Bushfire Planning: How to support your clients CFA

A step-by-step guide to assist with completing the online module — August 2024

Part 1 — Creating a User Account (if you don’t have an account already)

Wamings & Rostrictions  Plan & Proparo  Voluntoors & Caroors  Nows & Modla  Schools  About Us

Go to:
www.cfa.vic.gov.au/workers

E-learning

Plan & Prepare
HOME / PLAN & PREPARE / YOUR LOCAL AREA - INFO AND ADVICE / E LEARNING

e Select ‘Bushfire Planning: How
s s to support your clients’

Choose an e-learning module to complete for home fire safety or bushfire.

Home Fire Safety

An online learning module is available to improve home fire safety for people who are at
higher risk from fire.

@ Prevent Detect Escape — Home Fire Safety for people at higher risk .
Bushfire
A range of online learning modules are available for people who work. travel or care for people in high bushfire areas.

These modules are designed to operate through the Google Chrome browser on a laptop or PC. They are not designed for
tablets or smartphones.
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-&- Bushfire Safety for Workers
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Bushfire Planning: How to support your clients

Bushfire Planning: You and the person you care for
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Bushfire Planning - How to Support your Clients: Step by step guide
on completing the module ScrO” dOWn the page

A step by step guide to assist with completing the online module

Bushfire Planning - How to Support your Clients: Step by step guide on completing Select ’Let's Begin (Com mun Ity)’

the module (DOCX 1.7MB)

Bushfire Planning - How to Support your Clients: Step by step guide on completing
the module (PDF 921.7KB)

Participants can access a certificate at the end of the session to verify their completion. The learning module is not formally
accredited or competency based, it is an awareness session only.

CFA can also deliver this session at your workplace as a group-based session. You can contact your local CFA office to
organise either an online or face-to-face session.

CFA has developed the following learning modules. These Modules are designed to operate through the Google Chrome
Browser on a laptop or PC. They are not designed for tablets or smartphones.

Please make the time to complete this session; it could save lives.
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LET'S BEGIN (COMMUNITY)

LET'S BEGIN (CFA MEMBERS)

Select “You can register here’

jon CFA Member Login

Login

Login
Password

0 stayloggedin (Security information)

You can register here.
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CFA

Non CFA Member Login

Sign up

Please provide the following information to sign up. Fields marked with an asterisk (*) are mandatory.

Fill out all the details on the
‘Sign up’ page and record your
password for future login

Your reason for access is most

I accept the Terms of Use *

Given name *
likely to be ‘As part of my work’
Surname *
g Select your organisation from
the drop-down ‘Organisation’
Password list if it is there. If not there, add
Q . . . .
it in the ‘Other organisation’
Repeat password
= box
Tinportant note: Click the ‘I accept the Terms of
After selecting 'create account' please check your email Use’ bOX
account for the activation email and click on the link before
trying tq login to your new“a‘ccountA .Plegse note‘:Ayou n:\ust. )
334/1000 Click the ‘Sign up’ box

You will receive TWO emails

One email informs you that
‘Your CFA Learning Hub Access

has just been created!’ (no need
to click links in this email)

A second email is for ‘Activating
your login information’ (this is
the email you’ll need)

Check your Junk Mail folder if the
emails don’t arrive in your Inbox

Subject: Activating your login information inbox = B8 &2
learning-hub-questions@cfa.vic.gov.au 123PM (1 minute ago) 34
tome =

Dear Jane Smith

Neuriogin information still needs to be activated. Please click on the following link or copy the link into the address field-ef.your browser:
http:/Mlearninghub.cfa.vic.gov.au/pages/accountactivation jsf?activation Token=6b1c4202e5d2a69¢77781c8b857bae3d

after successful activation, you will b& abie 10 107 T 10 T SySIETTUSIg your 1ogin information

Best regards.
Your System Team

Open the ‘Activating your login
information’ email

Click on the link to activate your
account

Contact:
learning-hub-questions@cfa.vic.gov.au
if you are having any problems
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User account activated

Click on the red ‘Log in’ box to
access your new account

Login
Login
Password

O  stayloggedin (Security information)

You can register here.

Enter your ‘Login’ details (your
email address used during
account setup)

Enter your ‘Password’ (which
you created during account

setup)

Click ‘Login’

B

Accept privacy policy

Data privacy statement

Plesse accept the privacy policy to procsed

CFA Training oo collecting this pose of providing you with g courses idad will e used for train statistica]
data
This i a ity Capa t i s to assist the community in
understanding their c: ise of any future events in relation to bushiire, odvertis ges to

ney 2lso be stored in the Customer Reletionship Mznagement Systers, and wil anly be accessed by

ssed by CFA Community Capability Team, CFA Media team, CFA Business Intelligence

CFA Training and may be acce:

The data pr il
team and the Manager - Incident Management Systems.

dal. CFA'S collection, use and disclosure i vemed by th fthe

inthe Leaming Hub
Priveicy & Deta Protection Act 2014

t

Click the checkbox ‘Il agree to
the editing of data according to
the explanation given above’

Click the red ‘Accept privacy
policy’ box

This will take you into Learning
Hub
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Part 2 — Accessing the Bushfire Planning: How to support your clients module

Catalogue

j Bushfire Pranning: How to support your clients

You are now in Learning Hub
(learninghub.cfa.vic.gov.au)

Don’t click on the red ‘Enrol’ box on
the screen that comes up. Instead,
we’ll bring up all the modules
available to you to select from, so
you know where to find them

Click on the ‘Catalogues’ menu
item in the upper left menu
area

Click on the ‘External member
catalogue’ menu item that
drops down

You will now be able to see the
online modules that are
available for you to complete

Click on the ‘Bushfire Planning:
How to support your clients’
box to get started

« Catalog

Bushfire Planning: How to support your clients

1 Digtal Leaming

Health Sector workers with bushfire planning information and skills to support the

———
Enrol

The outcome of pach
their clients about bushlice planning.

Content ‘Show awareness of how to find the answers to questions about bushfire safety

‘Show awareness of where to find the resources available to assist their clients to develop a bushfire survival plan

Recognise when, how and where to refer & client

Understand how to support clients to prepare a b

Click on the red ‘Enrol’ box to
enrol for the module

Course enrolment

You are enrolling in the course Bushfire Planning: How to support your clients. Proceed with the booking and begin your course noi!

= mm

Click on the second red ‘Enrol’
box to comes up on the screen
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CFA

+ Catalog
Bushfire Planning: How to support your clients
€ Digital Learning - n progress

o BUSHFIRE PLANNING

Description  Syllabus

Syllabus

Bushfire Planning: How to sup- E-learning evaluation
port your clients

You can now start the module
by clicking on the title ‘Bushfire
Planning: How to support your
clients’ or the ‘right-pointing’
arrow

Once the module is completed
it will turn green

If you exit and return and return
you can resume where you left
off by clicking on the module or
the yellow circle ‘In progress’
icon ’

Part 3 — Accessing a Certificate of Completion

Home Catalogues @elp v

My Learning

ol Learning status

My Bookshelf Current  Pending enrolments
i re—

Training Calendar

Search term

Once you have completed a
module you can download a
Certificate of Completion

You can either download the
certificate straight away or do it
later

Download the certificate by
clicking on ‘Learn’ then ‘My
Learning’ at the top of the
Learning Hub page menu

Learning status

cumet peedigeomess  Cavplaed  Cancelal Al

. Bushfire Safety for Workers
& Finished on 28 Mar 20211741

BUSHFIRE SAF=
FORWORKE|L| [T v

Click on the ‘Completed’ menu
item in the ‘Learning Status’
menu to bring up a list of your
completed modules

In this case ‘Bushfire Safety for
Workers’ is shown. If you have

completed other modules they
will also be on the list and the

process is the same

Click on the small ‘certificate’
icon on the right of the screen.
Your certificate of completion
will download to your computer
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Part 4 — Returning to Learning Hub ... and logging back in

To return to Leaning Hub on
your computer go to:

learninghub.cfa.vic.gov.au

CFA Member Login Non CFA Member Login

Welcome to the CFA Learning Hub

The CFA Learning Hub (LMS) provides the ability to review your own training records completed and/or managed by

Questions / Contact

If you have any difficulties accessing the Learning Hub or have questions about how to use the system, please email

Click on ‘Non CFA Member
Login’ in the menu

Non CFA Member Login

NoTE: Far

Enter yourfogin datalls  they neve been provided or I you have registered for an account.

Enter your ‘Login’ details (your
email address used during
account setup)

Enter your ‘Password’ (which
you created during account
setup)

Click the red ‘Login’ box

This will take you to your
personal Learning Hub page
where you can review learning,
continue modules, start new
modules etc
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Part 5 - Frequently Asked Questions

1. What if the module is not working properly on my computer?

Most likely it is a problem with your internet browser. Make sure you are using a recent version of
either Chrome or Firefox as Internet Explorer may not run the module properly.

2. Can | do the module on my phone?

This online module is designed to operate from a computer or laptop and may not work effectively
from your phone. It will also make it hard to see some of the text on a small phone screen.

3. Can | do the module again?

Once completed you can still go back and do the module again. In fact, CFA recommends you do a
refresher every year. However, once you have completed it, it will list your record as completed.

4. Who do | contact with any feedback?

You can contact communityprograms@cfa.vic.gov.au to email us any feedback or questions you
have.
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