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| WELL Application Resource Guide

INTRODUCTION

ABOUT THISSUIDE

| WHAT 1ST?

Thisis a professional developmergsourceto support the development odompetencies
required to planan effective WELL training project and prepare a succeddfilll. Training
Application

The Guidéhas been developed in collaboration and consultation with State/Territory WELL
Coordinators, State/Territory Advisory Committee (SAC) member&ayistered Training
Organisatiosand is available for download from the WELL Professional Development website at
www.wellpractitioners.com.au.

WHO IS THIS GUIDERFO

The Guides designed to be used by individuaisolved in planning WELL training j@ads to
assisthemin clearly identifyindusiness andraining needs, developing a well structured

training service that addresses those needs and preparing a thorough, complete and successful
WELL Training Application

The Guidencludes the competeries needed to

- Acquirea clear understanding of the WELL Program as defined byveiel Training
Guidelines

- Gather information abouainS Y LJt 2 BuSnkda Aeeds, training needs amdrkplace
communications skillseeds.

- Developan effective training @lution to meet those needs.

- Prepare aWELL Training Applicatioém successfully access WELL Program funds.

The Guideassumes thathe reader has

- Experience in thé/ocationalEducation andTraining (VET) sectavith a practical
understanding of théNational TrainingFramework and the Australian Quality Training
Framework (AQTF).

- Access to andamiliarity withthe WELL Training Guidelin&8ELL Training Applicati@amd
WELL Hints and Tipsvailable from the WELL website.

HOW CAN IT BE USED?
The guidecan beused inavariety of ways:

- Inits entirety to gain a comprehensive understandifighe WELL Application development

process
- As areference to provide specific support where needed.

The Guidecan also be used in giessional development sessiorBuggestegrofessional
development sessiorare provided in the appendices.

o1 | WELL Professional Development Guldtroduction
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REFERENCREEED

Importantwebsitereferencesusedin is this Guide are listed in the table below. For a more
comprehensive list refer to the WELL Professional Development website

Refererce Key content

Link

5992 wQa 2 F7FAC General WELL Program
Program website. information.

WELL Training Guidelines.
WELL Training Application
WELL Hints and Tips.

Sample WELL Funding
Agreement.

List of Approved
Apprenticeships.

State/Territory WELL
Coordinator contact details.

LiteracyNet, key information WELL Program case studies www.deewr.gov.au/literacynet

about Australian adult
literacy activities and links to
a range of additional
program, professional
development, resource and
research sites.

WELL Rrgram funded
resources.

The National Centre for Language, literacy and
Vocational Education numeracyand WELL Progm
ResearcfNCVERAustralia's research and statistics.
principal provider of
vocational education and
training research and
statistics.

A comprehensive ligif VET
terms and acronyms

The National Training Training Packages.
Information ServicéNTIS)

the official national register
of information on endorsed Courses.
training products and

registered training providers
Training Providers.

Qualifications.

Units of Competency.

The Australian Core Skills ~ ACSnformation.
Framework website. ACSE case studies.

www.deewr.gov.au/well

www.ncver.edu.au

www.ntis.gov.au

www.deewr.gov.au/acsf

© Commonwealth of Australia 2010
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WELL Professional A Professinal Development www.wellpractitioners.com.au
Development website Guide for WELL Practitioner:

Useful websites.

Skills Mapping of WELL
Practitioners Skills and
CompetenciefReport

Australian WELL Practitione
Network.

WELL conference and event

l dzA G N> £ A Q& ¢ General VET information http://www.training.com.au/
eduation and training The AQTF

website

ACRONYMS8SED

This Guide uses the following acronyms

ACSF
AQTF
DEEWR
ICT

IEP

PD
RTO
SAC
VET

WELL

The Australian Core Skills Framework

Australian Quality Training Framework

Department of Eduation, Employment and Workplace Relations
Information and Communication Technologies

Indigenous Employment Program

Professional Development

Registered Training Organisation

State Advisory Committee

Vocational Education and Tinéng

Workplace English Language and Literacy

© Commonwealth of Australia 2010
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PROFESSIONAEVELOPMENREQUIREMENTS

|VOCATIONAL SKILLS
The 2009 DEEWR funde®iLJ2 NIi G A Gf SR dal LIWWAyYy3a 2F /2YL)
29[ [ tNRe2SOGa¢ ARSYGATAS RN diféctte WOBELIYttalSing Pryj€eh
and prepare a successMIELL Training Application

These included:

S
S

as
a

- Understanding regulatory, economic and labour market issues relevant to the industry, the

businessand the employees.
- Understanding organisational dynarsiand workplace culture.
- Awareness of national and state vocational education and training policies.
- Working within theAQTF
- Client management
- ldentifying language, literacy and numeracy in workplace tasks and practice.
- Writing successfUlVELL Trainingpplicatiors.
- Budgeting.
- Managing training mjects in a workplace.
- Project management
- Staff recruitment.
- Staff support.
- Evaluating WELL training projects.
- Working with Training Packages and accredited courses.

SELF ASSESSMENT

Self assessmeidentifiesour strengths and weaknessandhelps toprioritise professional
development needsThisallowsan individuako work totheir strengths and think about how to
managetheir limitations by undertakingorofession&developmentor seeking appropriate help.

Hdpful self assessment questions include:

- What competencies do | hatkat are useful for planning an effective WELL training project

and preparing a successMMELL Training Applicati®n

- Do I have limitedkills and knowledgthat mayreducethe effectiveress ofa WELLltraining
projector placeaWELL Training Applicatia risk?

- What do | need to do tonanagemy limitations?

A 2If Assessmernitool based on the competencies listed above is provided in the appendices.

g
ﬁﬁ\\yﬂ@y Complete theself Assessmentool ard use the information taevelopa
A@ Professional Development Plakhtemplate igprovided in the appendices

© Commonwealth of Australia 2010

WELL Professional Development Gulatroduction

“|



WELL Application Resource Guide

COMMUNICATIONSKILE

Planning an effective WEtrhiningproject and preparing a successWELL Training Application
requires strong communicatns skillsOne way of looking at the communicat®mskills required

is to consult the Australian Core Skills Framework (ASCF), the nationally recognised mechanism
for assessing and reporting outcomes of adiatguage, literacy and numerapyograms.

Belov are examples of the communicationskills required for planning an effective WELL training
project and preparing a successWELL Training Applicatiomapped to the ACSF.

Reading(ACFS ~5)

The ability to read and comprehend:

WELL Training Guidelidésnts and Tips/WELL websi#®ELL Training ApplicatidELL
Funding AgreemenfQTF.

WELL case stughi/company websites/brochurefirms.

Training Packages and accredited courses.

Training proposals.

Correspondence from employetsaining providersDEEWR, caagues.

Minutes of meetings.

Writing (ACSF ~5)

The abilityto effectively and succinctly write:

WELL Training Applicatian

Training proposals.

Correspondence to employensaining providersDEEWR, colleagues.
Minutes of meetings.

Oral communications (AEBF ~5)

The ability to effectively

Explain the WELL Program and its requirements.
Listen to and interprebusiness and training needs

Discuss project requirements with employersining providersDEEWR and colleagues.

Negotiate the training solution.

Explain the training proposal temployers, training providerQEEWR and colleagues.
Present training proposals.

Facilitate meetings.

Develop business relationships.

Numeracy (ACSF ~4)

The ability to effectively:

Prepare budgets.

Calculate and comparratios.

Use a spreadsheet.
Developmeasurable outcomes.
Estimate time and resource allocations.

© Commonwealth of Australia 2010
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7]
awﬂ@y Reflect on your own workplace communications skKiilgouthink that you need
D to develop these skilladdthemto your professional development plan.

et

CONTNUOUS IMPROVEMENT

Planning an effective WELL training project and preparing a succ@4skul Training Application
is like any other business procest can be consciolggand systematially reviewedto identify
areasfor improvement

Continuous improvermnt is essentiako vocational education and trainingndunderpins the
AQTETrdning provides must be able to demonstrate continuous improvement in order to
maintain AQTFcompliance.

Poor WELL training project planning can result in:

- Employer dissatisttion

- Learner dissatisfaction

- Lack of employeor training providecommitment

- WELL mctitioner turnovet

- Poor training outcomes

- Poor business outcomes

- Waste of human, physical and financial resources

Poor qualityWWELL Training Applicatiscan reslt in:

- Failure to access WERtogramfunding

- Drawn outWELL Training Applicatiassessment times
- Loss okemployer or training provider interest.

- Waste of human and financial resources

Processes are reviewdd:

- Continuously improve

- Evaluatestakehotler satisfaction

- Evaluate cost effectiveness

- Control quality

- Respond to problems and criticisms
- Identify solutions

- Build business relationships.

- Review resource allocation

- ldentify skills and knowledge gaps.

There are many different ways to approamntinuous improvement. A popular method is the
Plan Do Check Act (PDCA) Cycle.

S ‘ WELL Professional Development Gulatroduction
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' PLANs
‘ CHECI'

In the PLAN stepdata is gathered to identify theize and nature of the problem eddress

Not all change results in improvement and a wedirpied, systematic, evigee based approach
helpsto determine exactly where to invest resources.

There are many continuous improvement tools available to help identify a problem to work on.
These include the 5 whys, cause and effect diagrams, brainstorffomgdiagrams and value
stream mapping.

2]
{Eﬁ\\yﬂ@y If you are not familiar witta range ofcontinuous improvement tools, adidem
A@ to your professional development plan.

The following is an explanation of the 5 whys.

The 5 whys is a simple and powerful teghip dzS G KIF G0 Ay @2t @dSa FalAy3a (GKS
to identify and eliminate the root cause of a problem. It is important to eliminate the root causec

to solve the problem permanently. When the root cause is not addressed the problem can
reoccur.

Example Only 80% of the WELL target group is attending training.

- Why?- The other 20% work night shift and do not have access to the WELL training.

- Why?- A trainer has not been allocated cover night shift

- Why?- We did not know that some employees work rtighift.

- Why?- We did not ask the employer.

- Why?-2 S RARY QO (y2¢ GKIFIG GKA&A ¢l a | ljdzSada
This is a project planning problem. Implementanghecklisto guide the planning processill
ensure that this problem does no¢occur

Exanple: The WELL training project was cancelled before it began.

- Why?- The employer lost interest.
- Why?- TheWELL Training Applicatidmok a long time to be approved.

WELL Professional Dgyelopment Gulatroductio
<,
[t
-~

[
=
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- Why?- The State/Territory WELL Coordinator had a lot of questions that took a longaime

answer.
- Why?- TheWELL Training Applicatitacked sufficient detail.
- Why?-2 S RARY QO (y2¢ (GK2aS RSGIAfa 6SNBE ySSRSRo®
The root cause here is inadequate planning and a poor understanding of the information that
State/Territory WELL Coordinatand S&A members need to make a decision. Ensuring that staff

have the skillsknowledgeand toolsrequired to plan an effective WELL training project and
prepare a successfWELL Training Applicatiovill address this problem.

Step 2- DO

In the DO step, actioto address the identified problem is takeDepending on the complexity
and cost of the actioma pilot may be appropriateActionstakenmustaddress the root cause of
the problem. Other solutions will not eliminate the problem.

Step 3- CHECK

In the CHEC step data is collected and analysed to determine whether the action taken

eliminated the root cause of theproble2 i £ € LJX Fyad @2N)] GKS FTANRG
work is an opportunity to reflect on what was learnt from the experience and waabe done

differently next time.

Step 4- ACT

In the ACT stepthe actions aretandardised if successful or the PDCA cyisleontinuedf not
successfuWhatis learntis usedo plan new improvements and inform futubELL Training
Applicatiors.

5 A Have you been involved in planning a WELL training project and preparing a
ﬁﬂ\\ﬂﬂ successfIWELL Training Applicatisn 2 K & g2 NJ SR ¢St f K 2 KI
A@ well? What will you do differently next time?

REVIEW

Thelntroduction provided a tbad understanding of theompetenciesieededto plan an
effective WELL training projedt also stressed thanportance of continuous improvement.

Acquiring the skills and knowledge to review and continuously improve procasdatevelop

professional competenceontributes to he achievement of the followingnits of Competency

-  BSBMGT403A Implement continuous improvement (BSBO7 Business Services Training
Package)

-  BSBWORS501A Manage personal work priorities and professional develof®%3Q27
Business Services Training Package)

g
ﬁﬁWﬂﬁy If you think that yowneedto further develop your knowledge and skills iagé
areas add theseUnits of Competendp your professional development plan.

AG

B ‘ WELL Professional Development Gulatroduction
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A STEP BY STEPPROACH

Planning an effective WELL training project and preparing a suct@4ski Training Application
R 2 yh&ppen by accident. It requires a systematic approach.

The following is i overviewof the systematic step by step approagsed in thisGuide.

Step 1

Understand the
WELL Program

Step 2
Identify the need

Step 3

Develop the
training solution

Step4

Prepare the WELL
Application

© Commonwealth of Australia 2010
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STEP 1 UNDERSTANIEMWELL PROGRAM

Step 1

Understand the
WELL Program

Step 2
Identify the need

Step 3

Develop the
training solution

Step 4

Prepare the WELL
Application

Thoroughlyunderstandirg the WELL Program is essential for planning an effective WELL traini
project and preparing a successWELL Training Application

Step 1 includes

- The WELL Program aims and target group.

- The WELL Program structure.

- What a WELL training project looKeeli

- Roles and responsibilities of key stakeholders.
- The application and administrative processes.

The outcome of this first step &clear understanding MELL Program requirements and
processes.

WELL Professional Development GuBtep 1 Understand the WELL Program

=
AN

© Commonwealth of Australia 2010
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The WELL Program, an Australiavernment fundednitiative, has been operating continuously
since the 1991 Australian Language and Literacy Policy was adopted.

The WELL Program aims to:

Assist employers with the cost of providing workplace based vocational training to their new
and existing employees

Assist existing employeds undertake training essential to retaining their employment and
progressing in the workplace. WELL Programs integrate language, literacy and numeracy
training (including information and communications technology) with vocatigaaiing
delivered in the workplace.

Assist Indigenous Employment Program (IEP) participants who réguogeage, literacy and
numeracytraining.

Assist employers to see the valuelafiguage, literacy and numeratrgining in achieving
business and workpte training goals.

Support resource development and strategic activities that improve the uptalkngtiage,
literacy and numeraciyraining within and between industries.

STRUCTURE

WELL Program funding in each State and Territory is available on a doraggants basis for
three categories of projectShese ard¢raining projects, resource projects and strategic projects.

1. TRAINING PROJECTS

WELLProgram fundings availablevhere there is a demonstrated need flamguage, literacy and
numeracytrainingin the workplace.

Projects should targegmployeesvho need to improve their language, literacy and numeracy
skills in order to remain or progress in employment (including avoiding displacement) and
addresgheir employment and training needs.

WELL Pragm funding is also available tesast Indigenous Employment Program (IEP)
participantsto develop language, literacy and numeracy skills for their existing employment, th
pre-employment training or their transition from premployment to employmentPossible
models of IEP/WELL delivery are available on the WELL website.

21 Understand the WELL Program

2. RESOURCE PROJECTS

WELLProgram funding iavailable for the development and trialling of:

Training materials designed to enhance language, literacy and numeracy skills that are
aligned with endorsed Training Packagend accredited courses.

Industry relevant language, literacy and numeracy assessarm@hteporting methods and
tools.

Professional development resources for industry traireerd assessors aligned with Training
Packageand accredited courses.

(I—‘J_I ‘ WELL Professional Development Gulbke
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3. STRATEGIC PROXCT

WELLProgramfunding is available for projects that have national scope and involve strategic
activities to support ongoing and cost effective workplace language, literacy and numeracy
training across one or are industry sectors.

WELLTRAINING PROJECONDING ANLELIGIBILITY

| HOWMUCHFUNDING I3VAILABLE
The WELL Prografunding is provided on a competitive basis

In 2009 the Australian government allocated $13.8m to the WELL Program representing a steady
increase from $2.3m in 1992 and $11.7m in 1998.

Funding is subject to Government allocation on a financial year basis.

HOW THEEUNDING I®ROVIDED?
Allemployersseeking funding are required to contribute to the cost of WE&LL training project

Funding isavailable for up to three consecutive years on a year by year basis. In the firgihgear
Australian Government can provide up to 75% of the cost, and in the subsequent 2 years, 50% of
the cost.

WHO CAMPPLY?
The following legally constituted bodieseagligible to be WELL Applicants

- Enterprises.

- Representative bodies.

- Local governments.

- Training provides on behalf omployers

- Agencies that receive partial funding from the Australian Government or State/Territory
Government sources.

- Non government bdies.

- Group Training Organisations.

WELL Applicants capply directly or through their preferretaining provider If successful the
WELL pplicant becomes th&unding Recipient

Recently there have been two significant changethe eligibility requiements.

In 2008 eligibility was expanded to include employe=solledin a qualification included on the
List of Approved Apprenticeships (available on the WELL well3E&WR also has the discretion
to approve the participation of those employeesralled in a qualificatiomot included on the

List of Approved Apprenticeships where there is a demonstrated regional skill shortage.

| Development GuStepl Understand the WELL Program

In 2009 additional WELProgramplaces were made available to 6,000 Indigenous Employment
Program (IEP) participants oveuf years as part of the reformed IEP. IEP participants may

already be in employment, or they may be working closely with an IEP provider to develop the
employabilityskillsand secure employment.

&ssiona

WELL Prof

=
o
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Further information about WELRrogram eligibility requementscan be found in th&VELL
Training Guidelineavailableon the WELL websit&tate/Territory WELL Coordinagwan
provide eligibility advice.

g ﬁ Access the WELL website and download and read the current versiondEtH e
D\W Training Guidelines

ot

|THEAUSTRALIAN CORE BBIERAMEWORK

The Australian Core Skills Framework (ACSF) is a nationally agreed mechanism for assessing and
reporting outcomes of adulanguage, literacy and numerapyograms.

TheWELL Training Guidelinesjuire individuals who comnmmee a WELL training project to
demonstrate proficiency at levels 1, 2 and/or 3 language, literacy and numeracy of the ACSF.
These levels are considered below the level where a person is able to communicate in English
with sufficient accuracy to meet specifvorkplace needs.

ity
g
A@{ED\WD Downloadand readthe ACSF or, to obtain a free copy, call DEEWR on 133873

WHAT DOES WELLTRAINING PROJECT KOIOKR

The WELL Program has very broad applicatisrdemonstrated by the wide range of training
projects that hae been previously funded.

Examples of WELL training projects available on LiteracyNeit
www.deewr.gov.au/literacynet

Thesecase studies demonstrate how WEldiningprojects

- Are cklivered in the workplace.

- Address identified business needs.

- Addres identifiedlanguage, literacy and numerangeds

- Integratelanguageliteracy and numeracy Wi vocational training delivered in the
workplace.

ﬁﬁwﬁ@y Access the LiteracyNet website dretome familiawith the WELL case studies.

G

I:‘l ‘ WELL Professional Development GuStep 1 Understand the WELL Program
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STAKEHOLDERORES ANIRESONSIBILITIES

There are three key stakeholders in a WELL training project. They are DEEWR, the employer and

the training provider Each stakeholder has a role to play and responsibilities to Adiilitional
responsibilities apply to thEunding Recipidn

DEPARTMENT OF EDUION, EMPOYMENT AND WORKPLAREEATIONS
The VEELL Program is administered D EWRhrough the Adult LiteracolicySection.

WELLProgramfunds are allocated to each statéedterritory. State/TerritoryWELL Coordinators
are respnsible for assessinyELL Training Applicati®and administeringVELLfunded training
projects.

State/Territory WELLCoordinatorsare a valuable resourc&heir assistance includes:

- Checking if an employer has had previous WELL Program funding.

- Advisingon the WELL training project intention and concept.

- WELL Training Applicatipneparation, guidance and assistance.

- Checking whether WELL funds are available.

- Advising if a project meetke eligibility requirements and th&VELL Training Guidelines
- CheckigWELL Training Applicatistatus and progression.

- Advising onWWELL Training Applicati@ssessment process and timelines.

- Asking questions to clarify WELL training projects.

- Budget advice.

- Reporting advice.

A contactlist of State/Territory WELL contadsavailable on the WELL website

© Commonwealth of Australia 2010
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THE EMPLOYER
The employer is the recipient of the WELL training service.

Employers are responsible for paying their contribution to the cost of the training and providing
equipment and a training venue (usually the Wplace). The employemay or may not be the
Funding Recipient

THETRAINING PROVIDER
WELL trainingrojects must be delivered by an RTO.
Training provides are responsible for

- Delivering the training specified in the WELL Funding Agreement

- Bnsuring thatthe competencies listed in the Funding Agreement are included on their Scope
of Registration or be auspiced byraining providerthat does

- Complyingwith the requirements of theAQTE

Examples of how the AQTF applies to providers of WELL trainingtprajeqrovided in the
appendicesThetraining providermay or may not be th&unding Recipient

d
ﬁﬁWﬂ@y Refresh your knowledge of the AQTF by reatiagnformation in the
A@ appendces

|FUNDING RECIPIENT

Once a WELL training project has been approtred WHE.L Applicant must enter into a Funding
Agreement with DEEWR.

A Funding Agreement is a legally binding contactetails the timeframe, milestones, expected
and/or measurable outcomes, payment schedule and reporting requirements of the WELL
training progct.

1 Understand the WELL Program

TheFunding Recipiens responsible for coordinating project activities, meeting the contractual o
requirements and ensuring that an approved training provider delivers the training. They must
ensure thatthe requirements of theVELL Training Guidedisare metand check thaVELL
website regularly for updates.

A sample of a WELL Funding Agreement is available on the WELL website.

Applicants andrunding Recipiestare advised to communicate regularly with their
State/Territory WELL Coordinator, partiady in relation to:

- A submittedWELL Training Applicatienrrently being processed

- All project changes including changes to training asdessmenstaff.

- Project delivery problems impacting on delivery and possibly requiring a Contract Variatio
- Project administration problems.

- WELL training project good news stories.

WELL Profedsional Development GuBke

[N
(o

© Commonwealth of Australia 2010



| WELL Application Resource Guide

@y Familiarise yourself with theampleWELL Funding Agreement on the WELL

A@ﬁ]ﬁwﬂ website.

APPLICATIONSSESSMENPROCESS

Detailed and up to date information on accessing the
WELL Program @&vailable in theVELL Training -
Guidelinegublished on the WELL website. Application lodged

State/Territory WELL Coordinators work with State
Advisory Committees (SACs) to ass¥&d L Training
Applicatiors against the selection criteria detailed in ¢
the WELL Training Guidedis Each SAC comprises uf
to four members who contribute their time and
expertise to the assessment WELL Training
Applicatiors on a volunteer basis. State/Territory
WELL Coordinators and SAC members will typically
seek clarificatiomndmay require chagesand/or
additional information prior to completing their
assessment of eadWELL Training Application SAC review and recommendation

On the right is a flowchart of thé&/ELL Training
Applicationprocess.

WELL State/Territory Coordinator
assessmenand identification of
areas that need clarification

There are differences between the states and

territories. Delegate approval

For example:

- Some Ste/Territory WELL Coordinators meet
face to face with their SAC to ass¥¢ELL

7

Letter sent to applicant

Training Applicatios, whilst others communicate

electronically and meet for moderation sessions, * Yes, OK _
e No, definitely not OK

e Recommended changes

- Some State/Territory WELL Coordinatprsfer
WELL Training Applicati®fromemployers whilst
others prefe'WELL Training Applicati®from
training provides.

It is advisablgéo contactthe State/Territory WELL Coordinatr confirm the application process.

© Commonwealth of Australia 2010
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PROJECT ADMINISTRAEIRROCESS

State/Territory WELL Coordinators arepessible for administering the WEtrhainingproject
throughout the life of the project.

The following is a flowchart of the administragilife cyclecommon to all WELL training projects.
Note that the schedule of reports and payments is determined byWZHEBN a project by project
basis and detailed in the Funding Agreement.

Project application lodged

(

Letter sent to applicant

¢ No, definitely not OK
e Recommended changes

Not approved

Application assessed

Approved (letter sent)

Contract pepared

Contract signed

Preparation and submission of
the Initial Report

Preparation and submission of
the Interim Report (S)

Preparation and submission of
the Fnal Report

Audit if required

Project acquittal

II\A) ‘ WELL Professional Development GuBtep 1 Understand the WELL Program
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REVIEW

This first step haprovided a comprehensive overview of tiéELL Program.

Acquiring this understanding contributes to the achievement of the follownigs of
Competency

- TAAENV401B Work effectively in vocational education and training (TAA04 Traphing a
Assessment Training PackageJYAIEEDES401A Design and develop learning programs (TAE10
Training and Education Training Package).

5 a@y If you think that wu needto further develop your knowledge and skills in this
ﬁﬂ\\ﬂﬂ area add one athese Units of Competenty your professional development
plan.

AG
iy
A@{ED\WD Test your understanding by answering theestions below.

1. What is the aim of the WELL Program?
2. What three ypes of projects can be funded through the WELL Program?

LL Program

3. How much funding is available to an employer in the first, second and third years that they.
access the WELL program?

4. Who are the three key stakeholders and what are their roles and responsibilities?
5. What is the application process?

6. What is the administrative process?

S ‘ WELL Professional Development GuStep 1 Understand the WE
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STEP 2 IDENTIFY TREEED

Step 1

Understand the
WELL Program

Step 2
Identify the need

Step 3

Develop the
training solution

Step 4

Prepare the WELL
Application

A WELL training project is a responsédentified business needs.

Theemployerand not thelearneris the client for the WELL training projettaining providers
and employers must wrk collaborativelyto identify the needs and where appropriatgevelop
an effective training solution.

This can be challenging for some VET professionals more accustomed to the role of educator, as
the focus shiftgrom enrolments and completions to business benefits and job performance
outcomes.

It is important to notethat when identifying ar Y LJ 2 Bu$Sndd9 deeds and related skills
needs, it may become apparent that a WELL training project or other traiotivitais not the
mostappropriate solution

Step 2covers

- The business context

- Training provider and employer engagement
- ldentifying business needs

- ldentifying training needs

- ldentifying workplace communications needs

The outcome of this second $tés a clearly identified workplace communicati@hkdisneed
aligned to identifiedbusiness needs.

B ‘ WELL Professional Development GuBtep 2 Identify the neg
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UNDERSTANDING THE BWESS ONTEXT

Training providers are advised to reseaticl employerbefore makindirst contact. This assist
credibility and miimisestime wasting with the employer when information can be gathered
elsewhere.

THE INDUSTRY

Developing a good understanding of eamployermust start with an understanding of the
industry within whichthe employeroperates.

The term"Industry" refers tothe business activities associated with a specific product or service
output such as the "retail industry"” or the "chemical industiigach industry is a complex
economic system.

Recommendedhdustryresearch questions include:

- What does théndustryproduce/supply?

- Howis the industry structured?

- Whereis the industry located?

- What occupéions are found in the industry?

- Howdoesthe industry recruinew employees?
- Howdoesthe industry trainemployees?

- What is the nature of the workforce?

- What are the arrent and future industry treds?
- What are the industry skill drivers?

¢KS NBfSOIyld LYRdzAGUNE {(1Affa /2dzyOAt Qa 9YDANRY"

The Australian Bureau of Statistics, Commonwealth and State government websites, industry
peak bodywebsites and reports and trade publicatios® also valuable sources of industry
information.

he need

LiteracyNet, ABS Census data and other websites provide language, literacy and numeracy Ieggls
andindustry information.Training providers can also talk to ealfjueswith relevant industry
experience.

Select an industry that you unfamiliar with and consider how confident you
g ﬁ@y would feel approaching an employer in that industry to discuss their business
{EU\W needs. Research the answers to the questions posed dReassess your

A@ confidence level.

WELL Professional Development Gulsiep 2 Identi
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THEEMPLOYER

Oncethe industry context is understogthe training provider can start to find out about the
employer.

Initially this might involve looking at tHfe Y’ LJt 2 veBshEladdrelevanttrade publications,
many d which are available on the internet. Tlewel of research usually uncovers the

SY LX 2 & S NI aopefatichditinbiBalsd inflide informatioabout theirrecruitment and
training policies and their commitment to workforce development. In regiondl r@mote
locations,the Chamber of Commercéhe local councjlemployment agencies and community
groups arealso a valuablsource of information.

The training provider is noveady to engage witthe employerfrom an informed position.

TRAINING PROVIDERND EMPLOYER ENGAGHWT

To develop a training solution aligned to business negadsing providers and employersust
be engagel.

Engagement is not an activity that happéuast once andk (idén&. To do iproperlytakes time
effort and sophisticatedbusiness communication skills. It is an ongaind proactive process
that involves establishing initial direct contact and then building and strengthening the
relationship.

¢tKS SYLX 28SNE 2y O0SKItF 2F (KS thSevdlHSNBEZ Aa
Sy3al3SyYSyid RSLISyRa 2 yTrainiKgproBderslireadvsdilindreatiez R g A f f
employer as a respected and valued client from the first point of contact. This means investing

the time needed to engage the employer and develop theibess relationshipzood

preparation and organisation is tie NI A y A y kel tiNdhgadigRHe Mdbioyer

[

R

K
0]

Future 2008 atvww.reframingthefuture.net

g
A@@ﬁ\\yﬂ@y Read Mitchell and McKenna, Enterprises Enhanced by VET, Reframing the

Trainingproviderscan facilitateengagemenby:

dentify the need

- Finding the right people to speak,tsuch as the owner, Executive Officer, Human Resource
Manager, Organisational Development Manager or maybe the manager or coordinator of &;
businesaunit. =

- Describing the WELL Program (WELL training project models, who receives the WELL Préﬁram
funding, the employer contribution, the WELL application process, the WELL administratior
process, how project changes can be managed).

- Speakindgo a number of pople to obtain a comprehensive understanding of the needs of
the worksite.

- Keepngin regular contacand keeping contact records

- Being clear abut the purpose of each contact.

- Visiingthe worksite.

- Using a communication style that the employer camtelo.

- Avoidng VET jargorlanguage, literacy and numerajaygon,& 4 S+ OKSNJ a LIS 1 ¢ F YR
social justice =

Professional Developm

25
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- Respedngthe knowledge, skills and experience of the employer.

- Allowingtime for the relationship to develophilst promoting the benefits athe
relationship from a business perspective

- Lsteningactively toli K S S Y Lain@etnSaNdliagthis as a basis for dialogue.

- Maintainingand béngseen to maintain commercial confidentiality.

- b20 LINR YA &A ydeliverel and awdys delviéng an $he promisesnade

- Never assunimg an understanding of theusinesorg K I  Qa 0 S A tiiainifiggpoiadideérk S Y @
can only learn about thbusiness anthe business isontinually changing.

- Makingit clear that plamingand implemening an effective taining projectis a partnership

- Beangreceptive to new ideas.

- Recognising thatraployers are busy concentrating on their core business and may take some
time to decide whether they want to commit to training.

g
ﬁﬁ\w@y Imagine that you are contacting an employbout the WELL Program for the
A@ first time and prepare a checklist of the information you want to share and the
guestions you want to ask.

IDENTIFYING BUSINBSEDS

To plan an effective WELL training projiet business needs driving the need for skill
developmentmust be identified

Business neegidentification is an ongoing process in order to stay in touch with changes in the
complexbusiness environment.

Critical times when business needs arise include:

- When plans are being made to implement awniaitiative.
- When new staff are going to be recruited.

- When new positions are going to be created.

- When new technology is going to be introduced.

- When organisational changes are going to be made.

To identify business needsaining providers and employstare advised to use probe questions.
Probe questions are targeted open questiomichuncoverwhat is happening and what is
planned for the future whilst building rapport.

For example:

- Whatare the core business activities

- What are the business objaees?

- What are the current busines$allenge®

- Whatbusiness challenges may become importarthim future?
- What changes have occurreecently?

- What changes are planned for the future?

These questions are available in a Business Needs Identificationalernmpxthe appendices.

WELL Professional Development Gustep 2 Identify the need
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A collaborative identification of the business needs by the training provider and the employer
enables the employer to make an informed decision about their training needs and ensures that
an investment is made in the right trainiagtivities for the right people.

It is important to remember that Were a business need is identifigdWELL training project may
provide part of the solution and not the whole soluti@r may not be the answer at all.

Using a WELL case study froma WELL website, complete the Business Needs

g
g
A@ﬁﬂwﬂ Identification Template.

TRAINING EEDS

Training needs are identifidaly reviewing the skills necessary for tidentified business needs to
be met.

Often training needs arise whammployeeshave to do differenthings or have to do the same
things in a different wayriggered by

- Changes to productservicesand or markets such athe import and exporimix, and
changing local and global markets.

- New or changed technologguch aglifferent materiak, producs, procesgs electrical or
electronic equipment,riformation andCommunication Technology (IGechanical,
pneumatic and cryogenic technolieg.

- Quality concernsuch agjuality control, quality assurance, customer service and customer
demands, process ctmol, continuous improvement and quality management systems.

- Regulatory compliancsuch adicensing (eg forklift), regulations (eg dangerous goods),
legislation(eg safety, privacygnd standardsggsafety, environment, quality, food safety).

In addition the following changes may drive the need for the development and application of
new skills:

- Changed systems of woskich agpurchasing proceduresjlocation of work (egoles,
responsibility and accountabilitytraining and instructiorsupervision, sstems of
communication, organisation of the workdshift arrangements, mukskilling, job rotation),
work practices and procedures asdfetyprocedures (eg first aid and evacuation).

- Changed management practicegch asntroduction of teamwork, compétive
manufacturing techniques, project managememdwork ethics.

- Changed management structures suchaddition or removal of layers of management.

- Staff changes such demographic changeggage, gender, cultural and linguistic
background, educatiotevel).

For each business need, the following questisinguld be considered

- What skills and knowlege do employeeseed now and in the future to meet the need?

- What skills and knowledge damployeeshave now to meet the need?

- What gaps exist in skillsnagwledge and attitudes of the current employees to meet the
business needs now and in the future?

H ‘ WELL Professional Development Gustep 2 Identify the need
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These questionsan be answered by collecting information frgg@ople in key positions
particularly Human Resource Managers, Organisational Development elareagd Supervisors
as well agrom job descriptions, direct observation, employee surveys, performance appraisal
records, work samples, units of competency and self assessment forms.

It is important to ememberthat not all business needs are best addesbby a training solution.
Askingthequestiod L& OGN} AyAy3d (GKS Yzad SFFSOGmasS st e 27
reveal thatA (i Q FAlteyhativiedolutions may be more appropriageichas improving supervision

and on the job support, restructury, changing recruitment and induction practices, improving
documentation or introducing visual communication techniques.

A Training NeedslentificationTemplate is provided in the appendices to record the training
needs aligned to business needs.

Belowis a worked example

Employer ABC Production

What are the business needs? What skills and knowledge are needed
now and in the future?

The vorksite is directed by head office to Understanding the 5S methodology and

introduce the lean manufacturing technique, 5S, how to apply 5S in the/orkplace.

the next 12 months. This in response to intense

global pressure to increase overall profitability in

the face of declining margins in export markets

caused by the rise in the value of Australian doll: Skills and knowledge of how to apply 5S
their own work.

Team work and team communication ski
to support the introduction of 5S.

This is the first time that lean manufacturing

principles will be formalljntroduced to the site  Skills to participate effectively in team
and the employees have little relevant knowledg meetings.

or experience of lean manufacturing techniques.

The introduction of lean manufacturing also mea
moving from a traditional and hierarchical work
organisation to empowered teams.

Managment reports that they stopped holding
team meetings many years ago because they
O2dzZA RyQli 3ISG GKS g2NJ ¢

Most workers have been employed at the
organisationfor between 10 and 15 years and
have undertaken no formal training sinls&aving
school. Employees know that business is tough
are concerned about their job security.

Global competition is impacting dhe business
and they ardinding it difficult to stay ahead.

awﬁ Using a WELL case study from the WELL website andrtipeted Business
@ﬁﬂ Needs Identification Template from the previous activity complete the Trairjing
A NeedddentificationTemplate to identify the training needs.

WELL Professional Development GuStep 2 Identify theneed
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IDENTIFYIN@VORKPLACE COMMUNICANSSKILLSIEEDS

Now that the training needaligned tobusiress need$iave been identifiegdthe workplace
communications skillseedscan also be identifiedWorkplace communicatiosskills include the
speaking, listening, reading, writing and numeracy skitiployeeseed to perform their job to
the level expead by theemployerand by the industry. The table below gives examples of these

workplace communications skills in three different industries.

Workplace Examples in the Examples in the agec Examples in the

communicatiorsskills ~ manufacturing care industry
industry

retail industry

Speaking and listening Discussing quality ~ Speaking to family
problems. members.

Training casual staff. Reporting incidents.

Receiving Communicating with
instructions from residents.
supervisors.

Reading Reading safety signs Reading care plans.
and symbols.

Reading medication
Reading work plans.

nstructions. Reading policies.

Reading memos.

Writing Completing daily Recording resident
production reports.  progress notes.

Completing incident Writing handover

reports. notes.

Completing test Writing medication

reports. assistance records.
Numeracy Estimating Measuring food

production times. quantities.

Measuring products. Recording times.

Completing statistica Counting supplies.
process control
charts.

Responding to
customer queries.

Answering the
telephone.

Introducing self to
customers.
Reading sales
catalogues.
Reading receipts.
Reading poduct
labels.

Completing
timesheets.
Writing sales ticked.

Entering stock
records.

Calculating discounts
Counting stock.

Estimating sizes.

AWorkplace Communications Skills Needs Identification Template is provideddppkeadices

On the next page ia worked example

© Commonwealth of Australia 2010
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Employer ABC Production

What are the What speaking anc What do What do What maths
training needs? listening do employees need employees need and ICTdo
employees need to to read? to write? employees
do? need to do?
Understanding the Actively Reading Completing 5S  Creating
5S methodology communicating meeting documentation charts
ggd' h?r\:v to apply abOlL(Jt ISS in thdeth minutes Recording Measuring
Worll?plaie and \;vgpr)lif:)aiii)eni)r%s tg Reading 5S meetings and
. i display boards . monitorin
their own work. their own work. play Preparing 5S activities g
Giving 5Svork Understanding visual display
tegrlrr:g or 5S visual boards Calculating
. communication . roductivity,
presentations to0ls Developing 5S Ecrap andy
L ' visual .
Partlt(_:|pat|ng in communication downtime.
meetings tools. Calculating
Concti_uctlng Recording costs
meetings monitoring Using Word,
activities PowerPoint
and Exel.
Team work and Supporting and Reading team  Preparing team Using Word,
team motivating team notices, notes  notices, notes  PowerPoint
communicatiors members and memos and memos andExcel.
skills to support aF
. : Giving and
ghse introduction of receiving
constructive
feedback
Problem solving
skills and
techniques.
Preseningown
ideas and

respectfully
challenginghe
ideas of others.

Conflict resolution
skills so that when
conflicts arise they
are considered
helpful,and are
discussed and
resolved
constructively.

© Commonwealth of Australia 2010
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Again,it is important toremember that not all identified needs are best addressed through the

WELL training projecthe questiora L & G KS 29[ [ t NRINIY (GKS Yz2aid S7
0 KA A& neédSta Besaskedhlternative solutions majpe more appropriate such as specific job

skill training.

p Using a WELL case study from the WELL website and the completed Busihess
U\WU Needs Identification Template and Training Needs Identificatomplate from
A@ﬁﬂ the previous activities complete the Workmacommunications Skills Needs
Identification Template.

THE EMPLOYERPFILE

With a clear idea of the skilend knowledgeequired to meet the business neefigther
information can be collected to create amployee profile.

Information thatcan be colletedincludes:

- The total number of employees.

- The number oemployees needing training.

- Employee job roles angésponsibilities.

- Employeeshift arrangements.

- Employee demographic profile

- Employeeskill level relative to the business need.

An Employee Pri& Templates provided in theappendices

On the next page ia worked example.

(Iﬁ ‘ WELL Professional Development Gustep 2 Identify the need
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Employer ABC Production
The total number of 55

employees

The number of 30
employeesneeding

training

Employee jolroles 3 supervisors, 6 team leaderl5 operators, 3 technicians, 3 warehous
and responsibilities  staff

Employee hift 3 x 8 hour shifts, Monday to Friday, 7aBpm, 3pm¢ 11pm, 11pm to
arrangements 7am
Employee Predominantly male workforces (80%), most of the workers Hen

demographic profile employedwith the organisationfor more than 10 years.

70% are from a culturally and linguistically diverse background and r
have not done any formal training since secondary school.

Cultural groups represented in the workforce include Viethamese,
German, GreekCambodian and Sudanese.

Most workers have sufficient workplace communications skills to me
their current job functions. Howevethe introduction of 5S will require
new skills and more sophisticated application of existing skills.

Employeeskill level Most employees are unfamiliar with lean manufacturing or 5S and ne
relative to the training.

business need Most employees do not have and have not been required to

demonstrate problem solving skills and need support.

Most employees have no experiencerkimg in an empowered team
and need support to develop effective team communication skills.

Most employees do not have and have not been required to
demonstrate effective conflict resolution skills in the way that lean
manufacturing requires and need suppto develop these skills.

Most employees do not have and have not been required to
demonstrate effective listening and speaking skills in the way that le¢
manufacturing requires and need support to develop these skills.

. Using a WELL case study frita WELL website and the completed Busines
-vl Needs Identification Templat&raining Needs Identificatioremplateand
Actl Workplace Communications Skills Needs Identification Tenfptetethe
previous activities complete tiemployee Profil@emplate

© Commonwealth of Australia 2010
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REVEW

Thissecondstep has explainedow important it is for training providers and employers to work

together to identify workplace communications needs aligned to the business and training needs

Acquiringthe skills and knowledge to do this effectivelyntributes to the achievement of the
following Units of @mpeteng:

- BSBREL402A Build client relationships and business networks (BSBO7 Business Services

Training Package).
- TAATAS501B Undertake organisational training needs analysis (TAA04 Training and
Assesment Training Package).

If you think that yowneedto further develop your knowledge and skills in these

g
g
Wﬂﬁy areas add thesdJnits of Competendy your professional development plan.
G

g
g
A@ﬁﬂwﬂ Test your understandingylanswering the questions below.

Why B it important to understand the business context?

Why is training provider and employer engagement important?

What can a training provider do to encourage employer engagement?
When do business needs typically arise?

When do training needs typically arise?

o g M w N BE

Why is it important to aligmvorkplace communications skilieeds to businesand training
needs?

© Commonwealth of Australia 2010
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STEP 3 DEVELOP THRAINING 6LUTION

Step1

Understand the
WELL Program

Step 2
Identify the need

Step 3

Develop the
training solution

Step 4

Prepare the WELL
Application

With a clear understanding of the workplace communications needs aligned to the training and
businesseeds and a basic profile of the workforce and the target groting, training provider
and the employecanplanwhat the training project will look like and how it will be delivered to
meet the business needs.

Step 3includes:

- Employer and training proder collaboration

- Meeting stakeholder requirements

- The training proposal

- ldentifying measurable outcomes

- The learning and development strategy

- How to prevent planning mistakes and problems

The outcome of this third step isdmcumented and agreed tiiaing solutionthat clearly
describes proposed trainirtg address the identifiettleeds and themeasurableoutcomes.

(_'.g ‘ WELL Professional Development GuStep 3 Develop the training solution
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A COLLABORATIVEPRROACH

It is criticalthat training providers and employers approach the planning process collaboratively
for the following reasons:

Training is not theemplod S NdRetbusiness anthere is a limit to how much time an employer is
willing to commit toplanning trainingltisi K S NI A y kegp@nsibiMEodba hoth Nl &
prepared and highlyorgarisR G2 YIFEAYA &S GKS SYLX aaigNDa
process

7]
A@{Eﬁ\‘ﬂﬂ LNE2SOGK 2 KFG 62N1SR 6SttK 2KFd RAR

MEETING STAKEHOLDERRIREMENTS

As discussed in step 1 there dheee keystakeholders in a WELL training project, DEEWR, the
employerand thetraining provider The requirements of each must be considered when
developingthe training solution

To further strengthen the business relationship. The quality of the business relationship
betweenthe training providerand the employer is critical every step of the way and
something thatshould beenhancel at every opportunity.

To achievel KS S Y WfyzRe SINKSA (i NI soyhrhiyhant th iINPp@jedR Shpaties
aremore likely to commit to a plan if they have been involved in its formulation.

To accurately reflect the business needs. Even aftéhaltesearchtraining providersan
never assume thahey know what the employer wantsraining providersan ory ever

have a snhap shoBusinesseeds are not static antte partiesneed to be informedo they
canrespond and adapt.

To make a successful sale. The employattiainy 3 LINPpgb&pBcivid Eliént in a
competitive, user choice training markdthe employedecideswhether to access a training
service and whickrainingprovider to use. The best chanaeraining provider haef

securing: Y S Y LJbugiress MIbanrk with the employerto plan a training service that
meets their needsThe training provider musthow thatthey understand the business needs
andthat theyare responsive, able to deliver outcomes, organised, professional and
competent.

For training preiders engaging with employers in the development of training and
assessment and documenting the plan is an AQTF requirement.

For employers, engaging with training providers provides access to VET sector expertise
experience.

d

oRution

Have you collaborated with a training provider or an employer to plan a trainin

5D

next time?

DEEWR REQUIREMENTS

The DEEWR requirements are clearly stated in# L faining Guidelineand can be found on
the WELL website along with a sample WHilrding Agreement

WELL Professional Development GuEéIkeE
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TheWELL Training Guidelinggell out the requirements for:

- Participant eligibility.

- Organisation eligibility.

- Selection criteria.

- WELL Program publicity.

- Contractual arrangements.

- Insurance.

- Reporting.

- Auditing.

Questions about DEEWR requirements should be directed to the State/Territory WELL
Coordinators.

|EMPLOYEREQUIREMENTS

Everyemployer has different requirements thaeed to be negotiated as part tfe
development of thetraining solution

As a minimuman employerwill expect the trainingolutionto meet the following requirements:
1. Clealy addresgsthe business needs

The need for the trainingolutionto addresghe business needs cannot be agtated. As stated
previously and described in detail&ep 2, this is achieved througingoing and proactive
engagement to clarify and confirthe needs.

Points of discussion and negotiation include:

- What specificallgloes the employewant to achievedgoutcomes, measurable targets and
how they will be measured)?

- What benefitsdoes the employeexpect this training will brinthe organisatior?

- What benefitsdoes the employeexpect this training will brinthe employees?

- How does the proposed trainirfg into the overall training plan at the worksite?

- Exactly who needs trainingdjob roles humbers of employees)?

- What methods of training delivery are most appropria¢g ¢ne on one, self paced
workbooks, self paced on line/multimedia, workshops, nwimtg and coaching, on the job,
off the job, action learningy

- What are the logistical requirements and constraints (eg shift arrangements, multiple
worksites,and availabilityof training room)?

- Howdoes the employewant the training customised tthe worksite?

- Whatdoes the employeexpect ofthe training provide?

- Whatdoes the employeexpect ofthe trainers (eg skills and experience, qualifications,
attitude)?

2. Appropriate to theworksite

| Development GuStep 3 Develop the training solution

It is important that the proposed training solutiobe appropriate to theworksiteso that it can be
implemented. To appeal to themployerand to ultimately succeed it must be logistically feasible
within the constraints of the worksite armbnsistent with thepreferencesof the employer

sional
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Examples of the kinds ebnstraints thaimay be relevant arerovided in the table below

Constraints  Example

Seasonality A retail store can only provide access to staff during off peak retail times. T
means that training is not possible during school holidays and the wesf&iseb
and after any public holidays.

A horticultural company cannot release pickers for training during the peak
picking season from October to March.

Shift An aged care facility that operates 24 hours a day and 7 days awag&
arrangements training for staff who work night shift and weekentsbe deliveredduring
working hours.

Drivers for aoad transport company are expected to be on the road at 5am
every morning to transport freight.

Site location A mining company located in a remotation is only accessible by light
and access  aircraft.

Workers employed at a cleaning company work off site in corporate offices
throughout the metropolitan region and rarely visit head office.

A mental health service provides ltirespecialist mental health supgdn
independent living units. Access to staff is not possible whilst they are in th
K2YSa 2dzi 2F NBaLISOG F2NJ GKS NBaa

Training A busy cafe does not have training facilities or meeting rooms available.

Iacilities A manufactumg company wants to develop the IT skills of their workers. Tk

are computers available on the factory floor but they are located next to
operating machinery and the noise levels require workers to wear hearing
protection.

g ﬁ What other constrainter preferences might an employer have? If an employer
@{EUW had a constraint or preference that the training provider could not satigfat
A might happer?

3. Affordable
Training providersjuote differently for the training services they provide.

Some use a codtased pricing calculation where the price of the training service equals the dir
cost of the service (labour and materials) plus overheads plus sales margin. This mefter is
used in organisations where managers lackdhthority and/or skillgo make pricing decisions
and engage in price negotiations.

Another approachis a clientbased approach that is informed bye needs of the cliersind the
market conditionsinformation needed for this approach includes:

- The financial viability of thbusinessand the industry it operates in. Sorbeisinessesnay be
booming and willing to pay more whilst others may be struggling and sensitive to price.

WELL Professional Deve&)pment GuBtep 3 Develop the training solution
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- ¢KS SEGSYGH 2F GKS SyYLX 28SNDa LISNDSLWIAZ2Yy GKI G
needs and the rel@te importance of those business needs. For example an employer will be
Y2NB gAftAy3d (2 LI & F2NJI aySSR (2 KI @S¢ (GNFAYA
looks for a return on theinvestment in the training.

- The financial commitment to trainingf the employerand industry over recent years. Some
employersmay have a clear history of outsourcing training services whilst others may never
have paid for training or may have had a bad experience.

- The competitive nature of the VET sector within theustry and the nature of the service
provided. Some industries are targeted heavilytriayning provides driving prices down
through excess supply whilst other industries remain barely touched. The simple dynamics of
supply and demand have a direct impact price elasticity.

- The competitive nature of the prospective sale. Some employers will seek proposals and
guotations from a number dfaining provides to ensure that they get the best service for
the best price.

- The size and duration of th@oject. Aproposalthat requires extensive time off the job may
have a significant negativmpact on productivityor a duration that is too shornay not be
appropriate to achieve the required skKill.

- Combininga WELL trainingrojectwith another training progransuch as an apprenticeship
program, technical skills program or related course such as a computer course or safety
course. Care must be taken to avoid actual or perceived "double dipping" when running a
multi-funded project.

¢ KS NI Ay AefafionshiN@tibthere@mldRei and thmformationthey havegathered
will help them tonegotiatea fair pricewith the employerthat meets theS Y LJ 2 re&islWhist
coveringtheir own costs.

awﬁ@y What are the pros and cons of the ctistsed and clierbased appraches to
{Eﬂ calculatingthe price?

AG

|TRAINING PROVIDREQUIREMENTS

The trainingsolutionmustbe consistent withAQTF registration requirementnd it must be
withini K S NI A y kapatity td@i@A he Sabldld the appendices clearly identifies
specific AQTF requiremerfiar providers of the WELL Program.

% ‘ WELL Professional Development Gustep 3 Develop the training solution
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THETRAINING PROPOSAL

The taining proposal reflects the business needs and offers a competitive training solution to
address those need#.outlinesin writing, for the decision makers in ¢fbusinessthe costs and
the benefits associated with investing in a proposed training project.

As a minimum the training proposal should include:

A description of the training needs aligned to business needs.

A concise description of the proposed traigisolution aligned to the business needs.
A detailed costing including government funding that may be available.

Contact details for further information.

A comprehensive training proposal ensures that both the training provider and the employer
understandwhat isoffered andwhat isexpected.

IDENTIFYINMEASURABLBUTCOMES

Identifying measurable outcomes directs the development of the training solution, provides clear
goals for both the training provider and the employer

To be usefylmeasurable outcomemustbe alignedo businessnd training needsmust be
developedcollaboratively andnustbe specific, quantifiable and achievable.

Examples include:

Measurable outcomesan alsaelate to the tiaining service or the acquisition of skills and
knowledge.

Examples include:

Once the measurable outcomes araegdthe trainingprovider and the employemeed to agree
on how theywill be measured includinghat to measure, how to measure it and how often to
measure it. Measurements should be taken before, during and after the training to show

Reduction in unscheduled downtime from 10% to 8% averaged across both shifts measured
on a weekly basis. '
Reduction in product non conformances from 5% to 4% measured on a weekly basis for e
shift.

Achievement of zero product returns from customers measured monthly for the departmeri
Achievement of zero lost time injuries over a 12 month period, measonaathly for the
site.

Reduction of staff absenteeism by 25% measupedrterly and averaged over 12 months
Reduction in staff turnover by 10% over a 12 month period measured at the end of the
training project.

10

h

afhing PYlut

Increase in ASCF level from level 1 to 2 in numeracy by the end of the training project.
Completion of two Wits of Competency by 2@mployeesdy the end of the training project.
Three correctly completed hazard reports submitted per participant by the end of the
training project.

Successful achievement of industry licenceddgvant employees bthe end of the training
project.

8 ‘ WELL Professional Development Gustep 3 Develop the tr
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progress.This informationshould beincludedin the training proposal. It speaks directly to what
the training solution seeks to address

These are all quantitative outcomes and can be measured. WELL training projects also result in
qualitative outcomes. Examples include increased confidengeroved workplace environment,
increased motivation, reduced conflict, increased initiative and reduced resistance to change.
Qualitative outcomes are difficult to predict, dangerous to promise and hard to measure. Caution
is recommended when identifyinqualitative outcomes. It is important to be realistic when
documenting these outcomes.

awﬁ Using a WELL case study from the WELL website identify the qualitative and
A@ﬁﬂ guantitative outcomes. Were they intended? How were they measured?

LEARNING AND ASSESFNT STRATEGY

A comprehensivéearning and assessment strateggdresses the following:

- Who is the target group and what are the needs of this group?

- What qualification/course will be offered? What is the correct title and code for the
qualification/course?sitonii KS (i NI A y Sgbfe olLBN@s@atidRE NI &

- WhichUnits of Competency/modules will be offered? What is the correct title and code for
eachUnit of Competenay Y2 RdzZf SK | NB (KSe& 2SgopdiokKRegisiration? y A y 3 |

- How will theUnitsof Competencimodules be organised into a training program?

- How will the training program be sequenced?

- Which delivery modes will be used?

- How will evidence be gathered for eadnits of Competendynodule?

- How will the ACSF levels be assessed at the bimgjrand end of the WELL training project?

- Whowill be responsible fotrainingdelivery and assessment? Do they have the required
competencies according to the Training Package or accredited course, the AQTF Standar
training provides and theWELL mining Guidelines Will they be available at the required
times?

- How will the evidenceathering techniques and togland the evidence leading to the
judgement be validated?

- What infrastructure, such as documentation, equipment and facilities, will geired to
support the delivery and assessment strategies? Doesr#li@ing providerhave verifiable
access to the required infrastructure? Will it be available at the required times?

- What qualification pthways are available for employee$io undertake tte training?

for

Negotiating and agreeing to this information will help when it is time to prepar&/\kt. L
Training Application

WELL Professional Development GuStep 3Develop tfe training solution
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SELECTING TRAININKGCRAGES AND COMPETENTANDARDS

WELL training programs are delivered through identified Training Patkatgeof Competency
or accredited courses. The following information provides a brief overview of Training Packages
and their use.

Training Packages identify and describe the skills and knowledge required to perform effectively
in the workplace and form thbasis for training in the VET sector in Austrdli@ining Packages

are organised into broad industry groupings and are developed by the relevant Industry Skills
Councillt is essential that training providers are confident in their selection and use.

Training Packages comprise three endorsed componentdJtiies of Competencythe
QualificationsFramework and theAssessmenGuidelines.

- The Units of Competendalefine the skills and knowledge required for competent
performance in the industry.

- The Assessant Quidelines detail the requirements for assessor qualifications and designing
and conducting assessments.

- TheQualificationsFramework provides the rules for packaging competencies to achieve a
qualification at Certificate I, 11, Ill, IV, Diploma or #&ubed Diploma level.

All endorsed components of Training Packages are available at www.ntis.gov.au.

Units of Competency areationally agreed statements of the skills and knowledge required for
effective performance in particular job or job functionThey describe work outcomes andn
logically stand alone when applied in a work situation.

EachUnit of Competency describes:

- A specific work activity.

- The conditions under which it is conducted.

- The evidence that may be gathered in order to determine whethe activity is being
performed in a competent manner.

It is important to select the most appropriate Training Packageldnits of Competencyto meet
the businesseeds.

There are many Training Packages dnis of Competencyto choose from. Luckily #re is a
common sense approach to selecting the most appropriate to use in a WELL training project.

Firstto be considered should Heoth the industry and thgob rolesof the WELL target group. For
example ithe WELL target grouat amanufacturing compay includes warehouse staff,
production workers supervisors and customer service stifits of Competencymay need to be
selected fromthe Transport, Distribution and Logistics Training Package, the Manufacturing Sk
Training Package and the Busingssvics Training Package.

t GuBtep 3 Develop the training solution

S

nen

Once the most appropriate Training Packagbkés)e been identifiedappropriateUnits of
Competencycan be selectedThese will depend on theb roleand thetrainingneeds. Thgob
role gives an idea of thenits of Competencythat are appropriate For example workers in an
automotive plant are typically required to hold the Certificate Il in Automotive Manufacturing.
TheQualifications Packaging rules for this qualificaiimticatewhich Units of Competencyare
appropriate The training needs thenindicate what skillare being developed~or example if the
trainingneed is toupskillworkers to work safelthen the safetyUnits of Competencyapply.

N~ ‘ WELL Professional Develop
H
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Industry Skills Councils are responsible for working with industry to devabbpdate the
endorsed components of Training Packadéeey can provide advice on whi€haining Package
or competency standard® use.

awﬁ Refresh your knowledge of Training Packages by reading
A@ﬁﬂ http://www.tpatwork.com/back2basics/sb2_trainingpackage.htnd
http://www.tpatwork.com/back2basics/dbl_implementationa.htm

|ASSIGNINGF€IAINERS

The following informdbn is based on the 2009 Report on the Mapping of Competencies for
WELL Practitioners and WELL Projects by John Molenaar and Tina Berghella.

It is the responsibility of th&raining providerto allocate the most appropriatstaff to eachWELL
training project on a projechy-project basis to achieve the best use of public fsadd the best
outcome for the employeand the target group.

WELL training projects are extremely diverse. They include the whole spectrum of industry areas,
employersandemployeeneeds and demand skills in the following areas:

- Language, literacy practice.

- Numeracy practice.

- The contemporary workplace.

- Working within the VET system.

- Program management.

- Training delivery and assessment.

olution

However, not all the skills apply to each indinlatl WELL training project. It is recommended that
training provides systematically analyse the aims and parameters of each WELL training projeg
to identify theskills and knowledge required/istaff. The identified skills and knowledge can =
then bemappedto the staff resourcego ensure that the met appropriatemixis allocated.

An Assigning Staff Template is provided in the appendices tataéing provides select the
most appropriate staff for a WELL training project.

The following is a worked exaote of how to use the template using a WELL Program case stud
developed by Manufacturing Learning Victarn&003. This case study was one of several whichg
were used as marketing tools to promote the WELL Program in industry.

evelop the train

Employer ACE Minerals

Industry area Manufactured minerals

Business need Improved internal customer service
Improved productivity
Improved customer satisfaction
Increased awareness of environmental issues across the ¢

Improved hazard identification

I-|\>5 ‘ WELL Professional Development GuBkep
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Training need

Training Package and
competencies

Accredited course and module

Improved cooperation among guioyees

Increase awareness of the impact of waste on the compar
and the environment

Improved employee participation and less waste

Improved English language and literacy skills

Improved communication skills for individual team membe
Awareness of workplace environmental hazards and a
readiness to minimise such hazards

Manufactured Minerals Training Package

PMAENV100A Identify and Minimise Environmental
Hazards

PMASUP181AWork in a team

Skills group- Language and literacy practice

Skills and knowledge Needed? Who has Skills’lknowledge gap
this?

Competence in the two areas Yes Andrew  NA

of language and literacy

Competence in new literacies No NA NA

suchasdigital literacy

Unpacking language and Yes Andrew  NA

literacy in Training Packages

and accredited courses

Identifying language and Yes Andrew  NA

literacy in workplace tasks and

practice

Supporting content specialists Yes Andrew  NA

in their understanding of

language and literacy ithe

workplace

Developing listening, speaking Yes Andrew  NA

reading and writing skills in the

workplace context

Applying adult language and  Yes Andrew  NA

literacy methodologies

Competence in language and Yes Andrew  NA

literacy assessment

Skills group- Numeracy practice

© Commonwealth of Australia 2010
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Skills and knowledge Needed Who has Skills/knowledge gap
this?

Competence in the area of Yes Andrew  NA

numeracy

Unpacking numeracy in Yes Andrew  NA

Training Packages and

accredited courses

Identifying numeracy in Yes Andrew  NA

workplace tasks and practice

Supporting content specialists Yes Andrew  NA

in their understanding of

language and literacy in the

workplace

Developing numeracy skills in  Yes Andrew  NA

the workplace context

Applying adult numeracy Yes Andrew  NA

methodologies

Competence in numeracy Yes Andrew  NA

assessment

Skills group- The contemporary workplace

Skills and knowledge Needed? Who has Skills’lknowledge gap
this?
Understanding regulatory, Yes( safety and Unknown Content specialist

economic and labour market  environmental hazards
issues relevant to the industry in the manufacturing

the enterprise and the industry

employees

Understanding organisational Yes Andrew
dynamics and workplace

culture

Design and dhkvery of Team building, Andrew
workplace communications leadership, negotiation,

training including team problem solving, conflict
building, leadership, resolution, quality,

negotiation, problem solving, safety compliance,

conflict resolution, quality, environmental

safety, food safety, compliance, reporting,

compliance, reporting, cross  and customer service
cultural communications and
customer service.

Action: Bring in
content specialist

NA

NA

© Commonwealth of Australia 2010
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Design and delivery of No
technology training including

using computer systems,
telecommunications sysms

and portable devices.

Using authentic workplace Yes
materials

NA

Andrew

NA

NA

Skills group- Working within Vocational Education and Training system

Skills and knowledge Needed? Who has Skills’lknowledge gap
this?

Awareness of national and Yes Andrew

state VET policies

Working within the Australian  Yes Andrew

Quality Training Framework

Skills group- Program management

Skills and knowledge Needed? Who has Skills’lknowledge gap

this?

Client management Yes Jan NA

Writing WELL reports Yes Jan NA

Writing WELL applications Yes Jan NA

Budgeting Yes Jan NA

Managing training programs in Yes Jan NA

a workplace

Project management Yes Jan NA

Staff recruitment Yes Jan NA

Staff support Yes Jan NA

Applying the ACSF Yes Unknown ACSF and its
applicaton
Action: Arrange ACSF
professional
development
workshop for WELL
staff

Evaluating WELL training Yes Jan NA

projects

© Commonwealth of Australia 2010
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Skills group- Training delivery and assessment

Skills and knowledge Needed? Who has Skills’lknowledge gap
this?
Developing learning adh Yes Andrew  NA

assessment strategies

Using new and emerging No NA NA
technologies in training

Responding to individual Yesc CALD and English Andrew  NA
learner needs including Englist speaking background
speaking background, CALD,

disability)

Developirg competency based Yes Andrew  NA
learning and assessment

resources

Administering training Yes Andrew  NA
Practical training delivery and Yes Andrew  NA

assessment experience

Applying the principles of adult Yes Andrew  NA
learning
Delivering competency bsed  Yes Andrew  NA

training in the workplace

Delivering competency based Yes Andrew  NA
assessments in the workplace

Working with Training Yes Unknown Andrew is not

Packages confident working
with Training
Packages

Action: Andrew to
complete
TAADES401AUse
Training Packages to
meet client needs

Validating assessment Yes Andrew  NA
methods, tools and evidence

PREVENTINGLANNINGMISTAKE®ND PROBLEMS

Professional Development GuStep 3 Develop the training solution
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The risk of these mistakes occduag can be minimised with some simple common sense
preventative actiongnd the right skills and knowledge

Mistake/error Preventative actions Possible PD actions

Lack of employer commitment. Develop a strong relationship and a Develop client

training solution tailoredo meet relationship building
their businesseeds. skills.
Employers focused on the Sell the benefits of training. Develop selling
funding and not supporting the skills.
project.
Wrong assumptions about Never assume. Maintain regular Develop
businessneeds, motivation and communication. Build flexibility and questioning,
commitment. responsiveness into your service.  listening and
recording skills.
Employer with a superficial Involve the employer in the Develop client

understanding of the project.  develgment of the training solution, relationship building
document it in a proposal and get  skills.

their approval. Develop selling

skills.
Develop proposal
writing skills.
Poor link with industry skill Use Training Packages. Increase knowledge
development. of VET sector
resources.
Enployers cannot see the Develop a traimg solution tailored to Develop selling
benefits. meet businesseeds and sell the skills.
benefits.
A training solution that is too Involve the employer in the Develop client
complex, difficult to implement development of the training solution. relationship building
and difficult to sustain the skills.

employerQ iaterest. Develop proposal

writing skills.

o A Review the planning mistakes and problems in the table above. $Kiistand
ﬁﬂWﬂ knowledge do you need to learn or refresh? Add them to your professional
A@ development plan.

© Commonwealth of Australia 2010
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REVIEW

Thisthird step explainechow important it is for training providers and employers to work
together todevelop the training solution

Acquiringthe skills and knowledge to do this effectiventributes to the achievement of the
following Units of Competency

AG

G

o g s~ w N

TAADES501B Design and develop learning stratdgh)@ Training and Assessment
Training Package

BSBCUS402A Address customer needs (EBBOTess Services Training Package).
BSBWRT401A Write complocuments TAA04 Training and Assessment Training Package).
TAADES401A Use training packages to meet client if€&d®4 Training and Assessment
Training Packager TAEDES402A Use trainingkaayes and accredited courses to meet

client needqTAE10 Training and Education Training Package).

P a@y If you think that yowneedto further develop your knowledge and skills in these
ﬁﬂ\\ﬂﬂ areas add thesdJnits of Competendyp your professional development pla

g
ﬁﬁ\\ﬂﬂﬁy Test your understanding by answering the questions below.

Why is training provider and employer collaboration important when developing a training
solution?

How do you ensure that the requirements of the three key stakeholders are addressed?
Whyare measurable outcomes important?

What needs to be considered when developing the learning and assessment strategy?
How can a training provider ensure that the right staff are allocated to a training project?

What are some of the planning mistakes andldems and how can they be prevented?

N
(00)
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STEP 4 PREPARE WHHE.L TRAINING APPATCON

Planning an effective WELL training project and preparing a succ@&skil Training Application

Step1

Understand the
WELL Program

Step 2
Identify the need

Step 3

Develop the
training solution

Step 4

Prepare the WELL
Application

is an investment that requires time and effort.

In the first three stepsn this Guide, the necessary informatiaasgathered through detailed
training provider and employer discussions and used to develop an agreed training solution. T
work can now balrawn onto prepare asuccessfuWELL Training Applicatio

On the other handif you skimmed or skipped the first three steps in the hope of finding the
magic answetin thisfinal stepyou may struggle to write an effectiW/ELL Training Application
There is no short cut. If you have not planned sufficiegtiys may have to go back @ep 1.

Step 4includes:

- Thekey message

- The writing process.
- Proof reading.

- Letters of support.

- Application mistakes and problems.

The outcome of this fourth step is the preparation of a succe¥8iLL Training Application

© Commonwealth of Australia 2010
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THE KEY MESSAGES

There are four key messages to convey WELL Training Applicatiohhese ar¢he case, the
training solution, the evaluation and the value.

THE CASE

This is the argumerior why WELIProgramfunding is needed and justifiednd inclues a
description of the business need, the training need, the employee needs and why language,
literacy and numeracy support is needed. If it is a second or third year WELL training project it
should outline what has been done in previous projects, thie@mes of the projects and how

this project will build upon the work already done.

THE TRAINING SOLUNIO

This demonstrates a clear connection between the planned training and the identified needs and
makes it possible to determine whether the proposed $ioluis appropriate and workable. It
includes specifitearning and assessmeimformation about a real training solution that
addressesdentified needs and has been negotiated and agréedy the training provider and
employer.

Details include:

- How thetraining will be delivered (number of sessions, number of weeks, number of hours)e

- How this matches the number/type of employees to be trained.

- Who will deliver what training and are they likely to be able to do it (trainer qualification an
skills).

- Whatresources will be used.

- Whether selectedJnits of Competency are correlated with identified need.

- Thejob rolesand the industry sector.

- How training is to be delivered within workplace constraints.

THE EVALUATION

This is how progress towards meeting thertified needs and the WELL Funding Agreement wil
be monitored. Examples include ACSF levels achieved, training hours deliuerdzers of
employees enrolledr number of Statements of Attainment issued.

uBtep 4 Prepare the WELL Trainin§-Application

Monitoring arrangementsnay include thggroposedmembership and meeting arrangements of O
the Steering Committee. The Steering Committee has a key role in supporting the progress of the
project and in validating outcomes.

g ‘ WELL Professional Developm
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THE VALUE

This includes the budget, the number of direct and indirect hours anditingbers ofemployees

to be assessed and trained. Each State/Territory WELL Coordinator analyses the information
provided to determine value for money. A typical analysis may include the ratio of indirect to
direct teaching hours, the number of direct teaugt) hours per participant, the direct teaching

cost per hour, the indirect teaching cost per hour and the ratio of project management and
administration costs to total costs. There are no set benchmarks for these indicators as there can
be significant vaation between different WELL training projects. However, averages across
similar projects will help DEEWR assess whether the project has been costed reasonably.

g
ﬁ\\yﬂ@y Develop a spreadshetttat automatically calculatethe important ratios

et

THE WRITING PRIESS

Based on the information gathered in step8 df this Guide, everything needed to prepare a
successfWWELL Training Applicatitwas been gathered.

It is worth consulting with the State/Territory WELL Coordinator before finalising the Applicatio
This will address questions about the Guidelines and may also identify areas thatoneed
clarifiedprior to submission.

cation

Theinformationthat followsassumes that theesourcesavailable on the WELL websiteviea

been accessed and read. Ag thformationon the websiteds comprehensive and changes from
year to yearthis stepprovides broad advice in relation to the writing process rather than specifi
advice in relation tahe Application

g ﬁ Access the WELL website and familiarise yourself witiVBelTraining
A@{W Application and th&VELL Hints and Tips.

PURPOSE

Writing a successfWELL Training Applicatistarts like any other business writing tagkstly
the primary purpose of the writing task must be defined.

The primary purpose of preparing/dEIL Training Applicatiois to persuadédEEWRb approve
WELLProgramfunding to support the delivery of the proposed training solutiomteet the
identified business needs.

AUDIENCE

The second step is identify the audience and clearly understand whatstthey want.

WELL Professional Development Gustep 4 Prepare the WELL ®Praining Appli
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The audience for th8VELL Training Applicatieomprises all three stakeholders, DEEWR, the
training providerand theemployer Seps 2 and 3 clearly ideni&fd the requirements that need
to beaddressed and documentddr each key stakehodd.

The Application will be much more effective if written in a way that will effectively reach the

specific audiences. It must be complete, concise and accurate. Address each question but avoid

repetition. The text should be written in such a way that teader will be able to easily
understand what they are being told and what is being asked of them.

The most important audience is DEEWR d@WELL Training Applicatiomust comply with the
WELL Training Guidelinasd persuade DEEWR that the projectidddoe fundedTherefore it is
important to understand how the Application is read.

When State/Territory WELL Coordinators and SAC members first read\WBElv Training
Applicationthey may approach it in three different ways:

- They may read it from begiing to end to get a complete picture of the WELL training
project.

- They may scan and extract specific information from a range of questions.

- They may look at specific questions for specific information.

State/Territory WELL Coordinatand SAC members mube able to

- Read and understand the Application.
- Assess the quality of the Application against¥ELL Training Guidelines

State/Territory WELL Coordinatakso use the Application forepareSchedule 2 of the Funding
Agreement which specifighe "What", "How", "Why", "to/by Whom", "Where" and "Wherof
the training solution and its evaluatiodny Application that does not include these detwii

not progress through thassessmenprocess.

For each audienctihe followingshouldbe consideed:

- Howmuch do they already know?

Keepngthe audience needs in mird essentialThe assumption should ibat DEEWR and
the SAC members don't understand the industry and business ra®ts succinct but
complete picture of the total projechould be presertd. Anecdotes from the workplacean
alsobe included

- What language will they be able to understand?

It is vital to onsiderthe audience. It is fair to assume that the audience is ACSF level 5+.
Writing must be preparedo that the readecanclearly unerstand whatis being said
Jargon, abbreviations and acronyralsould be avoided-or examplethie readermay not
know what an SPC Chart or an ASPLR leVeilsismportant thatsomeone else reathe
Applicationbeforeit is submited.

- Isthe tone appropiate?

It is important to remember thathe purpose is persuasion. DEEWR and the SAC members
must be assured that the training service is appropriate to business need, is value for mo

and can be delivered by the identifiéining provider Employer coomitment is extremely
important. It is vital to e confident, use appropriate emphasis and stress the benefits.
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ity
g
A@@ﬂ\‘ﬂﬂ Research the skills and knowledge required for effective business writing.

Howdo your writing skillsompare?

| CLARITY ANJECINCTNESS

AWELL Training Applicatigsa business document. As such, it needs to be clear, succinct,
specific, accurate and reflective of the unigque purpose and considerations applicable to each
project. Effective business writing also assumes that the audiencknfited time in which to
read. A poorly organised, poorly written or confusing document is not well accepted for a
number of reasons, least of all because it speaks ofitdw@cyskills of its author.

State/Territory WELL Coordinators and SAC membaers éaphasised that they do not want to
read wordy, waffly Application€reatnga good impression anghining a favourable response to
the WELL Training Application can be helped alorgj\igg them what they want. This means no
padding, no waffle, liméd or no repetition, no contradictions and no murkiness.

Thedrafted WELL Training Applicatishould be checketbr the following:

- Are there clear and succinct answers to each question?

- Arethe answers to the questions logical and organised?

- Is each paragph organised around one main idea?

- Can the most important information be identified quickly?

- lIs like information kept together?

- Is the order of presentation of the information effective?

- Arethere enough detadand examples to suppothe argument?
- lIs dl the information necessary?

- Is the information consistent?

- Does it say clearly what it intends to 8ay

PROOFEADING

TheApplicationmust be proofreadtarefully to check that sentence structure, punctuation, word
choice and spelling are correct and thatmes, addresses and Training Packbgés of
Competency codes and titles are accurate.

Smeoneother than the person who prepared it should proofread the applicatamthey may
offer a fresh look and query things that are not clearly explained.

Does his sound like common sense? It is. Yet so "VeEy.L Training Applicati®are submitted
with unnecessary errors.

LETTEROF UPPORT

Where theWELL Training Applicatismbeing submitted by &aining provider the employer
must provide a letter of suppbfor the project.

It is recommended that this letter include the following information:

- Thetraining provideRad RSOl Af & @
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- TheemployeQad RSOl Af ao®

- Why the WELL training project is needed.

- Whomit is targeting.

- What the expected outcomes are for both the ployees and themployer.

- Acknowledgement of the employer contribution as a percentage of the project cost.

The letter should be produced on company letterhead and signed by the employer (or their
nominated representative).

PREVENTINAPPLICATIOMISTAKE®ND PROBLEMS

The risk of these mistakes occurring can be minimised with some simple common sense
preventative actions and the right skills and knowledgE N6 Qa | f Aad WHL G6KS Y22
Training Applicatiomistakes and problems.

Mistake Preventative actions Possible PD actions

TrainersshoR2 Yy Qi Y SS{ Take the time to matchthe  Develop resource

of the project. right trainer to the project allocation
using the tool provided in the competene.
appendices.

Wordy trainer CVs with irrelevant Only include up to date, Develop business

and out of dateinformation. accurate and relevant writing competence.
information.

Identified Units of @mpetengythat ~ Check Scope of Remétion Increase knowledge

are not ontraining provideitQ & { C and expandfinecessary or of AQTF

of Registration. consider sukcontracting to requirements.

another training provider.

All options should be
considered to meet an
employer's identified needs.

Identified resources that are not Properly research and ihde  Increase knowledge

relevant. relevant resources. of how to find VET
resources.

Incorrect details such as competenc' Proof read. Develop proof

titles and codes, registered address. reading skills.

Referring to Training Check Training Increase knowledge

Packages/accredited courses and/ot Packages/accredited courses of VET products.
Units of Competencythat have been andUnits of Competencyare
superseded current.

Poor spelling and grammar Checlthe Applicationand Develop proofreading
have someone else check it  skills.
beforeit is sent Don't rely on
Spell Check.

(hﬂ | WELL Professional Development GuBtep 4 Prepare the WELL Training Application
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A training solution that does not Develop and document a Develop training
clearly identify the number of specific taining solution. solution development
employees to be trained, the numbel and documentation
of training sessions and the duration competence.

of the training sessions

Walffle, waffle and more waffle! Write concisely and succinctly Develop business
writing competence.

P Review the planning mistakes and problems in the table abovat $¢ills and
thVl knowledge do you need to learn or refresh? Add them to your professionel
A development plan.
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REVIEW

This fourth step covered therepamation a successfulVELL Training Application

Acquiringthe skills and knowledge to do thesfectivelycontributes to the achievement of the
following Unit of @mpetengy:

-  BSBWRT401A Write complex documents (BSBO7 Business Services Training Package).

p ﬂ@y If you think that yowneedto further develop your knowledge and skills in thig
@U\WD area, add thisUnit of @mpeency to your professional development plan.

AG

g
{Eﬁ\\ﬂﬂﬁy Test your understanding by answering the questions below.

AG

1. When writing aWELL Training Applicatiowhat is the purpose

. What do State/Territory WELL Coordinators need to be able to do witiBEL Traing
Applicatior?

What are the four key messages that need to be conveyedMiEBL Training Applicati®dn
Why are clarity and succinctness important?

What needs to be included in a letter of support?

o g > W

What are some of the planning mistakes and problemstawl can they be prevented?
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APPENDICES

AQTFANDWELLMPLICATIONS

The following tables describe the AQTF obligations for RTOs involved in the delivery of WELL

training projects.

AQTF 2010 Essential
Standard

RTO responsibilities

Practical WELL practitioner
examples

Standard 1: The RTO provides quality training and assessment across all of its operations

1.1The RTO collects,
analyses and acts on
relevant data for
continuous improvement
of training and assessmer

The RTO establishes and
implements a sytematic
continuous improvement
approach that involves staff
clients and other stakeholders,
determine the need to
improvements to training and
assessment.

The approach idenigswho the
stakeholders are, what strategie
are used to collect and analy
information and identify actions
for improvement, the tools to be
used for the collection of
information from stakeholders
and the frequency of the
implementation of the strategy.

Implementingd KS w¢ h
systematic continuous
improvement approach by:

A Cdlectingand analyig
feedback on effectiveness
of training and support
provided to learnersind
employers

Identifying opportunities
for improvement
Implementing
improvement actions
Reviewing completed
actions to ensure thate
actions have been
effective

Validating learning and
assessment arrangement
for individual groups of
learners with employers tq
ensure that they reet the
enterprise requirements
Providngevidence that
student, employer and
staff feedback collection
strategies have been
implemented areas for
improvement identified
and actions taken to
implement and review
these actions

1.2 Strategies for training
and assessment meet the
requirements of the
relevant Training Package
or accredited course and
are developed in
consultation with indugty
stakeholders.

The RT@onsults with industry
to developlearning and
assessment strategies to meet
the needs of learner groups
compliant with relevant Training
Package requirements.

Consulting with the employer
and assishgin the
development oflearning and
assessment stratees.

© Commonwealth of Australia 2010

(\IJ"I | WELL Professional Development GuAppendices



WELL Application Resource Guide

1.3 Staff, facilities,
equipment and training
and assessment materialg and training and assessment
used by the RTO are materials are checked to meet
consistent with the the Training Package and unit
requirements of the requirements.

Training Package or
accredited course and the
wet¢hQa 26y GN
assessment strategies.
1.4 Training and The RTO
assessment is delivered bl A Hasa procedure for certified copies of certificates
trainers and assessors identifying trainer/assessor | of qualifications achieved and
who: gualificatiors and experiencel a current resumes evidence
(a) have the necessary requirementsfor each of:

training and assessment quailfication/unit on £ope of| A The requred language,
competencies as registration. literacy and numeragc
detemmined by the A Maintainsrecords of gualifications and
National Quality Council o trainer/assessor experience.

its successors, and qualifications and A Vocational qualifications
(b) have the relevant experience, incluithg and experience taligned
vocational competencies certified copies of to identified units.

at least to the level being qualifications, current A The necessary training an
delivered or assessed, ani resumes, signed and dated assessment competencie
(c) can demonstrate by the trainer/assessor.
current industry skills A Providesa mapping of
directly relevant to the trainer/assessor
training/assessment bag gualifications and experienct
undertaken and to identify that they have the
(d) continue to develop required qualifications and
their VET knowledge and experience to deliver
skills as well as their identified units.

industry currency and
trainer/assessor
competence.

1.5 Assessment including
Recognition of Prior

The RTO lsprocedures to Using achecklist for each
ensure that facilities, equipment, worksite in which they will
deliver the WELL Program thg
identifies the training facilities
andlearning and assessment
resources available aligdto
unit delivery requirements.

Providing the RTO with

Using propriate assessment
toolsfor each unit to meet the

The RTMasprocedures to
ensure that assessments and

Learning (RPL):
(a) meets the
requirements of the

assessment tools for each
gualification/unit of
competence:

requirements.
Participatngin assessment
moderation ativities and

relevant Training Package A Meet the requirements of | providinginput to the further
or accredited course the Training Package, development and

(b) is conducted in workplace and regulatory | improvements of assessment
accordance with the requirements and principles| tools.

principles of assessment of assessment. Informing karners of the

and the rules of evidence | A Are revewed to ensure that | assessment requirements for
(c) meets workplace and, they meet the requirements | completion of the program.
where relevant, regulatoryl A Are moderated by assessors
requirements to ensure consistency and
(d) is systematially identify opportunities for
validated. improvement.
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its clients.

Standard 2: The RTO adheres to principles of access and equity and maximisesyas for

2.1 The RTO establishes
the needs of clients,
delivers services to meet
these needs, and
continuously improves
client services by
collecting, analysing and
acting on relevant data.

The RTMasprocedures for:

A The systematic iderfication
of learnerneeds and support
services to address
identified needs

Obtaining feedback on the
effectiveness of support
services and identification of
opportunities for
improvement.

Identifyingstrategies for
identifying student needs and
maintainng records of these
needs and how these needs
have been addressed.
Strategies could include initia
interviews with learers,
informal discussion, progress
monitoring activities and
surveys.

2.2 Before clients enrol or
enter into a contract, the
RTO infoms them about
the training, assessment
and support services to be
provided, and about their
rights and obligations

The RTO develgpnformation
about the qualifications and
courses delivered, support
services available to students
and nformation about leaner
rightsand responsibilities.
The RTO ensus¢hat this
information is accuratend
provided systematically to
prospectivelearners.

Conducting an initial induction
session with learners to
provide information about the
learning program, assessmer
activities and studentights
andresponsibilities.

2.3 Employers and other
parties who contribute to
SOK f SI NYySN
assessment are engaged
the development, delivery
and monitoring of training
and assessment.

TheRTO has procedures in plac
to ensure that learning and
assessment strategies are
developed in conjunction
employers.

Gommunicatng with the
employeraboutthe training
needsanddevelopnga
program to meet these needs|

2.4 Learners receive
training, assessment and
support serviceshat meet
their individual needs.

The RTMas inplace strategies
to ensure that appropriate

support services are available tg
support learner identified needs

Monitoring learner progress
and providingadditional

support to assist learners to
meet theprogram progressior
requirements.

2.5 Learners have timely
access to current and

accurate records of their
participation and progress

The RTMasa procedure in place
for learners to access their
records and ensure that learner!
are informed of how thegan
access their records.

Informinglearners of how
they can access their records
and providngaccess to
records, where requested,
through thew ¢ hpfbéedures.

2.6 The RTO provides
appropriate mechanisms
and services for learners t
have concerns reweed
and addressed where
appropriate. Complaints
and appeals are addresse
efficiently and effectively.

The RTMasproceduresfor the
resolution of complaints and
appeals and ensusgthat
learners are aware of these
procedures.

Informinglearners of
procedures for the resolution
of complaints and appeals an
implemeniing procedures
where required.
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Standard 3: Management systems are responsive to the needs of clients, staff and
stakeholders, and the environment in which theRTOoperates.

31¢KS we¢hQa
management of its
operations ensures clients
receive the services
detailed in their
agreement with the RTO.
The RTO uses a systemat
and continuous
improvement approach to
the management of
operations.

The RT@nsuresthat it has:

A Adequate documentatiorior
the effective management of
its operations and ensures
that it meets its legislative
requirements such as the
AQTF 2010.

A procedure for the review
of its management system
and its compliance with
legislation to identify areas
for improvement.

Workingwithini KS  w ¢ h
management arrangeents
and providng feedback on its
effectiveness.

3.2The RTO monitors
training and/or
assessment services
provided on its behalf to
ensure that they comply
with all aspects of the
AQTF 201&ssential
Standards for Cdimuing
Registration

The RTO entsiinto agreement
with RTOghat deliver training
and assessment in partnership ¢
on its behalf and ensusthat
arrangements are monitored.

Where there is a cprovider
agreement in placehelping to
monitor the implementation
of the agreement.

3.3The RTO manages
records to ensure their
accuracy and integrity.

The RTMasa records
management system in place a
ensuresthat all staff are aware
of their responsibilities for

managing the system.

Implementingthe RT@
record management
procedures and providing

feedback on the effectiveness

of the system.
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BUSINES®EEDIDENTIFICATIONEMPLATE

Instruction: Thinking about whas known about théusiness needs complete the following
table. Verify understanding with themployer.

Employer

What are thecore businesactivities?

Whatare the business objectives

What are thecurrent businesshallenge®

Whatbusiness challengesaybecome importanin the future?

What changes have occurredcently?

What changes arplanned for the future?
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TRAININGNEEDIDENTIFICATIONEMPLATE

Instruction: Thinking about whas knownabout thebusinessieeds complete the following

table. Verify understanding with the employer.

Employer

What are the business needs?

What skills ad knowledge are needed now
and in the future?

© Commonwealth of Australia 2010
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WORKPLACEOMMUNICATIONSKILLINEEDIDENTIFICATIONEMPLATE

Instruction: Thinking about whas known about thdraining needs identify the language, literacy
andnumeracy skills @eded. Verifyunderstanding with the employer.

Employer

What are the
training needs?

What speaking
and listening do
employees need
to do?

What do
employees need
to read?

What do
employees need
to write?

What mathsand
ICTdo
employees need
to do?

© Commonwealth of Australia 2010

8 ‘ WELL Professional Development Guidigperdices



WELL Application Resource Guide

EMPLOYEPROFILETEMPLATE

Instruction: Thinking about whas knownabout the workforce complete the following table.
Verifyunderstandingwith the employer.

Employer:

The total number of
employees

The number of
employeeseeding
training

Employegob roles
and responsibilities

Employeeshift
arrangements

Employee
demographigrofile

Employeeskill level
relative to the
business need
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ASSIGNINGSTAFFTEMPLATE

Instruction: Thinking about the specific requitents of the WELL training projeetcluding the
industry, theemployer, thetarget group the business need and the training contecamplete
the following tableto create the WELL training project team

Employer

Industry area

Business need

Trainng need

Training Package and
competencies

Skills group- Language and literacy practice

Skills and knowledge Needed? Who has this? Competencygap

Competence in the two areas
of language and literacy

Competence in new literacies
such as digitditeracy

Unpacking language and
literacy in Training Packages

Identifying language and
literacy in workplace tasks
and practice

Supporting content specialist:
in their understanding of
language and literacy in the
workplace

Developing listning,
speaking, reading and writing
skills in the workplace contex

Applying adult language and
literacy methodologies

Competence in language ang
literacy assessment
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