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FORM B COURSE PLAN type and save

Course  

ACE organisation  

Tutor(s)  Date  

Part 1 Overview

Course details Duration of course, place in overall program, links to accredited courses

Requirements Pre-requisites, computer skills and access, literacy/numeracy levels etc

Tutor details Skills, experience, qualifications

Learner cohort
Tick which apply

people from culturally and linguistically diverse backgrounds and those who require assistance with 
English as a second language

people who have been marginalised and have not accessed education, training and employment

people who have experienced barriers to education in the past

people who live in remote and rural areas or who otherwise have limited access to learning opportunities

other (please describe) 

Outcomes What do you want your learners to know and/or be able to do as a result of the course?
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Employability What strategies will you use to build learners’ employability skills?

Delivery What teaching and learning approaches will you use?

Assessment How will you assess how well learners have achieved their outcomes?

Evaluation How will you evaluate the effectiveness of the course and plan improvements?

Acknowledgement How will you acknowledge what learners have achieved?

Impact Where will this course lead for most learners? How can you provide support?
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What

Employability
embedding skill development

Embed processes

group work and active learning

team projects

problem-based challenges

design sequences 
(from idea to implementation)

planning, scheduling and monitoring

learning-to-learn modelling

computer-based tasks and products

Build explicit skills

using email, phone and web tools for 
group tasks

dealing with different opinions

brainstorming and mapping

task and project planning

work-group collaboration methods

Internet researching

document publishing

organising learning

decision-making in groups 
(including meetings)

Add others:

How

Delivery
teaching and learning methods

group presentation and discussion

group and pair activities

demonstration by tutor or learner

modelling by tutor or learner

games

self-directed worksheets or units

lecture style presentation

DVD-based activities

case studies

web-based activities

Add others:

How

Assessment
ways of gathering evidence

demonstration

questioning and discussion

interview

group work

scenario

case study

problem and solution

role play

self assessment

journals

written test

online quiz

portfolio

action plan

project

research and data collection

observation

Add others:

How

Evaluation
improving the course

learner feedback sheet

monitoring during the course

group interviews

in-course reviews (strengths, issues)

post-course surveys

benchmarking other courses 

feedback from critical friends

client feedback (employers/community)

Add others:

Which

Acknowledgement
recognising achievement

certificate of participation

exhibition of work

demonstration

publicity

film, computer or oral presentation

performance

letter, note, email

skills portfolio

community recognition

Add others:

Where to

Impact
providing pathway support

Internet links

careers advisors

other programs, other providers

community advertisements

mentoring

Add others:

Course delivery

tick any options you plan to use
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Part 2 Session Planner

Course  Tutor(s)  

Session dates WHAT to learn HOW to learn Review and changes

Include employability, numeracy and literacy skills. Indicate acknowledgement activities

What will your learners know and be able to do? How will you deliver, assess and evaluate? How is it going? What adjustments are needed?

1

  

2

3

  

4

  

5
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WHAT to learn HOW to learn Review and changes

6

   

7

     

8

    

9

   

10

   

11

  

12
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Part 3 Course evaluation

Course  

Tutor(s)  Date  

Outcomes How successful was the course in meeting learners’ needs and reaching their learning goals?

Employability How effective was the course in improving learners’ employability skills?

Delivery What worked well? What would you do differently next time?

Assessment How effective were your assessment approaches? How could they be improved?

Acknowledgement Were the learners’ achievements adequately recognised? Which strategies worked best?

Impact What evidence is there that the course has provided a pathway to employment or education?

Any other reflections on the course?



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.3
  /CompressObjects /Off
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams true
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo false
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo false
  /PreserveFlatness true
  /PreserveHalftoneInfo true
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Preserve
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile (Color Management Off)
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.00000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.00000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages false
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects true
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /CreateJDFFile false
  /Description <<
    /FRA <>
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [850.394 992.126]
>> setpagedevice


	Name: 
	Embed processes - team projects: Off
	Embed processes - problem based challenges: Off
	Embed processes - design sequences: Off
	Embed processes - planning, scheduling and monitoring: Off
	Embed processes - learning-to-learn: Off
	Embed processes - computer-based tasks and products: Off
	Build explicit skills - using email, phone, web groups: Off
	Build explicit skills - dealing with different opinions: Off
	Build explicit skills - brainstorming and mapping: Off
	Build explicit skills - task and project planning: Off
	Build explicit skills - work-group collaboration: Off
	Build explicit skills - Internet researching: Off
	Build explicit skills - document publishing: Off
	Build explicit skills - organising learning: Off
	Embed processes - group work: Off
	Build explicit skills - decision-making in groups: Off
	Delivery - group and pair activities: Off
	Delivery - demonstration by tutor or learner: Off
	Delivery - modelling by tutor or learner: Off
	Delivery - games: Off
	Delivery - self-directed worksheets or units: Off
	Delivery - lecture style presentation: Off
	Delivery - DVD-based activities: Off
	Delivery - case studies: Off
	Delivery - group presentation and discussion: Off
	Delivery - web-based activities: Off
	Evaluation - learner feedback sheet: Off
	Evaluation - monitoring during the course: Off
	Evaluation - group interviews: Off
	Evaluation - in-course reviews: Off
	Evaluation - post-course surveys: Off
	Evaluation - benchmarking other courses: Off
	Evaluation - feedback from critical friends: Off
	Evaluation - client feedback: Off
	Acknowledgement - certificate of participation: Off
	Acknowledgement - exhibition of work: Off
	Acknowledgement - demonstration: Off
	Acknowledgement - publicity: Off
	Acknowledgement - film, computer or oral presentation: Off
	Acknowledgement - performance: Off
	Acknowledgement - letter, note, email: Off
	Acknowledgement - skills portfolio: Off
	Acknowledgement - community recognition: Off
	Impact - Internet links: Off
	Impact - careers advisors: Off
	Impact - other programs, other providers: Off
	Impact - community advertisements: Off
	Impact - mentoring: Off
	Session Planner - Tutor(s): 
	Session Planner - Course: 
	Session Planner - What will your learners know 01: 
	Session Planner - How will you deliver 01: 
	Session Planner - How is it going and adjustments 01: 
	Session Planner - What will your learners know 02: 
	Session Planner - How will you deliver 02: 
	Session Planner - How is it going and adjustments 02: 
	Session Planner - What will your learners know 03: 
	Session Planner - How will you deliver 03: 
	Session Planner - How is it going and adjustments 03: 
	Session Planner - What will your learners know 04: 
	Session Planner - How will you deliver 04: 
	Session Planner - How is it going and adjustments 04: 
	Session Planner - What will your learners know 05: 
	Session Planner - How will you deliver 05: 
	Session Planner - How is it going and adjustments 05: 
	Session Planner - What will your learners know 06: 
	Session Planner - How will you deliver 06: 
	Session Planner - How is it going and adjustments 06: 
	Session Planner - What will your learners know 07: 
	Session Planner - How will you deliver 07: 
	Session Planner - How is it going and adjustments 07: 
	Session Planner - What will your learners know 08: 
	Session Planner - How will you deliver 08: 
	Session Planner - How is it going and adjustments 08: 
	Session Planner - What will your learners know 09: 
	Session Planner - How will you deliver 09: 
	Session Planner - How is it going and adjustments 09: 
	Session Planner - What will your learners know 10: 
	Session Planner - How will you deliver 10: 
	Session Planner - How is it going and adjustments 10: 
	Session Planner - What will your learners know 11: 
	Session Planner - How will you deliver 11: 
	Session Planner - How is it going and adjustments 11: 
	Session Planner - What will your learners know 12: 
	Session Planner - How will you deliver 12: 
	Session Planner - How is it going and adjustments 12: 
	Overview - Course details: 
	Overview - Requirements: 
	Overview - Tutor Details: 
	Overview - Leaner cohort - ESL: Off
	Overview - Leaner cohort - access: Off
	Overview - Leaner cohort - barriers: Off
	Overview - Leaner cohort - remote and rural: Off
	Overview - Leaner cohort - other: Off
	Overview - Outcomes: 
	ACE organisation: 
	Date: DD / MM / YEAR
	Course evaluation - Course: 
	Course evaluation - Tutor(s): 
	Course evaluation - Date: DD / MM / YEAR
	Tutor(s): 
	Overview - Employability: 
	Overview - Delivery: 
	Overview - Assessment: 
	Overview - Evaluation: 
	Overview - Acknowledgement: 
	Overview - Impact: 
	Course evaluation - Outcomes: 
	Course evaluation - Employability: 
	Course evaluation - Delivery: 
	Course evaluation - Assessment: 
	Course evaluation - Acknowledgement: 
	Course evaluation - Impact: 
	Course evaluation - Any other reflections: 
	Overview - Learner cohort - other (details): 
	Delivery - add others: 
	Build explicit skills - add others: 
	Assessment - demonstration: Off
	Assessment - questioning and discussion: Off
	Assessment - interview: Off
	Assessment - group work: Off
	Assessment - scenario: Off
	Assessment - case study: Off
	Assessment - problem and solution: Off
	Assessment - role play: Off
	Assessment - self assessment: Off
	Assessment - journals: Off
	Assessment - written test: Off
	Assessment - online quiz: Off
	Assessment - portfolio: Off
	Assessment - action plan: Off
	Assessment - project: Off
	Assessment - research and data collection: Off
	Assessment - observation: Off
	Assessment - add others: 
	Evaluation - add others: 
	Acknowledgement - add others: 
	Impact - add others: 
	Session Planner - Date 01: DD / MM / YEAR
	Session Planner - Date 02: DD / MM / YEAR
	Session Planner - Date 03: DD / MM / YEAR
	Session Planner - Date 04: DD / MM / YEAR
	Session Planner - Date 05: DD / MM / YEAR
	Session Planner - Date 06: DD / MM / YEAR
	Session Planner - Date 07: DD / MM / YEAR
	Session Planner - Date 08: DD / MM / YEAR
	Session Planner - Date 09: DD / MM / YEAR
	Session Planner - Date 10: DD / MM / YEAR
	Session Planner - Date 11: DD / MM / YEAR
	Session Planner - Date 12: DD / MM / YEAR


