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Resource Folder Procedures
Local Government Training Institute

What you need:

- 2 X A4 2ring folders

- 2 Tab Dividers (numbered 1 to 20)
-  Plastic sleeves

How to put together your Resource Folder

1. Collect 2 A4 2 ring folders, one will be your Resource folder the other your Portfolio folder, and
put the 1-20 dividers in each, these will separate each unit.

¢ Name one Resource Folder

e Name the other Portfolio Folder

2. Go to the Local Government Training Institute website (www.Igti.com.au) click on ‘Your
Resources’ tab on the left hand side.
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3. You will see a list of “Information for Everyone” at the top of the page. Print these and place
them in your resource folder according to the table of contents for your qualification:

Title page (both for your resource folder and your portfolio folder)
Accessing the Local Government Training Institute Website
Participant handbook

Frequently asked questions.

The table of contents can be found in your qualifications Resource area.
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Your Resources

On this page, participants in a certificate program will find resources for their

ﬁ course. These can be accessed at any time.

Click the Dag aload and print it.

Information for Everyone
M Participant Handbook

@ How to Create Your Resource Folder
H Front Cover - Portfolio folder
M Front Cover - Resource folder

’ Forms

M Assessment Task - Cover Sheet

H Assessment Task - Extension Request
' YOUR RESOURCES M Evidence Supplied - Matrix

@ validation Form

Local Government
Training Institute

Resources for Your Course
These resources are password protected.
A Username and Password will be given to you upon registration.

M Business Administration Certificates

Flinz 97 227 2225 H Certificate III in Government

Fax: 02 4966 0655

Post: PO Box 137, Thornton M Certificate IV in Local Government
NSW 2322 M Diploma of Local Government (Env Health & Building Assessment)
or contact us via email Here M Diploma of Local Government (Operational Works)

M Diploma of Local Government (Planning)

H Hornsby Shire Council: Frontline Management Program
H Local Government Certificates

 Ratings Certificates

LGTI Trainer and Assessor Resources

M Certificate IV in Food Surveillance Project - under development
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4. Click on the qualification you are enrolled in eg. Certificate IV in Local Government.
You will need the username and password that you were given via email. (if you have not
been given this please contact the Local Government Training Institute)
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Your Resources

On this page, participants in a certificate program will find resources for their

ﬁ course. These can be accessed at any time.

Click the name of the resource to download and print it.

’ Information for Everyone

H Participant Handbook
r_ H How to Create Your Resource Folder
H Front Cover - Portfolio folder

M Front Cover - Resource folder

f Forms

M Assessment Task - Cover Sheet
1t Task - Extension Request
[ YOUR RESOURCES H Evidence Supplied - Matrix

@ validation Form

Local Government
Training Institute

Resources for Your Course
These resources are password protected.
A Username and Password will be given to you upon registration.

M Business Administration Certificates

Bl ot ad H certificate III in Government

Fax: 02 4966 0655

Post: PO Box 137, Thernton M Certificate IV in Local Government
NSW 2322 H Diploma of Local Government (Env Health & Building Assessment)
or contact us via email Here @ Dpiploma of Local Government (Operational Works)

M Diploma of Local Government (Planning)

H Hornsby Shire Council: Frontline Management Program
M Local Government Certificates

H Ratings Certificates

LGTI Trainer and Assessor Resources

M Certificate IV in Food Surveillance Project - under development

IE3

€ Irternet H100% v

[&er. S &0 1zam

5. Once you have logged on you will see a list of unit resources including Learners
Guides, Assessment tasks and Self assessment checklist.

You will need to print each of these documents for all of the units that you are undertaking

(For example LGACORE102B, click on LGACORE102B — Learner’'s Guide)

6. The document will open in another page. Print, hole punch and put in the
corresponding tab in your resource folder.

7. Continue steps 5 to 8 until all of your units have been printed and your resource folder
is full.

8. Insert plastic sleeves into your Portfolio Folder, between each divider, and a copy of
your table of contents at the front. Place any evidence for your units behind the
corresponding tab, in a plastic sleeve.

9. If you require assistance please contact the Local Government Training Institute on
(02) 4922 2342

Resource Folder Procedures.doc ~ Prepared by LGTI Page 3 of 3

v1.0
180310




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /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
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /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
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /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 ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


