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This factsheet provides guidelines on completing the 2022 Delivery Plan that supports Learn Local’s Expression of Interest to participate in 2022 Delivery of the ACFE Board funded training.
[bookmark: _Hlk82080210]The 2022 Delivery Plan forms the basis of your organisation Expression of Interest (EOI) to participate in 2022 Delivery of ACFE Board funded training. It establishes the baseline for the Department to negotiate and approve the allocation of subsidised ACFE training delivery hours to providers, by LGA and course across the state. It also provides important information to support accurate reporting of your training activity in SVTS, which is the baseline for release of milestone payments. 
The 2022 Delivery Plan is a consolidated template for EOIs for the LEAP, Digital Skills and General Pre-accredited program streams.
Where can I find more information or get help?
More information on the 2022 EOI process is provided in the ACFE Board 2022 Training Delivery Guidelines which are available on the Learn Local website: www.vic.gov.au/pre-accredited-training-and-programs. This website will also provide the latest version of:
· This Factsheet
· 2022 Delivery Plan Template.
When you complete your Learn Local Details in the template, you will be provided with the most appropriate Department contacts, who can ensure any problems are resolved quickly. A list of all Department contacts is also provided at the end of this Factsheet.
Migrating to the latest Delivery Plan template
From Version 1.2, the Delivery Plan template has the capacity to migrate nay work commenced in a previous 2022 Delivery Plan template to the latest version so that you can easily take advantage of the latest features and fixes.
What is the overall layout of the Delivery Plan template?
The Delivery Plan comprises three worksheet tabs/pages:
· Home page — this tab allows Learn Locals to add and manage all information that is required to prepare their delivery plan. 
· Overview page — this page provides an overview of the Learn Local’s current delivery plan proposal by program category, delivery mode and LGA for each funding stream. This tab will not display any information until information has been entered via the Home Page. Changes to the delivery plan cannot be entered via this page.
· Course details page — this page provides an overview of all course proposals that have been entered into the template. This tab will not display any information until information has been entered via the Home Page. Changes to the delivery plan cannot be entered via this page.
The 2022 Delivery Plan ‘Home Page’
The 2022 Delivery Plan Template collects the same information as previous years but has moved to a data form entry method (as opposed to direct spreadsheet entry) to increase data quality.
Completing, editing and preparing for submitting of the 2022 Delivery Plan is controlled from the Delivery Plan ‘Home Page’ (Figure 1), which provides:
· The option to switch to a home page that is more accessible to people who are visually impaired.
· Contextual information about the Delivery Plan (including the current version and date of release)
· A summary overview of the current allocation requests and funding implications
· A facility to Update your Learn Local details
· A facility to Manage Courses (Add, Edit/Delete and View) in the Delivery Plan
· A facility to Prepare your Delivery Plan, prior to its being submitted via email to the Department.
Figure 1 The 2022 Delivery Plan Home Page
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Summary overview
This section provides an overview of the total number of courses, total students, and total student contact hours (SCH) and the total subsidy funding associated with these hours (Figure 2). This information is provided by Program Stream, but more detailed information is available through the [image: ] button. You can refresh by clicking [image: ] if major changes to the Delivery Plan have occurred after the date in the table title.
Figure 2 The 2022 Delivery Plan Home Page — Summary Section
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This screen will also display a ‘warning’ if your proposed LEAP hours are outside the acceptable ranges specified in the Attachment 1: ACFE 2022 Program Table. Note that is a warning and recommendation for review but will not prevent you from submitting your data.
Updating your Learn Local details
Clicking the [image: ] button brings up the data form in Figure 3. While you only need to enter this information once, it can be updated at any time.
Figure 3 The 2022 Delivery Plan Home Page — Learn Local Details Section
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	This form allows you to update your provider details.


	
	Select your organisation from the drop-down list. If your organisation does not appear, please approach your Department Contact for assistance.

	
	This information will be pre-populated. Please check this information for accuracy and approach your Department Contact with any updates that are required.

	
	Enter the contact details of the main point of contact within your organisation regarding this delivery plan.

	
	This information will be updated when you are ready to submit your delivery plan (see Attachment 1). The Delivery Plan Version is a document version control field that designates significantly different instances of the plan. The date submitted is the date this version of the Delivery Plan was emailed to the Department.

	
	These buttons allow you to save and changes (‘Save’) or exit the screen with saving changes (‘Cancel’).

	
	This box contains context sensitive help which will appear as you float the cursor arrow over various elements in the form.


When you click Save on the Learn Local Details form the details are updated on the ‘Home Page’ which is also pre-populated with appropriated Department contacts for your organisation.
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Entering Course Details 
The Enter Course Details section allows you to enter, modify and view courses that you wish to include in your proposal. 
Adding a new course
To add a new course to your proposal, click the [image: ] button, which will launch the data form in Figure 4. This has three sections: 1. About the Course Focus, 2. About the Course Content and 3. About the Course Delivery.
Figure 4 The 2022 Delivery Plan Home Page — Entering a new course
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About the Course Focus
The section seeks information on the alignment of your course with the ACFE Board’s priorities and funding streams.
· Program Stream — this drop-down box will allow you to choose between LEAP, Digital Skills and General Pre-accredited program streams and will pre-populate the available ‘Program Categories’ (see the 2022 Training Delivery Guidelines, pp. 11–13)’
· Program Category — this drop-down box will allow you to choose between the available Program Categories based on the program stream selected (see the 2022 Training Delivery Guidelines, p. 15). 
Some of the fields in the ‘2. About the Course Content ‘and ‘3. About the Course Delivery’ sections will be pre‑selected as ‘recommendations’ based on your choices here (for example Old/New Course, Program SCH), but can be changed if appropriate.
· Funding code — the funding code is automatically populated based on the program stream selected.
It is an important element in the ACFE Board’s tracking of training delivery against it’s strategic objective. This funding code must be entered into your Student Management System's ‘NAT00120 Training Activity File’ Funding Source Identifier fields for accurate reporting to SVTS.
· Course code — the course code is automatically populated based on the program category selected, your organisation id, and a unique identifier in this delivery plan. 
It is an important element in the ACFE Board’s tracking of training delivery against it‘s strategic objective. This course code must be entered into your Student Management System's ‘NAT00060 Subject File’ Subject Identifier field for accurate reporting to SVTS.
· Course name — the course name is pre-filled with a ‘suggested’ course name based on the program category selected, however, you are free to change this to your preferred name to support your local branding or tracking of courses for different classes or sessions.
This course name must be entered into your Student Management System's ‘NAT00060 Subject File’ Subject Name field for accurate reporting to SVTS.
2. About the Course Content
The section seeks information on the content and pedagogical focus of the proposed course.
· Curriculum Source — use this drop-down to identify where your proposed course is using your own curriculum or a centrally developed curriculum, or a combination.  The following centrally developed A-frames and resources are currently available on the Learn Local Resources Hub (Password: local)
· Digital Skills: Digital Essentials Level 1 and Digital Essentials Level 2
· Skills for Work and Study industry courses.
Further A-frames and resources will be uploaded to the Learn Local portal when available. 
· New/Existing course — use this drop-down to identify whether the proposed course is a new course, or one previously delivered.
· Overview/A-Frame — use this drop-down to identify whether the proposal for this course will be supported by an overview (for existing courses) or a full A-Frame (for new courses). You should select not applicable if your new course is based on a centralised curriculum.
· Moderated A-frame — use this drop-down to identify whether the proposed course has been subject to an A-Frame moderation.
· Engagement Strategy and rationale for reduced hours — this free text field only applies to LEAP program stream courses. Please provide a description of the engagement strategy and rationale for reduced hours. Include the program the proposed LEAP course’s engagement strategy for hard-to-reach learners and why the course needs to be less than 20 hours in duration, aligned to the LEAP program purpose.
· Learning Outcome including pathways — this free text field only applies to Digital Skills and General Pre-accredited and program streams courses. Please provide a description of the intended outcome for learners at completion of the course, including pathways to further education and training or employment. Outcomes and pathways should be aligned to one or more of the roles specified in the ACFE Board Strategy 2020-25. For Digital Skills only, also identify how the course will either deliver digital literacy skills or digital skills for employability.
· Delivery site and partnerships — please provide a description of the primary location for course delivery, if face-to-face or blended. If delivery is 100 per cent online, state this and identify the location of the provider facilitating the online delivery. Identify the delivery site location of any applicable educational or industry partnerships.
3. About the Course Delivery
The section seeks information on the delivery of the course in terms of place and time, mode, and expected volume.
· LGA — use this drop-down to identify the Local Government Area (LGA) that this course will be delivered in. 
Note: If you plan to deliver in multiple LGAs you will need to create a separate course entry for each LGA. These separate courses will have different course codes, but all other information should be the same.
· Terms — please click the checkbox for each Term that you plan to deliver the course.
· Delivery Mode — use this drop-down to identify the primary Delivery Mode for this course. Blended delivery is a mix of face to face and structured online classes, facilitated by a trainer. Refer to the 2022 Training Delivery Guidelines, p. 16 for the requirement for online delivery.
· Program SCH — enter the course length in this field. Refer to the 2022 Training Delivery Guidelines, p. 16 for the allowable course lengths for each program category.
· Total Students — enter the total number of students you expect to provide training over the 2022 calendar year.
Saving changes 
Once all details have been entered and checked you can select the [image: ] button. This will ensure that all required fields have been completed and that the Program SCH are within the allowable course lengths for the selected program category.
Help and corrections
Contains sensitive help, is provided at the bottom of this data form, and will appear as you float the cursor arrow over various elements in the form.
If you make an error or want to make changes before the information is saved, you can either make the changes to individual items or click the [image: ] button and start again.
If you want to make changes to a course after selecting save you can select the [image: ] button from the home page (see next section).
Edit/Delete an existing course 
To Edit or Delete a course that has already been added to the Delivery Plan click the [image: ] button, which will launch the data form in Figure 5. 
All the fields in this data form are the same as those in the previous ‘Adding a new course’ section, except the ‘Please select a program to Edit/Delete’ drop-down which lists all courses that have previously been added to the Delivery Plan.
Select the course you are interested in and the course information that was previously saved. It will be populated in the data form. You can then choose to:
· Delete the course completely by selecting the [image: ] button, which will remove the course from the Delivery Plan
· Make changes to the course and select [image: ] button, which will update the revised information for this course.
Note that you cannot add new courses in this data form, you can only edit/delete existing course.

Figure 5 The 2022 Delivery Plan Home Page — Edit/Delete course
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Viewing the courses that have been added to the Delivery Plan 
You can view the courses that have already been added to the Delivery Plan by clicking the [image: ] button, which will launch the data form in Figure 5. This data form is designed to provide a high-level overview of your delivery plan and comprises a summary page that presents all proposals by Program Stream and category and a list of individual courses by Program Stream on separate tabs.
This information cannot be edited (use the [image: ] button described above to make changes).
More detailed summaries that can be printed, are provided on Overview and Course details (which can also not be used to make changes to the Delivery Plan).

Figure 6 The 2022 Delivery Plan Home Page — View Courses
[image: ]

Saving and submitting your completed Delivery Plan
Your completed Delivery Plan must be submitted along with the relevant Course Plans (for existing courses) and/or full A-frame (for new or substantially amended courses) by close of business 7 October 2021. Submit your Delivery Plan and relevant Course Plans and/or full A-frame to training.participation@education.vic.gov.au. Submit applications for all program streams in one email.
To finalise the Delivery Plan for submission, click the [image: ] button which will take you to the Learn Local Details data form (Figure 3) to update:
· Delivery Plan Version — is a document version control field that identifies significantly different instances of the plan. 
· Date submitted — the date this version of the Delivery Plan was emailed to the Department.
When you exit the Learn Local Details data form, you will be given the option to save a copy of the Delivery Plan with a suggested file name.

Attachment 1 Department Contacts
All enquiries regarding the 2022 Delivery Plan should be directed to your Regional office. Providers developing EOIs for delivery across multiple Department regions should contact the Regional Engagement Support Unit.
	[bookmark: RANGE!A12][bookmark: _Hlk82079649]South Western Victoria Region (SWV) Barwon South Western, Grampians Regional Council Areas

	Georgina Ryder, Manager SWV
	5215 5204
	Georgina.Ryder@education.vic.gov.au

	David Harris, Senior Project Officer
	5215 5203
	David.Harris@education.vic.gov.au

	Marcia Thomas, Senior Project Officer
	4113 7431
	Marcia.Thomas@education.vic.gov.au

	Peter Mcnabb, Project Officer
	5215 5202
	Peter.Mcnabb@education.vic.gov.au

	South Eastern Victoria Region (SEV) Southern Metropolitan and Gippsland Regional Council Areas

	Robyn Downie, Manager SEV
	8904 2580
	Robyn.Downie@education.vic.gov.au

	Jeremy Brewer, Senior Project Officer
	8904 2503
	Jeremy.Brewer@education.vic.gov.au

	Irene Desiatov, Project Officer
	8904 2433
	Irene.Desiatov@education.vic.gov.au

	North Western Victoria Region (NWV) Loddon-Mallee and North Western Metropolitan Regional Council Areas

	Kaye Callaghan, Manager NWV
	4433 7582
	Kaye.Callaghan@education.vic.gov.au

	Simon Flood, Senior Project Officer
	7022 0580
	Simon.Flood@education.vic.gov.au

	Paul Frye, A/g Senior Project Officer
	4433 7681
	Paul.Frye@education.vic.gov.au 

	Ash Prasad, Project Officer
	4433 7671
	Ashwini.Prasad@education.vic.gov.au

	North Eastern Victoria Region (NEV) Eastern Metropolitan and Hume Regional Council Areas

	Cathy Clark, A/g Manager NEV
	9084 8573
	Catherine.Clark@education.vic.gov.au 

	Iwona Jonasz, Senior Project Officer
	7022 1804
	Iwona.Jonasz@education.vic.gov.au

	Janine Summers, Project Officer
	7022 1806
	Janine.Summers@education.vic.gov.au

	Mandy Redfern, A/g Senior Project Officer
	7022 0419
	Amanda.Redfern@education.vic.gov.au 

	Regional Engagement Support Unit

	Teresa Durka, Manager
	7022 1601
	Teresa.Durka@education.vic.gov.au

	Andrew Kaighin, Senior Project Officer
	7022 1598
	Andrew.Kaighin@education.vic.gov.au

	Anna Oxley, Project Officer
	7022 0164
	Anna.Oxley@education.vic.gov.au

	Jane Mancini, Senior Project Officer
	7022 5592
	Jane.Mancini@education.vic.gov.au 

	Danny Forwood, Senior Policy Officer
	9651 3114
	Danny.Forwood@education.vic.gov.au 
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Summary as at: 17 September 21 12:00 AM (Click View Courses Button Below for more detail)

No.

Courses

Total

Students

Total

SCH

Total

Funding

Learner Engagement A-Frame Program 15 78 2,772 $0.00⚠

Digital Skills 21 180 4,935 $0.00

General Pre-accredited Training 12 60 1,790 $0.00

Total

48 318 9,497 $0.00

⚠

Please check LEAP Hours against Training Delivery guideline allowable ranges.
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