
	[Training Organisation Name] – Learning Program

	Training Package
	Identify the national Training Package by code and title that the program is based on.

E.g. PUA Public Safety Training Package

	Qualification
	Identify the qualification by code and title that the program is based on.

E.g. PUA20719 Certificate II in Public Safety (Firefighting Operations)

	Unit(s) of Competency
	Identify the unit of competency by code and title that the program is based on.

E.g. PUAFIR204 - Respond to wildfire

	Language, literacy and numeracy (LLN) requirements 
	To develop a program that fits with the speaking/listening (language), reading/writing (literacy) and numeracy levels and demands of the workplace, describe the nature of the LLN of the job here.

For example, for literacy, if the job requires only a little reading and writing (ability to send emails, fill in basic workplace forms, etc) describe that here briefly.

	Client
	The client is typically the organisation funding the course. It could be an RTO delivering the course publicly, or delivered internally within an organisation.

	Client Training Needs Summary
	Why does the client want this course run? Understanding this while help you design a program that meets the ‘big picture’ objectives.

	Learner Characteristics
	Describe the learner cohort including things like number of learners, any previous experience, language/cultural background if relevant. The more you know about your learners the better the program will meet their needs.

	Trainers/Assessors
	Who’s the trainer? Who’s the assessor?

	Learning Environment
	Describe briefly the environment that the course is going to be delivered. It might be classroom, workplace, online and any combination of these.

	Program Time-frame
	How long, over-all, from start to finish, will it take learners to complete the program.

	Contextualisation Summary
	Summarise how this program has been adapted to be more specific to the client’s particular training needs.

	 Standards/Policies/Procedures
	This is here to acknowledge the regulatory and policy environment that the program operates in (both VET and your industry and workplace). Often this can affect certain decisions about how the program is designed. Here are some examples:
· VET Quality Framework including:
· Standards for RTOs 2015
· Australian Qualifications Framework (AQF)
· Industry Standards/Codes of Practice that relate to what’s being trained
· Safe Operating Procedures for any equipment used in the training
· WHS requirements
· Contractual obligations of workers doing the course

	Delivery Strategy Summary
	Summarise the methods of delivery used in the program below.

E.g.: a combination of pre-course online activities, face-to-face classroom learning with some practical on the job exercises.

	Assessment Methods Summary
	Summarise how the unit(s) of competency would be assessed. E.g. Observation, written test, portfolio of work examples, third party report.

	Existing resources
	What resources already exist that could be used or adapted?

	Resources to be developed
	What needs to be developed (or purchased) to ensure the program can run.

	Day/Session
	Learning Objectives
	Delivery Methods
	Assessment Methods
	Hours

	1
	Broad learning objectives based on the unit(s) of competency.
	How this session will be delivered.
	What assessment (if any) will take place during this session.
	How many hours will this session go for?

	2
	E.g.,

Personal protective clothing and equipment for firefighting.
	E.g.,

Classroom session with demonstration.

Practical exercises.
	E.g.,

Observation.

Verbal Q&A
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