ONLINE SERVICE STANDARDS

FNS40217 Certificate IV in Accounting and Bookkeeping

Diamond Valley Learning Centre (DVLC) is committed to providing students with a quality learning
experience.

Students enrolled in FNS40217 Certificate IV in Accounting and Bookkeeping currently attend
classes online and submit assessments through Google Classroom. Classes will remain online
during COVID-19 restrictions, and may return to face-to-face learning when restrictions are lifted.

STUDENT SUPPORT
The following support is offered to students studying online:
Trainers

e The trainer will be available to answer your questions about learning and assessment
during live online classes, by email, through a Facebook group and via a WhatsApp group

e |f you need extra assistance, you can ask the trainer to schedule a study support session
with you in Google Classroom

e There will be a maximum of 12 students to each trainer

Office staff and technical support

e Staff are available between 9 am and 4 pm, Monday to Friday
o Staff will respond to queries and requests within 48 hours

Support services

The Training Manager is available by appointment to discuss any concerns or additional support
needs.

STUDENT ENTRY REQUIREMENTS AND TECHNICAL REQUIREMENTS

DVLC conducts a comprehensive Pre-Training Review for prospective students to determine
whether the course is suitable and appropriate for their individual needs. As part of the Pre-
Training Review we will assess:

e your familiarity with the principles of accounting and bookkeeping
e your language, literacy and numeracy skills, and
e your digital literacy skills.

We will assess your digital literacy skills by asking you to:

e complete a self-assessment quiz or digital literacy test
e discuss your answers, so that we can identify if you will need additional support.

In order to access this course, you will need access to a computer, the internet and have basic
computing skills.

Minimum specifications for your desktop or laptop computer

e Microsoft Office 2010 or equivalent
e Broadband internet connection®
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2GB of RAM

Adobe Reader Xl (free download)

Adobe Flash Player 10 or higher

PDF Writer (free download)

Access to printer and associated software*

Access to scanner and associated software*

Other office equipment* such as calculator, telephone, photocopier.

* If you don’t have access to the internet or required devices, please discuss other options with
us.

Microsoft Windows users:

o Microsoft Windows 7 or higher (Windows 8 recommended)
e 1 Ghz or faster processer (2GHz recommended)

Mac OS users:

e  Mac OSX v10.5 or higher (Mac OSX v10.6 recommended)
e 1 Ghz or faster processer (2GHz recommended)

Google Classroom can be accessed by tablet, laptop or desktop computer using the invitation or
link DVLC will email to you. The device you use will need an inbuilt camera and microphone (or
you could use a headset with a microphone). DVLC will provide you with a student email address
to use when submitting work or accessing Google Classroom.

Additional software requirements

e Software to view online videos and images, such as Adobe Reader, Windows Media Player
or Windows Photo Viewer (available as a free download from the internet)

o DVLC will provide you with access to accounting software (such as MYOB for Windows or
Apple/Mac).

Your trainer and Training Manager can provide additional support as required.
Basic computing skills (or digital literacy) means knowing how to:

create, save and edit Microsoft Office documents
access and search the internet

download and save documents from websites
upload documents through websites

participate in online discussions

LEARNING MATERIALS

DVLC ensures that learning materials used in online training are interactive and presented in a
variety of formats, including:

guided content

graphics

video

audio

interaction through discussion forums

STUDENT ENGAGEMENT

DVLC provides an online learning experience that is engaging and interactive. We will monitor your
participation and ensure that you continue to progress through your course.
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Collaborative learning opportunities will be provided so that you can interact with classmates
through:

e Google Classroom sessions
e A Facebook group
o \WhatsApp discussion groups

Ongoing feedback will be provided as you study through:

e interaction with the trainer in class time on Google Classroom, email, phone and WhatsApp
e special one-to-one sessions with your trainer (available on request)
e written comments on your assessment tasks

We will contact students who have not participated in any learning activities within two months of
the course commencement date.

Students who have not participated within two months of the course commencement date that
do not re-engage after 5 attempts at contact, will be deemed to have withdrawn from the course.

MODE AND METHOD OF ASSESSMENT
A minimum of two forms of assessment will be used for each unit of competency.
Forms of assessment include:

written assessment tasks

case studies

projects

oral presentations

demonstration / observation of practical skills
work placement tasks and logbook

Assessments must be submitted by email or will take place in the classroom or the workplace.

TRAINERS

All trainers delivering this course at DVLC are experienced in facilitating active learning where
students complete the theory as self-paced learning and class time is spent in discussion,
consolidating learning, and practical work. Trainers have undertaken professional development in
the use of Google Classroom and other tools.

The trainer is in regular contact with the Training Manager to discuss and share ideas for
improving training delivery.

D-034 FNS40217 Online Service Standards V1.0 Version Date: 14/10/21
Approved by: Veronica Kioria Next Review Date: 31/12/22
Page 3 0of 3



