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Guidelines for Publication of Products on the ACFE Board pages of the Department of Education and Training website

Guidelines for Publication of Products on the ACFE Board pages of the Department of Education and Training website
This set of guidelines outlines the principles and process for the publication of products developed through funding provided by the Adult Community and Further Education (ACFE) Board.  
The ACFE Board provides a range of opportunities for Learn Local organisations to develop and implement projects designed to meet learner needs and to increase participation and attainment in pre-accredited and accredited training programs.
In some cases, Learn Local organisations develop products such as curriculum resources, partnership guides etc., which have the potential to be shared across the Learn Local and vocational education and training sector (VET) via the ACFE Board pages of the Department of Education and Training (DET) website.

Principles
Products must have the following characteristics:

1. Relevance to and potential for use by the broad Learn Local sector.

2. Text must be written in plain, simple and clear English.
3. The design must be of high quality and comply with ACFE/DET publishing and logo requirements.
4. Information must be factually accurate and up to date.

5. Copyright law must be adhered to, e.g. the material must be substantially original and have been produced as part of a project funded by ACFE.  Material reproduced from other sources may only be included with the permission of the copyright owner.
Process for Application to Publish
If you wish to have your product considered for publication please follow these steps:

1. Notify your ACFE regional office early in the development of the product and seek advice about the quality and style of the product. Contact details for your regional office can be found here: http://www.education.vic.gov.au/about/contact/Pages/acfe.aspx 
2. When your product is completed, fill out the attached request form and forward with a copy of the product to your ACFE regional office.
3. Following a review by staff of the suitability of the product for publication on the website against the principles outlined above, you will be informed of any recommended changes or improvements and whether the product will or will not be published.
Review Panel

Products which are submitted for publication will be reviewed by a panel of staff with responsibility for and expertise in:
· Project management of ACFE Board funded initiatives.
· ACFE communications protocols.

· Learn Local sector and curriculum knowledge.

Products will also be reviewed to ensure compliance with DET internet publishing guidelines.
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	Page Content

Copyright of materials present on the DET website vests in the State of Victoria, Australia.  By publishing on the DET website you are agreeing to the copyright conditions as set out at http://www.education.vic.gov.au/copyright.htm.  Apart from fair dealing for the purpose of private study, research, criticism or review, as permitted under copyright legislation, no part may be reproduced or used for any commercial purposes whatsoever.  

	Application Form
* Use this this form if you are applying to publish a product on the ACFE Board pages of the Department of Education and Training website.


Contact Details

	Name of organisation
	

	Region
	

	Contact person for this application
	

	Phone
	

	Email
	

	Address of organisation
	

	Postal address of organisation (if different from above)
	


Description of Product

	1. Please describe the product (100 words)

	

	2. How is this product relevant to the Learn Local sector? (100 words)

	


