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KNOWLEDGE & EXPERIENCE

who are we? 
Team Publications was established as a publishing company specialising in adult learning in 1994.
Initially Melbourne based, Team Publications relocated to the Gold Coast in Queensland in 1998. Our
organisation consists of an experienced group of proven authors with an additional team of production
people consisting of graphic designers, desk top publishers, editors and other production specialists. This
ensures that all of our material is developed to very high standards of design and is attractive in its overall
appeal.

what is our experience?
We have a core team of five authors with extensive adult learning, professional training or management
consulting experience. In addition, we have a further eight authors/subject matter experts who have
specialist skills or background in particular topic areas (such as sales and marketing, customer service,
performance management, finance, occupational health and safety etc). 

Over the years, we have worked with a large range of clients (small, medium and large) and with many
different industries. This includes Airlines, Banking, Energy, FMCG, Government, Insurance,
Manufacturing, Mining, Retail, Telecommunications and Transportation. 

who do we work with?
Team Publications has sold its generic products to several thousand organisations throughout the world
over the years. With customised or tailored training material, we have now worked closely with a wide
variety of different types of enterprise to create instructional design solutions. In Australia, the following
represents some of the larger clients in recent times.

• ACI Glass Packaging
• Arnotts Biscuits
• BP
• Caltex
• Campbell’s Soups
• Coles Myer
• Department of

Industrial Relations 
& Training

• Dow Corning
• Dyno Nobel
• Exxon/Mobil
• Ford Motor Company
• General Motors Holden

• Hatch Engineering
• Honda
• Midas
• National Australia 

Bank
• Qantas
• Smith’s Snackfoods
• St John Ambulance
• Suncorp-Metway
• Telstra
• United Energy
• WAPET
• WMC

Making the complex simple



OFF-THE-SHELF PRODUCT EXPERIENCE

what do we do?
Team Publications is a specialist organisation focusing on the development of best practice short-course
training materials for a wide variety of enterprises. Our training and development work takes two main
forms:

• Generic course packages and materials
• Customised or tailored training and learning solutions

generic course material 
With a strong instructional design team of generalists and subject matter experts, Team Publications have
produced almost 100 short course packages over the last few years. Subjects covered include Leadership,
Teamwork, Communication, Sales, Finance, Quality, Customer Service, Safety and many other
categories. These packages are built around our unique and proprietary One Page Coach® storyboard
based system, which contains a comprehensive set of materials, both for the learning facilitator and the
learning participant.

In addition to One Page Coach® short course packages, Team Publications has also produced a wide
range of other general learning materials. This includes:

• Participant workbooks/manuals • Activity packs
• Books/booklets • Diagnostic assessments/profiles
• Checklists and leaflets • Learning videos
• Learning CD’s • Games and simulations
• Learning software • Posters/wall charts
• Training procedures • Work instructions

Once again, the above resources have been written for many different industries and have been applied
in a wide variety of organisations around the world. This has helped to build the experience of our author
team considerably over the years, allowing them to ‘hit the ground running’ with new clients and new
projects in most situations.

Making the complex simple

Team Publications designs learning
materials for managers or facilitators
and participants. This material is
always clear, concise, easy to navigate
and comprehensive.

Creativity 

and Innovation

© Team Publications



CUSTOMISATION EXPERIENCE

tailored learning solutions
Not every training or learning need can be met by an ‘off-the-shelf’ solution. As much as 40-50% of our
author’s time is spent in helping to create customised materials for our clients. This includes a range of
projects producing paper based materials (such as facilitator guides, a variety of participant workbooks,
storyboards, information booklets/pamphlets etc) or electronic output products (such as specific software,
CD’s or even web based applications). 

Topic areas in which tailored solutions have been created have been many and various. The following
represents a few of the most recent ones:

• Understanding the appraisal process
• Getting the most out of the performance

management system
• Using the career development system

successfully
• Achieving outstanding customer service
• Outsourcing and competitive tendering
• Business excellence
• Increasing profitability
• Understanding root cause analysis
• Creating a continuous improvement culture
• Working safely with VDU’s

the instructional design process
Instructional design is a process for systematically creating learning solutions or experiences that bring
about positive change in the performance of an individual, a team or an entire organisation. This means
that any material that is written must always:

• Be based on a thorough and comprehensive needs analysis
• Clearly identify the ultimate goals of the learning experience to be created
• Meet learning stakeholder needs (individually and collectively)
• Utilise the best learning approach, methodology and delivery method possible

To meet the above needs, Team Publications makes sure that the whole learning strategy factors in
stakeholder needs before, during and after the training or coaching ‘event’. This process is illustrated in
more detail in the storyboard on the back page of this brochure. This clearly indicates how we approach
the instructional design process from end to end. 

Making the complex simple

■ Why do I need to know if a

substance is hazardous?

Different hazardous substances have different

health effects and safe use requirements. For

these reasons, it is important that you know

whether a substance you are working with is

hazardous.

■ What can I expect my employer 

to do?
• Refuse delivery of a substance until such

time as the container is labelled.

• Make sure the MSDS is current.

• Place a copy of each MSDS in the register

immediately it is received.

• Make sure you have access to an MSDS if

you may be exposed to the hazardous

substances at your workplace.

• Make sure a label is fixed to the container

of all hazardous substances used at your

workplace.

• Undertake a risk assessment of all

hazardous substances that are now being

used at 

your workplace.

Consult with employees

Your employer should consult you on issues 

such as:

• assessing the risk from the use of a

hazardous substance

• when a hazardous substance is being

introduced to your workplace

• any changes to the way the work will be

done
• when new information on a hazardous

substance is obtained

• your training needs when working with a

hazardous substance.

Provide training

Training ensures you have the skills needed 

to use a hazardous substance without risk to

health and safety. Your employer must

provide all employees who use hazardous

substances with induction and ongoing

training.

■ What must I do?

When working with a hazardous substance

you must:

• use personal protective equipment in the

manner you have been trained, where

provided by your employer

• follow instructions given to ensure health

and safety

• don’t wilfully misuse anything provided by

your employer to ensure health and safety.

Chemical Hazard Assessment 

and Risk Management

User’s Guide to

Material Safety Data
Sheets

The Impact of

Chemicals on the Body

Hazardous Substances

Assessing the Risk

Hazardous Substances

Register and Risk

Assessment

Guide for Storage

Chemical and Dangerous Goods Symbols
UN NAME OF EMERGENCY

NO. DANGEROUS GOODS CODE

1005 Ammonia
2PE

1005 Aqueous Ammonia 2P

1114 Benzene
3WE

2187 Carbon Dioxide 2XE

2600 Carbon Monoxide 2SE

1017 Chlorine
2XE

1199
Fintural

2W

1966 Hydrogen
2WE

1789 Hydrochloric Acid 2R

1223 Kerosene
3Y

1977 Liquid Nitrogen 2RE

1075
LP Gas

2WE

1193 Methyl Ethyl Ketone 2YE

2491 (Mono) Ethanol Amine 2R

1203
Petrol

3YE

1270 Petroleum Fuel 3YE

1671
Phenol

2X

1824 Sodium Hydroxide 2R

1830 Sulphuric Acid 2P

1649 Tetraethyl Lead 2XE

1294 Totuene
3YE

1 EXPLOSIVES

(Gelignite Dynamite)

2.1 FLAMMABLE GASES

(LP Gas)

2.2 NON-FLAMMABLE

NON-TOXIC GASES

2.3 POISON GASES

(Chlorine)

3 FLAMMABLE LIQUIDS

(Petrol)

4.1 FLAMMABLE SOLIDS

(Nitrocellulose)

4.2 SPONTANEOUSLY 

COMBUSTIBLE SUBSTANCE 

(White Phosphorous)

4.3 DANGEROUS 

WHEN WET

(Calcium Carbide)

5.1 OXIDISING SUBSTANCES

(Nitrates)

5.2 ORGANIC PEROXIDES

(M.E.K.P.)

6.1(a) POISONOUS

SUBSTANCES

(Cyanides)

6.1(b) HARMFUL 

SUBSTANCES 

(Dichloromethane)

7 RADIOACTIVE 

SUBSTANCES

(For use on vehicles only)

8 CORROSIVE 

SUBSTANCES

(Sulphuric Acid)

9 MISCELLANEOUS

(Polystyrene Beads)

MIXED CLASS LABEL

(For road transport)

One Page Coach®

COMPETITIVE TENDERINGAT QANTAS
F A C I L I T A T O R S  R E S O U R C E  G U I D E

©  T E A M  P U B L I C A T I O N S  

Team briefing on the AOP Individual Performance Plans Discuss and agree goals one to one

Why a quarterly update Leading an update discussion

If necessary, take corrective action

Assessment and recommendation Plan the appraisal discussion Lead the appraisal discussion

Managing Staff Performance

♦ The quarterly update is a means of giving regular, 
formal performance feedback to each member of your
team. The quarterly update is part review and part
commitment to the future.

♦ The update should take no more than an hour and the
employee should do most of the preparation.

♦ Because you can count on having the full attention of 
the other person, what better time to lay on the table
those issues that really matter to both of you?

♦ While waiting on the final self assessment, review
performance data – e.g. quarterly updates, sales, costs,
deadlines etc. Note relative employee effectiveness in
accomplishing organisational or group goals.

♦ Only use data that has been raised previously. New
information should be set aside and used later.

♦ Add comments to the employee self assessment, 
assign the ratings and recommend a salary adjustment.

♦ Await approval before discussing rating or salary 
review.

♦ People usually remember just 2 or 3 points in
a performance related discussion.

♦ Help the person focus on critical things. Don’t
present too much information – develop a core
message.

♦ Identify the potential areas of agreement/
disagreement and think through their reaction
and your response.

♦ Organise and present fact based examples to
support your viewpoint.

♦ Ask the employee for their highlights, good and
bad for the year (then give your perspective).

♦ Make sure you or the employee don’t raise any
issues that haven’t been discussed previously –
i.e. a review session with no surprises.

♦ Present your overall rating and the approved
salary increase.

♦ Summarise the meeting with your core message.

♦ Prior to each update discussion, make some
notes based on your observations of results.
Develop a core message.

♦ The employee is responsible for arranging
quarterly update meetings but you should
follow up to see they occur.

♦ Let the employee present their results.

♦ Taking corrective action requires courage – you 
cannot postpone it. You need to take the lead in 
what is likely to be a tough discussion.

♦ Explain the difference between current performance 
and what was agreed upon.

♦ Get the employee’s view and ask for ideas on
correcting the situation.

♦ Explain and agree on next steps and express
confidence in the employee.

I
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L

Our Performance Management System helps individuals to identify the ways in which they
can contribute to their work group by providing each staff member with a clear picture of
what results are expected and how they should be achieved. Importantly, our system also
helps the organisation meet its objectives and carry out major initiatives, by holding people
accountable for what can and should be controlled. While all staff are accountable for their
results, as a manager you have the additional challenge of balancing your responsibility for
leading a team with the requirement of being a coach to individual team members.

▼ ▼
▼

▼
▼

▼ ▼ ▼

▼ ▼

▼
▼

♦ In July you should hold a team meeting
to outline the key AOP activities and
goals for the coming year.

♦ This is your chance to clarify team
expectations. Ensure you explain how
your team goals align with company
goals.

♦ There will always be some “givens”
which will be non-negotiable. Make sure
your team is aware of these.

♦ Encourage team members to develop their
own IPPs.

♦ Create an environment where employees
take responsibility for their own results and
potential.

♦ Your role is to help employees relate their
targets to the needs and realities of the
organisation.

♦ A one to one meeting allows you to speak
freely about your expectations of and for the
person and bring into the discussion key
issues unsuited to a group setting.

♦ While the “givens” may not be negotiable, how
an employee goes about them is. Where
possible, use the employee’s ideas for
reaching targets.

Copyright 1998. Team Publications Pty Ltd. PO Box 4696, Mulgrave, Melbourne 3170. Tel (03) 9560 5500. Fax (03) 9560 5511. This One Page Coach® format should not be photocopied, amended or copied in any other way. Breach of this copyright will result in prosecution.
The above text is copyrighted to Campbells and Arnotts.

Establish
objectives

Give and receive
regular feedback

Summary 
for the year

I.P.P. P.A.QU QU QU

IPP UPDATE APPRAISAL

Provide support and encouragement▼

♦ Encourage employees to note the reasons for 
any missed targets or deadlines, to highlight
issues they see emerging, and to specify their
targets and activities for the coming quarter.

♦ Deliver your “core message” – 2 or 3 things 
that will help them focus.

♦ Look for opportunities to give positive
recognition and show you appreciate their
contribution.

®

“A truly good leader is driven by one maxim – How can I 
help the people who have placed their trust in me?”

Steve Biddulph



THE BENEFITS OF OUR EXPERIENCE

what are the payoffs?
Excellent instructional design has only taken place where a learner has acquired the necessary
knowledge, they feel confident to practice their newly acquired skills or behaviour and have
acceptably demonstrated their competence or capability. If this is likened to learning to drive, this is
akin to appropriately learning the road traffic rules from a book or what we may be told, taking
sufficient driving lessons to build competence and ultimately successfully taking a driving test.

The Team Publications expertise makes a difference by ensuring that every learning experience that we
design properly prepares all learning stakeholders (managers, facilitators and participants) for the
whole journey and not just a part of it. In so doing, our clients can be confident that individuals and
teams will tangibly lift their performance and therefore achieve better results and outcomes than before
the learning took place. This means that participants and the organisations, of which they are a part,
will be getting 90% of the benefits of the learning delivered and not just the usual 10%.

what does it cost?
Instructional design costs will clearly vary according to the type and complexity of the task (with variable
input design hours) and the numbers of people participating in the learning experience (with variable
consumable material production costs). However, Team Publications is happy to charge on an open book
cost plus basis for the time taken, or provide fixed lump-sum figures, once the scope of the project is
known. If you call us with a broad outline of a project, we will typically be able to offer outline costs
within 24 hours. 

where to from here?
If you need to raise employee awareness, design a new
learning experience, initiate group action in a positive
and motivated way, develop team skills or develop
individual or collective competencies, why not give
Team Publications a call to discuss your needs. We can
start from a blank page or ‘freshen up’ an existing
training package or past approach in a way that really
makes a difference.

Call us on: 07 5593 4399
or fax us on: 07 5593 4377
or write to us at: Team Publications Pty Ltd

PO Box 652
Mudgeeraba, Gold Coast
Queensland 4213

Making the complex simple
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