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Background
As a Registered Training Organisation, TME delivers some of its course content either partly or
wholly online. The extent of this depends on the course itself, and the situation of the student.

TME is committed to providing a quality learning experience in all its courses, but in particular we
ensure the quality of our online delivery through the processes described in this Policy.

Prior to Commencement of Training
We undertake a thorough pre-training assessment for all students, which identifies whether a
course is suitable and appropriate for their needs. Through this step we are attempting to ensure
that the course is right for the student, and the student is right for the course.

If a course of interest to the student will involve some aspect of online delivery, this review will also
include an assessment of the student’s digital literacy, to the extent likely to be needed to
comfortably access and complete course requirements. This will most likely take the form of an
online LLN assessment, and a self-assessment covering the digital skills needed.

It will also include an assessment of the technology the student has available to them to access the
various learning platforms we provide. This includes access to our student portal via suitable web
browsers, capability to send and receive emails, and opportunity to research or complete
assignments online.

TME uses learning management systems (LMS) and other methods (e.g. webinars, blogs) for online
course delivery. The following are the minimum information technology requirements to enable
optimal access to the LMS:

 A device with a minimum of 8GB memory and 1.5Ghz processor.
 Microsoft Windows 8 and above or Mac OS version 10 and above.

If we consider that some aspects of the course may require skills beyond those currently held, we
will determine if sufficient additional support or training can be provided by us to bridge the gap. If
not, we will deem that the course is not suitable for the student.

At Commencement of Training
We use a range of methods to deliver training content online.

Before training commences, we will provide sufficient instruction, either face-to-face or online, to
enable all students to be comfortable with the steps necessary for them to access learning and
assessment material, and to submit assessments and engage in electronic dialogue with the
trainer/assessor to ensure they are able to meet the course requirements with minimum hassle.

A series of introductory video modules can be found at www.tme.edu.au

Learning Materials and Methods
To optimise the learning experience, TME provides online learning materials in a range of formats,
including pdf documents, videos and web clips, and via reference to websites for further study and
explanation.

Live webinars, discussion forums or lectures can be accessed by students according to scheduled
sessions, or recording of webinars at any time thereafter.

As far as possible, collaborative learning opportunities will be provided so that the student can
interact with peers, through discussion forums, webinars and course blogs. We follow the WCAG
guidelines to make the courses perceivable, operable, understandable and robust.
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Support During the Course
Students can seek technical phone support from office administrators and IT support staff between
8am and 6pm each working day. Most queries will be resolved over the phone, but more difficult
issues may take longer to resolve. These cases will be discussed with the student so they are aware
of progress.

Trainers in the subject area will be available for learning and assessment support by phone or email
at times to be scheduled with each student group, but generally for at least one hour per week.
Additional support is available by arrangement between students and trainers, and we undertake
to reply to any queries within one business day. Our trainers generally have a maximum of 60
students at any one time.

Call 1300 778 787

Student Engagement
We aim to provide an online learning experience that is engaging, interactive and enables
collaborative learning experiences with peers and others. We will monitor student participation on
a regular basis and ensure that they continue to progress through the course at a satisfactory pace.

Feedback will be provided through interaction with trainers/assessors in informal discussion
forums, and in response to individual queries in relation to set tasks or learning progress.

Trainers will set time expectations to assist students plan and schedule their learning appropriately.

We will contact students who have not logged on within 2 months of the course commencement
date to ascertain why, and assist them with any blockages they are experiencing. If we are unable
to contact students after 5 attempts, they will be withdrawn from the course.

Mode and Method of Assessment
A minimum of two forms of assessment will be used for each unit of competency. These will
include some or all of:

 knowledge questions
 projects
 case studies
 demonstration of practical skills.

Where students are asked to demonstrate competency in practical skills, suitable video technology
including photos and smartphones will be used, as will (depending on the course) face to face
demonstration of skills acquired.

Trainers and Assessors
All trainers and assessors delivering online courses are experienced in online delivery and have
undertaken (or are currently undertaking) relevant professional development in online delivery,
which includes:

 formal qualifications in online training
 participation in staff reference group of online trainers and assessors, who meet and share

experiences and ideas for improvement.


