
Workplace Learning and Assessment (WLA) 
Web-based System Training for Teachers
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Intended Learning Outcomes

At the end of this webinar, participants will be able to:

• identify the core functions of the WLA Web-based System; and

• perform basic tasks on the system with a teacher role, such as 
enrolling students, grouping students, creating unit standard, etc.
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To utilize student practical skills 
and professional knowledge 

through learning practice

Introduction

• WLA was introduced in AY2018/19 to raise training quality and 
strengthen collaboration among industries

Students

School

Industry

enhance trainees' capabilities and readiness 
for transition from school to work

assess trainees' competencies in an 
authentic workplace to ensure their 

performance meet with industry requirements
provide authentic structured opportunities for 

learning and assessment



4

Facilitate communication 
and resources sharing

Assess and keep track of 
students' training progress

Teachers / Verifier / Assessor Students

WLA Web-based System

• Web-based e-learning platform for WLA activities



Teacher Employer
(HR / Manager)

Student Verifier
(Senior Colleague)

Assessor
(Supervisor)

To create course, 
unit standard 

and enroll all parties

Assign and manage 
groupings

Submit 
assessments

1st level approval
– verify student 

assignments

2nd level approval
– assess student 

assignments

Teachers usually take 
the role to assign groups too

WLA Roles & Responsibilities
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- Create WLA Course Template
- Support WLA teacher
- System feedback collection

WLA 
Coordinator

WLA 
Teacher

- Use WLA template course
- Enroll / Group students & employers
- Support students & employers

Provide WLA 
templates & support

Provide feedback

WLA Coordinator vs WLA Teacher
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WLA Web-based System Training Series



WLA Coordinator WLA Teacher

Create Course Create Course

Course Content – Feedback Course Setup – Backup & Restore

Course Content – Checklist Course Setup – Enrollment

Course Content – Add Tasks Course Setup – Update Unit Standard

Course Content – Upload Course Material Course Setup – Group Overview

Course Content – Unit Standard Course Setup – Self-Checking Helper

Backup Types of Report

Types of Report Revert Status

Batch Download Batch Download

WLA Web-based System Training Overview
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Training Content for Teachers

1. Create Course

2. Course Setup – Backup & Restore

3. Update Course Settings

4. Course Setup – Enrollment

5. Course Setup – Update Unit Standard

6. Group Overview – Employer Roles

7. Check Feedback + Checklist Setting

8. Student + Role of Assessor

9. Self-Checking Helper

10. Revert Status

11. Types of Report

12. Batch Download

13. Intro to Training Environment

14. Evaluation

15. Q&A

Training Flow



Course 
ABC

Unit 
Standard A

Tasks 1

Feedback 
1a

Checklist 
1b

Tasks 2

Feedback 
2a

Feedback 
2b

Checklist 
2c

Unit 
Standard B

Tasks 3...

WLA Course
Course Structure

WLA Unit Standard

WLA Course Structure

• A complete course must have the following components:
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Common WLA Terms – Unit Standard

• Unit standards are assessment tools
that describe the minimum standard
a person is expected to achieve to 
meet a stated outcome

• Unit standards specify:

 the competency requirements 
of particular tasks and functions

 the expected outcomes for 
workplace learning in respective 
industries

 the requirements and conditions 
of the workplace assessment

Sample Unit Standard

Source: QEAO (Guidelines on Developing Unit Standards for Workplace Learning and Assessment)
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Common WLA Terms – Checklist

• The checklist module allows a teacher to create a checklist / 
to-do list / task list for the employers to work through
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Common WLA Terms – Feedback

• The feedback activity enables a teacher to create a custom survey for 
collecting feedback from students using a variety of question types

• It allows students to write their feedback and upload different types of files



Training Environment

• Enter https://wla-trn.vtc.edu.hk/ to familiarize yourself with the WLA environment
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https://wla-trn.vtc.edu.hk/


Training Environment - Dashboard
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Create course video 
can be found here

Create Course

• Creating a new course module on WLA

16

• Please confirm with your Programme/Module's 
WLA Coordinator about which option to choose

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/ETNDIxvyNjNMpt8Qa0RV_LMBSiDScYZqWokIFCyOdStg6g
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Quick Tips
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Training Course

• Workplace Learning & Assessment User Guide
https://moodle-nay.vtc.edu.hk/course/view.php?id=2545

https://moodle-nay.vtc.edu.hk/course/view.php?id=2545
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Training Course

• Workplace Learning & Assessment User Guide
https://moodle-nay.vtc.edu.hk/course/view.php?id=2545

https://moodle-nay.vtc.edu.hk/course/view.php?id=2545
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Retrieve Sample Course Template from 
WLA Teacher Training Course
• Retrieve course template to restore into newly create WLA course
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Restore video can
be found here

Restore Course

• When you need to have pre-existing course content into a newly 
created course 

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/EeDRD949idpMiDMBlQhachABCZTXuPmDHcGCS6yrIExuuw
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Update Course Setting

• Course related settings (start / end date) need to be updated to allow different 
roles to enter course to submit / verify / assess
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CSV enrol Multiple enrol

CSV enrolment video 
can be found here

Multiple enrolment 
video can be found here

Enroll Users & Assign Roles

• To ensure that users can access the course
• Assign roles so they can perform designated actions

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/EQhBIjqXAXJAozZ-zSN3xegBAgvVMcOgcP3couySOwBk3w
https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/ERFVYkhgWzlMtVbWBG6Br5IBHOEzN_fxAk2hO0Sxy9_9Mw
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Individual 
enrolment

Individual enrolment 
video can be found here

Enroll Users & Assign Roles

• There are three methods to assign roles to courses

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/ESdSWvF22r1NmHxgKItuHiQBJXK2BO05gFMZBketegMmJA
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Update Unit Standard Deadlines

• Update deadlines so student / employers can complete assessments
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Manage groupings video 
can be found here

Course Groupings with Employer Role

• Manage course grouping + assign unit standard so assessment can be sent 
to different roles

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/EaTykkZLxnNKv4IU9OVev4QBk-j0KaVree02NsUbbjOBhQ
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Check Feedback + Checklist Setting

• Ensure correct feedback and checklist workflow setting so activities 
are completed by the correct role
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Self-Checking Helper video 

can be found here

Self-Checking Helper

• One page to find out course situation

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/ETiQMEhkDVhGr-Epi4ljEcIBsNY_W7Qbyi6kqUcsq-LGYA


WLA Implementation Flow

Student

Submit assessments 
found under Workplace 

dashboard

Verifier

Verify student 
assessments

Assessor

Assess student 
assessments
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How students submit assessments via 
Workplace Dashboard?
• Students can access assessments via Workplace dashboard 
• This is what they will see

Students – Submit WLA 
tasks video can be found here

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/EdWM5YaKTwpIqLPH-vNeTXoB09qFUWj0ExaCthv8fmTyCQ
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Verifier – Approve + Reject 
Tasks video can be found here

Verify Assessments with Verifier Role

• This is the first line of approval
• Verifier need to verify that students have submitted all required evidence

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/EcZuSgts_DxLvP3ATlDO900Bm-LdOnNGorNLSHP2Zri29g
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Assessor – Approve + Reject 
Tasks video can be found here

Approving Assessments with Assessor Role

• This is the final line of approval
• Assessor need to assess student assessments have been completed as per 

checklist requirement

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/EeS-sVia2lJGrLa6f_ZBWMUBdeQ1YXTpko7QXBlYV_yXQA
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Revert Status video 
can be found here

Revert Status

• For student resubmission; Assessors to re-approve: 

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/EY_II0ZObMpFjaldNNhFEnUBvKNwj01n8DoSfJ-p_PmRhQ
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Reports video can
be found here

Report & Overview

• Summary of all enrolled student's assessment progress
• This will assist you to follow up when needed

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/EVs4RkSTg7FItXSdhYIIAmIBvDW3ajamt-jm_jTHN7ZVdg
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Batch Download

• Download assessments by student or by unit standard

Batch Download video 
can be found here

https://vtcstaff.sharepoint.com/:v:/s/WLASystem-OperationGroup-SystemAdministration/ERvECAQ_sKpOrHE8PUkCjx4Brw47g2uxTilFlNE-wqI2Yg


Important Notes

1. Teachers are suggested to export and save WLA records for future accreditation.

2. Teachers are not advised to remove course content, course enrollment, grouping and any 
record even if WLA courses have been completed. It will impact the reporting for payment.

3. If there are too many old courses in the system, teachers can unenroll his / her own account 
from the course. Before that, make sure to download accreditation documents and mark the 
course URL for self-recording.

4. Do not edit WLA course content and structure when the any WLA submission was made by 
student. Otherwise, records would be corrupted.

5. For any system issue reported by student or employers, teachers should provide information 
like URL, screencap & user account, then report to itsd-helpdesk@vtc.edu.hk.
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mailto:itsd-helpdesk@vtc.edu.hk
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Quick Tips
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Training Course

• Workplace Learning & Assessment User Guide
https://moodle-nay.vtc.edu.hk/course/view.php?id=2545

https://moodle-nay.vtc.edu.hk/course/view.php?id=2545
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Request Training Data

• Request training data to use for enrolment in training environment



• You may request your own training 
data to enter training environment 
[Link available in 'Training Course']

• Under 1.3 Disciplines Testing Data for training environment, 
you can filter by your CNA to find your training data

• Training data will include:
 Students
 Employer
 Verifier
 Assessor

• You may enter https://wla-trn.vtc.edu.hk
to go through WLA process

Training Environment
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https://wla-trn.vtc.edu.hk


Training Environment

• Enter https://wla-trn.vtc.edu.hk/ to familiarize yourself with the WLA environment
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https://wla-trn.vtc.edu.hk/


Q&A
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For admin enquiries, 
please contact HQIP at:

For technical enquiries, 
please contact ITSD at:

For learning and teaching 
enquiries, please contact CLT at:

Ms. Brenda Tsui Ms. Claudia Chan Mr. Avery Chan
Tel: 3907 6823 Tel: 3974 3681 Tel: 2836 1969

Email: brendatsui@vtc.edu.hk Email: chdr_ba_1@vtc.edu.hk Email: averychan@vtc.edu.hk

Enquiry
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mailto:brendatsui@vtc.edu.hk
mailto:chdr_ba_1@vtc.edu.hk
mailto:averychan@vtc.edu.hk


Thank you
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