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PASSING Unit Resources and User Guide

LANE
INTRODUCTION

Passing Lane Pty Ltd is pleased to introduce your school/institution to our vocational education and training unit
resource packages.

Foundation Skills Units
FSK10119, FSK10219, FSK20119

This document outlines the licensing terms and conditions of the unit resource packages.
It also provides basic information on how to use the materials.

Should you have any further questions or require any additional information do not hesitate to contact Passing
Lane.

Passing Lane Pty Ltd
PO Box 975
COWES VICTORIA 3922
Telephone 1 300 64 98 63
Email info@passinglane.com.au

Web www.passinglane.com.au
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Unit Resources and User Guide

INTRODUCTION-CONT’D

The Student/Trainee and the Teacher/Trainer manuals are developed to provide training content that addresses the
specific ‘Unit of Competency’ as outlined on the following pages.

This unit manuals can be packaged with various manuals addressing other ‘Units of Competency’ in order to meet the
’Packaging Rules’ of a particular Australian Training Package Qualification.

This resource has been designed to be delivered in a form that is conducive to the learning environment including:
#* Online delivery
% Classroom delivery
#* On the job training

The documents are designed in a ‘landscape’ format in order to make reading on a computer screen easier as well as
reduces the need to scroll down pages.

Documents can be easily printed if the learning environment requires the student or trainee to have hard copies of the
learning materials.

The Student/Trainee and the Teacher/Trainer manuals are Portable Document Files (PDF) and are opened using Adobe

Reader.

Adobe Acrobat Reader

The latest Acrobat Reader software is available at no charge from the website:

http://get.adobe.com/reader/
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INTRODUCTION—CONT'’D

The Student/Trainee and the Teacher/Trainer manuals can be used on both PC and MAC platforms.

Generally, the materials are easily exported to most learning platforms.

The materials can also be printed and bound and handed out as hardcopies to each student or trainee.

FSK - Foundation Skills Training Package

Foundation Skills Unit Resources

Unit
FSKDIG003

Use digital technology for
non-routine workplace tasks

Student/Trainee Manual
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MATERIALS CONTENT

The title page of both the Student/Trainee and the Teacher/Trainer manuals specify 1) the training package it
has been developed for and 2) the specific unit the content is addressing.

FSK - Foundation Skills Training Package 4-

Foundation Skills Unit Resources

Unit
stolequ

Use digital technology for
non-routine workplace tasks

Student/Trainee Manual
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MATERIALS CONTENT—CONT’D

The beginning of both manuals is the 1) ‘Unit of Competency Overview’ page, which aligns directly with the endorsed ‘Unit
of Competency’ in the training package.

This page is to let the readers know what the materials in the manuals are addressing.

PASSING FSKDIG003 Use digital technology for non-routine workplace tasks
LANE FSKDIGE0) U digt st b gy e s st sme werdhplbnce | 2dks Dute thin dowament was genersted 9 September 2021
UNIT OF COMPETENCY OVERVIEW
The following pages are extracts from Training.gov.au website and outlines this specific ‘Unit of Competency’
including the ‘Elements’ and the ‘Performance Criteria’. The content within this manual has been developed to QK ~ 22 o i 2 -
o it FSKDIG003 Use digital tec gy for workplace
FSKDIG003 USE DIGITAL TECHNOLOGY FOR NON-ROUTINE WORKPLACE TASKS tasks
ELEMENT I FERFORMANCE CRITERIA Application
Ths unt describes the skilk and knowlodge roquired 1o use digtal sechnology 10 undertake
1.1 Identify nature and scope of non-routine workplace task that requires the use of digital non-routine workphice tasks, such as, operating machinery with computersed  settings,
12I;er::'\1n;mgy o task ang set red out enterng X mo a scannng device, collecting data 10 constrct tables, graphs and charts n a
1. Py P digital technology fc lentify purpose of task and set the required outcome
o et ek gualzechnologyIor | 1'3 Select and organise appropriate digital technology required for task spreadshoet, and measurng, reconding and mserpeeting dats wing digtal equpment.
1.4 Locate and interpret routine workplace information and terminology associated with .
technelogy, and relevant safety procedures. Unit Sector
2.1 Interpret and follow roufine information and instructions from 2 range of sources fo access Dygal Techmology
2. Perform non-routine workplace task and use digital technology required for task
; p 2.2 Apply knowledge or skils (o adapt instructions to suit changes or requirements in the .
using digital technology ortplace Fl and Perfe e Criteria
2.3 Comply with workplace procedures and security protocols relevant to using digital
technalogy in completing task Element Performance Criteria
3.1 Determine an lete shut down of reset of technology in accordance with workplace i
3. Finalise task procedures o g Elements describe the | Performance criteria describe the performance needed to
3.2 Review performance 3Qgipst required outcomes essential outcomes. demonstrate achievement of the element.
3.3 Evaluate and plan ways Wgnprove performance
Prr—— e o s et s b proviaea Tor e purpeses oty 1. Prepare o wse digtal | 1.1 Identify nasture and scope of non-routine workphce task that
techoobgy or roquires the use of digtal technobgy
. »: ok 1.2 ldentify purpose of task and sct the required oulcome
1.3 Select and organse appropriste digtal technology requred for
sk
1.4 Locate and mterpect routsx workplce momaton and
’ 4 by d with technology, and rekvant saféty
procedures

2. Perform noo-routine 2.1 Interpret and follow routine nformution and mstnactions from a
workphoe task usng range of sources 10 access and we dgtal technobogy requred for
digtal techobogy task

22 Apply knowlodge or skils 10 adapt mstructions 10 sut changes or
requrements i the workphice

23 Comply with workphce procedures and security protocok
rekvant 10 g dptal wechnobgy m conplting task

1 3. Frake task 3.1 Determine and complete shut down or reset of technology n
& with workphce p A

32 Review performance against required outcomes.

33 Evalute and phn ways 1o improve performance

Apprved
© Commmnesth of Amtral, 2021 P s Sl fow At rabs
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MATERIALS CONTENT—CONT’D

The manuals contain detailed information aligned specifically to the ‘Unit of Competency’ and the unit’s ‘Elements’ and
‘Performance Criteria’.

The 1) Table of Contents for both manuals show that each section title is the 2) ‘Unit of Competency’ ‘Element’.

LANE
TABLE OF CONTENTS

Introduction Page 5

—— Unit of Competency Overview Page 8
Section One

Prepare to use digital technology for non-routine task ~ Page 9

FIKDIGE0) e dugt st cxhmngy o -t e xtads Dutc thin dowument was gencratod 9 September 2021

Section Two
form non-routine workplace task using
digital technology Page 26

FSKDIG003 Use digital technology for non-routine workplace
tasks

Application

Ths unt describes the skilk and knowledge roquired 1o use digtal technology 10 undertake
non-routine workphice tasks, such as, operating machnery with computerned  settngs,
enterng 1oX Mo a scannng  device, collocting data 1o constrct tables, graphs and charts n a
preadshoct, and rovordrg and dats wsing digtal equpment

Unit Sector

Digtal Techmobogy

Section Three
Finalise task Page 40

Self Assessment Page 48

Elements and Performance Criteria

Section One

Element Performance Criteria

Elements describe the Performance criteria describe the performance needed 1o

essential outcomes. demonstrate achievement of the element.
L. l:'r:prtb"uml I,ll-knﬁm{;nh?:pc‘:‘f)mmm workphice task that
Prepare to Use Digital ooromie S [ ey e okt e i st
Technology for Non-Routine task / 13 Sekct s cxpub poopeas dighl Wasegy sopld e

1.4 Locate and mterpect routne workphice momaton and
& d with wechoology, and rekvant safty

procedures

2. Perform noo-routine 2.1 Interpret and follow routine nformution and mstractions from a
workphoe task using range of sources 10 access and wse dgtal sechnology required e
dgtal sechology tuk

22 Apply knowlodge or skills 10 adapt structions 10 sut changes or
roqurements in the workphice

23 Conply with workplice procedures and security protocols
rekvant 0 wsing dgtal technobgy o conplhting task

3. Frakse tak 3.1 Determane and comphete shut down or reset of lechnology n
" with workphce p 4

2 32 Review performance aganst roqured outcomes
33 Evakate and phn ways 10 improve performance
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MATERIALS CONTENT—CONT’D

In each section 1) the content is broken down into sub-sections and the titles for each sub-section is the same as the
2) ‘Element’s’ ‘Performance Criteria’.
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Section One

Prepare to Use Digital
Technology for Non-Routine task

FSKDIG003 Use digital technology for non-routine workplace tasks m

IDENTIFY NATURE AND SGOPE OF NON-ROUTINE WORKPLAGE TASK THAT REQUIRES
THE USE OF DIGITAL TECHNOLOGY

‘Non-routine tasks’ are of course the opposite of ‘routine tasks'.
As you may be aware the definition of ‘routine” is:

“Commonplace tasks, chores, or duties that are done regularly or at specified intervals.”
This means ‘non-routine’ tasks are not common tasks or duties that are done regularly.

For example, you are working in a retail store and your routine tasks are serving customers and the
digital technologies you use are the cash register, barcode scanners and ETPOS terminals.

Then the store manager wants you to do the store inventory count, using the barcode scanner and a
laptop computer with an inventory application.

This is not a routine task for you, however you still require workplace digital technologies.

Everyone will be asked to do ‘non-routine’ tasks at some point and often these non-routine tasks will
require digital workplace technologies.

Because non-routine tasks would not be regular and at times different from the rest, it is important
that those being asked to do a non-routine task, take the time to fully understand what the task
involves.

FIKDIG0) Use gt st cch gy ¢ st i Dute od 9 Sepecmber 2021

FSKDIG003 Use digital technology for non-routine workplace
tasks

Application

Ths unt describes the skl and knowledge required 1o use digial sechnology 10 undertake
non-routine workphice tasks, such as, operating machnery with computersed  settings,
cntering 1ot o a scannng device, colecting data 10 construct tables, graphs and charts i a
spreadshoct, and measurng, recordng and mterpeeting dats wsing digtal oqupment.

Unit Sector

Dygital Techmolbogy

Elk and Perfc ¢ Criteria
Element Performance Criteria

Elements describe the | Performance criterta describe the performance needed to
! de achievement of the element.

/

1. Prepare 1o wse digtal L1 Identify natwre and scope of non-routine workplsce task that
technobgy o roquires the use of digtal technobgy

poa-routine task 1.2 1dentify purpose of task and set the required outcome
1.3 Select and organse appropriste digtal technology roqured for

tuk
1.4 Locate and itorpeet routine workphice infoemation and
k d with sechnology, and rekevant safty

\

procedures

2. Perform noo-routine 2.1 Interpret and follow routine nformution and mstnctions from a
workphoe task using range of sources 10 access and use digial sechnobgy roquired Sor
2 digtal sochnobogy sk
22 Apply knowledge or skills 10 adapt mstructions 10 sut changes or
requiremerts in the workphice

2.3 Conply with workphsce procedures and security protocols
rekvant W g dptal technobgy n conplting task

3. Frakse tak 3.1 Determine and complete shug down or resct of technobogy n
accondance with workphice procedures
32 Review performunce against roquired outcomes

33 Evakute and phn ways 10 improve perfbrmance

The manual’s information is supported with graphics, charts, tables, photos and drawings.
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MATERIALS CONTENT-CONT’D

As earlier mentioned, the materials are vocational education and training unit resources in the form of Student/Trainee and
the Teacher/Trainer manuals.

We will go through each in more detail.
STUDENT/TRAINEE MANUAL
The ‘Student/Trainee Manual’ could be likened to a textbook.

The manuals contain detailed information aligned specifically the ‘Unit of Competency’ and the unit’s ‘Elements’ and
‘Performance Criteria’ and are supported with graphics, charts, tables, photos and drawings.

The manuals contain a series of ‘Learning Activities’.

Each learning activity is identified with the following icon.

-
Learnlng LEARNING ACTIVITY TWO

Below are some pictures of digital devices that you may encounter in various types of workplaces. Tell us the name of the
device.

Activity

Copyright
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MATERIALS CONTENT-CONT’D

Learning activities come in the following forms.
* Questions
% Research
% Tasks
% Interviews
Questions
Questions would relate to the information presented on previous pages.
Research
This type of learning activity would require the student or trainee to locate information by using research methods. The

information they would be required to locate would be in line and/or support the information that the manual had outlined in
previous pages.

Learning
Activity

Tasks Research

This learning activity type would require the student/trainee to actually do or undertake something and would be reinforcing
the knowledge they have gained from reading the manual’s previous pages.

Interviews

This learning activity type would require the student/trainee to interview person(s) in an actual workplace environment or a
person(s) who are experienced in the industry sector which the student/trainee is currently undergoing training.

The student/trainee is made aware of the type of learning activity by noting the learning activity type displayed under the
learning activity icon.
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The learning activities in the Student/Trainee manuals are ‘Form Enabled’ so that if the resources delivered are online, the
activities can be filled in using the computer keyboard.

MATERIALS CONTENT—CONTID

The student or trainee would simply place the cursor in the field and click once with the mouse.

Seconds later the blue colour disappears and the student enters his/her answers into the field .

LEARNING ACTIVITY ONE

Below are three other types of workplaces or jobs that would use digital technology. In the space provided list the tasks that
would often use some type o digital technology. DO NOT tell us the type of digital technology, just name the task or activi

Teacher

Students or trainees would enter their answers in the form enabled area

Hotel reception

When the student or trainee leaves the filled in field to move on to the next field, the previous field returns to a blue colour.

IT IS VERY IMPORTANT THAT THE MANUAL IS SAVED REGULARLY.

It is recommended that the student or trainee set up a ‘Student/Trainee’ folder on their computer and saves their manuals
to that folder.

The ‘first’ SAVE will have the software will ask if you wish to replace the file and the student/trainee would click YES.
Saving does not prevent the student or trainee from going back to previous fields to make changes.

After the ‘first SAVE, the student or trainee would need to use the ‘SAVE AS’ function.
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MATERIALS CONTENT—CONT’D
Self Assessment
At the end of each manual is a series of questions that the student or trainee should review and answer.

This self assessment is to ensure in the student’s or trainee’s mind that they have reviewed and understood
the information that was presented in the manual.

If they are unsure of their understanding in any of the topics reviewed, they are encouraged to go back and
review the information again and/or seek the assistance of their teacher or trainer.

TEACHER/TRAINER MANUAL
The Teacher/Trainer manuals have exactly the same content as the Student/Trainee manuals.
The only differences are the explanatory introduction pages and after each learning activity there are ‘Teacher/

Trainer Guidance Notes’. These provide the answers to the ‘Learning Activities’ as well as some notes on how
to assess the student/trainee’s submission to each learning activity.

Question
LEARNING ACTIVITY TWO

Below are two types of user manuals. What is the difference between the two?

" QuickField

OPERATING
INSTRUCTIONS §

TEACHER/TRAINER GUIDANCE NOTES

Number 1 is for a piece of hardware or equipment and Number 2 is for software.
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POWERPOINT SLIDE PRESENTATIONS

Each Passing Lane unit resource comes with a PowerPoint slide
presentation.

Each slide is mapped to a specific page in the Student/Trainee manual.
The slide is only a summary of the manual page content and is used by
teachers or trainers as a support training aid in classroom training
delivery or online training.

The PowerPoint slide presentation is supplied as a ‘Show’.

This means the PowerPoint file has the PowerPoint launch software

embedded in the file so the student, trainee, teacher or trainer does not
require the PowerPoint application software to view.

FSK - Foundation Skills Training Package

Foundation Skills Unit Resources

Unit
FSKDIG003

Use digital technology for
non-routine workplace tasks -

FSK - Foundation Skills Training Package

Student/Tr Use Digital Technology
for Non-Routine
Workplace Tasks

StudentlTrai nee FSKDIG003

Manual

Slide Presentation
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POWERPOINT SLIDE PRESENTATIONS—CONT’D

The slides are initially listed in a “Table of Contents’ and the slide names in the Table of Contents are
hyperlinked to the relevant slide.

This allows the teacher or trainer to easily jump ahead to a specific subject or go back where they may have
left off earlier.

On the top right hand corner is an icon of the Table of Contents that is hyperlinked back to the Table of

Contents.
Table of Contents Comply Security Protocols @
Slide Slide Policies and procedures are often found in procedural manuals.
Section One Section Three
04 Non-Routine Workplace Task 18 Shutdown or Reset Technology . R R .
05  Clarify Task Requirements 19  Review & Evaluate Performance Policies & procedures are in place to ensure compliance with laws.
06  Understand Workplace Task 20  Reviewing Your Performance
07 Appropriate Digital Technology End of Unit Policies and procedures would include:
08 Locate Digital Tech. Info.
09  Use Technology Safely » Workplace health and safety (WHS)
Section Two : diceriminati

1 Access & Use Technology > Anti d!scrlmlnatlon
12 Interpret Info. & Instructions > Copyright
13 Adapting Instructions » Privacy |
14 Comply Security Protocols . -“"Cles E)
15  Follow Sec{ Kty Protocols > Securlty . w—»\
16 Follow On tiquette » Repairs and maintenance S

> Environmental Lretocors S

> Design style guides e

Next » > Approvals
 Passins] 2 [ Passin 14
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POWERPOINT SLIDE PRESENTATIONS—CONT’D

Each slide is ‘mapped’ to a specific page in the ‘Student/Trainee’ manual. This mapping is in the Teacher/
Trainer manual at the end of the document.

FSKDIG0O3 Use digital technology for non-outine workplace tasks m

COMPLY WITH WORKPLAGE PROCEDURES AND SECURITY PROTOCOLS RELEVANT TO USING
DIGITAL TECHNOLOGY IN COMPLETING TASK
Other policies and procedures would include:

= Security - employees are ofen issued password user names to access computer fies and PINS to
Saaeand deable security syster

These policies and procedures would require the employee to keep any access codes secret and
access computer files or secured areas only when authorised to.

 Repairs and maintenance - employees working at work stations would be expe
PC and peripherals clean and maintained.

Theprocecurs waid ey ounewna mamenance wss e euresaniwr|  GOMPly Security Protocols

The employees would also be expected to report any digital equipment faults so
replacements can be made. - N
 Environmenialthere vouid alsobe envronmerial ocies and procedres i Policies and procedures are often found in procedural manuals.

igital equipment.

Common environmental procedures would be the recycing ofnk and foner cart |
Scrap paper, using power management features on digtal devices and tuming of

S OB day. orwhen not i uss. Policies & procedures are in place to ensure compliance with laws.

Some other policies and procedures would include:
* Dasign style guides - many organisations would have design siyle guides that Policies and procedures would include:

gigmfyd when ereating ord processed documents, newslefters, electronic prese
» Workplace health and safety (WHS)

This would include logos placement and size, layouts, colours and other elements.

= Approvals - there would also be policies and procedures relating to the need to > Anti-discrimination
of spprovls, including the vse o pecifc equpment access certan Sectronic > Copyright
So when performing tasks using any workplace technologies, ensure you lear, understand > Privacy
policies and procedures relating to workplace digital technology. i
» Security
» Repairs and maintenance
> Environmental
Student/Trainee Manual > Design style guides k015003 Us apa eyt ronrouins worsioce osts (D
u u > Approvals POWERPOINT SLIDE PRESENTATION MAPPING
e Use Digital Technology for Non-Roui This training manual is accompanied with a PowerPoint slide presentation, tted the same as this raining manual
Tshueml:l\?mng I\sung is a ‘mapping cross-reference’ between the Slide Number and the corresponding page number in the
Slide Presentation satini S

Side Number 4 Page 12
Side Number 5 Page 13
Slide Number 6 Page 14
Side Number 7 Page 19
Side Number 8 Page 20
Slide Number 9 Page 21
Side Number 11 Page 28
Side Number 12 Page 20
Side Number 13 Page 30
Slide Number 14 Page 34-35
Side Number 15 Page 36
Side Number 16 Page 37
Slide Number 18 Page 42

m Slide Number 19 Page 44
m Slide Number 20 Page 45

Teacher/Trainer Manual
Slide Mapping
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ASSESSMENT MAPPING UTILITIES

Passing Lane does not provide assessment tools as this is the responsibilities of the registered
training organisation under the rules of ASQA.

However, Passing Lane does offer an ‘Assessment Mapping Utility’ for each student/trainee manual.

The mapping utility document outlines where the student/trainee manual content addresses the ‘Element’ and each
‘Performance Criteria’ by page number(s).

Passing Lane Assessment Mapping Utility Document

FSKDIGO003 Use digital technolgy for non- routine and workplace tasks

Unit of Competency (1) Element - Student/Trainee Manual Page Number

1. Prepare to use digital technology for non-routine task - Page 10 h

' Unit of Competency Performance Criteria - Student/Trainee Manual Page Number

1.1 Identify nature and scope of non-routine workplace task that requires the use of digital technology - Page 12

1.2 Identify purpose of task and set the required outcome - Page 12 h

1.3 Select and organise appropriate digital technology required for task - Page 19

1.4 Locate and interpret routine workplace information and terminology associated with technology, and relevant safety procedures - Page 19
Unit of Competency (2) Element - Student/Trainee Manual Page Number

2. Perform non-routine workplace task using digital technology - Page 27
Unit of Competency Performance Criteria - Student/Trainee Manual Page Number

2.1 Interpret and follow routine information and instructions from a range of sources to access and use digital technology

required for task - Page 28

2.2 Apply knowledge or skills to adapt instructions to suit changes or requirements in the workplace - Page 28
2.3 Comply with workplace procedures and security protocols relevant to using digital technology in completing task - Page 34
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ASSESSMENT MAPPING UTILITIES—CONT’D

The mapping utility document also outlines where the student/trainee manual content addresses the ‘Performance Evidence

and Knowledge Evidence’ requirements.

@omperency Performance Evidence - Student/Trainee Manual Page@

The candidate must demonstrate the aﬁr’rry to complete the tasks outlined in the elements, performance

criteria and foundation skills of this unit, including evidence of the ability to:

During the above, the candida
of security protocols

NOTE
The Passing Lane training res

There will be content in the P4
the Unit of Competency’s ass

In some cases, Passing Lane
assessment would be through

T —

= use digital technology to complete at least thr : e ’ i accordance
with workplace procedures

Unit of Competency Knowledge Evidence - Student/Trainee Manual Page Number

The candidate musi outlined in the elements, performance

criteria and foundation skills of this unit, including knowledge of:

= putcomes of relevant non-routine workplace tasks using digital technology - Pages 46-48
= types of digital technology — software and hardware — commonly used in the workplace, their purposes and their uses - Pages 20-21

’ = legislation or policies relevant to the use of workplace technology - Pages 29-40
= workplace procedures for safely accessing and using digital technology - Pages 20-26

> technigues to synthesise relevant information and instructions from various sources - Pages 13-14
= relevant ethical and security practices applicable to use of digital technology for non-routine workplace tasks - Pages 36-40

= conventions of online etiquette - Page 38
> strategies to review and improve performance - Pages 45-48

NOTE

The Passing Lane's training resources address the required ‘Knowledge Evidence’ in the content narrative in most cases and where possible.

However, in some cases the Teacher or Trainer and/or the Assessor may need to develop additional questions to address the
Unit of Competency's assessment requirements and present those questions as reguired to the student or trainee to assess their
level of knowledge.
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LANE
LICENCE OVERVIEW

The Passing Lane licence agreement frees the school, TAFE, and other training organisations of the burden of copyright
restrictions.

Under the Passing Lane licence agreement the materials may be ‘loaded’ on to secure school/institution
networks, secure web servers, learning platforms and/or teacher notebook computers and have ‘no restrictions
as to the number of students’ accessing and using the materials.

Also, there is ‘no restriction’ to the licenced school/institution as to how many ‘printed copies’ can be made of the
materials.

DVD or CD copies of the materials may not be done under any circumstances.

All materials purchased are registered in the name of the institution purchasing the materials.

The materials are not transferable without written consent by Passing Lane.

All materials have a three year expiry date from date of purchase after which this licence will expire.

All licences are renewable for a fee or automatically renewed for a full licence period when an available upgrade
is purchased.
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LICENCE OVERVIEW—CONT’D

Passing Lane will send out a notice to the school/institution informing them of the pending expiry of the licence
and the cost of renewing the licence.

Should the school/institution not renew the licence, the materials must not be used and all materials removed
from websites, networks and learning platforms.

All Passing Lane materials are protected under the Australian “Copyright Act of 1968” (including any amendments and
subsequent amendments).

The use of Passing Lane materials without a valid licence breaches the copyright laws and Passing Lane retains
the right to seek any compensation available under the copyright law.

Should your school or institution have any further questions or require any additional information about the
licensing arrangements do not hesitate to contact Passing Lane.

Passing Lane Pty Ltd
PO Box 975
COWES VICTORIA 3922
Telephone 1 300 64 98 63

Email info@passinglane.com.ai

Copyright
2022



PASSING Unit Resources and User Guide

LANE
MATERIAL MODIFICATIONS

The Passing Lane licence agreement allows the Passing Lane materials to be modified or contextualised to suit the
teaching/training environment.

This includes adding or deleting written content, adding school or institution’s logos and adding your own pictures or
graphics.

Graphics, pictures or illustrations in the original materials can be removed ,but not used elsewhere or modified.

The PDFs can be converted to WORD files using PDF conversion tools that are readily available on the market.
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LANE
UPDATES AND UPGRADES

On occasions the training packages will be updated and if the updates are minor, Passing Lane updates the materials and
the updated materials are provided free to those holding a current user licence.

If the training package changes are substantial, Passing Lane will update the materials.

However, there would be a small upgrading fee charged to those schools or institutions wanting to upgrade their
materials.
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