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Australian Government

Office of the Migration Agents Registration Authority

Dear CPD Provider,

The Office of the MARA is happy to provide you a print-friendly, loose-leaf version of the
Ethics Toolkit for your use.

In addition we have developed two sample session plans for a beginner level and an
advanced level CPD activity using the Ethics Toolkit as a basic resource. Sections of the
toolkit and case studies applicable to these sample activities have also been set out for
your ease of reference.

These are merely examples of activities that can be developed using the Ethics Toolkit
and you are free to use these as a starting point to develop CPD activities of your own.

It is our expectation that all CPD activities relating to “Ethics and Professional Practice”
must reference the Ethics Toolkit as a basic text and resource.

For those who are interested, this document also provides some references on adult
learning principles. As and when training resources are developed on this topic, we will
make these available for your reference and use

If you require further information on this, please contact the Professional Development
section on on 1300 226 272 or send an email to cpd@mara.gov.au

Best regards,

=G

Christine Sykes

Chief Executive Officer

PO Box Q1551, QVB NSW 1230 e Phone: 1300 226 272 or + 61 2 9078 3552
Fax: +612 9078 3591 e Email: cpd@mara.gov.au ® Website: www.mara.gov.au
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CPD activity description

This CPD activity covers some basic ethical concepts,
ethical expectations of clients and others, the fundamental
ethical principles, and how to apply these in practice.

Target audience

This CPD activity is aimed at migration agents who have
limited or no experience (O — 2 years) as a migration agent.

Example facilitators plan
CPD activity Ethics Fundamentals

Duration 1.5 hours

Beginner learning outcomes (B L/O’s)

The learner can:

B L/O 1. Understand ethics and why it is important to act
ethically.

B L/O 2: Identify professional ethical standards and be
able to distil them into a Statement of Ethics by
which the migration agent will practice.

B L/O 3: Understand the framework in which a migration
agent makes ethical decisions.

B L/O 4: Make ethical decisions by reference to a clear
methodology, the Statement of Ethics and the
framework.
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BL/O 1 Chapter

BL/O3 It is important to introduce learners to the idea of 2 but
thinking ethically and some of the basic concepts. particularly
Key to this is developing an understanding that 2.2.6
ethics is about more than just the rules, but that the = and the
rules are very important and must be followed. example

For example

You might ask yourself ‘what should | do in relation
to this money my client has given me?’ If you

have completed the work and rendered a bill, the
money is yours. What you chose to do with it is of
Nno consequence to the client or any other person.
But if you receive the money before you complete
the work, then what you do with it is both a legal
and an ethical question. Legally, you must comply
with your contract and with the rules in the Code
(or the relevant Legal Profession Acts) that deal
with the handling of client monies. The money will
need to be deposited into the client account (or
trust account) and the client advised. If you are
thinking about not doing this, then you are really
asking yourself, ‘should | comply with this rule?’
But you are also asking yourself ‘is it alright for me
to deprive this client of their money before | have
done what | promised?’ The ethical answer is clear,
the rule merely confirms it. But the rule has both
identified the issue for you and provided a way of...

Questioning learners in the group on:
¢ \What are ethics? Why are ethics important?
¢ \What kind of migration agent do you want to be?

¢ \What behaviours do you think are important as a
migration agent?

¢ How do your decisions affect your clients and
others?
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BL/O 1
BL/O?2
BL/O3

Content

2. Developing a Statement of Ethics

A Statement of Ethics summarises the principles
that governs how agents should act towards the
people and institutions with whom they interact in
their practice as a migration agent. It is not meant
to replace the Code or the other rules they must
abide by, or act as any sort of substitute for those
rules. A Statement of Ethics should be designed
as a tool to remind agents of the core ethical
principles and provide a positive affirmation of how
they will apply those principles in a practical way.
A Statement of Ethics is a way of giving life to the
rules and to provide a starting point by which to
measure their actions.

For example

| will carry out my clients’ lawful instructions to the
best of my ability and skill, however, | will not act as
a mere mouthpiece and will ensure my actions are
always ethical.

Use the model Statement of Ethics (attached) to
discuss the main ethical principles and how they
should be applied.

In small groups learners discuss:
¢ Rules and duties placed upon migration agents,

¢ |s there anything they would change in the
Statement of Ethics suggested in The Ethics
Toolkit?

e How would they apply/ implement the Statement
of Ethics in their practice?

One person from each group presents the
information to the CPD activity.

The facilitator summarises what was presented by
each group.

Toolkit
reference

Chapter 5
generally
[5.1]
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BL/O 1
BL/O?2
BL/O3
BL/O4

One of the key learning outcomes is to ensure that
learners understand how to make ethical decisions
by reference to a clear methodology.

At this point you should introduce the concept of a
methodology and it main features:

A methodology for acting ethically

e Recognise an ethical issue when you see it.
¢ |dentify the options available to you.

¢ Judge the consequences of those options on
yourself and others.

¢ Test the action you are planning to take and
reflect on it.

¢ Explain that action to those affected and to
others who may be interested.

¢ | earn from your action and implement change.
Introduce the Ethical Deliberation Checklist

(attached) and how it might assist in guiding
ethical decisions and recording the outcome.

Option A (using the Statement of Ethics and the
Methodology)

1.Everyone splits into pairs and they are given a

case study from the attached examples or others

that you believe will be relevant. One person is
given a card with information about the client.
The other person who is responding as the
migration agent is given no information. They
conduct a role play where the migration agent
attempts to deal with the ‘client’ by applying the
ethical deliberation checklist.

2.Some pairs are chosen to explain to the CPD
group how they dealt with their case study.

Option B

The same case studies could be discussed in small

groups rather than a role play. Some example case
studies for options A or B are attached.

Chapter 3
generally
Chapter

4 and
attachment
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Toolkit
reference

L/O’s Content

4. Conclusion

The facilitator wraps up the session by highlighting:
¢ Ethical expectation of stakeholders,

e How they distilled the facts of the case,

¢ How they applied ethical decision making
methodology to the case, and

¢ The importance of the ethics toolkit.
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Facilitators’ Resources
for Session Plan 1:
Ethics Fundamentals
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Having regard to our special position the reliance of our clients and the
wider community on our specialist knowledge we hereby commit
ourselves to the following ethical principles:

¢ | will be accountable to my clients and will carry out their lawful
instructions to the best of my ability and skill; however | will not act as a
mere mouthpiece for my clients and will ensure my actions are always
ethical.

¢ | will always show loyalty to my clients and will not betray them by acting
against their interests.

¢ | will not allow my personal prejudices and feelings to influence my work
and will refuse to assist a client if | feel unable to show them complete
loyalty and carry out their instructions.

e | will always act with competence and diligence or not act at all.

¢ | will always act honestly and in a way that instils a sense of trust in my
clients and all those | deal with. | will always treat my clients fairly and
ensure that they are comfortable and confident in their instructions.

¢ | will keep confidential all information provided to me by my clients and
will always act with discretion in relation to their affairs.

e | will give my clients the benefit of everything | know that could assist
them achieve their objectives.

¢ | will take responsibility for all my actions and be accountable to my
clients for everything | do.

e | will always respect the laws of the Commonwealth, States and
Territories, and ensure that my clients receive the full benefit of the law.

e | will be courteous and respectful in dealings with other practitioners, the
Authority, DIAC Courts and Tribunals.

e | will exhibit high personal moral and ethical standards and will take care
to ensure my decision making is ethical.
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This checklist is designed to be used in conjunction with
the methodology in the previous chapter. It will act as your
decision-making record. Before addressing any ethical
issue or problem, you should read the relevant parts of
this toolkit and any of the recommended reading that you
think will assist you.
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Ethical Deliberation Checklist

1. Is that an ethical issue you can see?

Have you just asked yourself ‘what should | do?’ What is
the ethical issue that you think you see?

The issue that | am concerned about is:

)

2. What options do you have?

Remember that your options may be limited by the rules
that you must abide by.

The options available to me are:
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3.

Not all ethical decisions will involve a client, but if the client
is involved then the client’s interests are primary and any
consequences to them will need to be given appropriate
weight (lawyers will also need to consider their duties to
courts and the administration of justice).

The consequence of these options are likely to be:
To the client:

To others (DIAC, the tribunals and the Courts, the community):

To myself:

And | think that the best option is:
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4.

You need to test the option that you have settled on

to see whether it holds up to scrutiny. You will need

to ask yourself some (if not all) of the questions in the
methodology and you may need to seek the advice of a
colleague or other person. Start by asking yourself ‘what
is motivating me to act this way rather than another?”’

| have tested my proposed action by:

5.

You can further test your decision by explaining it to
others (for example the client or the Authority)

| have acted ethically because:
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6. Learn from the experience

This is the chance to learn something valuable from what

you are about to do.

| have tested my proposed action by:

The thing(s) that | will do differently or change is (are):
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Following are some sample case studies from
The Ethics Toolkit that could be used in CPD
‘Ethics Fundamentals’.
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Case studies for option A

Case study 1 (Option A) client

In this role play you are the client of an RMA. You contracted the RMA
to give you advice on your visa. You have paid the deposit of $5,000.
The contract you signed says the deposit is ‘non-refundable’.

The RMA has told you that they cannot complete the work because
they have other commitments. You have requested a refund on the
deposit but have not had a response. You are not happy with the
service you have received and are meeting with the RMA to express a
final request for a refund before you go to the Office of the MARA to
file a complaint.
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Case study 1 (Option A) RMA

In this role play you are the RMA for a client. The client has paid a
deposit of $5,000. The contract outlines that the deposit is ‘non-
refundable’.

You have other commitments so you cannot complete the work. The
client has requested a refund on the deposit but you have been very
busy so you haven’t responded.
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Case study 2 (Option A) Client

In this role play you are the Russian client of an RMA. You are
desperate to get an 856 visa because you don’t want to go home to
Russia. You are asking the RMA to lodge a degree certificate or a
letter of reference which your cousin sent to you. The RMA is
suspicious so you need to defend yourself.
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Case study 2 (Option A) RMA

In this role play you are the RMA acting for a Russian client. The client
is desperate to get an 856 visa because they don’t want to go home
to Russia. They are asking you to lodge a degree certificate or a letter
of reference which their cousin sent to them. You are suspicious that
the documentation is forged.
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Case study 3 (Option A) Client

In this role play you are a wife in a husband and wife partner visa
application. You have an account in Manila which is your ‘back up’ in
case things go wrong in the marriage. You don’t want your husband to
know about the account because he would be very angry and
offended and it may affect the marriage.

You are meeting with the RMA now to ask them not to tell your
husband about the account in Manila.

(There is no need for the RMA to know any information prior to the
role play)
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Case study 4 (Option A) Client

You are the client of an RMA in 856 visa application. When you
completed the application for 457 you ticked ‘no’ to the question
‘Do you have, or have you ever had, a criminal record?”’

You are now preparing to submit the 856 application and the police
clearance has come back with a record showing you were found in
possession of marijuana at 18 years old, and charged with ‘driving
under the influence’ at 19 years old. The RMA rang you last week to
say that this may affect your visa application.

You are meeting with the RMA to ask them not to tell the corporate
sponsor about your criminal record.
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Case study 4 (Option A) RMA

You are representing a client in 856 visa application. When the client
completed the application for 457 they ticked ‘no’ to the question
‘Do you have, or have you ever had, a criminal record?”’

You are now preparing to submit the 856 application. You rang
the client last week inform say that the police clearance has
come back with a record showing the client was found in
possession of marijuana at 18 years old, and charged with
‘driving under the influence’ at 19 years old. You also told the
client this may affect the visa application.

The client has requested a meeting with you to discuss the
criminal record.
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Case study 5 (Option A) Client

In this role play you are a corporate client for an RMA. You have given
the RMA lots of visa work over the last 2 years of working together.
The IT manager in your organisation is desperate for an IT specialist to
be moved to Australia from the UK to help with his project that is
running behind schedule. He is putting pressure on you to get the visa
processed and relocate the employee asap. The RMA has contacted
you to say that the position description for the employee is not on the
occupations list. This means the application can’t be processed.

You are meeting the RMA to ask them to ‘tinker’ with the position
description so it matches the occupation on the list. Since you have
given the RMA lots of work in the past you are trying to use this as a
bargaining tool to get what you want.
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Case study 5 (Option A) RMA

In this role play you are processing visas for a large corporate client.
This client has given you lots of visa work over the last 2 years of
working together. The IT manager in the clients organisation is
desperate for an IT specialist to be moved to Australia from the UK to
help with his project that is running behind schedule. The client is
putting pressure on you to get the visa processed and so they can
relocate the employee asap.

You contacted the client to say that the position description for the
employee is not on the occupations list. This means the application
can’t be processed.

The client has requested a meeting to discuss the application.
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Case studies for Option B

Case study 1 (Option B)

A client wants a refund because you have not been able to complete
the work due to other commitments. Your contract says that the
deposit is ‘non-refundable’. You may ask yourself, ‘why should | not
keep this money as | am legally entitled to it?’ Try asking yourself ‘why
should | keep this money when | did not earn it?’

What would you do?

You decided to keep a deposit of $5000 because your contract said
you could even though you did nothing to earn the money. Your client
complained to the Authority and started proceedings in the local court
to recover the money. You have now spent thousands of dollars and
days of your time trying to defend your decision. Do you think that you
made the right decision?

Now imagine if you had kept the deposit but you had done a lot of
work and could justify it, but the client took the same action anyway?
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Case study 2 (Option B)

A client wants you to lodge a document with DIAC even though you
are very suspicious about it. You may ask yourself ‘why shouldn’t |
lodge this document if the client wants me to?’ This may avoid the real
ethical question which is ‘should | be lodging a document | have such
doubts about?’
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Case study 3 (Option B)

You are acting for a husband and wife in relation to partner application
and the visa applicant wife asks you not to tell the husband about her
bank account in Manila. One option is to tell. Another option is to keep
her confidence and do nothing. Another option is to say that you are
can no longer act for them because your duty of confidentiality to the
wife is incompatible with the duty of disclosure to the husband. You
cannot decide whether any of these options are really open to you
until you understand completely your duties of confidentiality and
disclosure and when they apply. What would you do?

Facilitators’ Handbook Training Resources for the Ethics Toolkit | 26



Case study 4 (Option B)

You have just discovered that a client has become unlawful because
you forgot to lodge their review application in time (they have also lost
their right of review).

A staff member has just revealed confidential information about a
client to another client.

What would you do?
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Case study 5 (Option B)

You are acting for both a sponsor and the visa applicant. You find out
that the visa applicant client has a criminal record. Do you tell the
sponsor?

If you do decide to tell the sponsor do you check with the visa
applicant first.
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Case study 6 (Option B)

A corporate client is using the amount of work they give you as a way
of putting pressure on you to cut corners or help them to ‘sneak one
past’ the Department by overlooking something you know is a
problem for the case or ‘tinkering’ with a jolb description or resume.
What would you do?
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CPD activity description

This CPD activity covers the Ethical Concepts (Advanced),
expectations of clients and others, the framework within
which ethical principles must be applied, and applying the
ethical deliberation checklist in practice.

Target audience

This CPD activity is aimed at migration agents who have
some experience (2+ years) as a migration agent.

Example facilitators plan
CPD activity Ethical concepts (advanced)

Duration 1.5 hours

Advanced learning outcomes (A L/O’s)

The learner can:

A L/O 1: Discuss ethical rules and duties relevant to
practice at an advanced level.

A L/O 2: Learn from their own experiences, or those of
others, by applying concepts in the toolkit.

A L/O 3: Apply a methodology for acting ethically to a
case study.
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Toolkit
reference

Content

A L/O 1 1. Introduction

AL/O2 | Asthe group is advanced, will have some
experience of ethical issues and may already have
undertaken a number of CPD activities relating to
ethics, the primary focus of this session should be
to discuss more complex issues related to ethics
and how ethical decisions should be approached.
Start with the model Statement of Ethics and
discuss which of the matters it covers are most
commonly encountered in practice. Are there
matters which have been encountered that are not
covered by the Statement of Ethics?

Perhaps split the group into small groups to come
up with a list of the most commonly encountered
ethical problems and compare these to the
Statement of Ethics. If there was sufficient time
before the session (for example, if the CPD was an
all-day event), consider asking learners to make

a note of any ethical questions and collect these
before the session and then use these examples
to discuss. This will assist to make the session
relevant and appropriate to the learners in the
group.

If there are a large number of lawyers in the group,
consider asking them to consider and discuss
some of the differences and similarities in the Legal
Profession rules.
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)

AL/O 1
AL/O2
AL/O3

Content

2. Discussion/ application of a
methodology to examples

In this part of the session learners should discuss
the methodology they use to make ethical
decisions and the general framework within which
those decisions are made.

Leaners should be asked to make comment on
how they make decisions in an ethical way and
the types of considerations that go into those
decisions.

The discussion should lead to the development
of a list of features of ethical decision-making. For
example:

A methodology for acting ethically

¢ Recognise an ethical issue when you see it.
e |dentify the options available to you.

¢ Judge the consequences of those options on
yourself and others.

¢ Jest the action you are planning to take and
reflect on it.

e Explain that action to those affected and to
others who may be interested.

Use the examples raised in the introduction or

the examples from the toolkit (some of which are
set out the Ethics Fundamentals) to approach an
ethical question or issue using a methodology. Use
the Ethical Deliberation Checklist (attached) as a
way of approaching this exercise. If you are using
the Ethics Fundamentals you may want to tailor the
facts to suit advanced learners or you could use
examples submitted by the learners earlier in the
CPD activity.

Toolkit
reference

Chapters
3,4 and 6
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Toolkit
reference

L/O’s Content

3. Conclusion

¢ The facilitator wraps up by asking the learners
questions about:

¢ Their experience with ethical decision making and
how they dealt with the situation, and

e How they would apply their methodology in
practice
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Facilitators’ Resources for:
Ethical Concepts (Advanced)
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Having regard to our special position, the reliance of our clients and the
wider community on our specialist knowledge, we hereby commit
ourselves to the following ethical principles:

¢ | will be accountable to my clients and will carry out their lawful
instructions to the best of my ability and skill; however, | will not act as a
mere mouthpiece for my clients and will ensure my actions are always
ethical.

e | will always show loyalty to my clients and will not betray them by acting
against their interests.

¢ | will not allow my personal prejudices and feelings to influence my work
and will refuse to assist a client if | feel unable to show them complete
loyalty and carry out their instructions.

¢ | will always act with act with competence and diligence or not act at all.

¢ | will always act honestly and in a way that instils a sense of trust in my
clients and all those | deal with. | will always treat my clients fairly and
ensure that they are comfortable and confident in their instructions.

¢ | will keep confidential all information provided to me by my clients and
will always act with discretion in relation to their affairs.

¢ | will give my clients the benefit of everything | know that could assist
them achieve their objectives.

e | will take responsibility for all my actions and be accountable to my
clients for everything | do.

e | will always respect the laws of the Commonwealth, States and
Territories, and ensure that my clients receive the full benefit of the law.

¢ | will be courteous and respectful in dealings with other practitioners,
the Authority, DIAC, Courts and Tribunals

e | will exhibit high personal moral and ethical standards and will take
care to ensure my decision-making is ethical.
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This checklist is designed to be used in conjunction with
the methodology in the previous chapter. It will act as your
decision-making record. Before addressing any ethical
issue or problem, you should read the relevant parts of
this toolkit and any of the recommended reading that you
think will assist you.
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2. Ethical Deliberation Checklist

1. Is that an ethical issue you can see?

Have you just asked yourself ‘what should | do?’ What is
the ethical issue that you think you see?

The issue that | am concerned about is:

)

2. What options do you have?

Remember that your options may be limited by the rules
that you must abide by.

The options available to me are:
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3.

Not all ethical decisions will involve a client, but if the client
is involved then the client’s interests are primary and any
consequences to them will need to be given appropriate
weight (lawyers will also need to consider their duties to
courts and the administration of justice).

The consequence of these options are likely to be:
To the client:

To others (DIAC, the tribunals and the Courts, the community):

To myself:

And | think that the best option is:
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4,

You need to test the option that you have settled on

to see whether it holds up to scrutiny. You will need

to ask yourself some (if not all) of the questions in the
methodology and you may need to seek the advice of a
colleague or other person. Start by asking yourself ‘what
is motivating me to act this way rather than another?”’

| have tested my proposed action by:

5.

You can further test your decision by explaining it to
others (for example the client or the Authority)

| have acted ethically because:
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)

6. Learn from the experience

This is the chance to learn something valuable from

what you are about to do.

The lesson | have learnt from this is:

The thing(s) that | will do differently or change is (are):
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Following are some sample case studies from
The Ethics Toolkit that could be used in CPD
‘Ethical Concepts (Advanced)’.
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Case study 1

A client wants a refund because you have not been able to complete
the work due to other commitments. Your contract says that the
deposit is ‘non-refundable’. You may ask yourself, ‘why should | not
keep this money as | am legally entitled to it?’ Try asking yourself
‘why should | keep this money when | did not earn it?’

What would you do?

You decided to keep a deposit of $5000 because your contract said
you could even though you did nothing to earn the money. Your client
complained to the Authority and started proceedings in the local court
to recover the money. You have now spent thousands of dollars and
days of your time trying to defend your decision. Do you think that you
made the right decision?

Now imagine if you had kept the deposit but you had done a lot of
work and could justify it, but the client took the same action anyway?
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Case study 2

A client wants you to lodge a document with DIAC even though you
are very suspicious about it. You may ask yourself ‘why shouldn’t |
lodge this document if the client wants me to?’ This may avoid the real
ethical question which is ‘should | be lodging a document | have such
doubts about?’
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Case study 3

You are acting for a husband and wife in relation to partner application
and the visa applicant wife asks you not to tell the husband about her
bank account in Manila. One option is to tell. Another option is to keep
her confidence and do nothing. Another option is to say that you are
can no longer act for them because your duty of confidentiality to the
wife is incompatible with the duty of disclosure to the husband. You
cannot decide whether any of these options are really open to you
until you understand completely your duties of confidentiality and
disclosure and when they apply.

What would you do?
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Case study 4

You have just discovered that a client has become unlawful because
you forgot to lodge their review application in time (they have also lost
their right of review).

A staff member has just revealed confidential information about a
client to another client.

What would you do?
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Case study 5

You are acting for both a sponsor and the visa applicant. You find out
that the visa applicant client has a criminal record. Do you tell the
sponsor?

If you do decide to tell the sponsor do you check with the visa
applicant first.
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Case study 6

A corporate client is using the amount of work they give you as a way
of putting pressure on you to cut corners or help them to ‘sneak one
past’ the Department by overlooking something you know is a
problem for the case or ‘tinkering’ with a jolb description or resume.

What would you do?
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Lifelong learners

Since migration law is changing constantly, one of
the aims of the CPD framework is to build lifelong
learners.

So, what is a lifelong learner? In 1996' the National
Board of Employment Education and Training
defined a lifelong learner as a person who has
‘acquired the necessary skills and attitudes

for learning . . . the confidence to learn . . .

and a willingness to learn’. The United Nations
Educational, Scientific and Cultural Organisation
report (1996) concluded that ‘learning throughout
life will be essential, for adapting to the evolving
requirements of the labour market .

Within an industry that is ever changing, training
migration agents that are adaptable (i.e. lifelong
learners) is essential to their success, as well as the
future of the profession.

Providing CPD

Each CPD provider must choose the teaching
methodology, tasks, and strategies for measuring
outcomes that are appropriate for the migration
agents attending the particular CPD session.
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We know from experience that the teaching method

of training (the CPD presenter delivering a lecture style
presentation) can be appropriate in some circumstances.
For example, when complex changes in legislation need
to be explained. However, we also know that to affect
the behavior of a person requires a change in the way a
person thinks about the subject. Such a change is most
likely to take place in a facilitation environment. In most
cases this would be the most appropriate way to present
a CPD session on ethics. Some general background
information about facilitation is provided below.

Facilitation methodology

Eduard Christian Lindeman, suggested that ‘...the
learning process will be from situations (case study), not
subjects (lecture)... and...the resource of highest value in
adult education is the learner’s experience.’®

For example

‘Case study approach’

Use of case studies enables the learner to easily understand how

an ethical situation can be resolved in practice. Case studies can help
to increase skills in innovation, ingenuity in problem solving,
independence, responsibility, professionalism, and creativity. If this
occurs in a learning environment, there is more chance ethical
decision-making will occur in practice.

‘Value learners’ experience’

This approach will only work with experienced migration agents who
will have experienced ethical situations in practice. Facilitating
discussions where learners have the opportunity to share their
experience and how they have applied ethical decision-making
enables learners to learn from the experience of others.
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Friere believed that facilitating the learning process in an
environment where learners discover knowledge and skills
will ‘engage and empower learners’™. John Heron saw
facilitation as ‘the passing on of knowledge and skills in

a process that affirms the freedom and autonomy of the
learner’.

For example

Two examples of how to ‘engage and empower learners’ and ‘affirm
the freedom and autonomy of the learner’ in facilitation are outcome
orientated facilitation and self-directed learning.

1. Outcome orientated facilitation

When learners know what the learning outcomes are for the CPD
activity they are clear on the goals and expectations placed upon
them. An effective facilitator will outline the learning outcomes at the
beginning of the CPD activity and then measure if learners have
achieved the learning outcomes at the end. This can result in learners
having the autonomy and responsibility to meet those learning
outcomes by the end of the CPD activity.

2. Self-directed learning

Self-directed learning simply means that learners are empowered by
choosing the learning process that is appropriate for them. This can
be done in a variety of ways:

e Offering a range of levels in CPD (i.e. beginners or advanced)

e Offering the option to choose the simple or complex case studies
(i.e. within the CPD activity learners can choose if they go with a
group doing a simple case study or the group doing the more
complex case study)

¢ Providing pre-reading gives learners the option to read and analyse
the information before engaging in group discussion during CPD.
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Parker Palmer also saw facilitation as an effective method of
engaging adults in the learning process:

‘If we regard truth as something handed down
from authorities on high, the classroom will look
like a dictatorship.

If we regard truth as a fiction determined by
personal whim, the classroom will look like
anarchy.

If we regard truth as emerging from a complex
process of mutual (group) inquiry, the classroom
will look like a resourceful and interdependent
community’ ®

For example

An environment of ‘mutual (group) inquiry’ can be facilitated by
learners identifying ethical principles and applying them to case
studies. This process also develops learners who have the research
skills and analytical skills necessary for the industry, and are lifelong
learners.

Group inquiry is also supported by two way feedback and
questioning. This facilitators guide aims to engage the learners and
the facilitator in a two way process involving questioning and feedback
to develop analytical thinking, and apply ethical decision making
principles.

Learners can retain information more effectively if the
following two steps are taken:

1. Practice and repetition

When learning new information the human brain
usually needs at least three opportunities to embed it
into memory.
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For example
This can be applied in a CPD activity by:
1st  Explaining the information to the learners.

2nd  Discuss the information and how it applies to a
case study.

3rd  In groups learners apply the information to a case study.

When new information is being learnt, it can be
retained more effectively if it is contextualised by giving
metaphors, synonyms or background history. Without
this, learners may feel confused about the ‘big picture’,
how it can be applied in practice, or have difficulty
retaining information.

For example

If the CPD is for learners who haven’t had much experience with
ethical situations as a migration agent. You could start by discussing
personal ethics and some ethical examples such as those on page 12
of The Ethics Toolkit. This will help give the learners context for the
professional ethics to be discussed in the CPD activity.

Measuring outcomes

Learners should be made aware of the learning outcomes
for the CPD session so they can understand what they
need to achieve by the end of the CPD activity. It is
important that all learners are given an opportunity to
demonstrate competency in the learning outcomes set
for that activity and that this has been observed and
measured by the facilitator.

The facilitator is responsible for measuring if the learners
have competently met the learning outcomes. Learners
should be given regular feedback to allow them to
demonstrate they have achieved the learning outcomes
by the end of the CPD activity.
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Below are some suggestions of how the facilitator can
observe competency of the each learner during a CPD
activity.

The facilitator can observe learners during group work
with others throughout the CPD activity. Contributing to
group discussion or completing tasks is an indication the
person is learning. The tasks you choose need to support
you in measuring the learning outcomes set. Some
suggested tasks for measuring outcomes are:

e |isting identified issues in the case study,

¢ prainstorming a response to a case study,
¢ role plays of a case study, and

e group discussion of case studies.

Another appropriate way to measure if the learner has
achieved the learning outcomes is oral questioning. The
questions you ask need to be:

1. open (not closed ‘yes’ or ‘no’” answers),

2. able to be answered by one person at a time
(not rhetorical), and,

3. targeted at finding out how much the person knows.
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