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Strategic policy for staff training

€ e
IR Learning and De
Framewor

L&D Statement of

intent:

L&D ) _
Working Being a learning
Group organisation that

continually invests in our
people so they are

| equipped with the right
skills and experiences

IR Strategy:

e enabling customers to
self-manage

e collaborating with
customers who have
specific or complex e N
needs, and e U Businel]
e enforcing behaviours G- ,
and actions for those
customers who actively
choose not to comply
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Organisations responsibilities

e Provide trainers to deliver
national training solutions;
@ moond Provide local planning and
) “"" logistical support to delivering
IR Learning and [ training events; and
Framew( e Provide and/or design (in
line with L&D best practice,
tools and resources) training
solutions specific to the unit
needs of their business unit.

L&D
Working
Group

L & i
Governance _
GI"OUD . tndividual perfo,,,

and business OUtco,i"‘-‘e
es

e Provide and/or design user
friendly and accessible tools
and resources;

e Work with business groups to
provide, design and advise on
effective job specific
information; and

e Provide and/or design
national training solutions (e.g.
e-learning and/or classroom
training).




Training of trainers

Current approach:
. Presentation skills resources and course
. Train the trainer course
. Generic facilitation guide

. Co-train using subject matter experts and
experienced trainers

. Secondment opportunities

A WNR Y

Ul

» Next steps
. Building and supporting a trainer community

=
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esentation skills and resources

Eile

Edit  Wiew History  Bookmarks

Tools

e Standard presentation model (4MAT)

Help

@ - € ¢ o | T™0[hepiitearnicrd.govt . nzjcourse view. phpzid=6190

e Presentation tips — body language/

| ™ course: Presentation skills for IR

==

dealing with nerves/answering

LearnlR + Presentation Skills for IR

Presentation Skills for Inland
Revenue (internal workshop)

This workshop and resources are
intended for all staff.

The Presentation Skills
workshop gives you an
opportunity to practice preparing
and delivering & presentation using
the 4MA7T model. The 7447 model
and quiz, and & self evalustion are
pre-requisites for this warkshap.
We also highly recommend that
you wisit the Presentation Delivery
Tips as they are linked to the
warkshop.

The resources introduce the 4M4T

madel, and also has Presentation
Delivery Tips, and PowerPaint Tips.

Related Courses

Practice presenting and
receive feedback

MZ wide: Toastmasters NZ

wiellington Club confacts:

taxing@toastrmasy/fs.org.nz

uptop@toastm g

use PowerPoint

Links to related
solutions e.g.

Toastmasters

How to use Power

Point

Inland Revenue
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¥ | questions etc

Topic outline

e PowerPoint tips

Presentation skills for Inland Revenue
If the idea of making a presentation sends you into a panic this page
This workshop and resources are intended for all staff.

wihat you will find on this page:

e Workshop details (if applicable)

an easy to use model for preparing presentations
presentation delivery tips

PowerPoint Tips

» awaorkshop practicing the model

The key to improving your presentation skills is to practice, practice, practice.

Presentation sSkills workshop

This is where you find out about, and book a space on the internally delivered, one day workshop.

The Presentation Skills Workshop gives you an opportunity to practice preparing and delivering a presentation
using the 4447 model. The #4747 model and quiz, and a self evaluation are pre-requisites for this
workshop. we also highly recommend that you visit the Presentation Delivery Tips as they are linked to the
workshop.

Course Objectives

By the end of this course you will be able to:

prepare and deliver a presentation using the 4447 model

identify good practice varbal and non-verbal techniques for presenting
describe three tactics for handling nerves

identify the steps you need to take in developing your skills post warkshop.

Is this workshop right for you?
@ Presentation Skills Workshop -Salf Evaluation

Sign-up for an available upcoming session:
Location to be confirmed, wait-listed
Yiew all sessions

& woarkshop Evaluation (for participants)

The 4MAT model - an easy to use model for preparing presentations

AMAT is not a PowerPoint or Word template! It was developed by Bernice MCarthy.

Mot just for large group situations - stand up and speak at a tearm mesting, knowledge sharing session, farewsll morning
tea...

Use 27AT to structure your presentation. Grab your audience's attention and keep them engaged by answering 4+
~ questions: why?, what?, how? and what else?




Pre-course
assessment - to give
an indication of

o

current skills level  [ew e w

Train the trainer

Firefox

and whether is

[ 75 Ftepilearni.nd. govt.nzfecurseview, photid=35

appropriate or not

pr

Trainer courses

Master Trainers

Need a course to be ru

If you are a Team leader/
Manager and you need a
course to be run, then you
should contact Learning and
Development by emailing
them at LearnIR Service.
They will contact one of the
Master Trainers and facilitate
this.

Feedback

If you want to provide
feedback on this course or
how the site is working please
send an email to LearnIR
Service

All cornments and feedback
are welcome

&3 Participants

& Turn editing on

] settinas

8 Assian roles

T Grades 2
] Outcomes

& Groups

B Backup

E Restare

B 1mport

4 Resst

| Reports

Topic outline

Train the Trainer

This Train the Trainer course (TtT) is specifically for Inland Revenue staff, using Inland Revenue exarnples and exercises to make it more
accessible and relevant,

After this course there will be individual assistance and assessment from a Master Trainer to ensure these skills are successfully mastered.
Upan successful campletion of the past-course sssessment yau will receive 3 certificats of achievement.

Please click on the link below to read the course learning objectives.

Learning Objectives from this course

Click

Who should attend this trail

&

Pre-course Assessment

¢fore booking yourself on a course, please complste the self assessment questionnaire below. It will give you an indication of your current
Is

@ Pre-course assessment quiz

What do the quiz results mean?

Completing the pre-course assessment quiz will have given you a better view into the content of the course. If you found yourself answering
“Most of the time" to most of the questions, you might like to chat to one of the Master Trainers about gaing straight to the post-course
assessment phase.

Booking yourself on a Train the Trainer course

If you're still interested in attending ame to the wait-list, There is a fee of $110.00 for

attending this course

Assess your learning

You are booked for the following Options:
Wiellington Region Kaordia Houl PM More info
style and complete |7 seorenee
cancel booking

view all sessions

the pre-course
reading

Pre-course work

How that yau've basked on a course

¢BRAL COR -
0@?- &

Determine your own learning st

work through the following sxercise that ass, NG style. You will use this information during the two day course.

[@ Assess your learning style

REPTILIAN

Pre-reading:

| bane

iffistart| @novel Groupwise - ai. | CysGaTeR

| E01P 0ct 03wz - Miras.. | @ Course: Train the Tr... |24

Microsoft Excel - Over... | [E]Micrasoft Powerpeint -
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Also access to
additional resources
Join the Community




eneric facilitators guide

tator resources - Mozi

Eile Edit Wiew History Bookmarks TIools Help

f C 00 o ™8] hetpiitearnivird.gove.nzicaurse;view. phpid—a06a 7 - IT] [ Gacale
| ™ Course: aspire facilitator resources | L4 Id eas fo r g rou p

A Guide for the aspire facilitator exerCISeS and =

Traditionally technical experts have deliversd aspire courses. nid - JCEIVIEI@S for support to improve their facilitation and
help make their aspire courses rore interactive.

These resources give you simple, easy to use sugaestions that .Tlps on energy hiore learning effective.
Recommended approach
levels

Coaching and support for

i 1. Read the faciitators guide 1o courss preparation

aspire facilitators 2. Do the suggested preparation steps HRH H
T 3. Read the Jdeas for group exercises guide and Tips for ke] ® FaCI itators g uide
appointed as the go to person for 4. Pick out S group exercises and 5 tips for energising the g

aspire facilitator support. In a low course

key way, they phone aspire 5. Download the aspire facilitator guide termpiate

facilitatars & wesk hefore their & Identify how you would chunk the aspire content, using the hes T workbook as a guide
course and the day after the B

For each chunk complete the 5 sections in the template
course to support them in making

their training more effective. They
also encourage the use of shared
resources far particular aspire
courses which can be uploaded to
the relevant aspire course pags.

Farilitatar's guide to aspire course preparation (1 page}
Ideas for aroup exercises and activities (1 pags)

Tips for keeping energy levels high in the group {1 page)
[#] aspire facilitator guide template (S pages)

T Grades

[E=] profile what the reporting manager will be expected to do to support the learners’ skills transfer

1. Have a mesting with the learner before the courss (10 mins)
2. Hawve a meeting with the learner after the course (10 mins)

Outlines the role of
the manager re: pre
and pOSt course B it R RS

: . R R R s o G N S
discussions sl S s

Post-course discussion objectives

Ideally this is a 1:1 mesting but can alsa be done as part of 5 tearn meeting should time be short. If & significant number of
the team are doing the course, a team mesting could be a time effactive way of having the discussion.

Pre-course discussion objectives

Outlines the role of
the learner re: pre
and post course

preparation and =l

1. The learner and their rmanager discuss and agree that the competency being addressed is part of
their development plan. Mote if it is part of their intended role, they need to be in this role within the next 3-& months.

why this course was important

how confident they are about applying the knowledge now and where they can apply it immmediately
when they will cormplete the final assessmant, if not already complsted

how they (jointly) will avercome the barriers ta applying the knowledage

Ewnp

Manager guides to pre and post course discussions (1 page)

wwhat the learner is expected to do before the course

Before the course

2. The learner reads the aspire workbook which the fasilitator will distribute three weeks before the course. We suggest they uss the aspire reading quide
sn that thew net the most from their readinno. Thew need to he nrenared and readw to discuss the content at the start of the course LI
oA

| Done

;;startl P Movell Groupiaise - Mai...I ] SEATAR |

Microsoft Excel - Over... |

Micrasaft PawerPaint -... | B]ITP oct 09 vz - Micras. .. |[@ Course: Aspire faci
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Training of trainers

» Current approach:

1. Presentation skills resources and course
2. Train the trainer course

3. Generic facilitation guide

4,

Co-train using subject matter experts and
experienced trainers

—— 5. Secondment opportunities

 ——

» Next steps
— 1. Building and supporting a trainer community
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Use of IT/e-learning

1. Learning Management System (LMS)

2. Examples of e-learning

Inland Revenue
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LearnIR: e-learning standards

— e
Eile Edit “iew Higtory Bookmarks Tools  Help

@ C 0w [ T[hecsearnrrd.gove.nzicourse e phprid—zzr pu b||sh|ng courses and 7 - | [2W-[ccoale
e =1 e-learning Guidelines T

7 Sep, 02:20 1 . . .
e-Learning Guidelines

Austen Sinclair

Clast 20 minutes)

LesrnIR august rmonthly Stats .
R apart from few staff without PCs all staff have now undertaken rses from LearnlR — most have taken many more. € Andres McDonouah
The use of LearnIR has grown from its launch in August 2006 " seeing courses developed entirely within Inland
26 Aug, I5:55 Revenue.
<hange in accessing yvour This comrnunity project was to produce a series of guid Zure the quality of e-learning courses, and to:
=diting rights in LearnIR R .
mors... » Provide adwice on using e-learning = AT L
= Minirnise the tirme required to determine an ith adrninistrative and systern requirernents e
1z Aug, 16:38 e . ! « all sessions
= Maintain core design valuss of e-learning
Austen Sinclair - - - .
» Standardise common navigation slemern, fovide termplates
LearnIR July Stats roore...
» Standardise assessment methods
25 Ful, 08 58 = Standardise evaluation methods dar
« Provide adwice on deploying cours, - SeresrEerz005 -

Jamie Munro
LDS Information release
mare...

Tinity review and discussion the first cornplete set of Guidelines were released an 17 March Sun Mon Tue Wed Thu Fri Sat
1 Z | o | @ |9

after a series of draft versian far co
uidelines will continue to evolve.

2008, The expectation is that thes

7 = = 10 11 1z
14 15 16 17 18 13

Training modules on how to use |z == = = == i

28 =3 =0

LearnIR - mainly for the L&D -
community poval [ v

Froup

Slder topics ...
&g LearnIR Guidelines

B scorm setinas
Go I

advanced search @ Below is the forum to use to post comments and feedback an the

& e-Learn Guidelines Forum

Administration &% Course Developrnent Guidelines

=] Profile 5

LearnIR Training

Ok, this is still in development! The plan is to have by the end of
software that powers e-Learn). These are:

=Ty Tour courses Tor Moodls (the

Moodle Admin: for those who only need to extract reports and switch iterns off & on (2.5 hours)
Moodle 101: 4 Moodle intreduction, to editing text & images, to creating Face to Face sessions (less than a day)
Moodle 201: Advanced editing, Blocks, Quizzes, Polls and Fesdback (less than a day)

Moodle 301: Handling SCORM packages, and whizzy stuff (less than a day)

To hasten the arrival of these please indicate your interest by signing up to a wait list optio

Standard evaluation form and
woodie 101 o other options plus additional
Sromup foran auatiable uproming sesmen L&D community resources

¥iew all sessions

3
Community Project: Standard Evaluation forms for use in LearnIR V

This community project is to provide a common set of valid and robust level one

ewvaluation forms for general use. Wwhile the delivery method is intended ta be through o SWEET
LearnIR these forms should be suitable and sasily adaptable for any training use. B _ﬂ
=4
The second phase is to automate the actual collection of level one evaluation form with e .
sw a

the aim of significantly reducing the administrative burden of this activity.

Inland Revenue
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Aspire: Tax technical training on-line

¥ Course: 100 Concepts of Revenue Acts - Mozilla Firefox =181 x

Fle Edit Yiew History Bookmarks Tools Help

6. - @ 20 G | hitpelearni rd.govt.nelcoursepview. phprid=323 7 - [#B-hott valey rurring ca P
Content/topic description and — B

proent | Help

) Course: 100 Concepts of Revenu... £ | Facebook | Hame = l || Ryokan As

LearnIR ] duration

laneugh (Logout)
H
LearnlR k aspire 100 Concepts of Revenue Acts

Searchable PDF of training

Topic outline

aspire materials

100 Concepts of Revenue Acts

Objective
Know the purpase and key features of the acts administersd by Inland Re,

Content
The training has seven parts:

Part 1: The Incorne Tax Act 2007
ot Part 2: Tax Adrministration Act 1994
Part 3: Student Loan Scherne Act 1992
Part 4: Goods and Services Tax Act 1985
Part 5: Child Support Act 1991
Part 6: KiwiSaver Act 2006
0 3 hours Part 7: Other Acts.

Delivery
This training is self-paced, paper-based. It can be completed individually or in a group training environment.,

Reference material Special arrangements for new staff

Mew staff will have been provided with the training booklet as part of the Working at IR Orientation programme and will complete the assessment online (see link below),

Click here to view 1
ESDIIL’S 100 course - The training is estimated to take 3 hours to cornplete,
ool
A Date of latest version

Do not print, april 2009,
save or distribute outside

of Inland Revenue. ® Trainer Evsluation ->)
This book is for reference
only. Ses pour aspire

coordinator to study in this
course anddor fo obtain &
physical copy of this baol.

Next steps:
1. Fully enrol able on line

& profie 2. Assessment on line
3. Post course evaluation on

wou ars logged in =5 Andres MiDeneugh (Legout] II ne

g

Inland Revenue
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Keeping Current Forums

Caurse Susimary

Toplc outling

Bredden Harknal Techeical Trakeing

Course provider,
target audience, cost c

and duration (for T ety ey

CPD calculations) ;

Cuaulpmaye Lt

e
TMOTE! ehaaigsr bo Bvtemytangl
Taw el b ponersd in oy 55 parate
KLF iy e}

Tag: July, Bl PAL &4 edeitad
parior, Fromioy, Grgg

Adminiration

Oailing Lisars
R

s Faars

On line enrolment -
automatically generated
attendance lists and
training history

Inland Revenue
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onal Taxation, Life inswrar and Remedial Matters ) Bill { Th v BN

L] vese of tha Texabon (Internaticnd Tacabon, Lite s encs 47d Rermodsd Heblers] a0 wich i Loty o b
enacied itz kgaladon iz md Seatembar. This pece of legsleban b the largest bacetsan bl (har tea resrie of tea Ircome Tex Ad] ovas
ivtrosbaced and wecdaien chan g 10 e sech . o8 Mg onal acyion, Iie i earancs ard 55t shed persons, 55 AE0 (SNGHIS B Tew
pasral guing acteme.

Given the s2e and inpormanos of the fianges oabiened i T bl thare will e £ KCF sessiond on the bl Thes e sesson o
balcwa] mill previde an awerssa of $10 bl snd covar tha rame in tha bl cthae San tha indarrabiarad tex changes. This asary
pregenksd By Crmma Gigo s Faber Drad oy .

s | All related resources -

e S - | websites, wikis, bulletins,

ol vmnms presentation slides and
videos (as applicable)

=1 il 2dcian sosis

Awvallat FesolErTEy

Where 1o pet more informabtan sboul the sem 117

1. Ae thes webeing for rare Gtk bt thedr Sirsbagp B Oiden

&. Accace and ¢ sarch SeTIE

3. Browies or confribuie fa $he ma
4. 5w meare discucnch sacuk Legieisban
i lindes nined wlcasts froms the sessiorn
Cliok her e st thes Fresenterns s
Click: hears b g8 tha Vidka
o

.n!m e

=] gl adkan actret =l

£ 7 (=]
Enrelengiing

o
Pleave discuns the appropristeness of yowr attendance with vour marsager/Cinzen laadses FIRST ol Ui i e
suitable, onroll below: ¥

Sgnowp far e aveilable uptoming scesion:

gunn, 20 Cotobar 0§ =brigshruch, i Oy
M 12:00 PN LE-03 &M - 1Z:L0
wWelingian, F3 Qdolier 21050

LOAD AM - 12:00 PN

W s Bl geaang

=R es

Next steps:

Time flag/profiling to
promote certain legislation
changes once they apply

rather than just as

enactment



Social policy training on line

I )] ‘ http: flearnir.ird. govt nzffile.phpd 191 imoddatajscormi21 3(AST 1KiwiSaver_vO1.html

@ Inland Revenue Wi _ ‘ Audit
Te Tari Taake Pous he Orarga assessment

KiwiSaver - respond to individual enquiries

KiwiSaver n
respond to individual enquiries
Introduction Assessment

What is the enquiry type? Choose your answer:

_| Contributions Holiday | Mo, the minimum contribution is 4%. However if your Employer

S | Refund agrees to make a conlrbution to top up your savings on your
m o behalf, you can have less deducted from your pay as long as the
| Contributions tolal contribution Trem you beth is equal lo 4% of your gross
_| Mortgage diversion salaryiwages.

Scenario: Customer calls I Opting o

| Financial Hardship | Yes. You can make your contribution 2% and top it up with ad-hoc payments.

w it h q ue I‘y .[| | g;:;n;:iuns Holiday

1. Select the type of

query
2. Select the correct

Check Answer

response
(FLASH)

Search the Knowledge

Base - live link to help

learner get the answer

correct and get familiar
with using the Knowledge
Base

Inland Revenue
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IR Induction on line

LearnIiE » IR Orientation Heturn bo my normal role I

LearmIR | Learming & Dewvelopment | Help 1

LearnIR

1 a :-:-_ la gged in as

Austen Sinclair: Staff member (Return to my normal role)

Topic outline Outline of the IR Induction

programme for all staff: —
This induction programme provides you with a wide wiew across Inland Revenue eaCh IS a Ilve Ilne to more ke,
The programme is built to fit in with your local induction to your new job and ne detall Of What needs to be

on yvour first day with your Manager or Buddy, two one-day workshops, and a s« I d
quickly see a summary of your progress below and access any of these items b Comp ete

working at IR Orientation

My Progress ...

@ > - >
E - Visual indicator of

progress: completed, in
progress and not yet

started
Kev, =y = completed, Bl = in progress, = Mot yet started
Mote: there is 3 delz)y of 3 few minwtes from comoleting an e 2o @ being wisible here, Bress refresh (or F5) o upoats, =
4| | 3|
| Done | & l? lﬁ @ 5

Inl
Te Tari Taake
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Videos for technical content

PRI |

|'m|hnp:me ird. govt.nzfflle.php/85: . Ims.html *

Care and Management

Subsection 6A(3) - (cont'd) @

» CIR must have regard to Video I‘eC_Ording_ .
synchronised with slides

- the resources available,

_ - the importance of promoting compliance, espe (Articulate) -
futline voluntary compliance, and
- the compliance costs incurred by taxpayers. e allows for self-paced
Care and Management: 55 6A(2) » “Within the law” means - study
Ej;‘:j;‘;lefifm e - CIR cannot charge more tax than is imposed by e distribution of key
Subsection EA(3) cont'd other provisions in the Inland Revenue Acts content/spea kers
pail - CIR cannot alter obligations or entitlements in a id
Relationship: ss G(1), 6A(2) and BAC) manner not permitted by some other provision messages_ across a wide
Setements and Agreements - CIR must comply with requirements for the valid geographical area
e exercise of powers and discretions in the Acts. ° consistency of message
e cheap and quick to
produce
TeTari Taake
— "
0 L
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Webinars/Video Conference

» “"Knowledge Cafe” technical knowledge
sharing sessions via Video conference

> “"WebEx"” webinar software for remote
office training e.g. CCH database
training

= > > Next steps:

Expect greater usage of this sort of
technology in the future

Inland Revenue
Te Tari Taake



Business challenges (part 1)

1. Business attitude towards training

2. Lack of user friendly information

Inland Revenue
Te Tari Taake



Directional information & Resources:
Management 101

outline

Internal controls 101 for managers and team leaders

Organisations don't like surprises and IR is no exception. Internal controls are a series of checks and
balances that the business unit has identified to manage the assessed risks, The business monitors these
on a regular basis so the chance of surprises is reduced. Periodically Internal Contrals carry out an internal
audit to ensure that these checks and balances are being completed on a regular basis. This pravides

assurance to the business,
There are 5 components to the IR Internal Control Framework:
leadership and culture - leaders need to lead by example

control activities - which are included in business processes

goals and ohjectives - ensuring we can deliver what is expected of us

information and communication - the right information, for the right people, at the right time, to

make the right decision
monitoring and improvement - team leaders an
what is not warking.

The boaklet below is a 16 page document which gives you
is worth reading.

Aand at the bottomn of this page are two scenarios for you to
with your manager,

¥ Internal control framework booklet (38KE, 16 pages)

ﬁf_ Internal controls glossary

What you need to know about internal controls in your first month

Become familiar with the National Control Framework for your business unit, There are links to some frameworks below|
Framework is not listed there, tallk to yvour reporting manager about where yvou might find it. PAD and

Framework
Glossary

more informal business management checks. If you want to look at other business units' control frameworfsy

personal!

What you need to
know in your first
month and regularly

Things you need to know about internal controls that happen on a regular basis

* BMCs are completed reqularly - either monthly, quarterly or six monthly

+ Management checks are cornpleted quarterly or six monthly

« Tearn leaders and managers get the opportunity to give feedback on whether the BMCs are working. In other words, are we measuring the thing

the right assurance?

Apply your knowledge

Below are two scenarios for you to apply your knowle|
discussed therm with vour manager.

Internal controls scenarios

Test your knowledge

jour answers until you have

Inland Revenue
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Next steps:
Better and more
consistent access

to searchable,

easy to find on
line resources for
all tax areas



Business challenges (part 2)

3. Financial pressure

4. Maturity of L&D community

Inland Revenue
Te Tari Taake
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