
Thank you for your enrolment in one of TTA’s quality Professional Development courses. 
Please take the time to review the information in this document, even if you have 
attended several TTA courses in the past. Also, we ask you to please save 
admin@tta.edu.au in your email contacts list to prevent important emails from being 
diverted to junk or spam, as our emails may contain links or attachments many school 
email clients will filter as suspicious.

This document contains important information if you are attending:
A face to face course OR an online course

Your Face to Face Course
Once logged in your name will appear in the top right, clicking on your name a drop 
down menu will appear, select ‘My Enrolments’ or ‘My Details’.

Go to ‘My Details’ and at the bottom of the page you can update your profile infor-
mation or change your password. 

Go to ‘My Enrolments’ and your enrolments will be listed, each with a ‘See More’ 
button. This list will display many of the details for the course. In the week before your 
course you will be sent and email reminder with a link to check your enrolment details. 
Use this link to log in and view the course , be sure to check the following:
 - Venue Location
 - Start and Finish Times
 - What to bring

On the day:
 - Arrive timely and allow for unexpected delays (traffic)
 - Sign-in on the provided sheet
 - Remember to collect your certificate

If you are making special travel arrangements to attend your course, please log into 
the TTA website to check the status and details of your TTA event before attending.  

 



Cancelled and rescheduled courses
In the event that a course is cancelled or rescheduled, TTA will notify the school and 
participant as soon as possible via email. TTA will not accept any responsibility for 
losses incurred by the school or participant or any other party brough about by 
changes to any course. 
If you wish to cancel your enrolment, cancellation advice must be received by 
writing 7 days prior to course date. If the nominated person is unable to attend on 
the dat a replacement may be in their place.

Your Online Course
In an Online course you will join other participants from around Australia through 
forums, with the Presenter guiding you through email and forum correspondence. 
You will engage with a course that has been designed in a number of modules to 
be completed at a pace that suits your schedule over the duration of the course. 

As an online course, you access it only through the online learning environment (links 
are provided through email). 

You are not required to take time off; you can do this course in the time you set 
aside for it:
Short Online - 2 weeks in duration
Online Individual -  4-12 weeks in duration
Online Whole School - 6 months in duration 

Take note of the commencement date, that is when the presenter will send you a 
login, password, and link to the learning environment . We ask you to login as soon 
as possible to familiarise yourself with the online learning environment, and to ensure 
your login is correct and active. If you have any issues logging in, please email your 
course presenter or the administration staff (admin@tta.edu.au) immediately, so this 
may be rectified.

The entire course is done online, there will be no need to set aside time for a 
face-to-face class or ‘Webinar’. This is particularly true for the start date (‘DAY 1’ on 
the TTA website) of the course (the second advertised date being the END date 
viewable (‘DAY 2’ on the TTA website) in the 'My Enrolments' tab). Do not take time 
off on the start date of the course, usually the first three days of the course are a 
housekeeping period. This is a time to make sure your login works, and have a first 
look at the course set-up so you know how to best set your time. If you wish to take a 
day off school to complete the course please let the presenter know so that they 
might make themselves available.



Completing your Course
We advise you take the time to complete the course week-to-week (up to 2 hours a 
week total) to complete the course within the time the course is open. 
The courses are generally broken up into ‘Modules’, meaning new information and 
tasks are designed to segment the learning, and allow you time to complete each 
module before advancing on. If you are having trouble completing the course do 
contact administration, or your presenter.
Once you have completed the course you will be asked to fill in feedback on the 
course, you can remain anonymous. Feedback on courses forms a central part of 
the evaluation process of our courses; feedback is available to view online so other 
teachers can make an informed decision on the suitability of the courses to their 
needs. Once your feedback has been received you will be sent an electronic certifi-
cate.

Validating your participation in PD courses

Each state has a different reporting method for PD courses with TTA, where reporting 
is possible. If you have questions about having your participation recorded with your 
state's Teaching Accreditation body, do contact us.
In each case, do ensure you collect and retain your certificate, or ensure your enrol-
ment appears in your enrolment history within your user profile on the TTA website.

 


