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Introduction
Welcome to the Sustainable Timber Toolbox.  
This Teacher guide will assist trainers and teachers wishing to use the Toolbox either, in its complete form or as a source of learning components, in the development of their own teaching programs. 

The purpose of the Teacher guide is to show how the Toolbox resources can be effectively used to assist in the delivery of a program.  It is written in a non-prescriptive way, assuming that the trainers will want to select aspects of the Toolbox, substitute others and customise aspects for their own audience, including learners with language, literacy and numeracy needs.  
These strategies will provide opportunities to maximise the learning experience through the use of the Toolbox and take advantage of the collaborative learning environment that can be achieved through facilitated discussion and information sharing amongst a group of learners.

Getting started delivering e-learning

Getting you started

If you are new to e-learning, we suggest you visit http://designing.flexiblelearning.net.au/.
This site provides some answers to two big questions:  What is e-learning? and How do you do it? 


There are a number of resources that provide learning designs, learning materials, strategies that come with downloadable guides.  Some of the areas covered are:

1. Get started in e-learning

2. Explore e-technologies

3. Plan an e-learning initiative

4. Design an e-learning course

5. Develop an e-learning plan
How to install the Toolbox

To start using this CD-ROM:

Insert the Toolbox CD in your CD-ROM drive.  In most cases the CD will automatically run, if it doesn't then do one the following.

· Using Windows Explorer (or your equivalent) double click on the CD-ROM icon to view the files contained on the CD-ROM. Then double-click on the file called ‘index.htm’ at the root directory level.

Or

· Using your web browser, go to the ‘File’ menu and select ‘Open file’, browse to the location of the CD-ROM and open the file 'index.htm' at the root directory level.

Preparing to use the Toolbox

As a workplace trainer or supervisor, it is important to set aside adequate time to familiarise yourself with the Toolbox and its resources so you can properly support your learners.  Teachers have reported the greatest successes when they first familiarised themselves with the Toolbox, integrating it with their course, developing student activities and additional material and thus guiding the learners through using the Toolbox.

It is important to prepare to use the Toolbox. The following tips for trainers highlight important information you should consider when introducing Toolboxes into your training.

· Set aside adequate time to familiarise yourself with the Toolbox so you can properly support your learners. 

· Internet sites change over time so make sure you check for broken links prior to using the Toolbox. 

· Set realistic time frames for implementation.

· Integrate the Toolbox into your teaching delivery, just as you would any new teaching resource. 

· Using a Toolbox is not about leaving learners alone to learn for themselves, but about using a new medium as a part of an overall teaching delivery strategy.

· If you choose to conduct group activities via discussion boards or wikis, you will need to set up discussion threads/wiki headings prior to commencing the activity. 

· You may need to provide instructions to the learners on how to use communication tools such as email, WIKI, virtual conferencing or chat.

Computer and technical requirements

Nothing spoils a computer-based learning experience more than technical problems and difficulties.  On the opening screen of the Toolbox there is a link to SYSTEM REQUIREMENTS. Some users do not check this prior to using the Toolbox and discover they don’t have the required software installed on their computer, or that their computer doesn’t meet the minimum requirements.  It is worth checking with your Systems or IT Coordinator.
However, Toolboxes are designed for a standard specification computer and Internet connection eliminating many problems.  You can help by making sure your learners have checked their computer against the minimum specifications listed, and where necessary help them to download required plugins.  For your reference, below is a copy of the information presented within that link from the home page.

To use the learning material in the Sustainable Timber Toolbox, learners will need a computer with the following features:

Hardware

IBM® compatible with a 1 GHz processor running Windows 2000, XP, Vista, or

Apple Macintosh® PowerPC with a 800MHz  processor  or Intel Core Duo 1.33GGHz running OSX v10.5
with: 

· 512 MB of RAM

· 1024 x 768 pixel display

· CD-ROM drive

· Internet access

· Sound card

Software

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

Internet Explorer 7.0 or 8.0 (http://www.microsoft.com/ )

                         OR

Firefox 3.0 or above (http://www.mozilla.com/ )

                        OR

Safari 3 or above (http://www.apple.com/ )

Microsoft® Word 97 or a similar word processing program to open and use downloadable forms, checklists and worksheets.
Incorrect versions of these applications could result in information being shown in an unreadable form or not shown at all.


Customisation
Toolboxes are designed to be customised.  This is an important feature.  Teachers are invited to use parts of a Toolbox that compliment their training sessions and/or incorporate their own materials into a Toolbox.  There are mini tutorials available on the Toolbox website that may assist you in customising a Toolbox.  These can be found at: http://tle.tafevc.com.au/toolbox/access/search.do?paging.page=1&hier.topic=4553a498-8801-c8ab-4a85-9ad266cd4cb0   If you require assistance with your customisation, please contact the Toolbox Champion in your state.  You will find a list of the Toolbox Champions in the ‘Getting help’ section of this guide.  

To customise resources in this Toolbox you will need software such as:

· an HTML text editor such as Homesite®, BBEdit® or Adobe® Dreamweaver to edit web pages.  Alternatively, for a free downloadable text editor try Kompozer - http://www.kompozer.net/download.php

· a word processor such as Microsoft® Word to edit documents.

If customisation of multimedia interactions is required, then the following applications may be necessary:

·  XML SPY or equivalent XML editing tool

·  Photoshop/Fireworks (or equivalent) for editing still images

·  SoundEdit16 (or equivalent) for editing sound content

·  Premiere (or equivalent) for editing video content.

Refer to the Technical guide for further information.

Online teaching strategies

Teaching in an online environment focuses on facilitating and guiding the learner’s progress.

Learners have significant learning resources available to them in the Toolbox, in the

workplace, and on the Internet. Helping learners to navigate this information and pinpoint the

relevant materials to meet performance criteria is the central role. It requires a clear statement of learning objectives and regular feedback on learner progress. 

Toolboxes are designed to encourage this learner collaboration and the activities are customisable depending on requirements.  It is the trainer’s decision how this collaboration occurs.  For example:

A trainer might set up a discussion board or online discussion forum around 
how to save energy in the home. A start and finish date might be set for the discussion, and a proportion of final assessment weighted to participation. Learners may be notified of these requirements by email, as well as through an initial posting on the bulletin board. The bulletin board (along with other tools) is a useful record of learner contributions for assessment purposes.

Online discussions will only work if there is a sense of team collaboration, so it is important that you consider how to develop this team environment.  Throughout the tasks in this Toolbox there are many opportunities for learners to communicate with their colleagues. Below are some tips that could help you to set up and facilitate communication activities with the learners.

· You can use an online icebreaker in a computer training room or with learners who are at different locations.

· If you intend for your learners to collaborate online (using email, a learning management system, or a web discussion board) it’s important to give them a chance to get familiar with each other by using the medium, before they get down to the serious part.
Social networking

Every day, your learners communicate with each other in new and different ways, and emails and bulletin boards are not always the preferred options. Mobile phones, text messaging, and creating and sharing media files (videos, graphics, podcasts) are other common forms of communication that people currently use.

Social networking tools allow you to assist learners to network with other learners as they complete Toolbox activities.  For example, you can ask learners to create networks by:

· reviewing Your guide to social e-learning for additional information and ideas.  http://socialelearning.flexiblelearning.net.au/social_elearning/index.htm 

· sharing their work in weblogs, for example writing in their own blog or sharing mobile phone photos in moblogs (mobile weblogs)


· collaborating with others to develop documents, for example using wikis to put together a response to a problem


· creating and sharing photos of their work using photo sharing software, for example Flickr, www.flickr.com
· creating and sharing bookmarks of sites they have found useful in research, for example, www.delicious.com
· creating and sharing media files capturing their work, for example MP3s or video files


· sharing their evidence for assessment in social networking spaces on the internet


· sharing ideas and information via a virtual conference.
Preparing the learners to use the materials
It is recommended that you provide an orientation to the Toolbox in a practical, face-to-face session with learners actually using the Toolbox. Using a Toolbox is not about leaving learners alone to learn for themselves, but about using a medium as part of an overall teaching delivery strategy.

Beside the resources that are located in the Toolbox, it is highly recommended that you refer your learners to a range of other resources including textbooks, websites, video etc.    
Implementing successful Toolbox delivery

Flexible delivery is not about leaving learners alone to learn for themselves, but about using a new medium as a part of an overall teaching delivery structure that is well defined. In an evaluation of Toolboxes, the overall message from teachers was that ‘structure means success’ and reflects their recognition that effort is required to integrate the Toolbox into their teaching delivery – just like building any new teaching resource.
Feedback from the same evaluation of Toolboxes suggested that orientation sessions appeared to be a feature of the more successful trials. Providing orientation to the Toolbox in a practical, face-to-face session with learners actually using the Toolbox is clearly a key to a successful use. It provides a mixture of technical and pedagogical assistance that aligns the Toolbox with the qualification and the course.
Providing support

It is important to plan ahead and obtain management support, set realistic timeframes for implementation and gain support from the learner’s employer before introducing the Toolbox.
Make sure that you are aware of legislation and regulations which may impact on flexible delivery of the Toolbox. For example, learners working at home, traineeship agreements, apprenticeship agreements and enterprise-based arrangements.
Establish whether your learners have completed any previous units online. This way you can gauge how much support you will need to provide to coach learners in development of online learning skills, as well as the content in the units. You will probably find learners require different levels of support. In the first few weeks get a clear picture of how each learner is coping to enable early intervention.
If you manage a very large group of learners, create a sense of community online by setting up study groups of four to eight students, all of whom begin the Unit at more or less the same time. This makes it easier for learners to gain the benefits of social learning and to form networks and provide support to each other as they study.
Once you have set up the study group, facilitate an online ‘icebreaker’ activity when learners start the Unit. You could include ideas for facilitating this activity within the Teacher guide.
Plan ahead and be clear to your learners about which group work activities you expect them to complete.
Tasks and discussion board activities

If you choose to include discussion board exercises, you will need to set up discussion threads prior to commencing the activity. You will also need to advise learners of these requirements if you have not included instructions in the Toolbox content.
You should also encourage learners to use the discussion board to ask for assistance if they are unsure of where to find a resource. You may need to provide instructions to the learners on how to use communication tools such as e-mail, discussion board or chat.  
If you are delivering the program online, email will be the primary method of communication with your learners, so ensure that you have a clear system of email folders for managing the traffic.
Send emails to all learners with reminders of the tasks that should be completed, the tasks in progress with reminders for times of chats or forums during that week. Alerting learners to activities for which they should be undertaking individual learning (eg in learning tasks and learning packs) prior to a group activity in the week to come can also be helpful. You might comment on the quality of work in the preceding week and provide tips and encouragement for the task at hand.
Be clear about timeframes by setting targets for learning. These can help you with your ‘online lesson’ planning. You will need to set frameworks so that learners know what to do, and when to do it.
When learners are about to start an online group activity, send them an email with instructions on what teams they will be in or whose job it is to start a round robin activity. Do not presume learners will work it out.
Literacy and numeracy

Find out whether the learner will need literacy support to read the online material or complete the exercises. Workplace supervisors are often aware of the literacy difficulties of their employees, and often already have support mechanisms in place, such as pairing the worker up with another person with better literacy skills.
Qualifications and competencies
The Sustainable Timber Toolbox supports two core units of competency from Certificate IV qualifications in the Forest and Forest Products Industry Training Package (FPI05) 

The units of competency covered are:

Competency Code
Competency Name

FPICOR4202A 
Monitor and review forestry operations

FPICOR4201A 
Monitor safety, health and environmental policies and procedures
Unit guides

A Unit guide for each of the units is available, both within the Toolbox and under Appendix A of this Teacher guide. The Unit guides provide an overview of the employability skills that are implicit within the unit, a detailed breakdown of the featured interactive activities and the resources required to complete the units. 

For additional information on this qualification refer to the Commonwealth Government's database on Vocational Education and Training in Australia website – www.training.gov.au
Employability skills
Employability skills are sometimes referred to as generic skills, core skills, essential skills, capabilities or key competencies.  The Commonwealth of Australia defines them as, “skills required not only to gain employment, but also to progress within an enterprise so as to achieve one’s potential and contribute successfully to enterprise strategic directions”. (Employability Skills Summary, http://employabilityskills.training.com.au/index.php, accessed 14 January 2010).  
Target audience
Learners

The target learners for the two Certificate IV units are supervisors and managers involved in the day-to-day running of a forestry operation.
It is important to note that, although the ‘middle management’ tier of these target learners tend to have more highly-developed organisational skills and experience than the production workers, most of them are likely to have started in the timber industry or a related industry as ‘workers’ themselves, and come up through the ranks to their current positions in the company. As a consequence, they often share some similarities with production workers in terms of preferred learning styles and, in the context of e-learning resources, tend to respond best when presented with a similar instructional design model. 

As a broad group, the learners are likely to have had little tertiary training, although some may have completed TAFE courses, including trade courses. Most are functionally literate for their immediate job requirements, but their writing ability is often poor to average. There is not a perfect correlation between job level and literacy level, and the supervisors and managers in this target group are likely to have literacy skills ranging from excellent to relatively poor, with those at the bottom end of the spectrum having developed alternative strategies to compensate for their deficits.

Typically, the learners have better than average practical abilities and tend to favour the presentation of highly contextualised information.
Teachers/trainers/facilitators 
The Toolbox will suit a range of delivery and assessment contexts, including:

· workplace trainers working in a one-to-one or group training situation

· vocational trainers and/or assessors in an educational or workplace setting who deliver training, conduct assessments and issue qualifications
· team leaders/supervisors and/or line managers who are involved in implementing learning in the workplace and assessing its effectiveness
· new practitioners, part-time or full-time, casual or sessional
· NEIS scheme trainers
· facilitators of online learning programs.


Toolbox structure and design
Site map

Below is a full site map which provides an overview of the Toolbox structure.  This can also be accessed from the home page of the Toolbox.  
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Monitoring forestry operations (FPICOR4202A Monitor and review forestry operations)

Monitoring safety health and environment (FPICOR4201A Monitor safety, health and environmental policies and procedures)
Unit structure

The Sustainable Timber Toolbox comprises two units, with each unit representing one competency. In the disaggregated Toolbox each unit is a separate learning object. 

Within each unit there are a number of sections. The example below shows the content structure of one section and its relationship to the ‘Introduction’ to the unit and the other sections. 
Unit introduction (providing an overview of the unit and instructions on how to work through the material and complete the learning exercises and assessment activities)


Section 1



Overview (introduction to the subject matter for the section and the assessment activity that will need to be completed)
Assignment (assessment activity details) 
Case study (slideshow with voice-over narration and script) 

Lesson 1 (the first supporting topic for the Section, containing content material and attachments) 


Learning activity (self-check interactive exercises, multiple choice questions or discussion points)
Lesson 2 (content material and attachments) 


Learning activity (self-check interactive exercises, multiple choice questions or discussion points)


Section 2
Section 3 (etc.)
Key features

Design

The instructional design approach taken in the Toolbox is to present all learning content in the context of its application in the workplace. For this reason, the conventional textbook model of providing learning material first and assessment questions last has been inverted, so that the assignment is presented up front, much like a worker being given a new job to do. Once they have understood the objective they are working towards, learners are then given the information necessary to achieve it.

In keeping with this task-oriented approach, the first page in each section of the units is called Overview. Here the learner is introduced to the subject matter and referred to the Assignment for the section. This gives them advance notice of the assessment questions they will need to answer, which should help them to identify gaps in their knowledge and areas they need to pay particular attention to as they read the content material. It also allows people who already have a sound understanding of the topics to fast track their progression through the material.

The Assignment is designed to be completed as an assessment activity and submitted to the trainer for marking. 

A context for the Assignment questions is provided in the Case study, which comprises a slideshow of the person at work describing the way they would approach the Assignment. The narration is also shown in a text format under the media player. 
Glossary

The glossary is an alphabetic listing of words that are used or associated with the content in the Toolbox.  It consists of a single html page which is customisable.
Learning objects

An alternative way to access this Toolbox content is via discrete learning objects which can be downloaded from http://lorn.flexiblelearning.net.au/   Learning objects are smaller components of content forming a self-contained sequence of learning.  A ‘learning object’ is defined as: 
A digital entity designed to support a particular learning experience, that can be repurposed for use in another setting, and which forms or is part of an IMS content package.  Essential characteristics of learning objects are that they incorporate a self-contained sequence of learning and be discoverable, interoperable, editable and reusable.  (source:  Australian Flexible Learning Framework Trials of Learning Objects (Series 7) – http://toolboxes.flexiblelearning.net.au/documents/reports.htm#r17
A learning object does not imply that it is an entire competency or one of the key performance criteria from a unit of competency.  A learning object is an output that can be used by others as a stand alone product.  The best way to identify a learning object is as a segment of content that can stand alone and be used independently from the rest of the competency.
This Toolbox supports two learning objects which are:

· Monitoring forestry operations, supporting the unit of competency – FPICOR4202A: Monitor and review forestry operations.
· Monitoring safety health and environment, supporting the unit of competency – FPICOR4201A: Monitor safety, health and environmental policies and procedures.
These learning objects can be accessed from http://lorn.flexiblelearning.net.au/repositories.

Teaching and learning design

The teaching and learning strategies employed in the Sustainable Timber Toolbox are both action-based and project-based. The Learning activities are designed to allow the learner to apply new concepts to their own experiences or workplace situations. The Assignment questions often require the learner to undertake research or complete a task back at their workplace.

The presentation style of the Learning activities is varied and includes discussion points, workplace research and interactive exercises. Many of the activities are designed to stimulate discussion between the learner and their trainer, and between various learners in different locations, via some form of electronic communication.

The Learning activities can be undertaken as group exercises via the web or email.
Tasks and activities

This section provides information about the activities for each of the two units of competency covered in the Sustainable Timber Toolbox.  This includes:

· topics covered

· assessment suggestions
· assessment strategies.
Monitoring forestry operations
Unit topics

This unit contains three topics or sections:
· The process of monitoring
· Reviewing opportunities

· Developing new approaches.
Monitoring safety, health and environment
Unit topics

This unit contains four topics or sections:
· SH&E practices
· Risk assessment

· Emergency procedures

· Environmental procedures.
Each section has an overview which is an introduction to the subject matter for the section and the assessment activity. The lesson provided in each section contains content material and attachments.
A description of the assignments and individual learning activities for each of the units is provided in the Unit guides at Appendix A.

Assessment suggestions 

Assignments

Each section in each of the units has an Assignment for completion. Its purpose is to provide an activity that tests the learner's understanding of the principles and their ability to apply these principles to their own day-to-day job. The Assignments are suitable for use as assessment activities and may be either emailed to the trainer or submitted in hard copy as assessment evidence.
Set out below are the Assignments for each unit in the Sustainable Timber Toolbox.

Monitoring forestry operations
The process of monitoring: asks the learner to choose a specific activity or work procedure that they are responsible for and describe the monitoring methods they use, to ensure that it is done according to requirements.
Reviewing opportunities: asks the learner to choose a work practice that could be improved, and develop a solution or improvement that they have the capacity to implement. 

Developing new approaches: asks the learner to develop a new approach to the way a workplace procedure is carried out and implement it using the PDCA cycle as a model.
Monitoring safety health and environment
SH&E practices: focuses on the learner’s knowledge of the legislation and standards relating to safety and environmental protection in the timber industry. It also asks the learner to describe the methods they use in their own organisation to monitor the effectiveness of the company’s safety and environmental policies and procedures.
Risk assessment: asks the learner to detail the processes they use to monitor the control measures implemented to address a particular set of risks in their workplace.  
Emergency procedures: provides the opportunity for the learner to review the currency and adequacy of their organisation’s emergency response procedures and to develop an action list to address any problems they have identified.
Environmental procedures: asks the learner to describe the processes they use to monitor the effectiveness of the organisation’s environmental procedures.
Assessment strategies

The Sustainable Timber Toolbox is not designed to be the sole source of assessment activities for the units of competency covered, as assessment methodologies and practices can vary greatly for different RTOs.
However, the Toolbox will support the summative assessment process, as learners will be working on tasks that directly align with the competencies and will be producing evidence of their skills and knowledge through the work they complete.  As part of an evidence portfolio, an assessor may choose to use completed worksheets presented by a learner online or face-to-face, as well as meaningful contributions to online discussions or the assignment work recommended in the Toolbox. 

Additional assessment methods should also be used to ensure learners fully demonstrate their competency; for example:
· observation of workplace performance – using a well planned observation guide, possibly combined with other methods to assess underpinning knowledge
· simulation – using role plays to assess negotiation or consultation skills; useful for overcoming ethical issues when direct observation in the workplace is not appropriate
· demonstration – through videos of performance

· interview/dialogue – presenting case scenarios and asking learners how they would respond; including questions to assess underpinning knowledge.

Note that further assessment requirements to supplement the Toolbox content are the RTO’s responsibility.

Recognition of prior learning (RPL)

Learners

The Sustainable Timber Toolbox contains an RPL Expressway to help learners decide whether they should apply for recognition of prior learning in any of the units covered. This section provides information on how the RPL process works, as well as an ‘RPL checklist’ for each of the competencies. The checklists provide a summary of the main skills the learner must possess to meet the competency requirements for each unit. The learner should tick the box beside each skill they believe they are competent in. A hard copy can be printed to show the trainer or assessor who should provide advice on any ‘gap’ training the learner may need. 
The checklists can also be accessed from within their respective units via the left hand menu bar.
The RPL Expressway advises learners to follow the steps shown below if they wish to apply for recognition of prior learning in some or all of the elements of a unit:

1. Identify their existing skills, by working through the RPL checklist for that unit and ticking the skills they believe they already possess. This page can then be printed off for future reference. Learners are also advised to read through the full Unit of competency from the Training Package, which is provided in a PDF document, linked at the bottom of the RPL checklist page. They should then discuss the details with their supervisor or trainer.

2. Prepare the evidence, by collecting any documentation and other forms of supporting evidence that may help them to demonstrate their competence to an assessor. Various suggestions and examples are provided on the Types of acceptable evidence page.  

3. Contact their training provider. In many cases, this would be done by the learner’s workplace supervisor or trainer/assessor. However, a link is provided to the Commonwealth Government's database on Vocational Education and Training in Australia (www.training.gov.au), which lists all registered training organisations that deliver the particular qualifications.

4. Undertake the assessment, by presenting the supporting evidence to their assessor, as well as performing any on-the-job demonstrations required.

Teachers/trainers/facilitators 
Teachers/trainers/facilitators must explain what recognition of prior learning (RPL) is to learners and how learners can access the skill recognition area of the Toolbox.  Learners should be made aware that, if they have existing skills and knowledge relevant to a particular unit of competency, they can investigate the skill recognition area of the Toolbox to help them judge whether to proceed with an RPL application.  Please note that this does not facilitate nor process an RPL application or assessment. That must be managed and supported by an RTO. It does, however, provide an excellent insight into what’s involved with RPL and also offers a range of useful tools for both RPL candidates and RPL assessors.
The assessor needs to ensure that the evidence provided is sufficient, valid, reliable and current to meet the evidence requirements as set out in the Training Package. They may require some additional evidence if there are gaps in the material presented. This may include an on-the-job demonstration of their skills.
Monitoring forestry operations: RPL checklist

Supporting FPICOR4202A: Monitor and review forestry operations
Skills and knowledge the learner will need to provide evidence for: 
· understanding of the legislation, codes of practice and industry standards relating to monitoring and reviewing forestry operations
· ability to monitor the activities of on-site employees and contractors to ensure compliance with the company’s policies and procedures
· ability to review the company’s operational policies and procedures and recommend improvements where necessary
· ability to implement changes to the company’s policies and procedures and review the effectiveness of the changes
· ability to assess the organisation's environmental performance in relation to improvements made.
Monitoring Safety, health and environment: RPL checklist

Supporting FPICOR4201A: Monitor safety, health and environment policies and procedures
Skills and knowledge the learner will need to provide evidence for: 
· understanding of the legislation, codes of practice and industry standards relating to workplace safety and environmental protection
· understanding of the organisation’s safety policies and procedures
· ability to monitor the organisation’s work practices for compliance with the safety policies and procedures
· ability to carry out a risk assessment and implement risk control measures
· ability to monitor the effectiveness of risk control measures
· understanding of the types of emergency likely to be faced by the organisation
·  ability to monitor the organisations emergency response plan
· understanding of the organisation’s environmental policies and procedures
· ability to monitor the organisation’s work practices for compliance with the environmental policies and procedures.
Access
Web accessibility

All elements in the Sustainable Timber Toolbox are compliant with W3C Web Content Accessibility Guidelines v2.0 (WCAG 2.0) level AA conformance, which means that the web content satisfies all the Level A and Level AA success criteria. This includes the provision of text alternatives for graphics and the presentation of the learning content in plain English. The Toolbox also includes provision of colour combinations providing sufficient contrast for viewing by someone having colour deficits and the use of style sheets to control layout and presentation and a logical tab order through links.
Literacy requirements

The text used throughout the Sustainable Timber Toolbox is designed to accommodate a range of literacy abilities without compromising the depth of information that can be presented in a text-based format. There is some literacy assistance built into the material in the form of audiovisual case studies and several graphic-based learning activities.

In instances where learners require extra assistance to work through the material in the Toolbox, trainers should look for ways to support them with their reading and writing. This may include pairing them with another learner who has better literacy skills or asking their line manager or another trusted person to help them.

Note that the competencies covered in this Toolbox require literacy skills sufficient to read formal workplace documents and complete supervisory reports. For this reason, the assignments have been designed to help the learner to create well-constructed written reports by providing suggested layouts and template formats.
Equity

Nationally, the goals of all VET policies on equity are the same: to improve access to study and related outcomes within VET for all clients and potential clients.

Improving access might involve strategies such as including accessibility features[2]; ensuring that selection criteria and course materials do not discriminate against learners and adapting activities to encourage all learners. Examples of equity strategies include providing a supportive learning environment; adjusting assessments and the means of accessing information to meet individual circumstances; and developing and using inclusive training materials. 

Essentially, in the context of VET, equity refers to the capacity for all learners to achieve results in training and to receive training in an inclusive environment with inclusive materials. Inclusive environments and materials acknowledge and value the differences between people and cultures; they include rather than exclude.

The Sustainable Timber Toolbox is designed to improve access to study and related outcomes for all learners. It caters for a range of learning styles and purposes by providing multiple entry points. The interface allows learners to navigate in a variety of ways, maximising accessibility.

Learners need to be able to interact with materials that:

· include multiple ways of learning and teaching

· promote equity of learning outcomes.

The target audience has a broad range of educational backgrounds and skills. To accommodate these needs, the Sustainable Timber Toolbox:

· uses clear, plain English

· provides a glossary for each unit

· provides still images, diagrams and slideshow case studies with voice over narration 
· advises on facilitation for learners who may have literacy difficulties and be lacking confidence as learners, particularly in online learning.
Getting help

If there are any technical issues, users should refer to the specifications in the Technical guide. If assistance is still required:

· discuss the issue with your Toolbox Champion.  Below are the contact details for each state Toolbox Champion.

· call the Help Desk on 1300 736 710

· email your issue to toolboxhelp@flexiblelearning.net.au 
What is a Toolbox Champion?

There is a Toolbox Champion in each State and Territory.  The Toolbox Champions service is provided to assist Private RTOs, Industry bodies, TAFE, ACE and Schools in VET in the successful implementation of Flexible Learning Toolboxes.  Funded by the Flexible Learning Toolboxes Project under the Australian Flexible Learning Framework, the Champions are the "face" of Toolboxes in their state or territory.  To locate your Toolbox Champion, please visit - http://toolboxes.flexiblelearning.net.au/champions/
What can the Toolbox Champions do for you?

· Organise and conduct professional development activities. 

· Mentor teams wishing to implement Toolboxes. 

· Provide advice about using the Toolboxes. 

· Disseminate information and broker other types of support (eg. customisation).

Toolbox contact details:


Flexible Learning Toolbox Help Desk
Phone: 1300 736 710
Email: Toolboxhelp@flexiblelearning.net.au
Website: flexiblelearning.net.au/Toolbox

For more information contact:
Australian Flexible Learning Framework
National Communication
Phone: +61 7 3307 4700
Fax: +61 7 3259 4371
Email: enquiries@flexiblelearning.net.au
Website: flexiblelearning.net.au

GPO Box 1326
Brisbane, Queensland 4001
Australia

Resources
Search for Employability Skills
http://employabilityskills.training.com.au/index.php
To search for what employability skills are included in a qualification, access the website above.  Go to the Employability Skills Summary section and enter the qualification code into the search box and click on the Find button.  You will be provided with a list that contains the Employability Skills that this qualification covers.  
Toolbox Implementation Guide
http://Toolboxes.flexiblelearning.net.au/documents/index.htm
This guide has been designed to help you get started with using your Toolbox as a teaching resource.  
Toolboxes by series / code

http://toolboxes.flexiblelearning.net.au/preview/byseries.htm
This website provides you with access to all Toolboxes.  You may want to review the previous series of Teacher guides for guidance or clarification.
Learning object repository network

http://lorn.flexiblelearning.net.au/repositories
LORN currently has seven member repositories contributing more than 2500 learning objects for download in a wide range of industries and subject areas, including business, community services, electrotechnology, horticulture, tourism, and hospitality. The number of learning objects increases as repository owners build their collections.
Designing e-learning

http://designing.flexiblelearning.net.au/
This site provides some answers to two big questions

· What is e-learning?
the Gallery of strategies has over 100 click-and-view samples plus teaching guides 

· How do you do it? 
the Learning design and Learning materials sections offers detailed sample designs and course maps 

To help you find what you’re looking for, there are a range of different e-tours through the resources on this site. 
Your guide to social e-learning

http://socialelearning.flexiblelearning.net.au/social_elearning/index.htm
In this resource you can explore the opportunities and challenges that you might discover with social e-learning in practice, and get practical guidance and tips from e-learning practitioners. Listen to the keynote from Anne Bartlett-Bragg to find out more about the practice behind the case studies, strategies, tools and activities presented in this resource. 
Appendix A

Unit guide: Monitoring forestry operations
Monitoring forestry operations is aligned to the unit of competency: FPICOR4202A: Monitor and review forestry operations. It covers the basic principles of monitoring and reviewing forestry operations on a site with regard to setting improvement recommendations and developing new and flexible approaches.
The unit is presented in three sections:

· The process of monitoring
· Reviewing opportunities
· Developing new approaches.
Assignments
The Assignment for The process of monitoring asks the learner to choose a specific activity or work procedure that they are responsible for and describe the monitoring methods they use to ensure that it is done according to requirements.

The Assignment for Reviewing opportunities asks the learner to choose a work practice that could be improved, and develop a solution or improvement that they have the capacity to implement. 

The Assignment for Developing new approaches asks the learner to develop a new approach to the way a workplace procedure is carried out and implement it using the PDCA cycle as a model. 
Learning activities

Each section in this unit contains one Lesson, which provides the content information for the subject. Within each lesson is a Learning activity, designed to reinforce the concepts presented and allow the learner to apply them to their own workplace situation. For learners who are undertaking group training, or have access to learners in other locations, these activities also provide the opportunity for them to share their thoughts and discuss the similarities and differences in their experiences.

The lessons and learning activities are set out below.
Section 1: The process of monitoring
	Lesson
	Description of learning activity

	Monitoring techniques
	Asks the learner to describe the KPIs they use at their workplace. Learners who do not use KPIs are asked to develop some examples that relate to their monitoring activities.


Section 2: Reviewing opportunities
	Lesson
	Description of learning activity

	Continuous improvement
	Asks the learner to choose a suitable issue and create a Pareto chart using a template provided.


Section 3: Developing new approaches
	Lesson
	Description of learning activity

	The PDCA cycle
	Asks the learner to describe a workplace improvement in terms of the PDCA as a model.


Employability skills
Below are the employability skills and learning and assessment strategies applicable to this unit.
· Communication 

· Working in groups, either face-to-face or via a social networking site
· Communicating with and responding to other learners

· Teamwork 

· Group discussion, either face-to-face or electronically
· Working in a team

· Interactive activities
· Problem solving 

· Case studies

· Researching

· Decision making activities
· Initiative and enterprise 

· Research

· Suggesting changes and improvements
· Planning and organising 

· Planning 

· Collecting and analysing information
· Self management 

· Work plans
· Learning 

· Using skills in different contexts

· Self-evaluation tools 
· Technology 

· Using the internet

· Using ICT skills to complete activities and communicate with others
Communication activities

It is envisaged that most learners will be undertaking a qualification via flexible delivery mode, and will be working independently through the learning material in this Toolbox in between scheduled site visits by their trainer/assessor. Where learners in different locations are undertaking the same units of competency with a Registered Training Organisations (RTO), the trainer may decide to put them in contact with each other via email, and to hold regular web-based group training sessions.

The learning activities are designed to promote discussion between learners and their trainer, either in a face-to-face group session, or via a range of electronic means, including telephone hook-ups, group emails or a social networking site.
Assessment suggestions

Each section contains an Assignment, which is designed to provide some of the evidence required for an RTO to assess a learner as competent in the unit being undertaken. Other evidence that would need to be gathered by the RTO would include a third party report from the learner's supervisor. Trainers may also wish to use the completed learning activities and the discussions generated between learners as further evidence of competence.

For candidates who believe they may be eligible for recognition of prior learning (RPL) assessment, the RPL Expressway provides detailed information on the specific performance criteria that apply to the unit, and the types of evidence they would need to present to the RTO. The RPL Expressway is also useful for learners who are self-assessing their progress and identifying any gaps in their current level of skills and knowledge.

Related resources

All resources needed to complete activities are provided within the site, with the exception of external sources of information that the learner may consult while carrying out their own research.
Relevant learning objects

Learners may benefit from accessing the following learning objects from the LORN (Learning Object Repository Network) website:
· Implement and monitor the plan (aligned to the unit of competency: BSBFLM405B  Implement operational plan).
· Monitor and review performance (aligned to the unit of competency: BSBFLM409B Implement continuous improvement).
Unit guide: Monitoring safety, health and environment
Introduction

Monitoring SH&E is aligned to the unit of competency: FPICOR4201A: Monitor safety, health and environment policies and procedures. It covers the principles of monitoring safety, health and environment policies and procedures for site supervisors and managers. 
The unit is presented in four sections:

· SH&E practices
· Risk assessment
· Emergency procedures
· Environment procedures.
Assignments
The Assignment for SH&E practices focuses on the learner’s knowledge of the legislation and standards relating to safety and environmental protection in the timber industry. It also asks the learner to describe the methods they use in their own organisation to monitor the effectiveness of the company’s safety and environmental policies and procedures.  

The Assignment for Risk assessment asks the learner to detail the processes they use to monitor the control measures implemented to address a particular set of risks in their workplace.  
The Assignment for Emergency procedures provides the opportunity for the learner to review the currency and adequacy of their organisation’s emergency response procedures, and to develop an action list to address any problems they have identified. 

The Assignment for Environment procedures asks the learner to describe the processes they use to monitor the effectiveness of the organisation’s environmental procedures. 

Learning activities

Each section contains two Lessons, which provide the content information for the subject. Within each lesson is a Learning activity, designed to reinforce the concepts presented and allow the learner to apply them to their own workplace situation. For learners who are undertaking group training, or have access to learners in other locations, these activities also provide the opportunity for them to share their thoughts and discuss the similarities and differences in their experiences.

The lessons and learning activities are set out below.
Section 1: SH&E practices
	Lesson
	Description of learning activity

	Methods of monitoring
	Asks the learner to review a set of attitudes to safety and environmental care and apply the different categories to their own organisation. 

	SH&E management systems
	Provides an interactive questionnaire designed to help them measure how successfully a company's policies and procedures are being implemented.


Section 2: Risk assessment
	Lesson
	Description of learning activity

	The risk assessment process
	Provides a brief revision exercise on assessing and controlling risks using the WorkCover risk rating table and hierarchy of controls.

	Monitoring control measures
	Asks the learner to answer series of questions regarding the monitoring of hazard control measures in the workplace.


Section 3: Emergency procedures
	Lesson
	Description of learning activity

	Designing an emergency plan
	Asks the learner a series of questions about their work environment and the emergency plan they have in place.

	Roles of personnel
	Asks the learner to make a comparison between their own ‘emergency control organisation’ (or equivalent) and the ECO described in the lesson. 


Section 4: Environmental procedures
	Lesson
	Description of learning activity

	Community and the law
	Asks the learner to consider some examples of complaints from members of the public and describe possible solutions.

	Company policies and procedures
	Asks the learner to look at a particular law or regulation that relates to the policies and procedures that they implement in their own work.


Employability skills
Below are the employability skills and learning and assessment strategies applicable to this unit.
· Communication 

· Working in groups, either face-to-face or via a social networking site
· Communicating with and responding to other learners

· Teamwork 

· Group discussion, either face-to-face or electronically
· Working in a team

· Interactive activities
· Problem solving 

· Case studies

· Researching

· Decision making activities
· Initiative and enterprise 

· Research

· Suggesting changes and improvements
· Planning and organising 

· Planning 

· Collecting and analysing information
· Self management 

· Work plans
· Learning 

· Using skills in different contexts

· Self-evaluation tools 
· Technology 

· Using the internet

· Using ICT skills to complete activities and communicate with others

Communication activities

It is envisaged that most learners will be undertaking a qualification via flexible delivery mode, and will be working independently through the learning material in this Toolbox in between scheduled site visits by their trainer/assessor. Where learners in different locations are undertaking the same units of competency with a Registered Training Organisations (RTO), the trainer may decide to put them in contact with each other via email, and to hold regular web-based group training sessions.

The learning activities are designed to promote discussion between learners and their trainer, either in a face-to-face group session, or via a range of electronic means, including telephone hook-ups, group emails or a social networking site.
Assessment suggestions

Each section contains an Assignment, which is designed to provide some of the evidence required for an RTO to assess a learner as competent in the unit being undertaken. Other evidence that would need to be gathered by the RTO would include a third party report from the learner's supervisor. Trainers may also wish to use the completed learning activities and the discussions generated between learners as further evidence of competence.

For candidates who believe they may be eligible for recognition of prior learning (RPL) assessment, the RPL Expressway provides detailed information on the specific performance criteria that apply to the unit, and the types of evidence they would need to present to the RTO. The RPL Expressway is also useful for learners who are self-assessing their progress and identifying any gaps in their current level of skills and knowledge.

Related resources

All resources needed to complete activities are provided within the site, with the exception of external sources of information that the learner may consult while carrying out their own research. Internally linked resources include Word documents. Website links are also provided for learners to follow up if they wish to research a topic more thoroughly.

Relevant learning objects

Learners may benefit from accessing the following learning objects from the LORN (Learning Object Repository Network) website:
· Safety and environment (aligned to the unit of competency: FPICOR3201A Implement safety, health and environmental policies and procedures) from the Series 12 'Timber Toolbox'.

· Preventing fires (aligned to the unit of competency: FPICOR2204A Follow fire prevention procedures) from the Series 13 'Timber Plus Toolbox'.

· Monitor a safe workplace (aligned to the unit of competency: BSBCMN411A Monitor a safe workplace).
flexiblelearning.net.au/Toolbox
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