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Section 1 
[bookmark: _Toc2328985]Preparing for delivery


[bookmark: _Toc2328986]About this guide
In this guide, you will find information you will need in order to prepare for and deliver this skill set to your learners.
[bookmark: _Toc2328987]About this unit / these units
The purpose of BSBCMM401, ‘Make a presentation’ is to describe the skills and knowledge required to prepare, deliver and review a presentation to a target audience.
This unit applies to individuals who may be expected to make presentations for a range of purposes, such as marketing, training and promotions. They contribute well developed communication skills in presenting a range of concepts and ideas. 
The purpose of TAEDEL301, ‘Provide work skill instruction’ is to describe the skills and knowledge required to conduct individual and group instruction, demonstrate work skills and assess the success of training and one’s own training performance, using existing learning resources in a safe and comfortable learning environment. 
It emphasises the training as being driven by the work process and context, and applies to a person working under supervision as a work skill instructor in a wide range of settings not restricted to training organisations.
This guide describes the delivery strategy for the following units:
1. BSBCMM401 Make a presentation
2. TADEL301 Provide work skill instruction
Context
	Considerations for delivery
	Descriptions

	Target cohort/audience
	These units are delivered to obtain the TAESS00014 Enterprise Trainer-Presenting Skill Set.
The skill set is aimed at qualified tradespeople who wish to become teachers (in their chosen field) within the VET environment.  
Gaining accreditation in this Skill Set will allow them to work as subject matter experts or work under supervision within VET and is the prerequisite to participating in an accelerated process to obtain the full TAE40116 qualification.  

	Contextualisation
	These units have been contextualised to use language, activities and examples relevant to a range of trade based occupations. This could include but is not limited to:
· Carpentry, Cabinet Making 
· Automotive
· Plumbing (general, commercial and gas)
· Civil engineering 
· Electrical

	Delivery mode / location
	This skill set is designed to be delivered in various modes to suit the cohort including online, blended and classroom.
Future learning related to the acquisition of the full TAE40116 qualification will be a blended program of classroom (block release training) and on the job supervision.

	Delivery timeline
	Suggested: 3 sessions of 7 hours over 3 consecutive Saturdays.
Delivery timeline is dependent on mode of delivery, student cohort and regional implementation.

	Assessment strategy
	There are four assessment events in this skill set:
Knowledge 1 – written questions 
Skills 2 – presentation, observation and self-reflection
Skills 3 – presentation, observation and self-reflection
Skills 4 – presentation, observation and self-reflection
Refer to the Unit Assessment Guide (UAG) and individual assessment events and marking guides for detailed information.

	Start date
	Region to determine this information.


[bookmark: _Toc2328988]Resources required
The table below summarises the resources required for successful delivery of this unit
	Resources required 
	Resource outline

	The Facilitator will need to provide:
	Materials
PowerPoint® Slides
Student Workbook
Links to videos
Other handouts (if required)
Evaluation Form
Course and Unit assessment guides
Equipment
1. Data projector/smart board
2. VC or Internet access for Skype
3. Software/PC access

	TAFE will provide the student with:
	· Student  portal login details/Skype access
· Access to Moodle (where required)
· TAFE Digital Campus/Adobe Connect Room (where required)

	The student will need to provide:
	· A smartphone with video recorder (if completed online)
· Handouts for presentations
· Pens, notebooks





[bookmark: _Toc2328989]Planning checklist
Prior to delivery of this unit, the facilitator should ensure that:
All delivery modes
	[bookmark: _Toc518291021]All delivery modes
	Description

	Before students arrive to your classroom/ worksite/ location
	· How do students contact you?
· Become familiar with the unit delivery structure, resources and activities
· Ensure you are familiar with each of the assessment events and marking guides

	During delivery
	· Check in with your students regularly
· Respond to student emails
· Review student participation

	Post student completion
	· Gathered feedback regarding delivery and resources


If delivering online
	[bookmark: _Toc518291022]If delivering online
	Description

	Before students gain access to live unit
	· Ensure your details are displayed correctly on TAFE Digital Campus
· Become familiar with the unit delivery structure, resources and activities
· Ensure you are familiar with the assessment requirements

	During delivery
	· Respond to student emails
· Check your inbox for assessment submissions. Submissions of assessment must be marked within 10 days.
· Monitor group chat/forum spaces
· Review student participation reports

	Post student completion
	· Gathered feedback regarding delivery and resources



Section 2
[bookmark: _Toc2328991]Unit delivery strategy


[bookmark: _Toc2328992]How to use this section
[This section will help you plan the methods the “nuts and bolts” of your unit delivery. Start by planning a snap shot or overview. Break this down to more detail via a session plan and finally into further detail via  the session detail section. Session details planning is especially useful if you are the designer of this unit delivery by not the facilitator. ]
Use this section to outline the high, mid and finer level details of your proposed learning and assessment delivery methods.


[bookmark: _Toc2328993]Unit delivery schedule
Below is a summary for the schedule for sessions delivered in this unit.
	Session / week
	
	Session Content 
	Outcomes 

	1
	Introductions
	Welcome / Getting started
	· Student welcome/general housekeeping
· Overview of unit/cluster
· Assessment

	2
	Topic 1
	Trainer and Learner Responsibilities
	Basics of presenting a work skill:
Trainer roles and responsibilities related to work skill instruction
WHS Responsibilities
Identifying regulatory and organisational obligations and requirements for presentations:
Recording and storing learner records
Interpreting learning documentation
Copyright and sensitive material

	3
	Topic 2 
	Learning styles and audience characteristics
	· Learning styles:
Visual, Auditory, Read/Write and Kinaesthetic styles
Audience characteristics:
Behaviour characteristics using sensory systems
Learning Approaches:
Honey and Mumford: four learning styles
Left brain vs right brain
Adult learning principles

	4
	Topic 3 
	Practices of great trainers and presenters
	The ‘P’ factor
Differences between public speaking, presentations and training:
Presentations
Training

	5
	Topic 4
	Plan for training and presenting
	Effective planning for training and presenting
Using documentation to determine learners’ needs and characteristics:
Learning pathways
Learning programs
What do you need to communicate with learners and others who are involved in the training?
Identify skills gaps and purpose
Write objectives and learning outcomes
Performance, standard and conditions
Analyse and break down the skill or knowledge:
Task analysis
Topic analysis
Sequence and chunk the task into manageable sections
Select suitable resources, aids and equipment
Checkpoints before creating the delivery/session plan

	6
	Topic 5
	Use effective communication techniques in training and presentations
	Use interpersonal skills with learners to establish a safe and comfortable learning environment:
Communication types
Questioning techniques
Active listening skills
Tips for communicating with learners and audience members
Body language
Establish a safe and comfortable learning environment

	7
	Topic 6
	Training techniques and delivery methods
	Training techniques/delivery methods:
Instructor-led training (ILT)
eLearning
Blended learning
Value of activities:
Reasons for using icebreakers

	8
	Topic 7
	Developing a session plan
	Developing session plans for training and presenting:
Preparing to write a session plan
Structure of a session plan
Provide opportunities for practise and feedback
Simple plan for a work skill instruction

	9
	Topic 8
	Review presentation and training performance
	Methods to gauge progression and effectiveness of the session
Implement techniques to review the effectiveness of the presentation and work skill instruction:
Formative evaluation
Interim evaluation
Evaluating training—discuss reactions from participants and key personnel involved in the training presentation
Considerations
Use feedback and make changes to central ideas presented
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This section provides a snap shot of each planned session. A “session” is a period of delivery that could be from as little as 1 hour, to a full day/s. This section should elaborate on the session overview details above. This section is “extractable” for easy reference by the facilitator within the learning environment.
[bookmark: _Toc2328996]Session plan 1 - Welcome / Getting started
Before the session, check that you have:
· Done this task
· That task
· The other thing that you always forget about unless you look at this list for a prompt.
Update these examples! 
	Item
	Start Time
	Duration
	Topic
	Main points / Key messages
	Activity and references
	Resources required
	Criteria addressed

	1
	9.00
	15 min
	Welcome
	· Acknowledgment of Country
· Housekeeping
	· Icebreaker activity 
	· Name tags
· Balloons (icebreaker)
· XYZ
	· PC1.1, PE2, KE3

	
	9.15
	10 min
	Unit overview
	· Introduction to the unit
· Handout of relevant materials
	· Discussion
	· Learner guide – pp xx - XY
· Book of readings – Ref#1
· UAG
	· PC3.5, AC3

	
	9.25
	15
	Introduction 
	· Jargon in the industry – common terms and their meaning
· Introducing the FORG for this course
· 
	· All login to www.xyz.com.au
· Review site
	· Learner guide – pp xx-35
· FORG – Fictional Organisation a website that complements the learning. Full of characters and case studies and examples.
	· 

	
	
	
	
	· 
	· 
	· 
	· 



[bookmark: _Toc2328997]Session plan 2 - Heading
Before the session, check that you have:
· Done this task
· That task
· The other thing that you always forget about unless you look at this list for a prompt.

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	
	
	· 
	· 
	· 
	· 

	2
	
	
	
	· 
	· 
	· 
	· 

	3
	
	
	
	· 
	· 
	· 
	· 

	4
	
	
	
	· 
	· 
	· 
	· 



Add sessions as required
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[bookmark: _Toc2329000]Facilitator notes
Use this section to record any notes about delivery of this unit. This may include notes about learning materials that you can share with the Technology and Business Services SkillsPoint to improve the unit learning and assessment resources. Your feedback is welcome!
image1.jpg




image2.jpeg




image3.jpeg




image4.png
Tiése.
N TAFE:




image5.jpeg




