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Abbreviations
Abbreviations that are used in the learning guide should be listed here in alphabetical order. For example:

AEU
Australian Education Union

ANTA
Australian National Training Authority

AFLF
Australian Flexible Learning Framework

NCVER
National Centre for Vocational Education Research

OECD
Organisation for Economic Co-operation and Development

RCC
Recognition of Current Competency

RTO
Registered Training Organisation

If your list of abbreviations is too long to fit on one page it is better to place it at the end of the guide.

Learning Guides – What Are They?
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Front cover of a Learning Guide.

According to Bruhn and Guthrie, (1991), a learning guide is a structured booklet designed to direct the learner through a series of learning activities to achieve specified competencies or learning outcomes. It can be seen as a road map or set of directions that shows the learner how to get from where they are, to where they want to be. It directs the learner to the appropriate learning resources, where to find them, and to the essential information contained within these resources.

A learning guide describes learning activities designed to help in acquisition of knowledge and skills as well as feedback for learners in the form of answers to self-assessment tasks. It also provides information about additional resources for further reading if the learner wishes to pursue the topic/subject matter in more detail. 

Learning guides are not intended to be textbooks, they should not be too long –around 100 pages are usually enough. Their focus is on guiding the learner through a learning experience not presenting them with pages of uninspiring facts and figures. Additional information should only be included where alternative resources are not accessible. Long documents compound costs and prove to be daunting for the learner. Smaller documents are easier to update or modify when resources or techniques change.

  Planning your guide

Develop an instructional plan that addresses the following:

· Centre approval – get this before planning anything else.

· A list of the learning outcomes for the unit/module/course.

· An outline of the content that will be covered in relation to each learning outcome.

· Strategies that will be used to deliver the content – (instructional design).

· What resources you need and their availability.

· Methods to assess learners’ attainment of the learning outcomes.

· Other relevant information.

· Teachers/Facilitators Guide – you will need also to plan and produce a guide for teachers that explains what your learning guide is about and how it can be used.

  Learning guide components

A learning guide will usually contain the following components (in the order shown):

· Cover – it is important that the cover includes the unit or subject name and number and also the Centre offering the course. A cover template can be downloaded from the Staff Information System (SIS) at https://staff.cit.act.edu.au/resources/teaching_learning/resources under ‘Learning Resources’

· Title page – the title page repeats the information from the cover and also further detail such as the sub-title if there is one, the name of the author and publisher plus CIT version control information.

· Imprint page – contains copyright information, National Library of Australia cataloguing details, lists of editions and reprints plus the designer, desktop publisher, printer, etc.

· Foreword – an introductory message from someone other than the author eg Director.

· Contents page – produced when all topics are complete. A concise list of main parts of the guide eg chapter / topic / section titles.

· Symbols page – an explanation of the symbols that are used to provide visual clues for learners.

· Abbreviations page – explanations of the acronyms and other abbreviations used in the guide.

· Introduction – an introduction to the learning guide rather than the content material.

· Approach – how the learner will be studying - flexibly, computer aided, Internet conferencing, etc.

· Purpose – tells student what the unit or subject is about.

· Learning outcomes – stated as per the curriculum document. It is important that these are given exactly and not rewritten - even if it does make them clearer. The number of learning outcomes is a good guide to the number of topics you will need.

· Assessment information and Assessment instruments – tell the student about the formative and summative assessment and what assessment instruments will be used; written tests, orals, assignments, practicals etc. Remember not to over assess. Summative assessment should use no more than 10% of the subject’s duration. This information must be consistent with the curriculum document. Let students know when and how they will receive feedback about their assessments.

· Subject completion requirements – tell the student what they must do to pass eg. “To be assessed as competent in this subject you must demonstrate competency in all assessment tasks.” This information must be consistent with the curriculum document.

· Topics or Sections – the subject content is divided into logical parts, the number of which will usually depend on how many learning outcomes there are. Each topic or chapter should include a map of the guide indicating where it fits overall. Self-test questions and answers, usually about 10 in number, are included in each topic. Self-assessment sheets and any checklists are attached at the end of the topic.

· Self-assessment – activities and exercises with model answers and solutions must be included to allow students to gauge their level of knowledge of the material they have studied.

· Appendixes – extra material that is too long to include in the body of the guide should be attached as an appendix.

· Glossary – most, if not all, specialist areas have their own way of using language. Learners may find it helpful if the 'jargon' used in your guide is arranged alphabetically in a glossary. Your glossary doesn't have to restrict itself to dictionary type definitions, its better to include rich descriptions of what the terms mean and how they are used.

· References, Resources – which are current and available, use Harvard or AGPS Style Manual citations. Make sure that reading references match page numbers in the texts specified. List all physical resources that the learner will need. The Learning Centre publication, ‘Acknowledging the Source’ is a good starting point for citations https://staff.cit.act.edu.au/resources/learning_centre/acknowledging_the_source/
· Index – an index is an alphabetical listing of key words, names, events, and other important information in the guide along with the relevant page number/s. They are useful but not essential and can be quite time consuming to build.

  Writing Tips

· Write in a style that enables students to easily learn. Language should be plain conversational, and inclusive (non-discriminatory):

· Chunk your content into small sections that are easy to achieve. Include a ‘high reward’ activity in each chunk.

· Use simple sentences – two sentences to a paragraph.

· Use ‘active’ voice – direct sentences.

· Use familiar words – no jargon, explain abbreviations.

· Write positively. 

· Use personal pronouns – use ‘you’ and not ‘the student’.
Talk directly to your learners as if they are standing in front of you.
· Avoid using ‘I’ as the writer may not be the teacher/facilitator.

· Use a friendly tone.

· Use anecdotes and humour where appropriate.

· Avoid racist stereotyping – use examples and case studies which reflect multiculturalism.

· Do not use sexist assumptions. Use a gender inclusive approach.

  Designing activities

Learning guide activities should be designed so that they:

· assess the learning outcomes of the subject.
· are short and to the point and use plain language.
· contain clear instructions so that the student knows what to do.
· are realistic and manageable by all students with the resources they have available.
· do not make the teacher’s job overwhelming – get student to obtain feedback from peers or supervisors.
· are varied to accommodate a variety of learning styles and maintain interest.
· allow your learners to solve problems either individually or collaboratively.
· allow for critical thinking by allowing learners to contrast, compare, make judgements, apply concepts in case studies to own situations, and so on.
· are collaborative, whereby learners can learn from each other. You can also include an opportunity to reflect on these group activities in the summative assessment.
· help learners apply their learning in realistic situations.
  References

· References should be current, readily available, and at a reading level for the student group. Check with your library for textbook availability.
· Refer learners to the CIT publication ‘Acknowledging the Source’ for detailed information about referencing  http://www.cit.act.edu.au/current/cit_learning_centre/research_and_resources/acknowledging_the_source
  Assessment

· Full details of formative and summative assessment must be given.

· Explain how this assessment will be used in the overall unit assessment.

· Self-assessment answers must be provided.

· Written self-test questions must be suitable for all student groups. Multi-choice answers are difficult for some (language related), use short answer instead.

· Answers for multi choice questions should provide explanations for both correct and incorrect choices.

  Copyright

· Infringement of copyright is a serious matter and will generally rest with you, the writer. If you infringe copyright in your learning guide, you could well find a copyright owner taking court action against you seeking financial compensation. 
In some instances fines and even jail terms may be involved.

· Educational Institutions are allowed to photocopy some things for their students but there are very strict guidelines about what you can copy, what those copies can be used for and how they can be distributed. You should refer to the following references for information:

· Australian Copyright Council (1998) A Users Guide to Copyright: 
A practical guide, Australian Copyright Council, Redfern.

· Australian Copyright Council (1997) A Teachers Guide to Copyright: 
A practical guide, Australian Copyright Council, Redfern.

· Computer clip art and ‘screen shots’ generally require written permission from the copyright holder before they can be used.

· There are restrictions on taking parts of a page or illustrations from a page and incorporate them into your own work.

· There are restrictions on scanning other peoples work and incorporate it into your electronic documents or web pages.

· There are restrictions on making copies of web pages for your students.

· There are restrictions on how much and how often an Institution can copy from a publication 
for a student.

· Learning materials you produce will be the property of CIT (eg ©CIT - not ©you).

· Always check with the Institute Copyright Officer, based in the Learning Centre, for first advice on copyright issues. 

  Printing your learning guide

· CIT student learning guides should be printed by CIT Print. Allow ample time for the printing 
to be done. 

· Supply good quality laser printed originals, or an electronic PDF.

· Specify ‘back to back’ printing in order to conserve paper and to weigh less for the student.

· Obtain Centre approval before submitting final copy to CITPrintServices@cit.act.edu.au 

Getting Started Writing Your Guide

Do not begin writing just yet. First you need to plan the sequence of learning and structure of the learning guide. Remember you, as the teacher, may not be there while the student is learning so this planning stage is a vital one that cannot be overlooked.

  Content design

You will need to identify the key elements of content and then work out how they will be organised into topics or sections. Your curriculum document should be used as a guide for this. For example, one method is to make each learning outcome a topic. Another would be to arrange the learning around a series of tasks that are to be completed. If you are working directly from competency standards, remember that the units and elements of competence are descriptions of what a competent person must be able to do. They are not necessarily intended to describe a learning pathway in the same way that a curriculum does.

In planning the sequence of learning, simple to complex is the usual approach with opportunities for the learners to build on their existing knowledge and life skills.

Often, learners will have prior knowledge of the course content. It is good to provide some form of ‘pre-test’ activity that allows learners to check their current knowledge against what they should have on completion of the topic. This can help the learner focus their time on things they need to learn rather than things they already know.

You also need to build opportunities for the learner to gain feedback into your guide. It is wise to give learners self-assessed activities that lead up to an exercise that the teacher provides feedback on. This should happen during the early stages of the study program. If possible, it is a good idea to schedule a workshop session where learners can gain feedback on their work from the teacher and their peers. For example, the Forensic Photography students bring their videotape exercises to a residential where they are viewed and critiqued by both students and the tutor. These viewings then lead into the video segment of the residential.

Appendix A provides you with a work sheet, developed by Pauline Robinson, that will help you to plan learning activities for competency based learning guides.

  Teacher’s / facilitator’s guide

Before you go much further you need to also think about the teacher’s/facilitator’s guide. This is a separate document, which helps other teachers/facilitators work with the learning guide – it may not always be you who delivers the subject. The teacher’s/facilitator’s guide should include information about the approach to learning that the guide has been designed to support and a section that aims to help maintain quality assessment. It can include assessment checklists, examples of test questions, activities, and sample answers.

As an example, in a Forensic Science course for a crime scene workshop, you might specify a mock crime scene. In the teacher’s/facilitator’s guide you would list all the requirements for the set-up, which items need to be placed (e.g. fibres, prints, sheep’s blood) and how the students should be assessed while conducting the search. Remember though, that what you plan must be achievable for both teacher and student.

A teacher’s/facilitator’s guide is usually smaller a document than the learning guide – around 10% of the size.

  Plain English

The checklist stressed the importance of using Plain English. You may have difficulty in changing your current writing style but try to use short simple sentences in the active voice. Aim to keep paragraphs around two or three sentences in length as this will help the student negotiate your text.

You must also give consideration to all students, for example those with migrant backgrounds or disabilities, when you are writing questions. The CIT’s English Language and Migrant Support Office, provided the following examples and rewritten questions. 

You can contact the office on 620 73335 to offer you assistance with Plain English when you are writing learning guides.

  Examples of Learning Guides

Working examples can be found at http://teacher.cit.act.edu.au. Check back regularly for new examples. 
  Summary

Congratulations. You have reached the end of the CIT Guide for Learning Guide Creators. 

The Flex:Ed team trust that you have found this learning guide about learning guides helpful, and also remind you that we can offer you advice on all flexible delivery solutions.

Finally, we ask you for your comments and feedback on this learning guide. We have provided a form for you on the next page. Please note the page numbers you are referring to in your comments.
Happy Learning Guide Creation!

The Flex:Ed Team
online@cit.act.edu.au

Comment and Feedback Form

The Flex:Ed team ask you for your comments regarding the CIT Guide for Learning Guide Creators. Help us to make continuous improvements to the guide which will in turn assure the quality of CIT produced learning guides.

We would like you to give us your name and contact details so that we can get back to you but if you prefer to provide anonymous feedback, we are happy to have that as well.

Please return to:
Flex:Ed
A Block, Room 116
Southside Campus

or email to us: 
online@cit.act.edu.au

	NAME
	

	CONTACT
	

	
	Please write down the page number where your comment refers.

COMMENT

	PAGE NUMBER
	

	
	

	
	

	
	

	
	

	
	

	
	


Appendix A - Competency Based Learning Activities

The form on the next two pages has been created to enable you to design your own competency based learning activities. To use the form you will need to write down the Unit of Competence at the top of the page then fill in the Need to Know and Need to be able to do box.

In the remainder of the boxes you can jot down your thoughts for a learning activity, self test, etc. The row of check boxes along the bottom of the page allows you to confirm that you have actually addressed each element.

When you are satisfied with what you have created you can then go back to the style guide to write up the learning activities in an acceptable form.

It is suggested that you enlarge the Designing Learning Activities form to A3 size.

Unit of Competence:

	Need to Know
	Need to be able to do


	Learning Activity
	Self test
	Notes on content scenarios, resources, etc.
	Formative Assessment activity
	Mode
	Element(s) of Competency addressed
	Performance Criteria addressed

	
	
	
	
	
	
	


	Learning Activity
	Element 1
	Element 2
	Element 3
	Element 4
	Element 5
	Element 6
	Element 7
	Element 8
	Element 9

	
	
	
	
	
	
	
	
	
	


A blank page must be inserted here to allow for back to back printing of the learning guide, should the last page not be even numbered.


So you want to produce a Learning Guide?
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