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[bookmark: _Toc446533734]Candidate Details
[bookmark: _Toc446533735]Assessment – TAEDES401A: Design and develop learning programs
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for TAEDES401A: Design and develop learning programs.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below;
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________

Learner 2:	____________________________________________________________
Signed:		____________________________________________________________

Learner 3:	____________________________________________________________
Signed:		____________________________________________________________
[bookmark: _Toc446533736]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT  (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________

[bookmark: _Toc360624850][bookmark: _Toc446533737]Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You will need to demonstrate you can:
1. Define parameters of the learning program 
2. Work within the VET Policy Framework
3. Develop program content
4. Design the structure of the learning program
You will also need to show your;
Organisational skills 
Evaluation skills 
Cognitive skills 
Language and literacy skills 


[bookmark: _Toc446533738]Activities
[bookmark: _Toc322425301][bookmark: _Toc446533739]Activity 1A
	Estimated Time
	45 Minutes

	Objective
	To help the group to reflect on their own learning experiences to date. 

	Activity
	Describe below a scenario when you have had a memorable learning experience, whether it was positive or negative.

Reflect on this experience and determine;

What made it a positive experience?



What made it a negative experience?



What would you change about the learning experience from a learner point of view?



What would you change about the learning experience from a trainer point of view?



List at least three (3) different reasons/purposes for students to take up a new learning program:



List at least three (3) different types of learning programs/styles/modes for different target groups:



Who are the relevant stakeholders when referring to a learner client?




How could you establish the best type of learning program for a specific student or target group?







[bookmark: _Toc322425305][bookmark: _Toc446533740]Activity 1B
	Estimated Time
	45 Minutes

	Objective
	Identify the different types of learners that may attend your training.

	Activity

Case Study
	Individually, or in small groups, clarify the following:

· Purpose of study for each of the following learners
· How they will feel about attending a training course you may be delivering and 
· How they could be motivated

A 41 year old mother of 3 who left school at 18, worked for 4 years then became a stay at home mum. Her children are now grown up and she has decided she wants to return to the workforce and is therefore attending a session on improving her computer skills.




A Factory hand that left work at 15 and has worked in the same factory for the past 13 years. He has been forced to attend a session on improving his communication skills with his colleagues.




A senior executive who works 60 hours per week and has climbed his way up the corporate ladder and has now been told he must attend a three day session on Leadership Skills.




A long term unemployed blue collar candidate that has been told he must attend a 4 week training session on improving his job search techniques or he will no longer receive his unemployment benefits.




A corporate candidate that is paying to do a Certificate IV qualification to improve his chances of getting a better job.




Choose one of the groups of learners and briefly outline the learning principles that will apply to them





[bookmark: _Toc446533741]
Activity 1C
	Estimated Time
	25 Minutes

	Objective
	To understand and recognise Training Packages.

	Activity

Research


	Individually or in pairs, go on the internet and go to the following URL:

www.training.gov.au

Investigate the different training packages on offer and have a look at items such as Elements, Performance Criteria, Range Statements, Competency Standards and Employability Skills.

Examples of some Training Packages you can look up;

BCG03 General Construction
TAA40104 Training and Assessment
SIT07 Tourism Hospitality and Events

Have any of these Training Packages been superseded? If so, which one(s)?
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Activity 1D
	Estimated Time
	30 Minutes - Research

	Objective
	Identify relevant employability skills

	

A.   Read the employability skills for TAE40110 (www.training.gov.au) and complete the table below with the summary of the relevant employability skills:

	Skill Name
	EMPLOYABILITY SKILLS MATRIX: TAE40110 - Certificate IV in Training and Assessment
Description - EMPLOYABILITY SKILLS SUMMARY

	
	





	
	





	
	





	
	





	
	





	
	






	
	






	
	






	
B. 

Read the employability skills for BSB20107 - Certificate II in Business (www.training.gov.au) and complete the table below with the summary of the relevant employability skills:

	Skill Name
	EMPLOYABILITY SKILLS MATRIX: BSB20107 - Certificate II in Business
Description - EMPLOYABILITY SKILLS SUMMARY
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	Estimated Time
	20 Minutes

	Objective
	Understand employability skills.

	Activity
	Explain your understanding about the employability skills differences in each qualification and in general across the VET courses
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	Estimated Time
	25 Minutes

	Objective
	Identify training package components.

	Activity

Research
	Individually or in pairs research 2 units of competency for the 2 above qualifications and investigate the following components:

· Elements
· Performance Criteria
· Range Statements
· Competency Standards and Employability Skills.


What do you think are the main competency standards you would use to advertise your program and highlight on marketing materials?














What other training specifications may be relevant to a learning program?






















[bookmark: _Toc322425315][bookmark: _Toc446533745]Activity 1G
	Estimated Time
	25 Minutes

	Objective
	To provide a brief revision on what has been discussed so far. 

	Activity

Case Study
	In pairs or small groups, ask the learners to discuss the following case study:

Sarah is an HR Advisor for TLC, a small company that offers training solutions to various organisations. 

She has been contacted by a Line Manager from a small manufacturing organisation that has asked her to develop some training for their warehouse and factory staff around the fact that absenteeism is high and minor incidents are becoming more frequent.

They have asked her to find out what training is available and have asked that the training have the following parameters;

· Be able to be customised to take into consideration all the learning needs of different staff, some of which are at a school leaver level
· Be part of an initiative that is rolled out throughout all of the warehouses in each state
· Be based on Nationally Recognised Training, with some qualifications being at a Certificate III level at least

What questions should Sarah be asking the Line Managers? 













What training needs are apparent almost immediately in Sarah’s talk with the Line Managers? 











What are some of the ways that Sarah can determine the needs of the learners prior to developing these programs? 

















What do the following stand for?

· DEEWR _______________________________________________

· AQF    _______________________________________________

· NVR   _______________________________________________

· RTO    _______________________________________________

· ISC     _______________________________________________

What is the difference between AQF and NVR? 





















[bookmark: _Toc322425317][bookmark: _Toc446533746]Activity 1H
	Estimated Time
	15 Minutes

	Objective
	To determine how to deal with LLN issues in the workplace or a training environment. 

	Activity

Case Study
	In pairs or small groups, discuss the following case study.

Sarah, the HR Advisor for TLC, a training consultancy company, has been asked to deliver a training session to some factory staff on Keeping Accurate Records in a Warehouse Environment. The session must be delivered for all staff at the same time due to timing restrictions and can only run for a maximum of 3 hours.

She has discovered that the staff she will be training include;

· Supply Chain Manager who has worked for the company for 6 years 
· 3 factory staff that have reached an educational level of Certificate III or above, all of who know how to use computers quite well
· One staff member that left school in Year 9 and has worked for the company for 8 years, but does not really know how to use a computer very well 
· One staff member that recently arrived from Portugal and can understand English if he is explained something slowly, he communicates fairly well but does not read or write English well

How can Sarah address the LLN issues that may arise in the training session?
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	Estimated Time
	20 Minutes

	Objective
	To allow participants an opportunity to think of their target learning group for future training. 

	Activity
	In pairs or small groups, answer the following questions:

What types of disabilities might you encounter in a learning environment?









What are some of the licensing requirements a learner may need to be trained in?










How could a trainer manage a learner from a non-English speaking background in their class if all the other learners can speak English very well?










What other characteristic may exist to distinguish a specific target group?
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	Estimated Time
	20 Minutes

	Objective
	To allow participants to work on SMARTA learning objectives 

	Activity
	What does SMARTA learning objectives stand for?














In pairs or small groups, compile ideas for SMARTA learning objectives you can write for a training program you may be asked to deliver or write in your workplace, or a workplace you would like to work at.































[bookmark: _Toc322425328][bookmark: _Toc446533749]Activity 2A
	Estimated Time
	[bookmark: _GoBack]30 Minutes - Research

	Objective
	Recognise relevant terms within the VET framework 

	Acronym and statement 
	What does the acronym stand for? 
	Definition 

	
OHS


	
	

	
RPL

	
	

	
LL&N


	
	

	
Competency Standard

	
	

	
Qualification


	N/A
	

	
Unit of Competency

	N/A
	

	
Element


	N/A
	

	
Performance Criteria

	N/A
	

	
Portability


	N/A
	

	
Adult Learners


	N/A
	

	
Equitable


	N/A
	

	
Intrinsic Motivation

	N/A
	

	
Extrinsic Motivation

	N/A
	

	
Holistic


	N/A
	

	
Multi Sensory Learning

	N/A
	

	
Reinforcement
 

	N/A
	




[bookmark: _Toc322425329][bookmark: _Toc446533750]Activity 2B
	Estimated Time
	30 mins

	Objective
	To check participants understanding of the VET environment. 

	Activity	

Research
	What is the best way to access a copy of the NVR Standards?








Which standard of the NVR relates directly to the competency that is expected and required of Trainers that work at a Registered Training Organisation? 









What is the best way to get information on vocational education and training policies? 









Fill in the boxes in the diagram on the next page to indicate your understanding of the main components that make up the Vocational Education and Training sector.

Look up two of the bodies you referred to in the diagram and provide website details below: 













	
	


	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	Registered Training
Organisations
(RTO’s)
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Activity 2C
	Estimated Time
	20 Minutes

	Objective
	To find out which State and Territory Training Authority relates to your area. 

	Activity

Research
	In pairs or small groups, research the relevant STA for your area, or the area where you plan on working as a Trainer.

New South Wales
_______________________________________________________________
_______________________________________________________________
________________________________________________________________

Queensland
_______________________________________________________________
_______________________________________________________________
________________________________________________________________

South Australia
_______________________________________________________________
_______________________________________________________________
________________________________________________________________

ACT
_______________________________________________________________
_______________________________________________________________
________________________________________________________________

Victoria
_______________________________________________________________
_______________________________________________________________
________________________________________________________________

Western Australia
_______________________________________________________________
_______________________________________________________________
________________________________________________________________

Tasmania
_______________________________________________________________
_______________________________________________________________
________________________________________________________________

Northern Territory
_______________________________________________________________
_______________________________________________________________
________________________________________________________________


[bookmark: _Toc322425333][bookmark: _Toc446533752]
Activity 2D
	Estimated Time
	20 Minutes

	Objective
	To Identify changes to training packages and accredited courses and apply these to program development.

	Activity

Research
	Read and research the qualification: BSB30110 - Cert III in Business.

Identify what was the last change in this qualification and when did he took place?









What development work does the RTO need to perform in order to transition to the new program?









How long does the RTO have before transitioning to the new program?









What is the role of skill councils and how they relate to changes in training packages?









Complete the table below with the names of the training package and the relevant skills Council
	Training Package Code
	Training Package Name
	Relevant Skills Council

	BSB07
	


	

	AHC10
	


	

	ACM10
	


	

	AUM08
	


	



Where could you find information about coming changes in training packages?
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	Estimated Time
	30 Minutes

	Objective
	To demonstrate understanding and proficiency in policies and procedures and the need for organisations to have them in place.

	Activity

Research
	Look up some Code of Conduct and Policies and Procedures for RTO’s. Determine which of the policies and procedures in the code of conduct fall under the categories below (more than one policy may be relevant to a specific category)

Grievance Procedures





Quality Assurance Measures and Staff Development Policies





OHS policies





Academic Matters





Ethical conduct





How could you ensure that you conduct work and train others to always work according to organisational quality assurance policies and procedures?
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Activity 2F
	Estimated Time
	20 Minutes

	Objective
	To allow participants to understand the principles of quality assurance policies and procedures and the need for organisations to have them in place. 

	Activity

Case Study
	Sarah, the HR Advisor for TLC has realised that the organisation does not have very good policies and procedures in place to meet the required standards for training delivery.

She wants TLC to be able to offer some training programs based on accredited learning courses, and wants to look at becoming an RTO and having the courses accredited to the Nationally Recognised Training standards.
 
She contacts DEEWR who refer her to the VETAB website which contains an entire area on becoming an RTO. This includes information on AQF2010 and the three standards that govern the operation of an RTO.

Why do you think Sarah needs to put assurance processes and procedures into place?
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Activity 3A
	Estimated Time
	10 Minutes

	Objective
	To get the participants to think about researching a specific subject matter. 

	Activity
	Why would it be important to consider adult learning principles when researching specific subject matter for a training program? 
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	Estimated Time
	30 Minutes

	Objective
	Evaluation of Resources for individual Training Packages. 

	Activity
	Ask the learners to investigate the resources available for a Training Package of their choice and evaluate the resources for relevance and quality.

Ask yourself the following questions and then discuss with the group;

Think back to a learning experience and identify what the quality of the materials was like? Did it create a negative or positive learning experience?
















Form groups and ask participants as a group to come up with and discuss three positive experiences. Outline below why they were positive?
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	Estimated Time
	15 Minutes

	Objective
	Revision on developing learning program content and assessment requirements for a training program. 

	Activity

Case Study
	Sarah has now been asked to develop the content on a training program for staff on Exceptional Communication Skills. She has the learning objectives and detailed profiles on her learners.

She now needs to work on developing the content.

List some of the sources she can use to research how she can put together the content.










How can Sarah ensure the content is relevant and appropriate to the learners?











What are some assessment methods that Sarah can include in the training program? Try to think of at least 4 different methods that cover direct, indirect and supplementary assessments.
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	Estimated Time
	20 Minutes

	Objective
	Revision on segmenting and chunking information for delivery of a training program. 

	Activity
	In small groups or pairs, ask the learners to discuss the following;

Why would it be important to sequence information into segments or chunks when delivering a training program?















Select from one of the following topics and determine how best to present the information into manageable learning segments or chunks for a training program.

· Making the perfect cup of coffee
· Booking a European holiday
· Changing a light bulb
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	Estimated Time
	15 Minutes

	Objective
	Revision on segmenting and chunking information for delivery of a training program. 

	Activity

Case Study
	In small groups or pairs, ask the learners to discuss the following;

Sarah from TLC has now been asked to develop and organise for delivery of a training program on Workplace Safety to a small manufacturing company with offices in NZ, Victoria and Western Australia. This comprises of 3 staff in WA, 5 in Victoria and 5 in NZ. She has developed a Session Plan to deliver the session over 3 hours. 

She is considering which option would be best suited to delivery of this program;

· Training to be conducted in each separate location
· Training to be conducted in one central location with all staff in attendance
· Organising for a trainer to visit each location
· Organising a distance delivery or online option for training
· Delivering training via teleconference or videoconference

What factors could influence finalising the time frames for the training program?
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Activity 4C
	Estimated Time
	15 Minutes

	Objective
	To get the learners to determine assessment requirements for a training program. 

	Activity

Case Study
	Ask the learners to discuss the following in pairs or in small groups;

Sarah from TLC is required to develop a training program for the customer service team on Team Building. She defines three areas where evidence of competency could be applied in a fair and appropriate manner for the learners - a role play using simulated client interaction, a multiple choice worksheet on team building and company policy on working in a fair environment and direct observation by a supervisor. 

What resources would Sarah need to complete the assessment process?

















What other forms of assessment could she use for this training program?



















[bookmark: _Toc322425359][bookmark: _Toc446533761]Activity 4D
	Estimated Time
	20 Minutes

	Objective
	To get participants thinking about developing a contingency plan for training. 

	Activity	

Group work - Case Study
	Sarah from TLC has developed a one day training program on Coaching and Mentoring in the Workplace for 12 senior staff at a courier company in Adelaide at their premises. She has been given confirmation by the Managing Director to proceed with the training and the content has been approved by the Management team.

She is looking forward to delivering the training and has been told all the resources she needs to deliver the session are available in the Boardroom. She has developed a session that requires the use of PowerPoint, a data projector, and some round table discussions.

The day before she is due to fly out, she receives a voicemail from the MD of the company advising her that an emergency meeting has been scheduled with some of the very senior executives from the US in attendance; therefore they need access to the Boardroom for 3 hours on the morning Sarah is due to deliver the training. Three of the attendees from Sarah’s class will be unable to attend the meeting for the first 3 hours as they need to attend the US meeting.

Sarah has been advised that she can use the lunch room for the time that the Boardroom is unavailable. It seats 7 people relatively comfortably and she will need to make do as the staff have organised to take time off work to attend the training and it will be difficult to co-ordinate another suitable time for at least another 4 – 6 months. There is no facility for a data projector in this room, and it is rather cramped so having round table discussions could make it difficult.
In groups of 3 – 4 participants, discuss:
The implications for Sarah if she is unable to organise a suitable alternative to her training requirements. 

Why is it important to have a contingency plan in place when delivering training? 







What is a good checklist for Sarah to have completed prior to organising the training? 







[bookmark: _Toc322425361][bookmark: _Toc446533762]Activity 4E
	Estimated Time
	15 Minutes

	Objective
	To get participants thinking about evaluation and the benefits attached to using each evaluation tool. 

	Activity
	What are some of the benefits of using the following evaluation tools?

· Focus groups





· Feedback forms from previous learners





· Interviews





· Questionnaires





· Checklists





· Assessment results





· Validation meetings









[bookmark: _Toc322425368][bookmark: _Toc446533763]Activity 4F
	Estimated Time
	20 Minutes

	Objective
	To know who is responsible. 

	Activity
	Determine who is responsible for the following;

An OHS Officer is walking around a work site where it is mandatory for staff to wear safety goggles and a hard hat. The Officer is not wearing either.












An Admin Assistant opened all the drawers of an older filing cabinet and the cabinet has toppled over.












A student trips over a wire that the Trainer left hanging from the desk.
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	Estimated Time
	20 Minutes

	Objective
	To get learners thinking about creating a safe learning environment and identify some of the types of hazards they may encounter in a training environment. 

	Activity
	What are some of the things we need to think about to ensure our learning environment is safe and healthy?













Why should we inspect a learning environment prior to delivering training?














In groups of two or three, list all the hazards you can think of that you may encounter in your training environment. Try to think of at least 20.
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	Estimated Time
	20 Minutes

	Objective
	Determining Risk Ratings.

	Activity
	Using the risk matrix (Page 46), and working individually or in pairs, ask the learners to determine the risk rating for each of the following situations;

The stairs on the outside of the training college are wearing and the tread has worn down making them slippery when they are wet.

What is the risk rating?











A newsagency owner does not want to pay staff overtime so they are forced to work very quickly to cut the headers from newspapers every evening with very sharp Stanley knives.

What is the risk rating?







You are delivering a training session in the middle of winter for a group of learners in a classroom that does not have heating and the windows are not able to be opened.
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	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the required skills, knowledge and critical aspects of assessment.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Organisational skills 
· Evaluation skills 
· Cognitive skills 
· Language and literacy skills 
Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. How can the following aid you in designing and developing learning programs? Give examples for each.

· Organisational skills 
· Evaluation skills 
· Cognitive skills 
· Language and literacy skills 





2. Where can you access information about training package developers and course accreditation agencies responsible for specific learning program parameters and who are these developers/agencies?





3. What training packages and relevant competency standards can be used as the basis of the learning program?





4. What performance standards and criteria to can be used as the basis of the learning program?




5. What are the differences and similarities between a training package/accredited course, learning strategy and learning program?





6. What are the possible different purposes and focuses of learning programs?






7. What are learning principles?





8. What types of different learning resources, learning materials and pre-developed learning activities methodology relating to developing and documenting new learning activities and related learning materials are there/have you used?





9. What different delivery modes and methods are there/have you used?





10. Where can you access relevant policies, legal requirements, codes of practice and national standards, including Commonwealth and State or Territory legislation that may affect training and assessment in the VET sector? Name the ones you would need to access.






11. What OHS considerations need to be included in learning programs?
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	Estimated Time
	1 - 2 Hours

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
You must individually, answer the following questions in full to show your competency of each element and present it as a portfolio;

· Design, develop and review learning programs with VET context
· Prepare and deliver a minimum of two learning programs:
· that contain differentiated learning program designs to reflect particular needs, context and timelines
· at least one of which must be based on competency standards or accredited courses and must cover at least one entire unit of competence or accredited course model

In this major activity you are required to design TWO (2) learning programs.
 
Choose two competency standards or accredited courses. Out of those standards you must choose one entire unit of competence or accredited course model for each competency standard or accredited course and design, develop and review the learning programs for them.

1. Create a Training and Assessment Plan (TAS) which clarifies the purpose and type of learning program, its level and target learning group.




2. What are the language, literacy and numeracy requirements of the program?




3. How will you identify the characteristics of the target learner group – give an example of a target learner group and outline the characteristics of that type of group.




4. What VET policies and frameworks apply to your work practices? 





5. What changes have been made to the training package (if any) during its history (is this the first version of the training package?) If so what changes have been made?




6. What quality assurance policies and procedures should you consider when you are designing the program?




7. Where can you source the program content? Evaluate the existing resources and assessments to see if they are appropriate for the learning program and for the target learner group that you outlined in number 3.




8. Break the learning content into manageable segments and document timeframe to each segment.




9. Determine an appropriate delivery strategy and recommend the assessment methods and tools.




10. Document the learning program in line with organisational requirements.





11. Review the program with another individual or group.





12. Analyse three risks that can be found in a learning environment and develop a risk control plan for these risks.





[bookmark: _Toc446533768]
Appendices
Congratulations! You have now finished TAEDES401A: Design and develop learning programs. 
Appendices of the templates included in this unit have been included for your own reference on the following pages.

[bookmark: _Toc446533769]Risk Matrix for Activity 4.5.3
	

                Likelihood

	Threat Level

	
	High
	Medium
	High
	Catastrophic

	
	Medium
	Low 
	Medium
	High 

	
	Low
	Low
	Low
	Medium

	
	
	Low
	Medium
	High 

	
	Impact
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Questionnaire to suit the needs of a training program you are likely to put together.
	
	Yes
	No
	Comments
	Alternative Suggestions

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	




[bookmark: _Toc446533771]Resource Checklist
	Resource
	Relevant
	Comments

	Handouts
	Are they easy to reproduce? Are there copyright issues? For example, if newspaper clippings are referenced, is the source clear? Are they clear and easy to read? Quality can be impaired by age of handouts and how often they have been copied over each other. Are they still relevant?
	

	Case studies, role plays and simulations
	These could need to be adapted for each different learning group. Do they need to be more up to date to cater to the new group? Case studies could be outdated.
	

	Training Package and Competency Standards
	Check that the Training Package hasn’t been superseded by a newer version.
	

	Equipment
	Always test for faults. Check globes on data projectors, USB ports, whiteboards, pens, laptops etc.
	





[bookmark: _Toc446533772]Sample Session Plan 1 
	Session Title:

	Target Learner Group:

	Date of Delivery:
	Trainer:

	Learning Outcomes:
· Outcome 1
· Outcome 2
· Outcome 3

	Assessment Requirements and Criteria:



	Timing
	Content 
	Resources

	


	

	

	


	

	

	


	

	

	


	

	





[bookmark: _Toc446533773]Sample Session Plan 2 
	Session Title:

	Target Learner Group:

	Date of Delivery:
	Trainer:

	Learning Outcomes:
· Outcome 1
· Outcome 2
· Outcome 3

	Assessment Requirements and Criteria:



	Timing
	Content 
	Resources

	


	

	

	


	

	

	


	

	

	


	

	





[bookmark: _Toc446533774]Sample Session Plan 3 
	Session Title:

	Target Learner Group:

	Date of Delivery:
	Trainer:

	Learning Outcomes:
· Outcome 1
· Outcome 2
· Outcome 3

	Assessment Requirements and Criteria:



	Timing
	Content 
	Resources
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	Yes / No

	Has the training program been approved in writing and a contract (or similar) been signed off? Has management approved the content to be delivered?
	

	Has the training venue been booked?
	

	Has the venue been checked by the trainer for lighting, resources, access, and any other relevant requirements?
	

	Have the learners been given approved leave to attend the training?
	

	Have all learners who will be attending been notified and responded that they will attend?
	

	Are there any learners with special needs? If so, has the trainer taken these needs into consideration and modified any material or assessments accordingly?
	

	Has the data projector and laptop been checked to ensure they are in working order?
	

	Is there a contingency plan in place for anything that can go wrong on the day?
	

	Have all the resources been checked and is there sufficient numbers for the learners attending?
	

	Other issues:




	





[bookmark: _Toc446533776]Risk Control Plan Template
	Action Required
	Person Responsible
	When is action due
	Resources required
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