background and send this to all of your students.  You may wish to include a picture of yourself.  In this email ask learners to write their own personalised email and send it to you.  This email should describe their interests, social pursuits, and background.  They should also detail their age, education history and geographic situation.

· Use the personalised responses to assign each learner a partner.  Assign partners carefully, taking into account the learning styles of individuals, personalities and likely group dynamics.

· Have fellow learners send each other their personalised email (preferably the same one they sent to you).  Explain to them that they will work with their fellow learner throughout the course with each reviewing the other's work.

· Consider developing ground rules, or a code of conduct (a 'netiquette' statement) with the class, so that individual behaviour that impacts on effective teamwork is highlighted.

· Break up groups when necessary and join single learners with fellow learners to create a group of three.

· Explain to learners that they will need to promptly respond to any submissions they receive from their fellow learner.

· Actively schedule group meetings to ensure group participation takes place.

· Refer to and integrate relevant topics from related core competencies into the learning environment.

· Acknowledge and reinforce behaviour that contributes to good group work.  For example, simply thanking students who respond effectively online can help to encourage courtesy and interaction.

· Discourage inappropriate behaviour by dealing with it privately (offline or via email) and referring to the agreed ground rules.

· Reinforce the strengths of effective teamwork, including the group process that is engaged in to solve the problem, to ensure attention is paid to this as well as to the task.

· Create a friendly social environment that promotes group cohesiveness, helps people work together and deals respectfully with inappropriate group behaviour.

· Encourage interactivity by referring student enquiries to other participants, pairing up students with similar interests, encouraging informal discussions, drawing attention constructively to conflicting opinions and encouraging debate.

· Establish ways of using the group as a scaffold or support for learners who have difficulty with a particular piece of work.

Individual learning needs

While it is important to focus on the effectiveness of the group, each learner will also have individual needs and experiences that need to be acknowledged and addressed.  There will be some common characteristics amongst learners in your group.  There are also likely to be strong individual differences. 

You will need to be highly alert to the needs of the individual, as the cues that you would typically be aware of in face-to-face interaction will not be available.  A predominantly online learning environment means that individual learner needs must be both identified and addressed differently.

Individual learner needs will be impacted by the following factors:

· Whether the learner is working in industry or classroom based 

· Access to resources and technology

· Level of comfort with the online learning environment.

Industry trainees and classroom based learner needs 

Industry trainees and classroom based learners have different needs, arising from the environment within which they undertake their learning and from the experiences to which they are exposed. 

Industry trainees are likely to be more isolated, and may experience difficulty connecting with their fellow learners.  They may also experience clashes between the approach taken by their organisations and the approach taken in the Toolbox.  This could also be manifested in differences between the problems experienced in their work environment and those used in the Toolbox.  You may need to carefully select the problems they could work on, and encourage them to use the resources, standards and processes of their own company rather than those defined within the Toolbox.  You may also need to work with the learner to modify the problems, tasks and activities in order to make them better reflect the work environment.

Classroom based learners may frequently feel they lack exposure to real world problems, a perception which can be corrected by a problem-based learning environment.  You should emphasise that the problems they work on are real world problems, to which they should apply real world standards.

Access issues

Your learners are likely to have different degrees of access to the online environment as well as practical access issues such as physical disability and language.  

Keep in mind that dependence on technology can exacerbate feelings of isolation for these learners.  It is your responsibility to check that all learners have adequate access and to ensure that any technical problems are addressed quickly.  Establishing teammates for those people who may experience disadvantages in this environment is also a good idea.

Comfort with the Online Environment

Novice online learners may need extra support including:

· Providing time and support for people to learn new software features and become comfortable with the technology, preferably before the module begins.

· Developing a study guide or workbook, to address any common technical concerns and identify appropriate procedures.

· Developing standards for online feedback to learners' work, such as how feedback can be delivered online.

· Encouraging novice online learners to work with more experienced peers.

Section Two

Working with the Marketing Tourism Products Toolbox

The Marketing Tourism Products Toolbox enables you to approach the learning in a two ways according to a:

· Competency based approach

· Task based approach

In developing your understanding of the toolbox you should also aim to understand:

· File naming conventions

· How to Update files

· Conventions learners will use to save their work.

Competency Based Approach

The resources by competency library is intended to be used by teachers who wish to combine online content with classroom based content and learners that need to access resources in the context of the competency they aim to attain.

The Resources by Competency Library provides access to each of the resources related to each competency covered in this toolbox. Within this library resources are complied according to the competency they relate to.  Resources include content files, task descriptions, activities and exploratory activities.  The nature of these resources is detailed in the upcoming sections of this guide.

The competencies covered in this toolbox include:

· Source and Package Tourism Products and Services (THTPPD03A)

· Create and Implement Strategic Product Development Initiatives (THTPPD01A)

· Coordinate Marketing Activities (THHGCS07A)

· Coordinate the Production of Brochures and Marketing Materials (THTSMA01A)

· Research Tourism Data (THTPPD02A)

· Develop and Update Tourism Industry Knowledge (THTTCO01A)

· Make Presentations (THHGCS04A)

· Plan and Manage Meetings (THHGGAO5A)

· Develop And Manage Marketing Strategies (THHGLE12A)

· Establish And Conduct Business Relationships (THHGCS08A)

· Prepare Business Documents (THHGGA04A)

The Resources by Competency Library can be accessed by clicking on the [image: image1.png]


 icon on any of the following pages the: 

· Home Page

· Your Project

· Your Task

· Your Activity

Teaching according to Competency

Each of the tasks and activities that make up this learning resource relate to a specific competency or a specific element of a competency.  If you would like to teach a single competency in this toolbox it is recommended that you begin by examining the tasks and activities that relate to the competency you wish to teach.  This will help you select the activities you would like your learners to complete and the content pages you would like them to investigate.

The table below has been designed to help you teach according to competency.  The table lists the activities, exploratory activities and tasks that relate to each competency.  All of the activities and tasks listed in the table are available within the relevant competency folder in the resource library.  

Many of the tasks that comprise this toolbox align with single competencies.  As result, the table includes a column indicating which task each competency best aligns with.  Where a task closely aligns with a competency it is recommended that you examine the way the task has been presented in Your Project before teaching the competency.  This will help you understand the way in which the different activities that comprise the task have been organised. 

Competency
Activity/Task
The task with which this competency best aligns

Source and Package Tourism Products and Services (THTPPD03A)
Activity - Concept Test your Idea

Exploratory Activity - Develop a Monitoring Strategy

Exploratory Activity – Examine your Skills, Motivation and Character

Exploratory Activity – Consider your Results

Activity – Screening your Ideas

Exploratory Activity - Test your Marketing Strategy


This competency aligns with the initial stages of Task 3 Generate a New Tourism Service.

Plan and Manage Meetings (THHGGAO5A)
Exploratory Activity – Prepare, Participate and Report on Your Meeting
This competency relates to the activity Analyse a Tourism Enterprise in Task 1 Develop Tourism Knowledge.

Create and Implement Strategic Product Development Initiatives (THTPPD01A)
Activity - Develop a Marketing Strategy

Exploratory Activity - Develop a Monitoring Strategy

Task - Develop a New Tourism Service

Exploratory Activity – Evaluate your Answers Exploratory Activity – Examine your Skills, Motivation and Character

Activity – Generate New Service Ideas

Activity - Launch your Service

Exploratory Activity – Consider your Results

Exploratory Activity - Test your Marketing Strategy

Activity – Screening your Ideas


This competency aligns with Task 3 Generate a New Tourism Service.

Coordinate Marketing Activities (THHGCS07A)
Activity - Co-ordinate Participation in a Trade and Consumer Show

Task - Co-ordinate Marketing Activities

Activity – Develop a Customised a Service

Activity – Investigate Familiarisations

Activity – Organise an In House Promotion


This competency aligns with Task 5 Co-ordinate Marketing Activities.

Coordinate the Production of Brochures and Marketing Materials (THTSMA01A)
Task – Coordinate the Production of Marketing Material

Activity – Develop a Brochure

Activity – Develop a Newsletter

Activity – Plan the Production of Marketing Material

Activity – Prepare a Brochure for Printing


This competency aligns with Task 7 Co-ordinate the Production of Marketing Materials.

Research Tourism Data (THTPPD02A)
Task – Conduct a Research Project

Activity- Conduct Background Evaluation

Activity – Document Analysis and Interpretation of Data

Activity – Document Conclusions and Recommendations

Activity – Identify Needs and Objectives

Activity - Prepare Documentation and Conduct Research

Activity - Select Research Methodology

Exploratory Activity – Specialist Assistance

Exploratory Activity – Survey

Exploratory Activity - Target Markets
This competency aligns with Task 2 Conduct Research.

Develop and Update Tourism Industry Knowledge (THTTCO01A)
Task - Develop an Inventory to Capture your Knowledge of the Tourism Industry

Activity - Analyse a Tourism Enterprise

Exploratory Activity- Analyse the Future of Your Sector 

Activity – Consider the Impacts of a Tourism Industry Sector

Exploratory Activity Develop a Tourism Skills Inventory

Activity - Profile your Local Tourism and Create a Tourism Experience

Activity – Sketch the Requirements of Different Tourist Groups
This competency aligns with Task 1 Develop Tourism Knowledge.

Develop And Manage Marketing Strategies (THHGLE12A)
Activity - Conduct a Situation Analysis

Activity - Define Your Marketing Objectives

Activity - Define Your Positioning Strategy

Activity - Develop a Marketing Mix Strategy

Task - Develop a Marketing Plan


This competency aligns with Task 5 Develop a Marketing Plan

Establish And Conduct Business Relationships (THHGCS08A)
No specific activities have been designed for this competency
The content related to this competency has been incorporated into a number of activities.  These are:

· Plan, Participate and Report on your Meeting in the task Develop Tourism Industry Knowledge

· Launch Your Service in the Task Develop a New Tourism Service

· Investigate Familiarisations in the Task Co-ordinate Marketing Activities

· Communication Styles in the Task Co-ordinate Marketing Activities

Prepare Business Documents (THHGGA04A)
Activity - Conduct Research

Activity - Determine Document Requirements

Task – Prepare Business Documents
This competency most closely aligns with the seventh activity of Task 4 Prepare Business Documents

Make Presentations (THHGCS04A)
Activity - Prepare and Deliver a Presentation

Exploratory Activity - Audience Analysis

Exploratory Activity – Information Structuring

Exploratory Activity - Types of Presentations

Exploratory Activity - Using Visual Aids

Exploratory Activity - Writing a Presentation


This competency most closely aligns with the seventh activity of Task 2 Conduct Research

Task Based Approach

The task based approach allows learners to approach the content from a problem based perspective.  Learners can access this approach by choosing the Begin Your Project option on the front page. Upon selecting this option learners are presented with the Your Project screen. 

The Your Project screen introduces the learner to a project scenario, which will drive their tasks.  The scenario places the learner as a participant in a Marketing Training Program, which is an initiative of the federal government to develop marketing skills in the tourism industry. The program covers a diverse range of areas related to tourism marketing, consisting of:

· Develop your Tourism Knowledge 

· Conduct a Research Project

· Develop a New Tourism Service

· Prepare Business Documents

· Develop a Marketing Plan

· Co-ordinate Marketing Activities

· Co-ordinate the Production of Marketing Materials 

Each of these areas of tourism is addressed in a task.  These tasks set learners a number of problems and exercises to solve and complete.  In the process of this learners are provided with a number of learner supports to help them develop their solutions.

The Teacher’s Role in the Task Based Approach

It is important that you review the tasks and materials provided in the Toolbox and consider them in the light of your own practice.  You may choose to adopt the approach suggested by the Toolbox, adding resources and discussion topics of your own where appropriate.  As a teacher, you need to work with the learners to identify problems which are appropriate to their situation and to suggest alternative scenarios where necessary.

In addition, you need to provide the framework for group discussions.  Most importantly, you are responsible for assessing the learner’s progress. 

File Naming Conventions 

Content is to be broken into logical file groupings.

HTML files stored in the resource library are all named as xx_description_##.html, where:

· xx is a two digit prefix that refers to the Resource Library or Task folder the module is stored in

· The description is one or two words that relate to the content in the file

· ## is a letter or letters and numbers that indicate the file is an activity.  The letter or letters used in this are either a or ea1 or oa1 

· .html is the file extension for all files.

For example: 01_ecotour.html is the file extension for content related to ecotourism in the first folder of the resource library.

A complete list of the files that make up each task is detailed at the conclusion of each task description in the following section.  

Updating Files

The content of all of the files within the toolbox can be easily changed.  To do so you need to access the toolbox site structure using a Web Development Tool such as Dreamweaver.

Activity and task descriptions are stored both in task and resource library folders.  When updating tasks and activities, you should therefore update them in both the task and resource library folders.

Creating new files requires elements of the code to be changed and updated.  Therefore, it is best to create new files with the help of a programmer.

Learner File Saving Conventions

Within each activity and task description learners are instructed to save their work as Surname_task initials_activity name.document type, where:

· Surname represents the learners surname

· Task initials represent the task initials that have been assigned to the task  (These are listed below)

· Activity name is a one or two word name for the activity

· Document type represents the format of the document created.  For Word documents this is .doc

For instance, In the activity related to an activity that involves creating minutes learners are instructed to save their work as surname_dk_ minutes.doc.  

The names learners are directed to use when saving files is specified in the activity description tables for each task in the task description section of this guide. 

   Task Initials 

Content Module
Task

 - Initials

Develop Industry Knowledge
DK

Research Tourism Data
RD

New Service Development
NS

Prepare Business Documents
PBD

Establish And Conduct Business Relationships
BR

Develop And Manage Marketing Strategies
MP

Coordinate Marketing Activities
MA

Make Presentations
PDP ~

Coordinate The Production Of Brochures And Marketing Material
PB

Task Descriptions

This section contains guides for facilitating each of the Marketing Tourism Products Toolbox tasks, including:

· A task overview

· Ideas underpinning the unit of competency

· Suggested learning process

· Preparation required by the teacher 

· Interactions to expect from learners

· Assessment

· Resources available for the task

· Internet sites for this task.

It is recommended that you read the relevant guide before facilitating a Marketing Tourism Products Toolbox Task.
Task One: Develop an Inventory to Capture your Tourism Knowledge 

Competency

This task relates to the competency Develop and Update Tourism Industry Knowledge (THTTCO01A) which is a competency within the Diploma in Tourism (Marketing and Product Development).

The key elements addressed in this competency are:

· Seek information on the tourism industry

· Update tourism industry knowledge

Task Overview

The learner selects Develop an Inventory to Capture your Tourism Knowledge from Your Project and is presented with the Develop Tourism Industry Knowledge Task Map.  The Develop Tourism Industry Knowledge Task Map provides learners with a task description and access to the Activity Maps that comprise the task. 

The task description details:

· The steps the learner is required to complete the task

· A recommended learning sequence

· A template called the Tourism Knowledge Inventory Kit which is required to be completed in a number of the activities that comprise the task.

The task map also provides access to all of the activities that make up the task.  These activities include:

· Profile your local industry and create a travel experience

· Sketch the requirements of different tourist groups

· Consider the impacts of a tourism industry sector

· Consider your involvement in the tourism industry

· Analyse a tourism enterprise

The learner is provided with a range of materials to assist them in completing these activities.

Ideas Behind this Task

The underlying idea in this task is for the learner to develop an understanding of the tourism industry and to begin researching an area of interest to them.  On completion of this task, learners should have a broad understanding of the tourism industry and of sources of information about the industry.

Preparation Required by the Teacher

Before teaching, it is recommended that you: 

· Read each of the learning resources for this task in the resource library.  

· Investigate all of the links to external web sites that come out of each of the resources.

· Examine all of the activities and consider the ways in which they might be approached.

· Assign a partner to each learner with whom to share ideas and review work.

Suggested Learning Process

In this task the learners should:

· Access the task description

· Access and complete the activities in their recommended order

· Access the suggested resources in the Resource by Activity Library for each task

· Contact a tourism organisation to develop a profile on their activities

· Submit the Tourism Knowledge Inventory Kit and Tourism Portfolio

Interactions to expect from learners

The task of developing a tourism knowledge is broken up into five activities.  Learners are provided with a template to capture their tourism knowledge.  The template will be saved as surname_tkik_temp.doc. 

There are some additional activities, such as Bulletin Board Discussions and Exploratory Activities, which don’t contribute directly to the development of the tourism template.  Learners will either submit work or participate in discussions for these activities.  Any work created during these activities will be saved separately from the template in their Tourism Portfolio which they will create at the beginning of the task. 

The Tourism Portfolio will contain all of the work learners create whilst completing the activities including the template.  Upon completion of the task learners will submit their tourism portfolio to you for assessment. The Tourism Portfolio will be saved as surname_dk_portfolio_folder.doc.

As learners complete the task you are required to give ongoing feedback and support to learners to ensure they are on the right track and approaching activities in an acceptable way.  Learners may also contact you if they are having difficulty contacting a tourism organisation to profile.

The following information details the activities within this task.  

1.Profile your local tourism industry and develop a travel itinerary

Activity
What will be submitted
Your role

Learners need to profile their local tourism facilities and develop a travel itinerary.


Learners will detail their areas local tourism facilities in their Tourism Knowledge Inventory Kit.

After completing their report they will develop a personal profile of themselves as a tourist.  They will save this report as surname_dk_personal.doc and send it to their fellow learner.

Learners are asked to imagine that their fellow learner will visit their local area for a few days.  Learners will create an itinerary for their fellow learner.  They will save their work as surname_dk_itinerary.doc.

Learners are required to review each others work.  They will save their review as surname_dk_itineraryrev.doc.

Learners will store their personal profile, itinerary and review in their Tourism Portfolio.
N/A





2.Sketch the Requirements of Different Tourist Groups

Activity
What will be submitted
Your role

Learners need create sketches of tourists from three different tourist groups.


Learners will sketch their tourists in their Tourism Knowledge Inventory Kit.


N/A

3.Consider the Impacts of the Tourism Industry

Activity
What will be submitted
Your role

Learners need to consider the impacts of a particular sector of the tourism industry.


Learners will detail what they believe to be the positive and negative aspects of a sector of the tourism industry in their Tourism Knowledge Inventory Kit.


N/A

Exploratory Activity

Learners need to develop a report on the future of their sector and participate in a bulletin board activity to in which they summarise the findings of their report.
Learners will include their report in their Tourism Portfolio.  Learners will need to publish a one paragraph summary of their report to the bulletin board.  In their summary learners will need to recommend an internet site that provides good quality information on the tourism industry.  Learners should also include the address of this site along with their personal email address.
You will need to organise an area in the bulletin board for learners to post their summaries.

4. Consider your Involvement in the Tourism Industry

Activity
What will be submitted
Your role

Learners are asked to reflect on their involvement in the tourism industry.


Learners will detail their involvement in the tourism industry in their Tourism Knowledge Inventory Kit.


N/A

Exploratory Activity

Learners are required to consider their current skills in relation to some of the key skills of the tourism industry.
Learners will use their Tourism Knowledge Inventory Kit to detail to map a skills inventory 
N/A

5. Analyse a Tourism Enterprise

Activity
What will be submitted
Your role

Learners need to contact a tourism enterprise and organise to meet with someone from their marketing department.  Following their meeting they need develop a report about the enterprise.


Learners will detail their report in the relevant section of their Tourism Knowledge Inventory Kit.


You may need to help learner find appropriate enterprises to meet with

Exploratory Activity – Prepare for, Participate in and Report on your Meeting

Learners are required to develop an agenda for their meeting, write minutes during their meeting and reflect on the outcome of their meeting.
Learners will add their agenda and a summary of their minutes to their Tourism Portfolio.  The agenda should be saved as surname_dk_agenda.doc. Their minutes should be saved as surname_dk_ minutes.doc.  

Reflections on their meeting will be recorded in their Tourism Knowledge Inventory Kit.
N/A

Resources available for Develop and Update Tourism Industry Knowledge

The following table shows the custom built resources that are available within the Resource Library to assist learners to complete this task.  

Resource
File Path

Accommodation
reslib\01\01_accommodation.html

Ancillary services
reslib\01\01_ancillary.html

Careers in Tourism
reslib\01\01_careers.html

Competitors
reslib\01\01_competitors.html

Consistency of Quality and Performance
reslib\01\01_consist.html

Cultural Change
reslib\01\01_culture.html

Employee Development
reslib\01\01_develop.html

Economic Impacts of Tourism
reslib\01\01_economic.html

Ecotourism
reslib\01\01_ecotuor.html

Local tourism industry
reslib\01\01_enterprise_oa1.html and tasks\01\act_enterprise_brief.html

Environment
reslib\01\01_environmental.html

Finance and Administration in Tourism
reslib\01\01_finance.html

Identify your Goals
reslib\01\01_goals.html

Hamilton Island
reslib\01\01_hamilton.html

Consider the Impacts of a Tourism Industry Sector
reslib\01\01_impacts_oa1.html and tasks\01\act_impacts_brief.html

Interpersonal skills
reslib\01\01_inter.html

Develop a Tourism Skills Inventory
reslib\01\01_inventory_ea1.html

Product Knowledge
reslib\01\01_knowledge.html

Land Access and Usage
reslib\01\01_land.html

Profile your Local Tourism Industry and Create a Tourism Experience
reslib\01\01_local_oa1.html and

tasks\01\act_local_brief.html

Management Style
reslib\01\01_management.html

Marketing
reslib\01\01_marketing.html

Analyse the Future of your Sector
reslib\01\01_marketing_ea1.html

Prepare, Participate and Report on your Meeting
reslib\01\01_meeting_ea1.html

Self Motivation 
reslib\01\01_motivation.html

Organisational Structure
reslib\01\01_organise.html

Products and Services
reslib\01\01_product.html

Retail Travel
reslib\01\01_retail.html

Tourist Services
reslib\01\01_services.html

Internet Sites 

The following table shows the Internet Sites for this task.  These Sites should be checked for accessibility and content relevance at regular intervals.

Internet Sites 
Description

http://www.atc.net.au/intell/factsh/factme.htm
Inbound tourism fact sheet 

http://crtr.crctourism.com.au/
Centre of regional tourism research

http://www.ttvic.com.au/careerch.htm
Allows learners to examine some generic career paths

http://www.ttvic.com.au/opt6.htm
Allows learners to examine the required qualifications for certain positions

http://ecotour.csu.edu.au/ecotour/
Ecotourism association web site

http://www.worksite.actu.asn.au/showall.php3?secid=4
Allows learners to scan a number of jobs and the entitlements associated with them.

https://www.pata.org/frame3.cfm?pageid=55
Links to ecotourism related information within the Pacific Asia Travel Association 

http://worksite.actu.asn.au/showall.php3?secid=4&page=article&artid=199
Links to information about the travel agencies award

http://asuservices.labor.net.au/
The Australian Services Union web site

http://www.jcu.edu.au/school/cea/tourism/past.html
Synopses from the Journal of Tourism

http://www.qttc.com.au/
Tourism Queensland Web site

http://www.hamiltonisland.com.au/
The Hamilton Island web site

http://www.gmu.edu/gmu/personal/time.html
Information on managing time

http://www.ee.ed.ac.uk/~gerard/Management/art9.html
Information on management

http://www.shpm.com/articles/growth/feedback.html
Information on giving and receiving feedback

http://aha.org.au/
Australian Hotels Association

http://www.hotel.org.au
Hotel, Motel and Accommodation Association

http://www.iata.org/
International Air Transport Association

http://www.miaanet.com.au/
Meetings Industry of Australia

etourismnewsletter.com
Internet European Travel Monitor

www.uftaa.com/index2.html
The Universal Travel Agents Association

www.afta.com.au/
Australian Federation of Travel Agents

http://www.btr.gov.au/
Bureau of Tourism Research

http://www.nua.net/surveys/index.cgi?f=FS&cat_id=33
NUA Internet Surveys

http://www.waksberg.com/
Tourism research links

http://www.ee.ed.ac.uk/~gerard/Management/art0.html
Information about group work

http://www.goeureka.com.au/
GOeureka Internet Search Engine

www.excite.com
Excite Internet Search Engine

www.yahoo.com
Yahoo Internet Search Engine

Task Two: Conduct a Research Project

This task relates to the competency Research Tourism Data (THTPPD02A) which is a competency within the Diploma in Tourism (Marketing and Product Development). 

The key elements addressed in this competency are:

· Identify research needs

· Conduct research

· Interpret and apply research results

Task Overview

The learner selects Conduct a Research Project from Your Project and is presented with the Research Task Map.  The Research Task Map provides learners with a task description and access to the Activity Maps that comprise the task. 

The task description details:

· The steps the learner is required to complete the task

· A recommended learning sequence

The task map also provides access to all of the activities that make up the task.  These activities include:

· Identifying Needs and Objectives

· Conducting a Background Evaluation

· Selecting Research Methodology

· Preparing Documentation and Conducting Research

· Documenting Analysis and Interpretation of Data

· Documenting Conclusions and Recommendations

· Preparing and Delivering a Presentation 

The learner is provided with a range of materials to assist them in completing these activities.

Ideas Behind this Task

This task is designed to enable the learner to become familiar with the issues, processes and challenges involved in conducting research in the tourism industry.  By completing this task learners should obtain a broad understanding of the necessary steps that need to be taken in order to conduct market research, draw conclusions and make recommendations based on the data obtained.

Preparation required by teacher

Before teaching, it is recommended that you: 

· Read each of the learning resources for this task in the resource library.  

· Investigate all of the links to external web sites that come out of each of the resources.

· Examine all of the activities and consider the ways in which they might be approached.

· Assign a partner to each learner with whom to share ideas and review work

Suggested learning process

In this task the learners should:

· Complete the activities in their recommended order

· After completing their needs and objectives activities learners should seek approval from you to continue into the subsequent stages

· After completing their research documentation learners should seek approval from you to conduct their research.

Interactions to expect from learners

The task of conducting market research is broken up into six activities. 

At the beginning of the task learners will be directed to create an electronic file called the Tourism Portfolio.  The Tourism Portfolio will contain all of the work learners create whilst completing the activities that comprise this task.  Upon completion of the task learners will submit their Tourism Portfolio to you for assessment. The Tourism Portfolio will be saved as surname_rd_portfolio_folder.doc. 

There are some additional activities, such as Bulletin Board Discussions and Exploratory and Reinforcement Activities, which do not contribute directly to the overall task. Learners will either submit work or participate in discussions for these activities.  Any work created during these activities will be saved in their Tourism Portfolio.  

As learners complete the task you are required to give ongoing feedback and support to learners to ensure they are on the right track and approaching activities in an acceptable way.

In this task learners are required to conduct market research for the selected tourism organisation. Where learners have not already been assigned their tourism organisation, they will be directed to you for assistance in identifying a suitable organisation. It is advisable that these associations are organised prior to learners commencing this task.

The following information details the activities within this task:

1. Identify Needs and Objectives

Activity
What will be submitted
Your role

Learners need to identify their problem(s) and translate these into hypotheses.


Learners will be required to submit their hypotheses to their fellow learner for review. Learners will then be directed to discuss their feedback with their fellow learner and make any changes necessary.    
They will save their work as Surname_rd_needs_rep.doc and submit it to you for review.
Prior to commencing this activity, learners will be directed to you if they have not been placed with an organisation.

This is a key stage in research process. Learners will submit their hypotheses to you for review. You will need to provide feedback on their interpretation of their objectives.

2. Conduct Background Evaluation

Activity
What will be submitted
Your role

Learners are required to conduct a background evaluation of existing resources related to their topic of research.
Learners will write a literature review of all resources they have examined. They will save their work as Surname_rd_back_rep.doc and add it to their Tourism Portfolio.
N/A

3. Select Research Methodology

Activity
What will be submitted
Your role

Learners will need to review the research methodologies available to them and decide upon the most appropriate methodology for their hypotheses, budget, resources and background evaluation.
Learners will develop a one-page synopsis explaining their selection. Their fellow learner will review the document. Once feedback has been received they will be directed to conduct a discussion about the feedback via email.  The synopsis will be saved as Surname_rd_method_rep01.doc

 
N/A

Exploratory Activity – Target Markets
Learners will need to consider the target market for a local attraction they have selected.
Learners will develop a brief paragraph describing their local attraction and it’s target market. They will submit their paragraph to their fellow learner for review.  The paragraph will be saves as Surname_rd_method_rep02.doc and added it to their tourism portfolio.


N/A

4. Prepare Documentation and Conduct Research

Activity
What will be submitted
Your role

Learners will design their research documentation and conduct their research.


Learners will submit documentation to their fellow learner for review.    Following this they will submit the documentation to you for review. This work will be saved as Surname_rd_gather_rep01.doc They will incorporate any or all changes suggested by your and their fellow learner.

Once they have conducted their research they will save their raw data as Surname_rd_gather_rep02.doc.
This is a key stage of the research process. You will need to examine their work and ensure that it is suitable for dissemination amongst the wider public. This may involve asking them to change or completely rework their research documentation. 



Exploratory Activity – Specialist Assistance

Learners will review the websites listed and find another two of their own that they have found useful. They will review some of the sites listed by other learners.
Learners will post their two additional websites to the appropriate section of the Bulletin Board including a brief description of each site.

Learners will save their list as Surname_rd_gather_rep03.doc and add it to their tourism portfolio.
N/A 

Exploratory Activity - Surveys 

Learners need to reflect on a recent experience that they have had completing a questionnaire.


Learners will write a brief description of the experience and how it could have been improved.  They will save their work as Surname_rd_gather_rep04.doc and submit it to their fellow learner for review.  Once they have received feedback they will add it to their tourism portfolio.
N/A



5. Document Analysis and Interpretation of Data

Activity
What will be submitted
Your role

Learners will need to analyse their data using the most appropriate method and present it in a suitable format. The results will also need to be interpreted in the correct context.  
Learner will analyse their raw data using the appropriate technique. They will save their work as Surname_rd_analysis_rep01.doc and add it to their tourism portfolio.

The learner will write a brief paragraph about their analysis and interpretation of their results. They will submit this work to their fellow learner for review.  They will save their work as Surname_rd_analysis_rep02.doc and add it to their tourism portfolio.
N/A

6. Document Conclusions and Recommendations

Activity
What will be submitted
Your role

Based on their analysis and interpretation of their results the learner will need to draw conclusions and make recommendations about their hypotheses.


Learners will develop a one-page synopsis on their conclusions and recommendations based on their hypotheses. They will submit this document to their fellow learner for review. Then save their work as Surname_rd_conclusions_rep.doc and add it to their tourism portfolio.
N/A

7. Prepare and Deliver a Presentation

Activity
What will be submitted
Your role

Learners will need to prepare and present their processes and findings from their research project.  Learners will complete this activity by completing a number of exploratory activities. 
The exploratory activities that comprise this task are listed in the in the section Additional Materials –under the heading prepare and deliver presentation 
N/A 

Resources available for Research Tourism Data

The following table shows the custom built resources that are available within the Resource Library to assist learners to complete this task.  

Resource
File Path

Analysis
Reslib\03\03_analysis.html

Conclusions
Reslib\03\03_conclusions.html

Conduct Background Evaluation
Reslib\03\03_background_oa1.html and tasks\02\act_background_brief.html

Data Types
Reslib\03\03_types.html

Document Analysis and Interpretation of Data
Reslib\03\03_analysis_oa1.html and tasks\02\act_analysis_brief.html

Document Conclusions and Recommendations
Reslib\03\03_conclusions_oa1.html and tasks\02\act_conclusions_brief.html

Focus Groups, Pilot and Case Studies
Reslib\03\03_focus.html

Identify Needs and Objectives
Reslib\03\03_needs_oa1.html and tasks\02\act_needs_brief.html

Interpretation
Reslib\03\03_interpretation.html

Market Segments
Reslib\03\03_segments.html

Needs and Objectives
Reslib\03\03_needs.html

Observation
Reslib\03\03_observation.html

Other Documentation
Reslib\03\03_doc-oth.html

Prepare Documentation and Conduct Research
Reslib\03\03_gather_oa1.html and tasks\02\act_gather_brief.html

Primary
Reslib\03\03_primary.html

Questioning Techniques
Reslib\03\03_questioning.html

Questionnaires and Surveys
Reslib\03\03_surveys.html

Secondary Research
Reslib\03\03_secondary.html

Select Research Methodology
Reslib\03\03_methods_oa1.html and tasks\02\act_mthods_brief.html

Specialist Assistance
Reslib\03\03_specialists.html

Specialist Assistance Exploratory Activity
Reslib\03\03_gath_spec_ea1.html

Survey Documentation
Reslib\03\03_doc-sur.html

Survey Exploratory Activity
Reslib\03\03_gath_sur_ea1.html

Target Markets Exploratory Activity
Reslib\03\03_meth_tar_ea1.html

Time Management
Reslib\03\03_time.html

Internet Sites 

The following table shows the Internet Sites for this task.  These Sites should be checked for accessibility and content relevance at regular intervals.

Internet Sites 
Description

http://www.42.com.au/
42

http://www.ericae.net/ft/tamu/vpiques3.htm
A Brief Guide to Questionnaire Development

http://www.surveys.net.au/company_info.asp
AC Nielsen

http://www.ozemail.com.au/~altares/
Alta Research

http://www.mnav.com/qualitative_research.htm
Articles on Focus Groups

http://www.abs.gov.au
Australian Bureau of Statistics

http://www.abs.gov.au/websitedbs/c311215.NSF/20564c23f3183fdaca25672100813ef1/2ca1bbf5a5d82db8ca2567220072eab3!OpenDocument
Australian Bureau of Statistics

http://www.atc.net.au/
Australian Tourist Commission

http://www.mapnp.org/library/evaluatn/questnrs.htm
Basics of Developing Questionnaires

http://www.btr.gov.au
Bureau of Tourism Research

http://www.nsoe.uconn.edu/siegle/research/Correlation/correlation%20notes.htm
Principles and Methods in Educational Research

http://www.insightexpress.com/survey/index.asp
Create a New Survey

http://www.qrca.org/guide.htm
Ethics in Research

http://www.ozemail.com.au/~ims/
Insight Marketing Strategy

http://www.microsoft.com/education/tutorial/workshop/outlook_time.asp
Managing Your Time Using Outlook

http://www.tourism.gov.au/
Office of National Tourism

http://www.mapnp.org/library/research/overview.htm
Overview of Basic Methods of Collecting Information

http://www.mindtools.com/prtodo.html
Prioritised To Do Lists

http://www.queendom.com/tests/procrastination.html
Queendom Procrastination Test

http://www.statpac.com/surveys/questionnaire-design.htm
Questionnaire Design – General Considerations

http://www.imrworldwide.com/
Red Sheriff

http://www.roymorgan.com.au/
Roy Morgan Research

http://darkwing.uoregon.edu/%7Ergp/PPPM613/class11.htm
Survey Research Sampling and Design

http://www.milton.mse.jhu.edu:8001/research/education/net.html
Searching the Web

http://www.spss.com/tech/stat/kw/Kw56/
Survey Methods

http://www.statpac.com/surveys/disadvantages.htm
Surveys – Disadvantages

http://www.statpac.com/surveys/advantages.htm
Surveys– Advantages

http://www.sweeneyresearch.com.au/
Sweeney research

http://fiat.gslis.utexas.edu/~ssoy/usesusers/l391d1b.htm
The Case Study as a Research Method

http://www.waksberg.com/research.htm
Waksberg’s Tourism Research Links

http://www.spss.com/tech/stat/kw/Kw57/Sursmp57.htm
Writing Survey Questions

Task Three: Develop a New Tourism Service

Competency

This task relates to two competencies Source and Package Tourism Products and Services (THTPPD03A) and Create and Implement Strategic Product Development Initiatives (THTPPD01A).  Both are competencies within the Diploma in Tourism (Marketing and Product Development).

The key elements addressed in the competency Source and Package Tourism Products and Services are:

· Prepare product development plans

· Implement product development plans

· Monitor and Evaluate product development

The key elements addressed in the competency Create and Implement Strategic Product Development Initiatives (THTPPD01A) are:

· Source products

· Package products

Task Overview

The learner selects Develop a New Tourism Service from Your Project and is presented with the New Service Development Task Map.  The New Service Development Task Map provides learners with a task description and access to the Activity Maps that comprise the task. 

The task description details:

· The steps the learner is required to complete the task

· A recommended learning sequence

· A template called the New Service Development Journal (NSDJ) which is used in a number of the activities that comprise the task.

The task map also provides access to all of the activities that make up the task.  These activities include:

· Generate new service ideas

· Idea Screening

· Concept testing and development

· Market Strategy and Market Testing

· Launching your service

The learner is provided with a range of materials to assist them in completing these activities.

Ideas Behind this Task

This task is designed to enable the learner to become familiar with the issues, processes and challenges involved in developing a new tourism service.  By completing this task learners should obtain a broad understanding of the steps required in order to develop a commercially viable tourism service.

Preparation required by teacher

Before teaching, it is recommended that you: 

· Read each of the learning resources for this task in the resource library.  

· Investigate all of the links to external web sites mentioned in the resources.

· Examine all of the activities and consider the ways in which they might be approached.

· Assign a partner to each learner with whom to share ideas and review work.

Suggested learning process

In this task the learners should:

· Complete the activities in their recommended order

· Seek approval from you to develop their new service ideas further after completing the second screening activity entitled Evaluate your Answers. 

· Contact you to organise a time to present their marketing strategy to fellow learners.

· Submit their New Service Development Journal to you for review at the completion of the final commercialisation activity, Monitoring your Commercialisation

Interactions to expect from learners

The task of developing a new tourism service is broken up into five activities.  In completing these activities learners are provided with a New Service Development Journal template to detail their development.  The template will be saved as surname_nsdj_temp.doc.  

At the beginning of the task learners will be directed to create an electronic folder called the Tourism Portfolio.  Upon completion of the task learners will submit their Tourism Portfolio to you for assessment.  The Tourism Portfolio will contain all of the work learners create whilst completing the activities that comprise the task. The New Service Development Journal template will be saved within their Tourism Portfolio.  The Tourism Portfolio will be saved as surname_ns_portfolio_folder.doc.

There are some additional activities, such as Bulletin Board Discussions and Exploratory Activities, which don’t contribute directly to the development of the tourism template.  Learners will either submit work or participate in discussions for these activities.  Any work created during these activities will be saved in their Tourism Portfolio (File names are provided below.)

As learners complete the task you are required to give ongoing feedback and support to learners to ensure they are on the right track and approaching activities in an acceptable way.

After completing the second screening activity entitled Evaluate your Answers learners will seek approval from you to develop their new service idea further.  At this point you need to evaluate the quality of their idea and assess whether they should develop it further. 

The following information details the activities within this task. 

1.Idea Generation

Activity
What will be submitted
Your role

Idea Generation

Learners need to develop three new tourism service ideas


Learners will be required to detail their ideas in their New Service Development Journal.  

They will save their journal as surname_ns_nsdj_temp.doc
N/A

Exploratory Activity – Motivation and Character

Learners are required to consider why they would like to develop a new service.  They will also be asked to consider the skills they bring to this project that will help them succeed
In a bulletin board discussion Learners will discuss their reasons for developing a new service and the skills they believe are required to do so successfully 
You will need to allocate all learners Bulletin Board discussion times.  During these times you will need to monitor discussions to keep them on track

Exploratory Activity- Competitors

Learners will need to examine two services in the tourism industry.  They will need to consider how these could be changed and what impact these changes might have.
Learners will develop a one page report on their service analysis.  The report will be reviewed by their fellow learner and added to their Tourism Portfolio.  The report should be saved as surname_ns_competitor.doc.

After completing their report learners will be directed to participate in a competitor analysis discussion.  To begin the discussion, they will be expected to detail their competitor analysis report to other learners. This includes describing the services they examined, the changes they would like to make and the impact these changes may have.   
You need to allocate learners a time to participate in the competitor analysis Bulletin Board discussion.  You also need to monitor the discussion as it takes place.

2. Screening Ideas

Activity
What will be submitted
Your role

Screening Activity

Learners need to screen the best two ideas they develop in the Generating Ideas Activity.  These ideas need to be screened in relation to a number of questions as detailed in their learning resources and the New Service Development Journal.
Learners will complete the screening section in the New Service Development Journal.


N/A

Evaluation Activity

Learners will evaluate the two ideas they screened and decide whether to develop, abandon, alter or investigate each idea further.


Learners will submit their New Service Development Journal to their fellow learner for review.  Following this they will submit the Journal to you for review. 
 After the learner has submitted their New Service Development Journal, you will need to examine their work and provide feedback as to whether you agree with their evaluation.  You will also need to give the learner advice as to how they should proceed to the next stage of development.  This may involve asking them to alter their preferred idea or to develop a completely new one.  This is a key stage of the development process and therefore should be handled carefully.

3. Concept Testing

Activity
What will be submitted
Your role

Concept Testing Activity

Learners need to develop concept testing statements for their preferred idea and test them with potential users.  
Learners will develop service statements and testing questions.  This work will be reviewed both by their fellow learner and yourself prior to any testing taking place.

surname_ns_conceptstate.doc
After the learner has submitted their concept testing statements and questions to you for review you will need to assess their work and indicate to them whether they should proceed with testing or continue to work on designing their concept statements and questions. 

When a learner is ready for testing you will also need to assign to them a number of other learners to test their concepts with.

Reflecting on the Results Activity

After completing testing learners will be directed to complete a reflection activity based on the results of their testing.


Learners will complete the relevant section of their New Service Development Journal
N/A

4. Marketing Strategy

Activity
What will be submitted
Your role

Marketing Strategy Activity

Learners will outline a marketing strategy for the launch of their new service. 


Learners will detail their Marketing Strategy in their New Service Development Journal.
N/A 

Market Testing (face to face)

Learners are required to present their marketing strategy to their fellow learners with the aim of gaining their support to commercialise their service.

Learners are required to be persuasive and attempt to sell their marketing strategy during their presentation.
Learners can present their Marketing Strategy online or in a classroom format.

The classroom format should be the preferred option as it allows more immediate feedback.

At various times during their presentation fellow learners should have the opportunity to provide feedback.  Feedback should be focused on detailing the flaws and merits of their Marketing Strategy and whether they support it and would invest in it.

At the conclusion of their presentation learners should attempt to summarise the issues raised and gain a sense of the overall level of support for their strategy.

Learners will need to reflect on their presentation in their New Service Development Journal
Learners will contact you for a time to present their work.  You need to allocate learners a time to meet and organise a classroom with the necessary visual facilities.

During each presentation you need to encourage and stimulate feedback between learners.

Market Testing (online) 

Learners that are unable to attend a face to face meeting will be required to present their marketing strategy online.
Learners who present their work online need to develop a concise version of their marketing strategy and present it to other online learners to evaluate.  Fellow learners should post their feedback directly to one another.


You need to monitor online presentations so as to encourage feedback between learners

5. Launch your Service

Activity
What will be submitted
Your role

Launch your Service

Learners are required to list how the tasks required  to commercialise their service.  They are also required to set up a monitoring plan.  


Learners will detail how they would commercialise their service in their New Service Development Journal.
N/A

Exploratory Activity- Monitoring your Commercialisation

In this activity, learners are required to state:

· Who they will meet with

· The purpose of their meetings

· The type of meeting they will hold 

· The location of their meetings
Learners will detail their meeting arrangements in the Monitoring Commercialisation Meeting Matrix in their New Service Development Journal

Following this activity, learners will submit their New Service Development Journal to you.
Assess/ provide feedback as you believe applicable 

Resources available for Develop a New Tourism Service

The following table shows the custom built resources that are available within the Resource Library to assist learners to complete this task.  

Resource
File Path

Alter
reslib\04\04_alter.html

Abandon
reslib\04\04_abandon.html

Characteristics of a New Service Developer
reslib\04\04_character.html

Plan your service Launch
reslib\04\04_commercial.html

Launch your Service 
reslib\04\04_commercial_oa1.html and tasks\03\act_launch_brief.html

Using Competitor’s Services as a Source of Ideas
reslib\04\04_competitors.html

Analysing Competitors
reslib\04\04_competitor_ea1.html

Concept Test your Service Idea
reslib\04\04_concept_oa1.html and

tasks\03\act_concept_brief.html

Reflecting on Your Results
reslib\04\04_concept_e2.html

Ideas from Customers
reslib\04\04_customer.html

Service Delivery
reslib\04\04_delivery.html

Designing Service Statements
reslib\04\04_design.html

Develop
reslib\04\04_develop.html

Evaluate your Answers
reslib\04\04_evaluate_ea1.html 

List the Features and Benefits of your Service
reslib\04\04_features.html

Generate New Service Ideas
reslib\04\04_generating_oa1.html and tasks\03\act_generate_brief.html

Investigated Further
reslib\04\04_investigate.html

Individual Inspiration
reslib\04\04_individual.html

Develop a Marketing Strategy
reslib\04\04_marketstrat_oa1.html and tasks\03\act_marketstrat_brief.html

Market Testing
reslib\04\04_markettest.html

Test your Marketing Activity
reslib\04\04_markettest_ea1.html

Motivation
reslib\04\04_motivation.html

Monitoring Commercialisation
reslib\04\04_monitor.html

Develop a Monitoring Strategy
reslib\04\04_monitor_ea1.html

New Service Development Journal
reslib\04\04_NSDJ.doc

Define your Service’s Position
reslib\04\04_position.html

Set your Price
reslib\04\04_pricing.html

Profit and Loss Report 
reslib\04\04_profitloss..xls

Profit and Loss Report Year Two
reslib\04\04_profitloss. y2.xls

Set a Promotion Budget
reslib\04\04_promotion.html

Consider your motivation, skills and character
reslib\04\04_reasoning_ea1.html

Reflecting on your Results
reslib\04\04_reflection.html

Research
reslib\04\04_research.html

Financial Returns
reslib\04\04_returns.html

Sales forecast
reslib\04\04_sales.xls

Screening your Ideas 
reslib\04\04_screening_oa1.html and tasks\03\act_screening_brief.html

Questions to Screen your Ideas
reslib\04\04_screenquests.html

Ideas from Staff
reslib\04\04_staff.html

Target Marketing
reslib\04\04_targetmark.html

Concept Testing
reslib\04\04_test.html

Timing your Launch
reslib\04_timing.html

Internet Sites 

The following table shows the Internet Sites for this task.  These Sites should be checked for accessibility and content relevance at regular intervals.

Internet Sites 
Description

http://www.sb.gov.bc.ca/smallbus/workshop/cashflow.html#Top of Page
Preparing a Cash Flow Forecast

http://www.bizoffice.com/library/files/contract.txt
Write Your Own Business Contracts Save Time, Money and Aggravation 



http://www.businesstown.com/mindspring/entrepreneur/article4.asp
Entrepreneurial - The Success Formula

http://html.about.com/compute/html/cs/ideascreativity/index.htm?iam=anaconda&amp;terms=idea+generation
Ideas and creativity

http://www.cbsc.org/osbw/salefore.html
Sales forecasting

http://www.bizbound.com/breakeven.htm
Break even point analysis

http://www.bizoffice.com/library/files/cd1.txt
Ideas for low cost promotion

http://abcnews.go.com/sections/business/YourBusiness/sbb990616.html
Make your price right

http://hsb.baylor.edu/html/rajaratn/htmfiles/3305tmkt/sld020.htm
Market positioning

http://www.tenonline.org/art/mm1/9305.html
Marketing basics

http://www.bizbound.com/busplan001.htm
Business plans

http://www.action-links.com/businesspages/3principles.htm
Three principles of web based marketing

http://www.marketingtips.com/tipsltr.html
How to promote business on the internet

Task Four: Produce a Business Document

Competency

This task relates directly to the endorsed competency Prepare Business Documents (Unit THHGGA04A). 

The elements of this competency covered in this task include:

· Determine document requirements

· Conduct research

· Prepare document

· Follow up document

Task Overview

The learner selects Produce a Business Document from the Your Project Map and is presented with the Produce a Business Document Task Map.  This map allows learners to access a task description and subsequent activity maps for the activities that comprise the task. 

The task description details:

· The steps the learner is required to complete the task

· A recommended learning sequence

The learner is required to complete a number of activities to complete this task, these include:

· Determine Document Requirements

· Conduct Research

· Develop a Business Document

The learner is provided with a range of support tools to assist them in completing these activities.

Ideas Behind this Task

The underlying idea in this task is for the learner to gain the skills necessary to produce a business document.  The task encourages the learner to think about the various theoretical underpinnings, as well as the more immediate concerns of how business documents can be made more effective in completing their purpose.

Preparation required by teacher

Before teaching, it is recommended that you: 

· Read each of the learning resources for this task in the resource library.  

· Investigate all of the links to external web sites that come out of each of the resources.

· Examine all of the activities and consider the ways in which they might be approached.

Assign a partner to each learner with whom to share ideas and review work.

Suggested learning process

In this task the learners should:

· Complete the activities in their recommended order

· Save their work where required, and send it to you for review.

Interactions to expect from learners

There are a number of activities that the learner must complete that contribute to the overall task. These are detailed below. As learners complete the task you are required to give ongoing feedback and support to learners to ensure they are on the right track and approaching activities in an acceptable way.

At the beginning of the task learners will be directed to create an electronic folder called the Tourism Portfolio.  Upon completion of the task learners will submit it to you for assessment.  The Tourism Portfolio will contain all of the work they create whilst completing the activities that comprise the task.  The Tourism Portfolio will be saved as surname_pbd_portfolio_folder.doc.

Determine Document Requirements

Activity
What will be submitted
Your role

Planning Activity
At this stage the leaner will start laying the ground work for their business document
The learner will write up your findings in a brief report.

They will save their report as surname_pbd_docreqs.doc
N/A





Conduct Research

Activity
What will be submitted
Your role

Research Activity
This activity requires the learner to research their topic of choice.
The learner will investigate their topic of choice and collate their findings. These findings will be used in the final document, that they will produce in the following activity.

They will save their document as  surname_pbd_research.doc
N/A

Develop a Business Document

Activity
What will be submitted
Your role

Development Activity
At this stage the learner will need to write their business document and develop a follow up plan.


The learner will submit their business document and follow up plan to you.

The learner will save their document as surname_pbd_business.doc. And their follow up plan as surname_pbd_followup.doc
Assess and provide feedback as you believe necessary

Resources available for Produce a Business Document

The following table shows the custom built resources that are available within the Resource Library to assist learners to complete this task.

Resource
File Name

Task - Produce a Business Document
/tasks/04/task_brief.html and reslib/05/task_brief.html

Activity - Determine Document Requirements
tasks/04/act_1_determine_document_requirements_brief.html and reslib/05/act_1_determine_document_requirements_brief.html

Planning Business Documents
Reslib/05/05_planning_long_reports.html

Forms of Business Documents
Reslib/05/05_forms_of_business_documents.html

Activity - Conduct Research
tasks/04/act_2_conducting_research_brief.html and reslib/05/act_2_conducting_research_brief.html

Activity - Develop a Business Document
tasks/04/act_3_prepare_document_brief.html and reslib/05/act_3_prepare_document_brief.html

Preparing Business Documents 
Reslib/05/05_preparing_document.html

Writing Business Letters
Reslib/05/05_writing_business_letters.html

Writing Memos 
Reslib/05/05_writing_memos.html

Writing Reports
Reslib/05/05_writing_short_reports.html

Writing Technical Documents
Reslib/05/05_writing_technical_documents.html

Writing Policies And Procedures
Reslib/05/05_writing_policies_and_procedures.html

Writing Persuasive Letters
Reslib/05/05_writing_persuasive_letters.html

Writing Proposals
Reslib/05/05_writing_proposals.html

Follow Up Document
Reslib/05/05_follow_up_document.html

Internet Sites 

The following table shows the Internet Sites for this task.  These Sites should be checked for accessibility and content relevance at regular intervals.

Internet Sites 
Description

http://englishplus.com/grammar/00000147.htm
Business Letters 



http://enterprise.powerup.com.au/htmlxp/pu/emailhow.htm
A Beginner's Guide To Effective Email



http://www.businesstown.com/forms/forms.asp
Business Forms 



http://www.aare.edu.au/99pap/smi99485.htm
Are There Any Answers Out There? Children, Their Questions, Student Teachers And The Internet.



http://www.abs.gov.au/websitedbs/c311215.NSF/20564c23f3183fdaca25672100813ef1/2ca1bbf5a5d82db8ca2567220072eab3!OpenDocument 
Australian Bureau Of Statistics



http://www.atc.net.au 
Australian Tourist Commission



http://www.btr.gov.au 
Bureau Of Tourism Research 



http://www.btr.gov.au/conf_proc/1999_Abstracts/ak.html#belk 
"Where Are The Penguins? Antarctic Flights As Tourist Experience"



http://www.businesstown.com/forms/forms.asp 
Business Letters & Forms - Professional Forms



http://www.businesstown.com/forms/letters.asp 
Business Letters & Forms - Professional Letters



http://www.cnam.fr/deg/lips/toolbox/toolbox2.html 
A Toolbox For Scenario Planning



http://www.dac.neu.edu/english/mywr/studentr/memo1.htm 
Example Of Standard Memo Format



http://www.easytraining.com/networking.htm 
Networking On The Net 



http://www.geocities.com/Eureka/Office/2655/howtowrite.html 
How To Improve The Quality Of Your Writing



http://www.mapnp.org/library/commskls/netiquet/netiquet.htm 
Etiquette: Techniques And Styles Of E-Mail And On-Line Groups



http://www.mbnet.mb.ca/lucas/travel/htgrep.cgi?Australia 
Tourism Offices Worldwide Directory



http://www.msu.edu/course/prr/840/econimpact 
Economic Impacts Of Recreation And Tourism



http://www.pubpol.duke.edu/courses/pps55/handouts/memo.html 
Memo On Memos

http://psychology.about.com/gi/dynamic/offsite.htm?site=http%3A%2F%2Fwww.accel-team.com%2Fmotivation%2Findex.html
Motivation Theory and Practice

http://www.sdc.uwo.ca/writing/owlhandout/shortreport.html 
How To Write The Short Informal Report



http://www.sfsite.com/07b/ant37.htm 
Antarctica - Kim Stanley Robinson



http://www.smithfam.com/news/jan01c.html 
Why You Absolutely Must Learn Internet Etiquette!



http://www.stanford.edu/~harryg/protected/secured6/Chapter17.htm 
Organising And Writing Short Reports And Proposals



http://www.tourism.gov.au 
Sport And Tourism Division, Department Of Industry, Science And Resources



http://www.waksberg.com/research.htm 
Tourism Research Links


http://www.wuacc.edu/services/zzcwwctr/persuasive-ltrs.wm.txt 
Strategies For Writing Persuasive Letters 



Task Five: Develop a Marketing Plan

Competency

This task relates to the competency Develop and Manage Marketing Strategies (THHGLE12A). The key elements addressed in this competency are:

· Analyse the market

· Prepare marketing strategies

· Implement and monitor marketing activities

· Conduct ongoing evaluation

Task Overview

The learner selects Develop a Marketing Plan from the project plan and is presented with the Develop a Marketing Plan Task Map.  The Develop a Marketing Plan Task Map provides learners with a task description and access to the Activity Maps that comprise the task. 

The task description instructs the learner to:

· Develop a marketing plan for their organisation

· Complete the eight sequential activities involved in developing this plan

· Use the Marketing Plan Template to write the marketing plan

The task map also provides access to all of the activities that make up the task.  These activities include:

1. Marketing Theory

2. Situation Analysis

3. Marketing Objectives

4. Target Markets

5. Positioning Strategy

6. Marketing Mix Strategy

7. Implementation

8. Monitoring

The learner is provided with a range of materials to assist them in completing these activities.

Ideas Behind this Task

The underlying idea in this task is for the learner to develop:

· An understanding of marketing theory

· The ability to apply this theoretical knowledge 

On completion of this task, learners should have:

· A broad understanding of marketing

· The ability to write a marketing plan

· The ability to locate marketing information sources

Preparation Required by Teacher

Before teaching, it is recommended that you:

· Read each of the learning resources for this task in the Resource Library  

· Investigate all of the links to external web sites that are mentioned in each of the resources

· Examine all of the activities and consider ways in which they might be approached

· Assign a partner to each learner with whom to share ideas and review work

· Complete the task so that you understand it from the learner's perspective

By completing these activities yourself, you will be better prepared to assess submissions by learners and to enhance the task for learners by adding aspects to the solution for bonus marking.

Suggested Learning Process

In this task the learners should:

· Access the task description

· Access the activities in their recommended order

· Access the suggested resources in the Resource Library for each task

· Submit the completed marketing plan template and Tourism Portfolio

Interactions to Expect From Learners

The task of developing a marketing plan is broken up into eight smaller activities. By completing all of these activities, learners will complete the marketing plan. Work will be submitted for each of the eight activities. You are required to give ongoing feedback to ensure learners are on the right track with their marketing plan.

At the beginning of the task learners will be directed to create an electronic folder called the Tourism Portfolio.  Upon completion of the task learners will submit their Tourism Portfolio to you for assessment.  The Tourism Portfolio will contain all of the work learners create whilst completing the activities that comprise the task.  The Tourism Portfolio will be saved as surname_ns_portfolio_folder.doc.

Learners have been given a template to use for writing their marketing plan. Any work that is part of the marketing plan will be written into the marketing plan template. The template will be saved as Surname_mp_temp.doc and included as part of the Tourism Portfolio.

1. Marketing Theory

Activity
What learners will submit
Your role

Multiple Choice Quiz

Learners are required to complete a short multiple quiz on marketing theory.


The completed quiz.

Work will be saved as: Surname_mp_theory_rep.doc
Review the quiz and provide feedback as you feel necessary.

2. Situation Analysis

Activity
What learners will submit
Your role

Conduct a Situation Analysis

Learners are required to conduct a situation analysis for their organisation and summarise their findings in an issues statement and SWOT matrix.
An issues statement that addresses internal and external factors and contains a SWOT matrix.

Work will be saved in the marketing plan template. 
Review the work and provide feedback as you feel necessary.

Reinforcement Activity - Market Share 

Located in the content file 07_sa_internal_mp.html

Learners are required to complete the following activity:

A theme park marketing manager is conducting a market share analysis. In 1997 the theme park reaped total sales of $500 000. In the same year the overall industry sales were $2 000 000. 

In 1999 the theme park’s total sales figure was $375 000. The total sales figure for the entire industry was $875 000. 

1. What was the market share percentage for the theme park in 1997? (25%)

2. What was the market share’s percentage for the theme park in 1999? (43%)

3. What happened to the total sales of the theme park between 1997 and 1999? (decreased)

4. What happened to the total industry sales between 1997 and 1999? (decreased)

5. What happened to the theme park’s market share between 1997 and 1999? (increased)


The answers to questions one through five. Learners will compare their results with their fellow learner. Work will be saved as:
Surname_mp_marketposition_rep.doc and included in the Tourism Portfolio.
If the learner is having problems they will contact you  for assistance.

Bulletin Board Discussion – Competitive Advantage

Discussion introduction is located in the content file 07_sa_external_ca.html

Students are asked to look at the web sites of two major tourism organisations and write one paragraph on what they believe the competitive advantages of those organisations are. Students will analyse these competitive advantages in Bulletin Board Discussion.


Learners will post a one paragraph summary of the competitive advantages of the two organisations investigated.
You need to allocate learners a time to participate in the competitor advantage Bulletin Board discussion.  You also need to monitor and make prompts as the discussion takes place.

3. Marketing Objectives

Activity
What learners will submit
Your role

Develop an Objectives Statement

Learners are asked to develop marketing objectives for their organisation


1. Mission Statement

2. Marketing Objectives listed in order of priority

Work will be saved in the marketing plan template.
Review the work and provide feedback as you feel necessary.

4. Target Markets

Activity
What learners will submit
Your role

Define and Select Target Markets

Learners are asked to segment the market and then select segments to target.
Description of target markets and reasons for selection.

Work will be saved in the marketing plan template.
Review the work and provide feedback as you feel necessary.

5. Positioning Strategy

Activity
What learners will submit
Your role

Develop a Positioning Statement

Learners are asked to explore the organisation’s competitive advantages. The most appropriate advantages are selected and incorporated into a positioning statement.
Statement outlining positioning strategy of organisation.

Work will be saved in the marketing plan template.
Review the work and provide feedback as you feel necessary.

6. Marketing Mix Strategy

Activity
What learners will submit
Your role

Develop a Marketing Mix Strategy

Learners are asked to explore the marketing mix concept and then develop a marketing mix strategy for their organisation.

They must include a strategy for each of the four Ps: services, place, promotions and price.

The four additional elements of people, packaging, programming, partnership are non compulsory. Learners may select to write strategies for any of these elements if relevant to their organisation.
A marketing strategy for the four compulsory mix elements, and possibly strategies for any of the four non compulsory elements.

Work will be saved in the marketing plan template.
Learners may require assistance in selecting non compulsory marketing mix elements to include in their strategy.

Review the work and provide feedback as you feel necessary.

Reinforcement Activity - Services

Activity is located in the content file 07_mm_service.html

Students are asked to consider a number of items and decide which lifecycle stage they are in. Students will discuss their answers with their fellow learner.
NA
NA

7. Implementation

Activity
What learners will submit
Your role

Develop an Action Plan

Learners are asked create an Action Plan detailing activities, timetables and personnel responsibilities.
Action Plan table.

Work will be saved in the marketing plan template.
Review the work and provide feedback as you feel necessary.

Communication Channels

Learners are required to consider the communication channels in their organisation and assess whether the communication channels are effective, if any changes need to be made, and whether the present communication channels will allow their action plan to be implemented effectively.
Half a page summary of their findings.

Work will be saved as:

Surname_mp_implementation_rep.doc
Review the work and provide feedback as you feel necessary.

8. Monitoring

Activity
What learners will submit
Your role

Outline Monitoring Procedures

Learners are required to outline the monitoring procedures for each of the marketing objectives. Any additional general monitoring requirements should be specified.
Monitoring procedures outline.

Work will be saved in the marketing plan template.
Review the entire marketing plan and grade as appropriate.

Resources Available for Develop and Manage Marketing Strategies

The following table shows the custom built resources that are available within the Resource Library to assist learners to complete this task.  

Resource
File Path

Action Plan
reslib\07\07_implement_ap.html

Activity – Conduct a Situation Analysis
reslib\07\07_sa_a.html and
tasks\05\ act_sa_brief.html

Activity – Define Your Marketing Objectives
reslib\07_objectives_a.html and
tasks\05 act_objectives_brief.html

Activity – Define Your Positioning Strategy
reslib\07\07_pos_a.html and
tasks\05 act_pos_brief.html

Activity - Develop a Marketing Mix Strategy
reslib\07\07_mm_a.html and
tasks\05\ act_mm_brief.html

Activity – Implementing A Marketing Plan
reslib\07\07_implement_a.html and
tasks\05\ act_implement_brief.html

Activity – Marketing Theory
reslib\07\07_theory_a.html
and tasks\05 act_theory_brief.html

Activity – Outline Monitoring Procedures
reslib\07\07_monitor_a.html and
tasks\05 act_monitor_brief.html

Activity – Select Your Target Markets
reslib\07\07_tm_a.html
and tasks\05 act_tm_brief.html

Additional 4Ps
reslib\07\07_mm_ad4p.html

Communication Lines
reslib\07\07_implement_com.html

Evolution of the Marketing Concept
reslib\07\07_theory2.html

External Factors
reslib\07\07_sa_external.html

Information Sources
reslib\07\07_sa_info_source.html

Internal Factors – Marketing Mix and Market Share
reslib\07\07_sa_internal2.html

Internal Factors - Objectives and Resources
reslib\07\07_sa_internal1.html

Introduction  to Marketing Theory
reslib\07\07_theory1.html

Market Segments
reslib\03\03_segments.html

Marketing Mix Explained
reslib\07\07_mm_explained.html

Marketing Objectives
reslib\07\07_ objectives.html

Marketing Plans
reslib\07\07_theory4.html

Monitoring Marketing Activities
reslib\07\07_monitor.html

Place
reslib\07\07_mm_place.html

Planning Using Lifecycle Concept
reslib\07\07_mm_service_plan.html

Positioning Explained
reslib\07\07_pos_explained.html

Positioning Strategies
reslib\07\07_pos_strategies.html

Price
reslib\07\07_mm_price.html

Promotional Methods Electronic Broadcast
reslib\07\07_mm_promo_elec.html

Promotional Methods Personal Selling
reslib\07\07_mm_promo_ps.html

Promotional Methods Print Advertising
reslib\07\07_mm_promo_print.html

Promotional Methods Public Relations
reslib\07\07_mm_promo_pr.html

Promotional Methods Web based
reslib\07\07_mm_promo_web.html

Promotions
reslib\07\07_mm_promo.html

Services
reslib\07\07_mm_service.html

Situation Analysis
reslib\07\07_sa.html

Steps in Target Marketing
reslib\07\07_tm_steps.html

SWOT Analysis
reslib\07\07_sa_swot.html

Target Marketing
reslib\07\07_tm.html

Task – Develop a Marketing Plan
reslib\07\07_task.html and
tasks\05\ task_brief.html

The Process of Marketing
reslib\07\07_theory3.html

Internet Sites 

The following table shows the Internet Sites for this task.  These Sites should be checked for accessibility and content relevance at regular intervals.

Internet Sites 
Description

http://www.mapnp.org/library/ad_prmot/defntion.htm
Basic marketing definitions

http://www.bizmove.com/marketing/m2a.htm
Introduction to small business marketing

http://sol.brunel.ac.uk/~jarvis/bola/marketing/mix.html
The marketing mix

\\TERMSVR\PROJECTS\\sol.brunel.ac.uk\appleroot\apple0.html
Sample marketing plan-Apple Computer 

http://www.morebusiness.com/templates_worksheets/bplans/printpre.brc
Sample marketing plan- AMT

http://www.businessmonitor.co.uk/
UK business monitor

http://www.economist.com/
The Economist

http://www.mapnp.org/library/mrktng/mk_rsrch/needs.htm
Methods to get Feedback from Customers 

http://www.entarga.com/mktgplan/custanal.htm
Customer analysis

http://www.onlinewbc.org/docs/market/mk_mplan_competitor.html
Competitor and Issue Analysis

nce.co.uk/aware/competitor-analysis.htm
Competitor analysis- a brief guide

http://www.flightcentre.com.au/FlightCentre3/home.jsp
The Flight Centre

http://www.corp-travel.com/
The Corporate Travel Concept

http://www.dti.gov.uk/mbp/bpgt/m9ka00001/m9ka000013.html
The essential foundation: understanding markets 

http://www.onlinewbc.org/DOCS/market/mk_mplan_competitor.html
Marketing plan components: competitor and issues analysis

http://www.seeit.net/cbstax/tips10.html
How to create your company’s identity

http://www.office.com/global/0,2724,1974-18258,FF.html
Identify your target market

http://www.onlinewbc.org/docs/market/mk_net_mkting_ideas.html
Internet marketing ideas

http://www.mapnp.org/library/pblc_rel/basics.htm#anchor4293952275
Major methods of advertising

http://capacitybuilder.co.uk/promo/checklist3.htm
Checklist: Set a Promotional Budget

http://www.marketinglibrary.com/sme-fr5-advertising.htm
List of advertising articles

http://www.entrepreneur.com/Your_Business/YB_SegArticle/0,4621,264923,00.html
Radio and TV Advertising

http://www.sell.org/sme-fr5-promotion.htm
SME International: Promotional Marketing Articles

http://advertising.about.com/library/weekly/aa122600a.htm
Unleashing Your Ad Dollars in Newspapers

http://www.wilsonweb.com/articles/
Web Marketing Today

http://www.mapnp.org/library/infomgnt/e_cmmrce/e_commerce.htm#anchor989710
Worldwide web: building, managing and promoting your web page

http://www.webcom.com/seaquest/sbrc/freepub.html
The inside secrets of free publicity for your business

http://www.electricpr.com/reading_room.htm
Media relations primer

http://www.si.umich.edu/~pne/acadtalk.htm#Heading3
Principles of effective speeches

http://www.smartbiz.com/sbs/arts/iam8.htm
Positive and negative attributes of newspapers

http://209.241.14.8/fmpro?-db=library.fp5&-format=content/solution.htm&record=0054&-find
How to create a long range plan

Task Six: Co-ordinate Marketing Activities

Competency

This task relates to the competency Co-ordinate Marketing Activities (THHGSC07A). The key elements addressed in this competency are:

· Plan marketing and promotional activities

· Co-ordinate participation in trade and consumer shows

· Co-ordinate in house promotions

· Co-ordinate familiarisations

· Undertake a general public relations role

· Develop special products to meet customer needs

· Review and report on promotional activities

Task Overview

The learner selects Co-ordinate Marketing Activities from the Your Project screen and is presented with the Co-ordinate Marketing Activities Task Map.  The Co-ordinate Marketing Activities Task Map provides learners with a task description and to the Activity Maps that comprise the task. 

The task description instructs learners to co-ordinate the marketing and promotional activities of their organisation. To do this, the learner must complete four activities:

· Co-ordinate participation in a trade and consumer show

· Organise an in house promotion

· Investigate familiarisations

· Develop a customised service 

Resources are provided to help the learner complete this activity.

Ideas Behind this Task

The underlying idea in this task is for the learner to develop their ability in planning, carrying out and reviewing marketing activities. A number of different marketing activities are used to demonstrate the range of possible activities, and to introduce the learner to the relevant issues. 

Preparation Required by Teacher

Before teaching, it is recommended that you:

· Read each of the learning resources for this task in the Resource Library  

· Investigate all of the links to external web sites that are mentioned in each of the resources

· Examine all of the activities and consider ways in which they might be approached

· Assign a partner to each learner with whom to share ideas and review work

· Complete the task so that you understand it from the learner's perspective

By completing these activities yourself, you will be better prepared to assess submissions by learners and to enhance the task for learners by adding aspects to the solution for bonus marking.

Suggested Learning Process

In this task the learners should:

· Access the task description

· Access the activities in their recommended order

· Access the suggested resources in the Resource Library for each task 

· Submit work for each of the four activities

Interactions to Expect From Learners

To complete the task of co-ordinating marketing activities, learners must complete four activities. Learners will submit work for each of the four activities. You are required to give feedback on all four pieces of work.

Trade and Consumer Shows

Activity
What learners will submit
Your role

Co-ordinate participation in a trade or consumer show

Section A

Learners are required to investigate the variety of trade and consumer shows, or exhibitions. They must then select the most appropriate event for their organisation to participate in.

Section B

Write a checklist of all the tasks that need to be completed prior to participation.


Section A

Promotional material, or website addresses for at least five different trade and consumer shows or exhibitions.

A report outlining their reasons for selecting one of these shows for their organisation to participate in. 

Work will be saved as:

Surname_ma_show1_rep.doc

Section B

A checklist of all the tasks to be completed prior to participating in the show.

Work will be saved as:

Surname_ma_show2_rep.doc
Inform the learners of any relevant shows or exhibitions that you know of.

Review the submitted work and provide feedback as appropriate.

In House Promotions

Activity
What learners will submit
Your role

Organise an In House Promotion

Learners are asked to select an appropriate service for an in house promotion, write a plan for the promotion and to create a media  release advertising the promotion.


1. A strategy plan for an in house promotion.

2. A media release for the promotion

Work will be saved as:

Surname_ma_house_rep.doc 
Review the submitted work and provide feedback as appropriate.

Familiarisations

Activity
What learners will submit
Your role

Investigate Familiarisations

1. Learners are asked to investigate both the concept of familiarisations, and the planning required to organise one.

2. Learners are asked to conduct a web search and find five organisations who offer familiarisation trips.

3.     Learners are asked to list:

Five ways networking is important to familiarisations

Five ways in which networks can be established in the travel industry


1. A report outlining what a familiarisation trip is, and how to go about organising one.

2. Summary information on five different familiarisation trips.

3. Learners will post their ten ideas on the Bulletin Board and participate in the Bulletin Board discussion as directed.
1. and 2.  Review the submitted work and provide feedback as appropriate.

3.    You need to allocate learners a time to participate in the Bulletin Board discussion.  You also need to monitor the discussion and provide prompts as appropriate.

Customising Services

Activity
What learners will submit
Your role

Develop a Customised Service

1. Learners are asked to select a group with specific needs and wants, and develop a strategy for customising an already existing service for this group.

2. Learners are asked to write a strategy for evaluating the success of their customised service. 


1. A strategy for service customisation

2. A review strategy

Work will be saved as:

Surname_customise_rep.doc
Review the submitted work and provide feedback as appropriate.

Resources Available for Co-ordinate Marketing Activities

The following table shows the custom built resources that are available within the Resource Library to assist learners to complete this task.  

Resource
File Path

Activity – Co-ordinate Participation in a Trade and Consumer Show
reslib\08\08_shows_a.html and
tasks\06\act_shows_brief.html

Activity – Develop a Customised a Service
reslib\08\08_customise_a.html and
tasks\06\act_customise_brief.html

Activity – Investigate  Familiarisations
reslib\08\08_famil_a.html and
tasks\06\act_famil_brief.html

Activity – Organise an In House Promotion
reslib\08\08_house_a.html and
tasks\06\act_house_brief.html

Assessing Invitations to Familiarisations
reslib\08\08_famil3.html

Customising Services
reslib\08\08_customise1.html

Familiarisations Explained
reslib\08\08_famil1.html

In House Promotions Explained
reslib\08\08_house1.html

Investigating Trade and Consumer Shows
reslib\08\08_shows1.html

Maintaining Business Relationships
reslib\06\06_maintaining.html

Organising a Familiarisation
reslib\08\08_famil2.html

Planning In House Promotions 
reslib\08\08_house3.html

Planning Marketing Activities
reslib\08\08_house2.html

Planning Participation in Trade and Consumer Shows
reslib\08\08_shows3.html

Public Relations
reslib\07\07_mm_promo_pr.html

Reviewing
reslib\08\08_customise2.html

Selecting Appropriate Trade and Consumer Shows for Participation
reslib\08\08_shows2.html

Task - Co-ordinate Marketing Activities
reslib\08\08_task.html and
tasks\06\ task_brief.html

Internet Sites 

The following table shows the web sites for this task.  These sites should be checked for accessibility and content relevance at regular intervals.

Internet Sites 
Description

http://www.mcmb.net.au/trade_media/pubmeetcal.phtml
Melbourne Conventions Calendar 

http://www.tourhosts.com.au/conferences/conferences.html
Tour Hosts Pty Ltd

http://www.dmgworldmedia.com/
DMG World Media

http://www.expocentral.com/travel/expo_Australia.html
International travel and tourism exhibitions, fairs and trade shows in Australia

http://www.advanstar.com/
Advanstar - travel/ hospitality

http://www.tourism.org.au/
Tourism Council of Australia

http://www.ozemail.com.au/~fnq/rta/index.html
Australian Regional Tourist Associations

http://www.webcom.com/seaquest/sbrc/freepub.html
The inside secrets of free publicity for your business

http://www.electricpr.com/reading_room.htm
Media Relations Primer

http://www.si.umich.edu/~pne/acadtalk.htm#
Principles of effective speeches

http://www.passovervacations.com/
Passover in the Islands and American Southwest

http://www.vegiventures.com/
VegiVentures

http://www.ahram.org.eg/weekly/1999/411/su1.htm#top
Al Ahram – Weekly Online

Task Seven: Produce a Newsletter and Brochure

These content areas relate directly to the endorsed competency Coordinate the Production of Brochures and Marketing Materials (THTSMA01A)  

The key elements addressed in this task include:

· Plan the Production of Brochures and Marketing Materials

· Produce information for inclusions

· Obtain quotations for artwork and printing as appropriate

· Develop final copy for brochures and marketing materials

· Coordinate the production of brochures and marketing materials

Task overview

The learner selects Produce a Newsletter and Brochure from the Your Project Map and is presented with the Produce a Newsletter and Brochure Task Map.  This Task Map allows learners to access a task description and subsequent activity maps that comprise the task.

The task description instructs the learner to:

· Follow the recommended development sequence in order to produce a newsletter and brochure

· Save their work in the form of reports, and their actual newsletter and brochure.

There are four activities that comprise this task:

· Plan the Production of Marketing Material
· Develop a Newsletter

· Develop a Brochure
· Prepare a Brochure for Printing
The learner will be provided with a range of support tools to assist them in completing these activities. 

Ideas Behind this Task

The underlying idea in this task is for the learner to gain the skills necessary to produce marketing material – both in newsletters and brochures - of a professional level. The task encourages the learner to think about the various theoretical underpinnings, as well as the more immediate concerns of how brochures and newsletters can be made to look more appealing for readers.

Preparation required by teacher

Before teaching, it is recommended that you: 

· Read each of the learning resources for this task in the resource library.  

· Investigate all of the links to external web sites that come out of each of the resources.

· Examine all of the activities and consider the ways in which they might be approached.

Assign a partner to each learner with whom to share ideas and review work. 

Interactions to expect from learners

There are a number of activities that the learner must complete that contribute to the overall task.  The predominant interaction to expect from learners is the submission of work for assessment.  Learners will submit three reports and one fully completed brochure and newsletter in the course of completing this task.

Learners that encounter difficulty in using desk top publishing equipment may contact you for assistance.

Planning the Production of Marketing Material

Activity
What will be submitted
Your role

Planning Activity
Learners are required to imagine that they have been asked by STA Travel to promote one of their tourism packages. They will base their marketing material on the package they select from the STA web site.
Learners will then create a marketing material plan based on this information. 

They will save their plan as surname_pb_plan_rep.doc, and send it to their fellow learner for feedback
N/A

Develop a Newsletter

Activity
What will be submitted
Your role

Newsletter Activity

Learners are required to develop a newsletter for STA that includes package and fair information and also includes an article on an issue of the tourism industry.
Learners will save your newsletter as surname_pb_newsletter and send it to you.
Assess and provide feedback as required

Develop a Brochure

Activity
What will be submitted
Your role

Brochure Activity

Learners will be required to develop a Brochure and report on the development of their brochure.
They will save their report on their production decisions as surname_pb_developbrochure_rep and send it to you.

They will save the actual brochure as surname_pb_developbrochure.
Assess and provide feedback as required 

Prepare a Brochure for Printing

Activity
What will be submitted
Your role

Printing Activity

Learners will research printing companies to attain quotes for the printing of their marketing material. This is so that they can gain an understanding of what is involved in preparing a brochure for printing.
Learners will save their report as surname_pb_printbrochure.doc.
N/A

Resources available for Develop a New Tourism Service

The following table shows the custom built resources that are available within the Resource Library to assist learners to complete this task.

File Name
Location

Produce a Newsletter and Brochure
tasks/07/task_brief.html and reslib/10/task_brief.html

Plan the Production of Marketing Material
tasks/07/act_plan_the_production_of_marketing_material_brief.html and reslib/10/act_plan_the_production_of_marketing_material_brief.html

Types of Marketing Material
Reslib/10/10_types_of_marketing_material.html

Customer Needs and Wants
Reslib/10/10_customer_needs_and_wants.html

Scheduling
reslib/10/10_scheduling.html

Competition
reslib/10/10_competition.html

Budgeting 
reslib/10_budgeting.html

Develop a Newsletter 
tasks/07/act_develop_a_newsletter_brief.html AND  reslib/10/act_develop_a_newsletter_brief.html

Writing Content 
Reslib/10/10_writing_content.html

Legal Issues 
Reslib/10/10_legal_issues.html

Checklist
Reslib/10/10_checklist.html

Develop a Brochure
/tasks/07/act_develop_a_brochure_brief.html and reslib/10/act_develop_a_brochure_brief.html

Dimensions 
reslib/10/10_dimensions.html

The Front Cover 
reslib/10/10_the_front_cover.html

Papers and Envelopes
reslib/10/10_papers_and_envelopes.html

Use of Colour 
reslib/10/10_use_of_colour.html

Image Libraries
reslib/10/10_image_libraries.html

Buying Illustrations and Photography 
reslib/10/10_buying_illustrations_and_photography.html

Prepare a Brochure for Printing
tasks/07/act_prepare_a_brochure_for_printing_brief.html and reslib/10/act_prepare_a_brochure_for_printing_brief.html

Specification Reports for Quotes 
reslib/10/10_specification_reports_for_quotes.html

Seeking Quotations from Printers 
reslib/10/10_seeking_quotations_from_printers.html

Monitoring Print Production 
reslib/10/10_monitoring_print_production.html

Distribution
reslib/10/10_distribution.html

Internet Sites 

The following table shows the Internet Sites for this task.  These Sites should be checked for accessibility and content relevance at regular intervals.

Internet Sites 
Description

http://dir.yahoo.com/Computers_and_Internet/Graphics 
Yahoo Graphics Directory

http://wwar.com/categories/Artists/Photography 
World Wide Arts Resource Corporation

http://www.atc.net.au 
Australian Tourist Commission

http://www.atc.net.au/produc/libvid/libvid.htm 
Australian Tourist Commission

http://www.broflo.com.au 
Brochure Flow

http://www.businesstown.com/marketing/fax.asp 
Business Town – Faxing

http://www.businesstown.com/marketing/newsletters.asp 
Business Town - Newsletters

http://www.businesstown.com/marketing/packaging-displays.asp 
Business Town – Displays

http://www.copyright.org.au 
Australian Copyright Council


http://www.download.com 
Download.Com

http://www.entarga.com/mktgplan/custanal.htm 
Customer Analysis



http://www.imdb.com 
Internet Movie Database

http://www.mapnp.org/library/mrktng/mk_rsrch/needs.htm 
Basic Methods To Get Feedback From Customers



http://www.techcolor.com/help/paper.html
Selecting Paper

http://www.statravel.com 
STA Travel

http://www.visitvictoria.com 
Tourism Victoria

Additional Materials

Three additional competencies have been incorporated into the activities of various tasks throughout this Toolbox.  These competencies include:

· Plan and Manage Meetings (THHGGA05A)

· Make Presentations (THHGCS04A)

· Establish and Conduct Business Relationships (THHGCS08A)

Meetings

Competency

This task relates to the competency Plan and Manage Meetings (THHGGA05A). The key elements addressed in this competency are:

· Plan and prepare for meetings

· Conduct meetings

· Debrief and follow up meetings

Task Overview

Meetings is incorporated into the following tasks:

· Develop Tourism Industry Knowledge

· Develop a New Tourism Service

Various activities within these tasks direct learners to access information on meetings in order to conduct a meetings based exercise.  These activities are described below.

Develop Tourism Industry Knowledge

Plan, Participate and Report on your Meeting

Activity
What will be submitted
Your role

Learners need to organise a meeting with someone in the marketing department of an existing tourism enterprise.  Prior to the meeting the learner needs to develop an agenda that describes the purpose of the meeting and the topics that will be discussed.
Learners will submit their agenda to their fellow learner for review.  The reviewed agenda will be included in their Tourism Portfolio  


N/A

Develop a New Tourism Service

 Market Strategy

Activity
What will be submitted
Your role

Exploratory Activity- Market Testing

Learners are required to conduct a meeting to present their marketing strategy to other learners.  This activity will require learners to act as a chairperson and invite discussion of their ideas from other learners.  Learners may also be required to develop some form of consensus around certain issues.
Learners will complete this activity in the classroom or as an online presentation.


Assess and provide feedback as applicable

Launch your Service

Activity
What will be submitted
Your role

Exploratory Activity- Monitoring your Launch

Learners are required to complete the Monitoring Commercialisation Meeting Matrix in their New Service Development Journal

This activity requires learners to state:

· Who they will meet with

· The purpose of their meetings

· The type of meeting they will hold 

· The location of their meetings
Learners will complete this activity in their New Service Development Journal.


Assess and provide feedback as applicable.

Additional Activity suggestions

When a learner needs to attain the meetings competency (THHGGA05A) but is not scheduled to complete a task that incorporates meetings related activities, you can assist them to attain the competency by:

· Incorporating a meetings based activity into an existing task 

· Developing a new task based on conducting a meeting

For example, you could ask learners to:

· Create an agenda

· Write minutes

· Hold a meeting to discuss a selected topic

· Reflect on their participation in meetings

· Complete a report detailing how agreements made within a meeting can be incorporated into work activities

Content Resources Available 

The learner is provided with a range of materials to assist them in completing activities that relate to meetings.  These materials include information on:

· Types of meetings

· Preparing meetings

· Completing meetings

· Participating in meetings

· Running meetings

Ideas Behind Meetings

The information contained in meetings is intended to encourage participants:

· To approach meetings in a methodical and structured way

· Consider ways of effectively participating in meetings

· Understand the different stages involved in running meetings

Interactions to Expect from Learners

Interactions to expect from learners related to meetings will depend upon the nature of the activities that the learner is involved in.  

Preparation Required by Teacher

Before teaching, it is recommended that you: 

· Read each of the learning resources related to meetings in the resource library.  

· Investigate all of the links to external web sites that contained in resources.

· Examine all of the activities that refer to meetings and consider the ways in which they might be approached.

Resources available for Meetings

The following table shows the custom built resources that are available within the Resource Library to assist learners to complete this task.  

Resource
File Path

Agendas
reslib\02\02_agendas.html

Building consensus
reslib\02\02_building.html 

Closing
reslib\02\02_closing.html 

Completing the meeting
reslib\02\02_completing.html

Managing the discussion
reslib\02\02_discussion.html

Formal meetings
reslib\02\02_formal.html

Informal meetings
reslib\02\02_informal.html

Introducing
reslib\02\02_introduce.html

Location of the meeting
reslib\02\02_location.html

Managing the meeting
reslib\02\02_managing.html

Meetings
reslib\02\02_meeting.html

Minutes
reslib\02\02_minutes.html

Oneoff meetings
reslib\02\02_oneoff.html

Participating in the meeting
reslib\02\02_participation.html

Selecting participants
reslib\02\02_people.html

Regular meetings
reslib\02\02_regular.html

Selecting a time
reslib\02\02_time.html 

Internet Sites 

The following table shows the Internet Sites for this task.  These sites should be checked for accessibility and content relevance at regular intervals.

Internet Sites 
Description

http://www.mapnp.org/library/writing/minutes.htm
Sample minutes template

http://128.143.238.20/services/CSA/nominal.htm
Nominal Group Technique

http://www.onlinewbc.org/Docs/manage/conflicts.html
How to resolve conflict without killing anyone

http://www.bizjournals.com/kansascity/stories/1996/11/11/smallb3.html
Failing to observe good technique is bad practice

Prepare and Deliver a Presentation

Competency

The content areas in this activity relates to the endorsed competency Research Tourism Data (THTPPD02A). 

The elements covered by the activities that relate to presentations include:

· Prepare for Presentations

· Make Presentations

Task Overview

Prepare and Deliver a Presentation is incorporated into the task Conduct a Research Project. Prepare and Deliver a Presentation is the final activity within this task. The activity directs learners to access information on presentations in order to present their research findings as a presentation  These activities include:

· Determining the type of presentation they wish to deliver

· Audience analysis

· Structuring the presentation

· Writing the presentation

· Developing visual aids

· Determining the Protocol

· Delivering the presentation

Learners are provided with a number of resources to complete these activities.

Ideas Behind Presentations

The information contained in Prepare and Deliver a Presentation is intended to encourage participants:

· To approach presentations in a methodical and structured way

· Consider ways of effectively participating in presentations

· Understand the different stages involved in performing presentations.

Preparation Required by Teacher

Before teaching, it is recommended that you: 

· Read each of the learning resources related to meetings in the resource library.  

· Investigate all of the links to external web sites that contained in resources.

· Examine all of the activities that refer to presentations and consider the ways in which they might be approached.

· Organise a time for learners to come together as a group to present their research findings.

Interactions to Expect from Learners

In the course of developing their presentation learners will create a document to capture the work they undertook.  This document will be saved as surname_rd_presentation_prep.doc.  This will be included in the Research Tourism Portfolio and will be sent to you at the conclusion of the task.

The delivery of the presentations should take place in a face to face class format. When they have finished the planning phase of their presentation learners are directed to contact you to organise a time to present their research findings to fellow learners.  Therefore, you will need to location and time for learners to meet.  The location should have visual presentation facilities.

Prepare and Deliver a Presentation

Activity
What will be submitted
Your role

Deliver Presentations
The learner will plan and deliver the presentation of their research findings.  In doing so learners are directed to complete a number of Exploratory Activities.
After delivering their presentation learners will develop a reflection report on how they believe they performed. This report will be saved as surname_rd_reflection.doc

They will also send you their Tourism Portfolio at the conclusion of this activity.  
Assess and provide feedback as required

Exploratory Activity 1. Types of Presentations

Learners will select the most appropriate presentation to present their findings.

Learners are also presented with a number of different types of presentation formats which they are required to describe the appropriate context for.
Learners will complete this activity in the document surname_rd_presentation_prep.doc
N/A

Exploratory Activity 2. Audience Analysis

Learners will construct a profile of themselves and the audience they will present to.
Learners will complete this activity in the document surname_rd_presentation_prep.doc 
N/A

Exploratory Activity 3. Information Structuring

Learners will structure their presentation using two different structuring techniques


Learners will complete this activity in the document surname_rd_presentation_prep.doc or in hard copy format.
N/A

Exploratory Activity 4. Writing a Presentation
Learners will write their presentation
Learners will complete this activity in the document surname_rd_presentation_prep.doc
N/A

Exploratory Activity 5. Using Visual Aids
Learners will develop visual aids for their presentation.
Learners will complete this activity and create a document called surname_rd_slideshow.doc which will be added to their Tourism Portfolio
N/A

Exploratory Activity 6. Protocol
Learners will attempt to determine the protocol of their presentation.
Learners will complete this activity in the document surname_rd_presentation_prep.doc
N/A

Resources available for Presentations

The following table shows the custom built resources that are available within the Resource Library to assist learners to complete this task.

Resource
File Name

Task - Prepare and Deliver a Presentation 
/tasks/02/act_prepare_brief.html

Task - Prepare and Deliver a Presentation
reslib/09/act_prepare_brief.html

Types of Presentations
09_types_of_presentations_ea9.html

Prepared Presentations
09_prepared_presentations.html

Impromptu Presentations 
09_impromptu_presentations.html

Manuscript Presentations
09_manuscript_presentations.html

Memorised Presentations
09_memorised_presentations.html

Briefings
09_briefings.html

Team Briefings
09_team_briefings.html

Audience Analysis
09_audience_analysis_ea9.html

Factors to Consider When Analysing the Audience
09_factors_to_consider_when_analysing_the_audience.html

Maslow’s Hierarchy of Needs Theory 
09_maslows_hierarchy_of_needs_theory.html

Herzberg's Two Factor Theory 
09_herzbergs_two_factor_theory.html

McClelland's Theory 
09_mcclellands_theory.html

Other Motivational Theories
09_other_motivational_theories.html

Information Structuring
09_information_structuring_ea9.html

Traditional Information Structuring
09_traditional_information_structuring.html

Tree Diagrams
09_tree_diagrams.html

Triangle Structures
09_triangle_structure.html

Mindmapping
09_mindmapping.html

Writing a Presentation
09_writing_a_presentation_ea9.html

1. Writing the First Draft of a Presentation
09_1_writing_the_first_draft_of_a_presentation.html

2. Rewriting a Presentation for the Ear 
09_2_rewriting_a_presentation_for_the_ear.html

3. Practicing and Revising a Presentation
09_3_practicing_and_revising_a_presentation.html

Using Visual Aids
09_using_visual_aids_ea9.html

When to Use Visual Aids 
09_when_to_use_visual_aids.html

Types of Visual Aids 
09_types_of_visual_aids.html

Content of Visual Aids 
09_content_of_visual_aids.html

Computer-Based Visual Aid Tools
09_computer_based_visual_aid_tools.html

Protocol
09_protocol_ea9.html

Dress and Behaviour
09_dress_and_behaviour.html

Artefacts 
09_artefacts.html

Environment 
09_environment.html

Planning the Seating Arrangements 
09_planning_the_seating_arrangements.html

Competency Opener - Delivery
09_delivery.html

Body Language 
09_body_language.html

Oral Skills
09_oral_skills.html

Engaging the Audience 
09_engaging_the_audience.html

Question and Answers 
09_questions_and_answers.html

Using Visual Aids in a Presentation 
09_using_visual_aids_in_a_presentation.html

Follow-up Action
09_follow_up_action.html

Internet Sites 

The following table shows the Internet Sites for this task.  These sites should be checked for accessibility and content relevance at regular intervals.

Internet Sites 
Description

http://www.charm.net/~aikido 
Aikido Martial Arts Institute



http://www.msn.com 
Microsoft Network

http://www.smartbiz.com/sbs/arts/exe134.htm 
Personal Qualities Are The Key To Being An Excellent Motivator 



http://www.smartbiz.com/sbs/arts/exe6.htm 
The Difference Between Motivation And Manipulation 



http://www.sonoma.edu/psychology/os2db/robinson1.html 
A Point Of Stillness In The Flow - Equilibrium And Metamorphosis



http://wynja.com/personality/needs.html 
Maslow's Holistic Dynamic Needs Hierarchy 



Establish and Conduct Business Relationships

Competency

This task relates to the competency Establish and Conduct Business Relationships (THHGCS08A). The key elements addressed in this competency are:

· Establish and conduct business relationships

· Conduct negotiations

· Make formal business agreements

· Foster and maintain business relationships

Task Overview

Establish and Conduct Business Relationships is incorporated into the following tasks:

· Develop Tourism Industry Knowledge

· Develop a New Tourism Service

· Co-ordinate Marketing Activities

Various activities within these tasks direct learners to access information on establish and conduct business relationships in order to business relationships based exercise.  These activities are described below.

Develop Tourism Industry Knowledge

Plan, Participate and Report on your Meting

Activity
What will be submitted
Your role

Learners need to organise a meeting with someone in the marketing department of an existing tourism enterprise.  Elements related to effective business communication are touched on in this exercise.
Following the meeting learners will be required to reflect upon their communication and conduct in the meeting.
Assess and provide feedback as applicable

Develop a New Tourism Service

 Launch your Service

Activity
What will be submitted
Your role

Activity- Launch your Service

Learners are required to list in sequential order the tasks they are required to complete in order to successfully launch their service.  Within this they are to consider the need to create business agreements, negotiate agreements and to develop long term relationships.
Learners will complete this activity in their New Service Development Journal.


Assess and provide feedback as applicable

Co-ordinate Marketing Activities

Investigate Familiarisations

Activity
What will be submitted
Your role

Learners need to list five ways that networking is important to familiarisations and five ways that networks can be established in the travel industry.
Learners will submit their lists to the appropriate section of the Bulletin Board and then participate in a discussion group.
Review the postings to the Bulletin Board and facilitate the discussion group 

Reinforcement Activity – Communication Styles

Activity
What will be submitted
Your role

Learners need to work out their communication style, using the link to the external website provided.

Learners will send details of their style to their fellow learner and will then discuss how they can communicate better with each other and with others.
Learners will save their work as Surname_br_comstyle_rep and add it to their Tourism Portfolio.
N/A 

Additional Task suggestions

When a learner needs to attain the establish and conduct business relationships competency (THHGGA05A) but is not scheduled to complete a task that incorporates business relationships related activities, you can assist them to attain the competency by:

· Incorporating a business relationships based activity into an existing task 

· Developing a new task based on establishing and conducting business relationships

The following is an example of a task that you could implement:

Sample Task:

1. You need to source a new supplier for your business.  

The product/service you are sourcing may vary depending on your circumstances. Here are some examples you may adapt for your own purposes or you may choose your own:

· Sourcing a new Printing Company

· Sourcing a painter to refresh your offices

· Sourcing a new Bed & Breakfast for your new travel package

· Sourcing a new supplier of  4WD’s for your company

· Sourcing a new cleaning company for your Ski Lodge

· Sourcing a new Donut Van for your Theme Park

· Sourcing a new Fruit & Vegetable supplier for your Restaurant

2. How would you go about getting the best deal from this supplier?

You might try following these steps

· Identify the source you wish to approach

Ask other members of your networks for recommendations (fortunately they recommend you fellow learner).

Read the Relationships resource located in the Resource Library to learn about relationships in the tourism industry.

· Make first contact with your supplier and organise a time to meet

Contact your fellow learner by email and organise a time to meet, preferably in person, but via email if this is not possible.

Read the Communications resources located in the Resource Library to learn about how to communicate effectively.

Read the Negotiations resources located in the Resource Library to learn about negotiation techniques prior to your meeting.

3. Negotiate a deal that is acceptable to you both

Read the Agreements resources located in the Resource Library to learn about informal and formal agreements.

4. Work out the best way to maintain an ongoing relationship with your supplier

Read the Maintaining Relationships and Promoting Trust resources located in the Resource Library to learn about ways of maintaining relationships.

Content Resources Available 

The learner is provided with a range of materials to assist them to complete business relationships based activities.  These materials include information on:

· Communications

· Negotiations

· Agreements

· Business Relationships

Ideas Behind Establish and Conduct Business Relationships

The information contained in establish and conduct business relationships is intended to encourage participants:

· To establish and conduct business relationships

· Conduct negotiations

· Make formal business agreements

· Foster and maintain business relationships

Interactions to Expect from Learners

Interactions to expect from learners related to establish and conduct business relationships will depend upon the nature of the activities that the learner is involved in.  

Preparation Required by Teacher

Before teaching, it is recommended that you: 

· Read each of the learning resources related to establish and conduct business relationships in the resource library.  

· Investigate all of the links to external web sites that contained in resources.

· Examine all of the activities that refer to business relationships and consider the ways in which they might be approached.

Resources available for Establish and Conduct Business Relationships

The following table shows the custom built resources that are available within the Resource Library to assist learners to complete this competency.  

Resource
File Path

Agreements
reslib\06\06_agreements.html

Communication
reslib\06\06_communication.html

Impacts on Communication
reslib\06\06_impacts.html

Listening Techniques
reslib\06\06_listening.html

Maintaining Business Relationships
reslib\06\06_maintaining.html

Negotiations
reslib\06\06_negotiation.html

Business Relationships
reslib\06\06_relationships.html

Communication Styles
reslib\06\06_styles.html

Promoting Trust in Relationships
reslib\06\06_trust.html

Communication Types
reslib\06\06_types.html

Internet Sites

The following table shows the Internet Sites for this task.  These Sites should be checked for accessibility and content relevance at regular intervals.

Internet Sites 
Description

http://bbll.com/ch22.html
The Art of Negotiation

http://pertinent.com/pertinfo/business/stevecohenN2.html
How to Fight Fires Without Burning Bridges

http://pertinent.com/pertinfo/business/yaticom.html
Communicating Across Cultures – First Paper

http://pertinent.com/pertinfo/business/yaticom1.html
Communicating Across Cultures – Second Paper

http://www.batna.com/tips_v4.html
Powerful Tips – A Quick Reference Guide

http://www.bio.com/hr/search/f-Commun.Styles.html
Communication Styles

http://www.bodylanguagetraining.com/
Body Language Training

http://www.careercraft.com/comm.html
Ten Secrets of Effective Communication in the Workplace

http://www.consultskills.com/listtech.htm
Listening Techniques

http://www.csbsju.edu/academicadvising/help/eff-list.html
Effective Listening

http://www.doi.gov/hrm/pmanager/lr7.html
Interest Base Bargaining

http://www.ifwto.org
IFWTO

http://www.mbn.com.au/networking/networking03.htm#build
Networking for Profit

http://www.onlinewbc.org/Docs/manage/negotiating.html
Negotiating – You’ve Done it Before

http://www.poznaklaw.com/articles/contracts2.htm
Contracts – More Basics

http://www.skal.org/ 
Skål

http://www.smartbiz.com/sbs/arts/bly60.htm
How to Improve Your Negotiation Skills

http://www.smartbiz.com/sbs/arts/exe119.htm
Emotional Bank Accounts – An Interview with Stephen Covey

http://www.smartbiz.com/sbs/arts/sbl1.htm
Contracts - Basics

http://www.to-agree.com/3negot.htm#approaches
Negotiation Theory and Skills

http://www.uts.edu.au/div/eounit/resources/language.html
Language Matters – Guidelines for the Use of Non Discriminatory Language at UTS 

http://www.uts.edu.au/div/eounit/unit/eorights.html#utseo
Equal Opportunity Rights and Responsibilities

Appendix 1: Bulletin Board Topics

This is a list of the discussion group topics scheduled throughout each of the Programming Problems.

Task
Topic
Subjects and Scenarios presented for discussion.

Develop Industry Knowledge
Post your opinions of trends in the tourism industry
Learners will post a one paragraph summary of their research into trends in the tourism industry.  They will also include a website recommendation.

Develop a New Tourism Service
Exploratory Activity- Motivation and Character in developing a new tourism service
Learners are required to consider the reasons why they would like to develop a new service and what skills they bring to this project that will help them succeed

Develop a New Tourism Service
Exploratory Activity – Competitor Analysis 
Learners will be expected to detail their competitor analysis report for other learners. This includes describing the services they examined, the changes they would make to these services and the impact these changes may have. At this point learners are expected to engage with other learners about their ideas.

Develop a Marketing Plan
Competitive Advantage
Learners will be post a one paragraph summary of the competitive advantages of two tourism organisations and then discuss the meaning of competitive advantage.

Research Tourism Data
Exploratory Activity – Specialist Assistance
Learners will be posting two websites with a brief description of each, that they have found useful in understanding the role of specialists in research.

Co-ordinate Marketing Activities
Networking


Learners are asked to list five reasons networking is important to familiarisations, and five ways networks can be established in the travel industry. Learners will then discuss the importance of networking.

Appendix 2: Teacher’s Checklist 
Tourism Product Development – Getting Started 

The tasks listed below need to be completed prior to the commencement of the Tourism Product Development Toolbox and during the initial weeks of the program.

Task Description
Completed 

1. Organise an area of your institutions online Bulletin Board for online discussions.  This area should include:

The discussion topics for each problem (refer to appendix 1 for a list of these topics).

An information page which you can use to communicate with learners about administrative matters.


2. Write an initial email and forward it to your students.  Your email should include:

An introduction and a picture of yourself.

A description of your interests, background, favourite film/book and music tastes.

A request for the learners to create a similar email and return it to you.

Your contact details, including details for contacting you during class time, during office hours and via email.

The learner’s email should contain their:

Interests, social pursuits, background and music tastes.

Age, education history and geographical situation.


3. Divide the learners into pairs using the information contained in the learner’s introductory emails to assign partners.  

Ensure individual learning styles, previous online experience and personalities have been considered.


4. Notify learners of their online fellow learners and have them forward their initial email to their online fellow learner as a means of introduction.

Your notification should also inform learners that they will be working together and reviewing each other’s work throughout their work on this toolbox.


5. Organise learner access to the discussion group.  Ensure learners are aware of the log in details they need to use to access the Bulletin Board.


6. Develop and distribute ground rules or a code of conduct with your learners to focus on the individual behaviour required to ensure team activities progress effectively.

Ensure the ground rules include reviewing peer work and giving feedback.  Make your expectations of the learners clear.


7. Regularly schedule and distribute times that you will be available online 






































