
Training and Assessment Certificate IV

Evidence for Recognition for:

Unit of competence: TAADEL405A Co-ordinate & Facilitate Distance-Based Learning 
	1
What’s this unit about?

	This unit specifies the competencies required to co-ordinate, organise and facilitate a distance-based process. 

	2
Key evidence requirements for the Unit – this is the amount and depth of evidence required

	A minimum of facilitating at least one distance-based learning program or qualification that involves a continuous relationship between the facilitator and learners from commencement to completion of the learning program/qualification and which addresses the outcomes, performance requirements, skills and knowledge of this competency standard.

	3
Are you competent? (Questions based on elements of competency) – please tick

	· prepare for distance-based learning?

· manage distance-based learners?

· monitor learning progress?

· Review the distance-based learning processes?

	4
Need more information? (Questions based on performance criteria) – please tick

	Element 1: Prepare for distance-based learning
Have you:

· Accessed, read and interpreted the learning strategy and/or learning program to determine, learning outcomes or objectives to be met and any distance-based learning delivery requirements

· Developed initial knowledge of group, individual learner styles and learner characteristics to support effective planning for distance-based learning using available information
· Considered and made appropriate recommendations where required to the suitability of distance-based learning as a delivery mode for learners.
· Selected and evaluated appropriate learning resources appropriateness, and where required  contextualised for distance-based learning
· Developed additional learning materials appropriate to distance-based learning.
· Developed a distance delivery management plan using knowledge of learning principles, to ensure logical progression of learner progress and continuity of distance learning content
· Identified support mechanisms and determined and organised means of communicating with learners and providing feedback.
· Sent identified information prior to commencement to learners outlining objectives, learner requirements and expectations.

	Element 2: Manage distance-based learners
Have you:

· Confirmed expectations and requirements through direct contact and clarified any issues/questions?

· Established distance-based learning relationships between trainer/facilitator and learners using appropriate communication tools and skills

· Distributed learning resources and learning materials progressively in accordance with the plan and learner needs.

	Element 3:Monitor Learner Progress 

Have you:

· Monitored and documented learner progress to ensure outcomes are being achieved and the needs of individual learners are being met?

· Developed and implemented strategies to address learner difficulties, where required and developed and implemented techniques for maintaining motivation and commitment?
· Provided support and guidance outside the formal communication process, where appropriate?
· Maintained, stored and secured learner records in accordance with legal/organisational requirements?

	Element 4: Review the distance-based learning process
Have you:

· Gathered feedback to review the management of the distance-based process?

· Analysed feedback to determine the success of the distance-based learning in meeting learners’ needs and expectations?

· Reflected on personal skills in the co-ordination and facilitation role?

· Documented and discussed with relevant personnel options for improving the distance-based learning process, and made changes as appropriate?

	5
Okay, so which examples of evidence would you have to demonstrate these answers (see Possible Evidence Examples in Section 7 for details) – please tick

	· Existing qualifications such as Diploma Education/Flexible Delivery, 
· Completion of OTEN’s Basic Methods of External Teaching (BMET)

· Reports from external verifier of Distance Education practices such as VETAB audit results of the ‘high risk’ programs

· Distance delivery management plans
· Facilitation activities for distance learning
· Evaluations from participants or organisations
· Audio or video of a facilitation session, e.g. voice or text chat log

· Testimonials from employer/supervisor/colleages
· Examples of reports or workplace documents

· Report outlining:

· How learner characteristics and needs were established

· How you considered suitability of distance-based learning as a delivery mode for the learners

· How communication skills have been used in facilitating distance learning
· How distance-based learning relationships between the facilitator and learners was established

· Support mechanisms used to assistance distance-based learning

· How the learning resources were selected and evaluated for appropriateness, and contextualised where required

· How you monitored the progress of the learners and the distribution of resources 

· How you provided formative feedback

· What strategies were used to maintain motivation and commitment, and address learner difficulties

· Record keeping procedures

· Strategies used to review the distance-based learning programs



	6
Recognition of AWTC4 competencies

	This unit does not align to any AWT Cert 4 competencies.

	7
Possible evidence – here you can tick the evidence examples that best describe the evidence that you have

	Example 1

These items of evidence could be used to demonstrate competence in all four elements:

· Report outlining:

· How learner characteristics and needs were established

· How you considered suitability of distance-based learning as a delivery mode for the learners

· How communication skills have been used in facilitating distance learning

· How distance-based learning relationships between the facilitator and learners was established

· Support mechanisms used to assist distance-based learning, ie examples of study sills packs developed for these learners
· Samples of regular broadcasts – re online/email etc

· How the learning resources were selected and evaluated for appropriateness, and contextualised where required

· How you monitored the progress of the learners and the distribution of resources 

· How you provided formative feedback

· What strategies were used to maintain motivation and commitment, and address learner difficulties

· Record keeping procedures

· Strategies used to review the distance-based learning programs

Plus

· Testimonials attributing to your  co-ordination and facilitation of distance-based learning, ie supervisors, colleagues, learners 

· Documentation to and from learners showing level of completed work by students, types of feedback provided

Plus

· Evidence of record keeping for the monitoring of the progress of learners



	Example 2

These items of evidence could be used to demonstrate competence in all four elements:

· Observation (of co-ordination and facilitation of distance-based learning programs)
Plus

· Written feedback or testimonials from supervisors/colleagues/learners

Plus

· Self-assessment/evaluation of co-ordination and facilitation skills for distance-based learning programs

Plus

· Evidence of processes (written or oral) ie:

· How learner characteristics and needs were established

· How you prepared learners for distance learning experience eg orientation workshops

· How the roles and responsibilities of learners was clarified

· How you considered suitability of distance-based learning as a delivery mode for the learners

· How communication skills have been used in facilitating distance learning

· How distance-based learning relationships between the facilitator and learners was established

· Support mechanisms used to assistance distance-based learning

· How the learning resources were selected and evaluated for appropriateness, and contextualised where required

· How you monitored the progress of the learners and the distribution of resources 

· How you provided formative feedback

· What strategies were used to maintain motivation and commitment, and address learner difficulties

· Record keeping procedures

· Strategies used to review the distance-based learning programs



	Example 3
These items of evidence could be used to demonstrate competence for all four elements:
· Learning program/distance delivery management plan detailing:

· Learning outcomes or objectives to be met and any distance-based learning delivery requirements outlined
· Designated timeframes 

· Learner characteristics of individual/s 

· Suitability of distance-based learning

· Learning resources used and evidence of contextualisation where appropriate for distance-based learning

· Other additional learning materials

· Strategies used to ensure logical progression and continuity of distance learning content

· Support mechanisms used

· Means of communicating and providing feedback

· Relevant information sent to learners prior to commencement of learning outlining objectives, learner requirements and expectations

· Individual learning plan for the learner

Plus

· Evidence of resources and materials distributed progressively in accordance with the plan and learner needs; ie emails, or any record-keeping processes
· Strategies put in place to manage the student contact data, especially when managing many learners across a range of different courses

Plus

· Documentation outlining learner progress, and feedback on formative assessment to ensure outcomes are being achieved and individual learner needs are being met

Plus

· Evaluation of the distance-based progress, ie surveys, interviews, learner evaluations,  report/documentation on options for improving the distance-based learning processes
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Learning suggestions (For further learning / training where there are gaps)

Which of the following would work for you:

	· Arrange a mentor for yourself.  You might like to ‘shadow’ somebody in your organisation who does an excellent job of co-ordinating and facilitating distance-based learning.

· Attend a workshop

· Undertake a work-based project, ie managing distance-based learners 
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