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How to use this book

Welcome to the Victoria University TAFE Handbook 2004 The
Handbook is designed to provide students with detailed information on
course structure, module/unit content, on-campus facilities and
University regulations and procedures required for the successful
completion of study.

The introduction to this handbook lists all courses offered by the
TAFE Division of Victoria University.

The General Course Information section outlines useful information
specific to the TAFE Division regarding application procedures, fees
and charges, the Australian Qualifications Framework, articulation,
recognition of qualifications and other services available to students.
The sections on the various Schools within the TAFE Division
outline the requirements and structure of all courses offered by
individual Departments within each School. The course outlines are
followed by the Module/Unit Details chapter, which gives detailed
descriptions of all modules/units offered. The modules/units are
listed in alphanumeric order according to their module/unit code.

The back sections of the Handhook include useful information about
articulation and credit transfer, recognition of prior learning,
admission and enrolment procedures and services available to
students. There is also a list of all courses offered by Victoria
University in 2003, including higher education courses.

Handbook on the web

A database containing all course information in this handbook is on
the University’s website at: www.yvu.edu.au. Course details and
information are regularly updated on the website.

Please Note

The attention of all students and prospective students is drawn to the
possibility that due to circumstances that presently cannot be
foreseen, the details of the programs, courses and modules/units set
out in the Handbook may change after the date of publication.
Accordingly, before final decisions are made or enrolment occurs
based on information contained in the Handbook, each student or
prospective student should contact the Centre for Commencing
Students on (03) 9688 4110 to ensure that the pertinent information is
still accurate.






Victoria University — TAFE Division

Mr Richard Carter,
Deputy Vice-Chancellor and
Director of TAFE

The TAFE Division of Victoria University provides award-winning
vocational education and training for a wide range of skilled
occupations. We aim to provide you with the right combination of
up-to-date and industry relevant academic, practical and personal
skills. Our TAFE graduates enjoy excellent employment prospects. In
2002, more than twenty-nine thousand students chose to enrol in
TAFE courses at Victoria University, making it the second largest
provider of vocational education and training in Victoria.

The TAFE Division is organised into four Schools. Courses are
conducted by Departments and Units located within the Schools:
School of Business, Hospitality and Personal Services

= Department of Administrative and Legal Studies

= Department of Financial Services

= Department of Hospitality and Tourism

= Department of Management and Marketing

= Department of Personal Services

= Western Business Enterprise Centre

School of Engineering, Construction and Industrial Skills

= Department of Building and Construction

= Department of Engineering Technology

= Department of Building Services and Special Trades

= Department of Computer Systems and Electronics

= Automotive Technology Unit

= Industrial Skills Training Centre

School of Further Education, Arts and Employment Services

= Department of Adult Literacy and Work Education

= Department of Visual Arts, Desigh and Multimedia

= Department of Arts, VCE and Preparatory Programs

= Department of Employment and Training Services

= Department of Language Studies

= Department of Music

= Library and Cultural Studies Unit

School of Human Services, Science and Technology

= Department of Child Studies

= Department of Health Services

= Department of Information Technology

= Department of Science and Biotechnology

= Department of Social and Community Studies

= Department of Sport, Recreation and Performance.

The TAFE Division also includes:

= Centre for Curriculum Innovation and Development

= Workplace Learning Melbourne West

= English Language Institute

= TAFE International.

The TAFE Division conducts courses at 10 of Victoria University’s
13 campuses — City King and City Flinders in the Melbourne CBD,
Footscray Nicholson, Melton, Newport, South Melbourne, St Albans,
Sunbury, Sunshine and Werribee — as well as in many businesses and
enterprises locally, interstate and internationally. The campuses offer a
personalised learning environment, excellent facilities and equipment,
and a broad range of student support services.

The Certificate, Diploma and Advanced Diploma programs offered
by the TAFE Division are in high demand. Victoria University is the
largest provider of vocational training in a range of areas. These areas
include Hairdressing and Beauty, Painting and Decorating, Sign
Technology, Transport and Logistics, Nursing and Business Services.
In 2003, Victoria University students from Music, Building, Plumbing,
Engineering Technology, Boatbuilding, Hairdressing, Multimedia and
Community Services won awards for their achievements in our
courses.

The TAFE Division delivers customised training services directly to
industry, in the workplace or in other locations specified by the client.
Training methods include internet-based and other flexible and
innovative forms of delivery. The Division has developed
considerable expertise and an outstanding reputation for its flexible
delivery methods and workplace-based training. The internationally
recognised Australian Quality Training Framework (AQTF) provides a
guarantee of quality delivery and the industry relevance of the training
delivered.

The TAFE Division has developed innovative programs for diverse
industries and interests such as transport and logistics, wildlife rescue,
athlete career education, mechatronics, eco-tourism and event
management in partnership with key industry bodies. In addition, the
TAFE Division offers more than 150 short courses that include
recreational and personal development courses, as well as courses in
essential business and employment skills.

Most TAFE courses sit within pathways which allow students to
progress to higher levels of study and to receive recognition for
studies completed successfully. This linking of programs at different
levels, known as articulation, provides people with study choices at
various stages of their professional development. The TAFE Division
is committed to life-long learning and articulation. We encourage
people to continue their education by providing easily understood
pathways, and by giving them credit for existing skills or previous
education and training.

I welcome all prospective and continuing students, industry and
commercial clients and groups from the community to the Victoria
University TAFE Division.

Richard Carter
Deputy Vice-Chancellor and Director of TAFE
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Manager
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Workplace Learning — Melbourne
West

Program Manager
Colleen Bergin DipTeachPrim, GradDipDrama&Ed,
GradDipSpecEdMelb, MEd(WrkplcEd)RMIT

Workplace Officers

Jenny Brockman

Kerry Pantzopoulos, BSc, DipTeachMelb, CertllinfoTech,
CertlVAssmt&WrkplcTrainVUTAFE

Centre for Curriculum, Innovation
and Development

Head of Department
Tess Demediuk BEd(Arts), GradDipSpEdMelb,
GradCertManDey, GradCertLeadDevt, MBusVicMelb

Project Control Officer
Lorraine Hugo

VET Research and Resources Unit

Head of Unit

Sue Holden CertOffSecStud, AssDipOffAdmnKangan,
CertlVAssmt&WrkplcTrng, GradDipTertEd,
GradCertEdManVVUTAFE, BFurtherEdTrainUSQ,

Support Officer
Marianne Samulis AssDipOffAdmnWMIT, CertRecOffPrac,
CertlVAssmt&WrkplcTrainVUTAFE

Project Officers

Leoni Arandez BBus(Mngt), GradDip(Trng&Dev),
MBusVicMelb, CertIVAssmtWrkplcTrainVUTAFE

Pam Every BA(Hons)LaT, DipEd, CertlVAssmt&
WrkplcTrain, DipVETVUTAFE

Cheryl Bartolo DipArtsUSQ, GradDipEd Riverina CAE,
CertlVAssmt&WrkplcTrainVUTAFE

Rose Lewanski GradDipEd Melb, BBusMan, AssDipSecStud
FIT, CertlVAssmt&WrkplcTrainVUTAFE

Training and Professional
Development

Head of Unit
Evelyn Ibrahim BSc, DipEdMelb, GradDipInfoMgtVicColl,
GradDipModLngeMelb

Support Officer
William Lopez BBusMan, GradDipBusComVU

Project Officers

Ron Johnson AssDipTrain&Dey, CertIVAssmt&
WrkplcTrain, Certl&IITrans&DistWarehouseVUTAFE
Andrew Patching BA, DipEdMonash, GradDip
EqOppAdmSwin, CertlVAssmt& WrkplcTrainVUTAFE,
InterModGreekHolmesglen TAFE

Jayne Pitard CertSecStdsFootscray, CertBusStud(Real Estate)
Swin, GradDipTech&CommMelb, CertlVAssmt&
WrkplcTrainWMIT, DipVETVUTAFE
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Teachers

Kath Curry BHSc(Nursing)Monash, GradDipCommunDev&
MgtNTU, GradCertAdultEd&TrainingUNE, GradCert
AgedCareNSW, CertlVAssWrkpITrgVUTAFE

Linelle Gibson BA, STDUCT, CertlIVAssmtWrkplcTrg,
DipTrg&AsstSysVUTAFE

Rosie Greenfield DipVET (continuing), CertlVAssmt
WrkplcTrgVUTAFE, IntITVETMelb

Jan Wallbridge BA, DipEdMelb, BEd(AdultEd,
TESOL)LaT, CertlVAssmt WrkplcTrainVUTAFE

Course Maintenance and
Accreditation

Head of Unit
Barbara Dalloway BArtsLaT, MEdMelb,
GradDipMediaAustFilm, GenTeachDipNSW

Support Officer
Maria Nuguid ABEconUST-Philippines, DipVisArtslllust
NMIT, CertlVBusOffAdminVUTAFE

Training Package Advisor

Robert Ford GradCertMgmtDevWMIT, DipTeachMelb,
DipProfCookeryWestminster, TraintheTrainerHawthinst,
CertCateringWAngliss, WplaceAssrWMIT,
CertlVAssmt&WrkplcTrain, ProfCertGastronomy,
SmallBusMgtBendigoTAFE

Project Officers

Robert Douglas BEdMelb, GradCertComputingDeakin,
GradCertTESOL93CatholicUni, DipTrainAssessSysVUTAFE
Vanessa Griffin BAMelb, Certl\VAssWrkpITrgVUTAFE
Jane Cussen MEdIntIEdNewEngland, CertErgonRehab
NewEngland, BASwin, DipTeach(Primary)ConvPhillipI T,
DipPrimTeachGuildTeachersCollegeSyd

Open Learning

Head of Unit
Cindy Curran DipTechTeach, GradDipEdAdmnVUTAFE

Unit Support Officer
Carol Sazdova

Project Officer

BruceWallace BAPolitScienceCarltonCanada, BAEconToronto,
CertIDSOCKangan, GradDipMMedSwin, DipVETVUTAFE,
CertIVWPTVUTAFE, CSIALevlICanada

Desktop Publishers
Julie Davidson
Linda Jones

Multimedia Projects
Lisa Curran CertlVAssmt&WrkplcTrainVUTAFE

Technical Writer

Bill Dimitrijevic DiplI T(Software),CertlVIT(Tech&UserSupp)
VUTAFE, SunCertWebCompDev(SCWD), SunCertProgJava2
Platform(SCJP), MicrosoftCertSysAdmin (MCSA), Microsoft
CertPro(MP)
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MACcctgRMIT, CPA, ProfSched,
CertlVAssmt&WrkplcTrainVUTAFE

Meg Gibbs BAVicCollege, DipEdHIE

Brien Hennessy BEcon, DipEdMonash,
CertlVAssmt&WrkplcTrainVUTAFE

Rod Herbert DipBusStudies(Acctg)W’bool,
GradDipAcctg&Finance, Certl VAssmt&
WrkplcTrainVUTAFE

Wendy Lyle BALaT, GradDipEdLaT, Certl VAssmt&
WrkplcTrainVUTAFE

Di Mahoney BEdTas, DipEdAdminCompTas, DipTraining&
AssSystems, WrkplcAssr, CertIVAssmt&WrkplcTrain,
DipFrontlineMgt, CertlVComm(CallCentres)VUTAFE
Carmel Ognjanov BBus, MAcc, CertlVAssmt&
WrkplcTrainVUTAFE, ASCPA
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Joanne Skoien GradDipInfo&CommunicationsTechEdMelb,
DipPrivateSecPracRMIT, TrainedTechTeacherCertHawthorn
CertlVAssmt&WrkplcTrainVUTAFE

lan Stewart, BComQld, GradDipEdQId, FCPA,

Certl VAssmt&WrkplcTrainVUTAFE

Norman Stott DipTechTchngHIE, CertCompOperating,
CertDataProc

Pam Zeller BComMelb, DipEdHIE,
CertlVAssmt&WrkplcTrainVUTAFE

Department of Hospitality and
Tourism

Head of Department
Mike Hester DipCateringEaling, DipEd&TrainMelb,
GradCertLdrshpEd&TrgMgrs, WrkplcAssrChisholm

Program Managers

Teresa Signorello BSSBendigolnst, DipEdSecMercy,
CertlVAssmt&WrkplcTrainVUTAFE,
DipFrontlineMgmtVUTAFE

George Vajda DipTourismAde TAFE, GradCertEdTraining,
Cert IVWETVUTAFE

Teachers

Abul Allahdad BScHotel&RestMgmtWisconsin,
CertlVAssmt&WrkplcTrainVUTAFE

Nickolas Bouma BScDeakin, WrkplaceAssr,
CertlVAssmt&WrkplcTrain, CertlVVET, DipVETVUTAFE
Jacqueline Bates TradeCertCookeryBoxHillTAFE,
GradCertTertEd, GradDipTertEd,
CertlVAssmt&WrkplcTrainVUTAFE

Pam Fegan DipTeachngMelb, TradeCertPastryCookIRC,
CertlVAssmt&WrkplcTrainVUTAFE

Tony Fitzlaff AdvCertBusStudiesRMIT,
TradeCertWaitingWWMIT, TraintheTrainer, WrkplcAssrWMIT,
GradCertTerEdVUTAFE

Robert Ford GradCertMgmtDevWMIT, DipTeachingMelb,
DipProfCookeryWestminster, TraintheTrainerHawthInst,
CertCateringWAnNgliss, WrkplaceAssrWMIT,
DipVETVUTAFE, SmallBusMgmtBendigoTAFE

Neil Kendrick BA(Hons),GradDipTour, GradDipAFET
Phillip Meyer BA, BEd, DipEdMonash

Gary Patterson CertlVAssmt&WrkplcTrainVUTAFE
Sandy Pell CertlVWrkplcTrg&AssmtBoxHillTAFE
Caroline Protopopoff, DipEdMelb, TradeCertWaitingSTB
David Rasmussen CookingTradeCertWAngliss,
GradCertTertEd , CertlVAssmt&WrkplcTrainVUTAFE
Rachael Trainor BAEd, DipTeach

Ross Venturo TradeCertCookeryFIT, CertCatering,
TrainTheTrainer2WAngliss, Certl VAssmt&WrkplcTrain,
GradCertTert EAVUTAFE

Leigh Weeks BTeachGriffith, CertlIHotel&CateringQld,
CertlVAssmt&WrkplcTrainVUTAFE
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Department of Management and
Marketing

Acting Head of Department
Dale Williams BEdLaT, MBusOrgBhurSUT, CTT

Program Managers

Bob Balderstone Bcom(Hons)Monitoba, MBusMktgMonash,
GradDipCompChisholm, GradDipMrktgCaulfieldInst,
DipEdSCVHIEA

Zoya Griffiths BAMelb, DipEdHIE, WrkplcAssr

Jan Stevenson BAMelb, TSTCMelb, GradDipCurricAdmn
Deakin, DipPubRels

Maria Koupass BEAJHDST, WrkplcAssr

Teachers

Trevor Atkinson FlwshpICA

Peter Caly

Rocco Gargano BEcSwin, BbusMktgMonash

George Hall MBA, BEd, GDipMgt, DiplndMgt, Dip Bus,
FTCMech/ProdEng, MIIE

Dom Harden BComNewcastle, GradDipEdDeakin
Adrian Hart BA, DipEdLaT, AssDipSalesRMIT,
PgradintBus/FinRMIT

Mike Hulks

Chris Jackson

Aron Lipson BEcMonash, DipEdMonash

Alex Manzoni BSc, DipEd, ARMIT(IndEng)
Robert Mackenzie BASwin, DipEdHTC

Robert Metheringham GradDipOrgBhvrSUT,
DipTeachTAFE

Mark Mossuto CertlVAssmt&WrkplcTrainVUTAFE
Feargus Niall

Sophie Osborne BSc, DipEd

Peter Richardson

Timothy Silcock BEd

Karen Simpson-Nikakis BEd, PhDVicMelb, MEd,
GradDipEd(ESL), GradDipEd(Literacy)

Lucy Vanatta Bac(Hons)Deakin, DipEdMelb
Heather Venn BAAdelaide, CertlVProfWritngEditing,
CertlVAssmt&WrkplcTrainVUTAFE,
CertlVH.R.OpsVUTAFE

Deborah Vidovic DipEdMTC, CertLawRMIT,
Barrister&SolicitorSupremeCourtVictoria

Neil Wingrave
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Department of Personal Services

Head of Department
Jann Fullerton BEdMelb, DipTechTeaching,
GradCertLdrshpEd&TrgMgrsVUTAFE

Program Managers

Christine Beros BEdLaT, AdvCertHrdressg, VETASsr,
DipTrain&AssSysVUTAFE

Pam Boyle DipTech, GradDipStudtWfare,
AdvCertHrdressg DipTrain&AssSysVUTAFE

Karin Zafir BSc(Hons), DipEd, WrkplcAsst,
GradCertMgmtDevelopment(Ed&Train)VUTAFE

Program Coordinator
Stewart Condie BAPS, GradCertTertEd,
DipMassageVUTAFE

Teachers

Denise Appleton TTIC, CertlVAssmt&Wrkplc
TrainVUTAFE

Sheila Ball BEdLaT, CertllIHrdressg, Certl\VHrdressg,
DipTeachTrngHIEA, WrkplcAssr2, CertWrkplcLdrshp,
RPLAssr, VETASssr, Certl VAssmt&WrkplcTrainVUTAFE
Robert Belter DipEd, TTRIC, AdvCertHrdressg, CertlV
Assmt&WrkplcTrainVUTAFE

Helga Biezen BEd, AdvCertHrdressg, Wrkplc
Assrl&IIVUTAFE

Anna Boca BALaT, CertllIHrdressg

Patricia Bradley BASocSc, DipEd. BEd,
GradCertEdStuds(TESOL), PgradCertArtsComs, PGradESL,
CertlVAssmt&WrkplcTrainVUTAFE

Helen Bretherton BEAHIEA, TTIC, GradDipEdTech,
WrkplcAssrl&IIVUTAFE

Pat Ciancio DipTechTeachHIEA, AdvCertHrdressg,
CertlI1Hrdressg, WrkplcAssrl&IIVUTAFE

Donald Connop BEdLaT, AdvCertHrdressg,
GradCertLdrshpEd&TrgMars, WrkplcAssrl&IVUTAFE
Wendy Fitzpatrick DipTechTeach, CertlIIHrdressg

Les Gannon DipTechTeach, AdvCertHrdressg

John Govan DipTechTeach, AdvCertHrdressg

Judith Guantai DipTechTeach, AdvCertHrdressg

Sally Harrop BEd

Siobhan Hudson AssDipHIthSc, DipTechTeach
Rosemary John DipTechTeach, CertllIHrdressg,
WrkplcAssrlVUTAFE

Barbara Mclnnes DipTechTeach, AdvCertNailTech,
AdvCertHrdressg, WrkplcAssI&ITVUTAFE

Louise Moss DipTechTeach, DipNatAesthets,
AssDipHIthSc(Beauty)

Jenny Northam

Lynne Rapinett DipTAFETeach, Certll1Hrdressg,
WrkplcAssri&ll

Eva Safar AssDipHIthSci, DipEd, DipClinAromthpy
Leonie Scott DipTechTeach, AdvCertHrdressg, WrkplcAssrll,
CertWrkplcLdrshpVVUTAFE

Margaret Trudgen CertTechTeach, AdvCertHrdressg
Dylan Webb BSc, MSc, DipEd

Leeanne White WrkplcAssr

Garry Wright DipTechTeach, AdvCertHrdressg

Sandy Wyer DipEd, DipBeautyThpy, TradeCertHrdressg
Lorraine Yarnton DipTechTeach, CertllIHrdressg,
AdvCertHrdressg, VETAssr, WrkplcAssrl&IIVUTAFE
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Western Business Enterprise Centre

Manager
Elaine Egan DipTechTeachingHIE,
GradCertEnterprissMgmtSwin

Program Manager
Maree Polglaise BEd(Primary), DipTeach(Primary),
CertlVAssmt&WrkplcTrain, Certl\VVRetailMgmtVUTAFE

Teachers

Judi McGrath CertllIHrdressg, GradCertLeadershipDey, Cert
IVMakeUpArtistryParis, DipTechTeach, Certl\VWrkplc
AssrVUTAFE

John Natoli DipEd&Train, Certl VAssmt&
WrkplcTrainVUTAFE

Virginia Wiggins DipVocEd&Train

Oscar Yildiz DipEd, BA, Certl\VWrkplcAssr

Renos Anastosiou DipPubAdminRMIT, DipTechTeach,
TechTeachCertHIE, DipMktgAIM, WrkplcTrainll,
WrkplcAssrll, CertBusFaciVUTAFE

Beth Graham CertSmallBusMgtWMIT, WrkplcTrainIlWMIT,
CertlVSmBusFacilVUTAFE, WrkplcAssr

Nik Zakula CertlVSmBusFacilVUTAFE, DipAcc, Med
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School of Engineering,
Construction & Industrial Skills

Associate Director /Head of School)
Dianne Williams DipTechTeach, GradCertLdrshpEd&
TrgMgrs, VUTAFE

Industry Consultants

David Akers C&GShipbldgUK, DipTechTeach,
CertTechTeach, AssDipShipbldg, AdvCert Shipbldg

Tony Ellul PGradDipEdAdmin, PGradDip(Student Welfare),
BEd, DipTechTeach, TTIC

Project Coordinator - Malaysian Institute of Marine Engineering
Technology

Dennis Batiste BEd, GradDipQualTech, CertProdEng, TTIC,
GradCertLshpDev

Industrial Skills Training

Head of Department

Graeme Barry TTIC, DipTechTeach, HigherTeachCert(Prod),
CertToolMakg), MERS, ITAB, WrkplcAssr, GradCertLshpDey,
TradeCertF&M

Deputy Head of Centre - Quality Officer
Bill Doherty CertWplcLship, CertlVAssmt&
WrkplcTrainVUTAFE

Co-ordinator Resources
Edward Williamson CertlVAssmt&WrkplcTrainVUTAFE

Program Manager—Operations
George Barclay Certl VAssmt&WrkplcTrainVUTAFE

Instructors

Frank Aidone CertllIMVDriverlnst, CertlVAssmt&
WrkplcTrainVUTAFE

Annette Barberoglou CertlIMVDriverlnst, CertIVAssmt&
WrkplcTrainVUTAFE

Michael Barberoglou CertlVAssmt&WrkplcTrain,
Certl1IMVDriverlns, Cert 111 Trans&DistVUTAFE
Allen Black Certl1IMVDriverlnst, Certl VAssmt&
WrkplcTrainVUTAFE

Bruce Bradley Certl VAssmt&WrkplcTrainVUTAFE
Fiona Cooper CertIVAssmt&WrkplcTrainVUTAFE
John Coppen MEd, CertlVAssmt&WrkplcTrainVUTAFE
Domenica Crea CertlIIMVDriverinst, CertIVAssmt&
WrkplcTrainVUTAFE

Rod Dalley Certl VAssmt&WrkplcTrainVUTAFE
Martyn Davies Certl1IMVDriverInst, Certl VAssmt&
WrkplcTrain, Cert 111 Trans & DistVUTAFE

Evan Davis Certl1IMVDriverlnst, Certl VAssmt&
WrkplcTrainVUTAFE

Maree Davis Certl IMVDriverlnst, Certl VAssmt&
WrkplcTrainVUTAFE
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Don Dobson CertlVAssmt&WrkplcTrain, Certl 1 Trans&
DistVUTAFE

lan Domoney CertlVAssmt&WrkplcTrainVUTAFE
Conrad Grant Certl VAssmt&WrkplcTrainVUTAFE
Noel Grant GradDipEdAdmin, Certl VAssmt&
WrkplcTrainVUTAFE

Tony Stewart CertlVAssmt&WrkplcTrainVUTAFE
Hans Vandermost CertlVAssmt&WrkplcTrain,
CertllIMVDiriverlns, Cert 111Trans&DistVUTAFE

David Houlihan CertlVAssmt&WrkplcTrainVUTAFE
Andrew O'Neill Certl VAssmt&WrkplcTrainVUTAFE
David Tucker Dip Train&AssSystems, CertlVAssmt&
WrkplcTrain, Cert 11 Trans&DistVUTAFE

Alex McHutchison DipTrain&AssSystems, CertIVAssmt&
WrkplcTrainVUTAFE

Rick Purchula Dip Train&Ass Systems, CertlVAssmt&
WrkplcTrain, CertllTrans&DistVUTAFE

Scott Minniece DipTrain&AssSystems, CertlVAssmt&
WrkplcTrain, Certll1FoodProcessingVUTAFE

Tas Papasimeon CertlVAssmt&WrkplcTrainVUTAFE

Project Officers

Fran Knowles

Carol Petchell BEd. M.Ed.
CertlVAssmt&WrkplcTrainVUTAFE
Peter Thomson B.App.Sc, DipEdVU,
CertlVAssmt&WrkplcTrainVUTAFE
Andree Weavers

Department of Building and
Construction

Head of Department

Alan Hill DipTechTeach, AdvCertBld&Construc,
GradCertEdLdrshp, BuildTeachCert, TradeCert, DipBuild,
CertlVWrkplcAssmt&TrainVUTAFE

Program Manager

John McLeod DipTechTeach, TradeTeachCert, TradeCert,
CertlVWrkplcAssmt& TrainVUTAFE

Greg Radville DipTechTeach, TradeCert, Certl\VWrkplc
Assmt&TrainVUTAFE

George Stefanidis BEng(Civil), CertlVWrkplc
Assmt&TrainVUTAFED

Teachers

Paul Ashley TradeCert, CertlVAssmt&Wrkplc
TrainVUTAFE

Daniel Bonnici TradeCert, AssDipBuildConst, CertlV
Assmt&WrkplcTrainVUTAFE

Bill Boyack DipTechTeach, CertTechTeach, TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE

John Bunnett BEd, DipTT, TradeCert, CertlV Assmt&
WrkplcTrainVUTAFE

Ron Clark DipEd, TradeCert, CertlV Assmt&
WrkplcTrainVUTAFE
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Nick Del Grosso AdvCertBldInsp, TradeCert, CertlV
Assmt&WrkplcTrainVUTAFE

Clinton Edwards TradeCert, CertlV Assmt&Wrkplc
TrainVUTAFE

William Emerson DipTT, TradeCert, CertlV Assmt&Wrkplc
TrainVUTAFE

Frank Fornal TradeCert, CertlVAssmt&WrkplcTrain
VUTAFE

John Goates TradeCert, CertlVAssmt&WrkplcTrain
VUTAFE

Rob Greaves TradeCert, Certl VAssmt&WrkplcTrain
VUTAFE

Alan Hughes TradeCert, CertlVAssmt&WrkplcTrain
VUTAFE

John Kear DipEd, TradeCert, AssDipBldCons, AssDipBIdIns,
AssDipDraft, AdvCertBIdCons, Certl VAssmt&WrkplcTrain
VUTAFE

Robert Miles DipTechTeach, TradeCert, CertlVAssmt&
WrkplcTrainVUTAFE

Neil Monitto COTArchDraft, AssDipApSc, CTT, DipTT,
RBP, Certl VAssmt&WrkplcTrainVUTAFE

Antonio Mundz TradeCert

Alan Murrell DipTechTeach, TradeCert, Certl VAssmt&
WrkplcTrainVUTAFE

Paul Nancarrow BldInspCert, DipTechTeach, TradeCert
Douglas Sinclair Trade Cert

Gary Smithett BldTechCert, DipTechTeach, TradeCert
Daryl Spalding BldTechCert, DipTechTeach, TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE

Mark Stone TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE

Geoff Tack DipTechTeach, TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE

Peter Thomas TradeCert, DipBuild

Robert Verity DipTechTeach, TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE

Mark Webber TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE

Brian Weybury DipTT, TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE

Patrick White BldTechCert, TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE

Robert Whitehurst DipTT, TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE

Department of Engineering
Technology
Acting Head of Department

Dennis Puiatti DipTechTeach, GradCertEdLdrshp,
CertTechTeach, CertlVAssmt&WrkplcTrainVUTAFE

Program Managers

Sunshine Campus
Peter Doley TTRIC, DipTechTeach, CertToolmaking,
WrkplcAssr, AdvCertMaintenance, TradeCertF&M

16

Footscray Nicholson Campus
Henry McFerran TTRIC, DipTechTeach, CertToolmaking,
WrkplcAssr, TradeCertF&M

Newport Campus
Vacant

Teachers

Maurice Allen TTRIC, DipTechTeach, BEd,
AppCertToolMaking, CertProd&MechTech, CertindSup,
HighTechCert(Jig&ToolDes), DipMechEng,
CertlVAssmt&WrkplcTrainVUTAFE

John Archer DipTechTeach, CertTechTeach,
PostTradeToolmaking, AssDipMech(FluidPower),
TradeCertF&M, WrkplcAssr'VUTAFE.

Ken Barnett HNCMechEng, TeachCert, CertWrkplcLship,
AdvCertMgmtSkills, GradCertLshpDey,
GradCertTech&LangFEd, Cert.1V Assmt&
WkplaceTrainVUTAFE

Ernie Betts TechTrd, DipTechTeach, CertIVAssmt&
WrkplcTrainVUTAFE

Vic Burnett TechTrdelnstCert, DipTechTeach, CertlV
Assmt&WrkplcTrainVUTAFE

Peter Cullen TechTrdelnstCert, DipTechTeach, CertlV
Assmt&WrkplcTrainVUTAFE

Jim Edmonstone TTRIC, DipTechTeach(Toolmaking), Bed,
CertlVAssmt&WrkplcTrainVUTAFE

Manny Evangelidis DipEng(Civil), GradDipEd, AssDipArch
Draft, CertlVAssmt&WrkplcTrainVUTAFE

Nick Falzon TTRIC, TradeCertF&M

Kim Girdler DipTechTeach, COT(Mech), CertToolmaking,
AdvCertFluidPower, TradeCertF&M,
CertlVAssmt&WrkplcTrainVUTAFE

Alan Griffiths TechTeachCert, HigherTeachCert.(Prod),
CertlVAssmt&WrkplcTrainVUTAFE

Barrie Hazledine TechTrdelnstCert, DipTechTeach,
CertlVAssmt&WrkplcTrainVUTAFE

John Hearnden DipEng, AssDipAppMech, AssDip
(NumControl), DipEd&Trng, Certl VAssmt&WrkplcTrain
VUTAFE

Cheng Hooi DipMechEng, BSc(Mech.Eng)(Hon.), DipEd,
GradDipEd, CertIVAssmt&WrkplcTrainVUTAFE

Paul Jenkins TTRIC. TechnCert(Prod), DipTechTeach
Len Johnstone TechTrdelnstCert, DipTechTeach,
CertlVAssmt&WrkplcTrainVUTAFE

lan Knight TechTrdelnstCert, DipTechTeach, BEd,
CertlVAssmt&WrkplcTrainVUTAFE

Graeme Ladner BSci(Surveying), GradDipEd,
BappSci(Survey)

Fred Liddy BEd, AssDipManEng, COT(NumControl)
DipTechTeach, TTRIC, CertlVAssmt&Wrkplc
TrainVUTAFE

Steve Little TTRIC, DipTechTeach, BEd, TechnCert,
COT(Mech), WrkplcAssr

Percy Madawela FIMechEUK, MIEAust, GradDipEd,
MIEC, CertlVAssmt&WrkplcTrainVUTAFE

Joe Micallef TTRIC, DipTechTeach, CertToolmaking,
WrkplcAssr, TradeCertF&M
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Geoffrey Powe DipTechTeach, CertTechTeach, WrkplcAssr,
AdvCertMaintenance, TradeCertF&M

Ray Ransome TechTrdelnstCert, DipTechTeach,
CertlVAssmt&WrkplcTrainVUTAFE

Peter Saunders DipTechTeach, CertToolmaking,
TechnCert(Prod), CertTechTeach, WrkplcAssr

Vic Salerno ElectronTechCert(Radio), CertIndElec,
RadioTrCert, COT(Prod), DipTech.Teach, TradeCertF&M,
CertlVAssmt&WrkplcTrainVUTAFE

Joe Scicluna BEd, DipTechTeach, TTRIC,
CertlVAssmt&WrkplcTrainVUTAFE

Gabe Tirabassi TechTrdelnstCert, DipTechTeach,
CertlVAssmt&WrkplcTrainVUTAFE

Walter Voss COTech, DipTechTeach, CertTechTeach,
GradDipLshipDeyv, ProdTechCert, CertToolMaking,
TradeCertF&M

John Wade DipTechTeach, CertTechTeach,
AdvCertFluidPower, ToolmakingCert, Jig&ToolDraftCert,
ProdTechCert, TradeCertF&M, WrkplcAssr

Paul Wade GradDipGraphComEd, DipTechTeach,
CertTechTeach, AdvCertFluidPower, ToolmakingCert,
Jig&ToolDraftCert, ProdTechCert, TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE

John Wooding DipEng(Civil), GradDipEd, AGIT

Department of Building Services and
Special Trades

Head of Department
Neville Penny ApprPlum&Gasftr, DipTechTeach,
GradDipEd, WrkplcAssr, GradDipLdshpDev

Program Managers

John Craddock CertProf, TradeCert, CertTechTeach,
WrkplcAsst,

Tom Mulholland TradeCert, DipTechTeach, BEd,
GradDipEd, CertPrjctConstr

Stan Borysiewicz TTRIC, AgradeElecMechLic

Grant Knox DipTechTeach, TTRIC, AgradeElecMechLic

Teachers

Daryl Castles TradeCert, CertTechTeach,

Alan Conway TradeCert, CertEleWrkPfrms, CertlVVET,
DipVETVUTAFE

Tom Darrington

David Duncan DipTechTeach, A Grade ElecMech
Philip Faulkner TTRIC, DipTechTeach, AgradeElecMech,
ElecTradeFit

Leigh Griffiths TradeCert, CertPracDec, DipTeach,
CertEleWrkPfrms,

Dan lves TradeCert, TTrIC, DipTechTeach

Norm Johnstone TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE

John McCall TradeCert, TTrIC, DipTechTeach,

Kyle McKenzie TradeCert,
CertlVAssmt&WrkplcTrainVUTAFE
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David McNish TechCert, BEd, DipTechTeach,
CertTeachTrain

Adrian Meehan TTRIC, DipTechTeach

Chris Mitskinis TradeCert, DipTechTeach, CertPrjctConst
Scott Robinson TradeCert, CertlVVET, DipVETVUTAFE
Alan Schumer TradeCert, CrftmnCertPaint&Dec,
CertEleWrkPfrms, TTrIC,

Bob Smith TradeCert, TTrIC, DipTechTeach,

Wayne Tangee TradeCert, CertlV VET, DipVETVUTAFE
Mike Tull TTRIC, DipTechTeach, AGradeElecMech

Peter Turner TradeCert, DipTeach(TAFE),
GradDipEdAdmin.

Noel Whitford CertTechTeach, AgradeElecMech,
ElectTechCert

Leigh Withington DipTechTeach, RAAFTech, AustelLic

Department of Computer Systems &
Electronics

Head of Department
Paul Lange BEng(Elec), GradDipEd, MIEEE

Head of Unit
Adam Miller COT (Electronics)

Program Managers

Peter Avrill COTElectronics, DipTechTeach
Colin Seymour DipTechTeach, CertTeach(Elect),
DipEng(CommSp), AssocDipEng(Telecom)

Chris Graham BaScience,CertBE, Certl VAssmt&
WrkplcTrain\VVUTAFE, Electrical LicenceE

Teachers

Bill Aardoom BEd, DipTechTeach

Spiro Abela DipEd, TTRIC, AssDipElect, TechCertDigital,
TechCertComms, TechCertTV, RadTradeCert(Comms)
Ray Daniels Beng, DipEd, GradDipComp, AdvSkillsTeach
Arnold Gitelink, DipTechTeach, TTRIC,

Chwee Lim BEng(Electronics), GradDipEd, DipElectonics
Rahamathulla Mohammad BEng(Electronics&Telcom),
CertlVAssmt&WrkplcTrainVUTAFE

Kevin Norman DipTechTeach

Reza Razavishafa MSc, GradDipEd, MIIE

Alex Ritchens BEng(Comms), DipElect, DipElec, DipEd,
AdvSkillsTeach

David Scott DipEd, DipTechTeach, CertTechTeach

Harro Skapinskas BSc, BEng, DipElecEng, DipMechEng,
DipEd, GradlEAust

Paul Webster COT(Elect), DipTechTeach

Predrag Bradilovic DipElec, DipCompSys, DipTeach(Prim)
Anthony Davis CertBasicElec, AdvCertindusElec,
AssDipEng(Computer Systems), Wkplc Assessor

Herman Safransky BSc, DipEd, CertCompTIA

Chris Tstotos CertlVAssmt&WrkplcTrainVUTAFE,
CertlVElec,CertBasicElec

David Robinson CertlVCompSys, DipElec, DipCompSys,
CISCO NetworkAssCompTIA

Neil Thomas DipTechTeach
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Electrotechnology Maintenance Unit
Dean Eaton

Laki Mavridis COT (Electronics)
Joseph Mihelcic COT (Electrical)

Automotive Technology Unit

Head of Department
Dennis Puiatti DipTechTeach, GradCertEdLdrshp,
CertTechTeach, CertIVAssmt&WrkplcTrainVUTAFE

Program Managers
David Halls DipTechTeach, CertTechTeach,
CertlVAssmt&WrkplcTrainVUTAFE

Teachers

Brian Adams DipTechTeach, CertTechTeach, CertIVAssmt&
WrkplcTrainVUTAFE

Mark Day DipTechTeach, CertTechTeach, CertlVAssmt&
WrkplcTrainVUTAFE

Graham McKenzie CertTechTeach, Certl VAssmt&
WrkplcTrainVUTAFE

Mal Rimmer CertTechTeach, CertlVAssmt&
WrkplcTrainVUTAFE

Barry Rollinson CertTechTeach, CertIVAssmt&
WrkplcTrainVUTAFE

Andrew Scott DipTechTeach, CertTechTeach, Certl VAssmt&
WrkplcTrainVUTAFE

Peter Smith DipTechTeach, CertTechTeach, CertlVAssmt&
WrkplcTrainVUTAFE

Pat Vella CertTechTeach, WrkplcAssr

Robert Zuccolin DipTechTeach, CertTechTeach, CertlV
Assmt&WrkplcTrainVUTAFE

School of Further Education, Arts
and Employment Services
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Associate Director/Head of School
Nel Cook BComDeakin, TTICHIAE

Department of Adult Literacy and
Work Education

Head of Department
Vacant

Program Manager

Leon Cox DipTeachBurwood, GradDipSpEd,
GradDipCrimMelb, GradCert.inMgtDev(Ed&Trg),
CertlVAssmt&WrkplcTrainVUTAFE

Phillip Moore BEcoLaT, TTTCHIAE, GradDipLibArtsMelb,
RSA(RMIT), CertlVAssmt&WrkplcTrainVUTAFE

Acting Program Manager

Deborah Soccio DipEd(Teach)ACUMelb,
GradDip(TESOL)SA, BADeakin, MEd(ESL& Literacy),
CertlVAssmt&WrkplcTrainVUTAFE

Teachers

Lisa Bartels BAMelb, DipEdLaT,
PostGradDip(TESOL&ALBE)Melb,
CertlVAssmt&WrkplcTrainVUTAFE

Belinda Bold BEdMelb GradDipIndEd&TrainRMIT,
MEd(ESL& Literacy), CertlVAssmt&WrkplcTrainVUTAFE
Tony Bonnici CertIVAssmt&WrkplcTrainVUTAFE
Julie Bourne AdvCertRACSRMIT, CertlVAssmt&
WrkplcTrainVUTAFE

Catherine Bushell BSc, GradDipMathSciMelb, DipEdMonash,
Carol Canty BSci, DipEd, GradDipMathSciMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Kathy Dimitriou DipPriEd, GradDipSpEdMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Norman Dinsdale BALaT, AdvCertRACS, BEd,
GradDipTertEd, Certl VAssmt&WrkplcTrainVUTAFE
Despina Drakoulis BEdMelb, AdvCertBusRMIT
CertlVAssmt&WrkplcTrainVUTAFE

Geoff Hennessy DipArts, DipEd, DipSpecEdCambridge,
CertlVAssmt&WrkplcTrainVUTAFE

Anthony Hipgrave BEdMelb,
CertlVAssmt&WrkplcTrainVUTAFE

David Holland BScMelb, B.EdMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Syed Javed MSc, MEdLucknow, GradDipSpEdMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Pam Jones BALaT, DipEdLaT, BEd(SpEd)Melb,
CertlVAssmt&WrkplcTrainVUTAFE

Jenny Lees BEdTasDipTeachRivVCAE,
GradDip(ESL&Literacy), CertlVAssmt&
WrkplcTrainVUTAFE
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Bruno Lettieri BA, DipEdMelb, CertlVAssmt&
WrkplcTrainVUTAFE

Tammy Matthews-Prosser BBScLaT,
PGradPsych(Adult&Child), GradDipEdTAFEMelb,
MEd&Train, CertlVAssmt&WrkplcTrainVUTAFE

Jeff Mifsud BEdPIT, GradDipEdMusicACU,
CertIVAssmt&WrkplcTrgVicMelh

Margi Petzke DipTeach(Pri)LaT, CertHortBurnley,
CertTEFLIntHouseLondUK, CertlVAssmt&WrkplcTrgVicMelb
Peter Rechner BA(Hons), MA, DipEdMelb., CertlVAssSmt&
WrkplcTrgVicMelb

Berne Renehan BA, DipEdLaT, CertlVAssmt&
WrkplcTrgVicMelb

Patricia Sabey BALaT, DipEdHIAE,
GradDipMultiCultStudUNE, CertESLProgDesWMIT,
CertlVAssmt&WrkplcTrainVUTAFE

Padmini Samarawickrama BSciSriLanka, DipEd,
CertlVAssmt&WrkplcTrainVUTAFE

Maree Sargeant TTIC, GradDipEdMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Natalie Senjov-Makohon DipEd, BE, GradDipMonash
(Curriculum Admin), MEdDeakin, PhD,
CertlVAssmt&WrkplcTrainVUTAFE

Magda Smrdelj DipPrimTeachPIT, BEdPIT,
GDSE(SpecEd)Melb, CertlVAssmt&WrkplcTrainVUTAFE
Rodney Solin BA(Hons), DipEdLaT,
CertlVAssmt&WrkplcTrainVUTAFE

Laraine Tobias MASillimanU, MEdOregon,
BScElemEdSillimanU, CertIVAssmt&WrkplcTrainVUTAFE
Sandra Thorn DipTeachMCAE, BEdDeakin,
GradDipSpEdMelb, GradDipAppSci(Hort),
CertlVAssmt&WrkplcTrainVUTAFE

Vicky Woodford DipFinArts, BEd, GradDipSpEdMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Frank Zarosinki BA, DipEdMon, GradDipTESOL&LIt,
CertlVAssmt&WrkplcTrainVUTAFE

Workplace Training Officers
Cameron Robertson AdvCertFineArt/Design,
CertlVAssmt&WrkplcTrainVUTAFE

Department of Arts, VCE &
Preparatory Programs

Acting Head of Department

Jacinta Richards BEdDeakin,

GradDipEd(AdultEd/ TESOL)Deakin, CertlVAssmt&
WrkplcTrainVUTAFE, GradCertLdrshpEd&TrgMgrs

Program Managers

Venny Smolich BSc, DipEdLaT,
CertlVAssmt&WrkplcTrainVUTAFE,GradDipCompEdMelb
Theresa Wyborn BA(Hons), PhD(Hist)Melb,
GradCertTertTeach, CertlVAssmt&WrkplcTrainVUTAFE
Natalie Williams BSc, DipEd, GradDiplnterEthnicStudsMelb,
AssDIpEnvScNRCAE, Certl VAssmt&
WrkplcTrainVUTAFE
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Teachers

Marie Armanasco BSciEdMelb, GradDipCompStMCAE,
CertlVAssmt&WrkplcTrainVUTAFE

Valerie Astbury BA, DipEdStateCollegeVic, BEd(TESOL)LaT,
MA(AppLing)Melb, Certl VAssmt&WrkplcTrainVUTAFE
Pat Bodsworth GradDipBusInfoTechSwin,
CertlVAssmt&WrkplcTrainVUTAFE

Maggie Bryant BASOCSwinburne, BEdSOC,
MA(Prelim)SOCLaT, CertlVAssmt&WrkplcTrainVUTAFE,
GradCert(Womens Stds)\VVUTAFE, TrainedPrimTeachCert
Susanna Bryceson BTwn&RgnlPlanMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Graham Carberry BJMonash, DipEdHIEA

Karen Charman BA, MA

Susheel Chand CertlVAssmt&WrkplcTrainVUTAFE,
MAUNiSthQLD, BBMonash, DipAccICS,
CertTrainTrainerDeakin, CertTeachUniSthPacific

Sherryl Clark BADeakin,
CertlVAssmt&WrkplcTrainVUTAFE

Bridget Foley BAMonash, DipEdHIEA,
GradDiplntEthicStudMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Madeline Ford CertlVAssmt&WrkplcTrainVUTAFE,
BAMelb, GradDipEdMelb, MEd(TESOL)Deakin

Marita Getlins BA, DipEd, BSpEdMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Christine Griffiths BAMonash, DipEd Monash,
CookingTradeCert, Certl VAssmt&WrkplcTrainVUTAFE
Ewa Haire BA, DipEdMonash, BEdLaT,
GradCertTESOLHIE,
CertlVAssmt&WrkplcTrainVUTAFE, GradDipTESOL
David Holland BSci, BEd, MEd

Kirsten Hutchison BA, DipEd, MEdPrelimLang&LitLaT,
GradDipWmsStuds, MEdLang&L.itDeakin,
CertlVAssmt&WrkplcTrainVUTAFE

Rachel Kafka GradDipEd Monash, BA MelbUni,
CertlVAssmt&WrkplcTrainVUTAFE

Gwenda Lavender BA, DipEdMSC, GradDip(MultiStd)ACU,
GradDipCompEdMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Patricia Lisle BA, DipEd, PostGradDipEd TESOL(Adult)
Marianne Montalti CertlVAssmt&WrkplcTrainVUTAFE,
BAppSciSwin, PhDAppSciUniSA, GradDipEdMelh

Peter Moraitis BA, DipEdLaT,
CertlVAssmt&WrkplcTrainVUTAFE

Merrilee Moss BAANU, MAPrelimANU,
DipArts(ProfWrit)PrahranCOT,
CertlVAssmt&WrkplcTrainVUTAFE

Peter Rechner BA(Hons), MA, DipEdMelb

Tracey Rolfe BAppSCiRMIT, DipArts(PWE)Holmesglen,
CertlVAssmt&WrkplcTrainVUTAFE

Sujit Sen Gupta BEngRMIT, GradDipBus Sci, GradDipEd,
CertlVAssmt&WrkplcTrainVUTAFE

Christine Thiel DipEd, BEd, GradDipTESOL,
CertlVAssmt&WrkplcTrainVUTAFE
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David Thompson BSc, MEdMelb, BEdDeakin,
EntreprenTchgCrs, CertIVAssmt&WrkplcTrainVUTAFE
Margarita Volkoff BAMonash, GradDipMedia(AFTRS),
GradDipCALLMelb, CertTeachEnglishAdultimmigrant,
DipEdLaT,

Andrew Williamson, CertComCook, BA AdeUni, VLCCert,

Administration Officers
Tania Smith DipArts(ProfWrit)VUTAFE
Susan Ryan

Music

Head of Department
Jennifer Turner BEd(Music)Melb; GradDipArts(Music)VCA,
CertlVAssmt&WrkplcTrainVUTAFE

Program Manager and Coordinator, Technical Production
Adam Hutterer BEd; GradDipContMusTech,
CertlVAssmt&WrkplcTrainVUTAFE

Coodinator, Music Performance
Jenny Game-Lopata BAMusVCA, BA(Hons)MusicLaT,
MA(Music)Monash; Certl VAssmt&WrkplcTrainVUTAFE

Coordinator, Music Business
Neil Goudge BA, DipAudioEng; Cert IVMultimedia,
CertlVAssmt&WrkplcTrainVUTAFE

Coordinator, Instrumental Music
Stephen Rando Bmus,
CertlVAssmt&WrkplcTrainVUTAFE

Technical Support
Bert Larin Bed, DipMediaPrdn, CertElectr&Comm,
CertlVAssmt&WrkplcTrainVUTAFE

Department of Employment and
Training Services

Head of Department
Maree Wheelens BA, DipEdLaT

Head of Unit, Jobs Plus New Apprenticeships Centre
Nada Banjanin BEd, MSC

Marketing Manager, Jobs Plus NAC

Robin Jolley AdvDipBus(PR)VUTAFE

Coordinator, Performace Monitoring, NAC
Mike Welch DipPblicAdmnRMIT

Site Managers, NAC

Naomi Dempsey CertlVAssmt&WrkplcTrainVVUTAFE,
LegalOffice Traineeship

Glenda Fry

20

Support Officers, Community Initiatives Program

Charlie Pagano CertIVVET, CertHort,
CertlVAssmt&WrkplcTrainVUTAFE, CertEngProduction
Paul Borovac CertIVWrkplcTrng&AssNTC

Ruth Gadsby DipYouthWrk, CertSmallBus,
CertlVAssmt&WrkplcTrainVUTAFE

Administrative Officers

Dani Santomartino BEd MCAE,
CertlVAssmt&WrkplcTrainVUTAFE

Melanie Guziak DipSportsAdmVVUTAFE, CertlVRecr,
Certl1SprtsOps

Sarang Pradhan BelecEng, AdvDipCompEdic

CWA Case Management Coordinator, Community Initiatives
Program
Helen Mounas, CertDental&Radiographer, CertHosp

Project Officers, Community Initiatives Program

David Batistella CertLndscpGrdng, CertHortNMIT,
CertlVAssmt&WrkplcTrainVUTAFE

Wayne Cramp CertlVAssmt&WrkplcTrain\VUTAFE,
CertFab&Eng

David Edwards, BALaT,
CertlVAssmt&WrkplcTrainVUTAFE, CertEngProd
Joseph Ferlazzo, CertConfinedSpcEmrgncyCareCFA,
CertPermacultureCERES, AssDipAgricDeakin,
CertlVAssmt&WrkplcTrain\VVUTAFE, CertAgriculture,
DipSystemsTech, DipJavaProgVUTAFE

Tom Radford BA, CertlVAssmt&WrkplcTrainVUTAFE
Susan Rigby CertlVAssmt&WrkplcTrainVUTAFE,
CertGardening

Meridith Stott DipPriSchTeach MKTC,
CertlVAssmt&WrkplcTrainVUTAFE

Sean Whitehead CertlVAssmt&WrkplcTrain\VUTAFE,
CertIT

Arthur Wright CertlVAssmt&WrkplcTrainVUTAFE,
CertPubAdmnWMIT, CertSportsAdmin

Customer Service Officers, Community Initiative Programs

Kim Hellard AdCert Media, Film & TV Studies

Sandra Kemives CertOffSkills&SecretarialStudVUTAFE
Melinda Lordanic CertCompApplications

Katherine McGhee CertlVAssmt&WrkplcTrainVUTAFE
Employment Consultants, Employment Services

Leigh Richardson AdvCertAccredTeamMgtSyst

Administrative Officer, Employment Services
Faye Hadden

Customer Service Officers, Employment Services

Fatma Abdo CertOfficeAdmin

Leah Samuel

Janet Elorza Certl VAssmt&WrkplcTrainVUTAFE

New Apprenticeships Consultants, New Apprenticeships Centre
Anne Dickson BArchRMIT

Roland Edwards

Rosie Guardiani BA&BCDeakin

Geoff Hosking CertlVAssmt&WrkplcTrainVUTAFE
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Natasha Matthews BADeakin

lan Meyer BComp, CertlVAssmt&WrkplcTrain\VUTAFE,
Geraldine Mitra

Cameron Quinten BEd, GradDipAppliedScience, BSci(Hons)
Sally Roberts

Robyn Shilton MAPrelim, DipEd, BALaT, CertIVAssmt&
WrkplcTrainVUTAFE

David Smith

Mark Smith BC, PostGradAcc&Fin

Mike Valentine DipCardioTech, CertIVAssmt&
WrkplcTrainVUTAFE

Robyn Vuillemot CertlVAssmt&WrkplcTrainVUTAFE,
CertlVTrg&Dev.

Administrative Officers, New Apprenticeships Centre
Elisa Chung

Fiona Davies CertOfficeAdminVUTAFE

Sue Madden CertOff&SecFCOT

Sandra Vander Scheer

Sharon Watson SecretarialCourse

New Apprenticeships Customer Service Officers
Millia Bosnjak BusAdmnTrnshp

Sandy Carzino BusAdmnTrnshp

Annie Davies

Rana Elbelli

Joanne Galanis BALaT

Bianca Johnston GradCertHumanResSwin
Rachel Lam Sam

John McGlenchy

Lauren McKelvie DipSportsAdminVUTAFE,
CertlVVRecreation, CertlISportsOpVUTAFE
Anna Miroch BscMelb, CertBusiness(OfficeAdmin)VUTAFE
Maire Naughton

Rebecca Shea CertBusAdminVUTAFE

Eric Smith

Fiona Tialto

Trinh Truong CertlVBus(OfficeAdmin),
Certl10fficeAdminVUTAFE

Kris Wycherley DipSecretarialStudies,
CertOfficeAdminVUTAFE

Project Officer, Community Jobs Program
Wendy Grant BAppSci, AdCertHort,
GradCertEd&TrgVUTAFE,
CertlVAssmt&WrkplcTrainVUTAFE
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Project Officer, Youth Pathways
Michelle O’Brien BEdArts, PostGradCertEdStudies,
CertlVAssmt&WrkplcTrainVUTAFE

ETSD Short Courses, Teacher

Marjan Ziemnicki, BEd, GradDipArts, MBA,
DipTeaching, GradDipLaw, GradDiplnter-
EthnicStudies&Ed

Department of Language Studies

Head of Department
Margaret Cook BA, DipEdMelb, Dip(TESL),
MA(TESOL)Deakin

Program Manager
Dhammika Fernando BSc(hons)SriLanka,
Dip(TESOL)Canada, GradDipTchVUTAFE

Self Access Centre Manager
Michael Lomas BA, DipEdLaT, MA(Hons)(AppLing), Grad
DipVET(IT)Melb, Certl\VVMicrocomp Tech

Teachers

Rose Barillaro BAMonash, DipEdRusden

Anne Beales BEd, GradCert(TESOL)Melb

Yvette Bockisch BEdMelb, BA, DipEdMonash,
CertTEFL(RSA), CertNOPDNMIT

Lynne CarolanDipEdMelbStateColl, BA,
GradCertEDStuds(TESO & LOTE), MEdMelb

Paul Conroy BADeakin, DipEdMonash,

Avril Cooke BEA(TESL)LaT, CertTESL(RSA)

Judy Eland MEdLaT, BASyd, DipTeach,
GradDip(TESOL)USA, GradDipEdCounsSAIT
Naomi Evans BEd(VisArts)Melb, GradDipTch(TESOL/Lit)
VUTAFE

Fiona Graham BAMelb, DipEdLaT,
AdvCertEngWrkplcDeakin

Mary Hurley DipTch(Prim)Coburg, GradDip(TESOL)Melb
Jim Kapernaros BAAthens, DipEdRusden

Con Karavarsamis DipElecEngRMIT, DipEd,
GradCert(TESOL)Hawthinst

Helen Lindesay BASwin, DipEdRusden,
GradDipStudtWiareMelb

Sashi Mani BA, DipEdUniSthPacific,
MEd(AppliedLinguistics)RMIT

Krina McFarlane BALaT, DipLib, DipEdMCAE,
DipMathsEdHawthorninst, DipTESOL&L.it)VUTAFE
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Tim Molyneux BASwin, GradDipSecEdVVUTAFE,
MEdMonash

Julie Porter BA LaT, DipEdLaT, BFineArtsRMIT
Brendan Power BA, DipEdMonash, RSA(CELTA)RMIT
Sonja Rolton MedMonash, BASwin,
GradDipEd(TESOL/LOTE)

Paul Shanahan BAMelh, GradDipEdLaT

Peter Tilley BA(Hons), BL(Hons), DipEdMelb,
AdvCertAppLingRMIT

Marie Williams CertTchCC, DipTchMercy,
GrDip(TESOL&LIit)VUTAFE

Library & Cultural Studies Unit

Head of Unit
lan Rogers BEd(Lib)Melb, MEd(St)Monash,
CertlVAssmt&WrkplcTrainVUTAFE

Teachers

Mary Carroll CertCompApp, BEd(Lib)Melb, GradDipEd,
MEd(Lit)CharlesSturt, CertIVAssmt&WrkplcTrainVUTAFE
Tim Dolby BA(Hons)LaT, GradDiplnfoManRMIT

Susan Reynolds BEd(Lib)Melb, MLSSanJoseUS,
CertlVAssmt&WrkplcTrainVUTAFE

Department of Visual Arts, Design &
Multimedia

Head of Department
John Barmby DipFinArtRMIT, DipEdHIEA

Program Manager—Graphic Art
Vacant

Program Manager - Multimedia

Mark O’Rourke BSc(Hons)Melb, AdvCertArt&DesPIT,
AdvDipArtsElecDes&IntMediaSwin,
CertlVAssmt&WrkplcTrainVUTAFE

Support Service Officer
Linda Ellis AssDipGraphArtChisholm, DipEdHIEA,
CertlVAssmt&WrkplcTrainVUTAFE
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Teachers

Tony Aszodi AssDipGraphArtChisholm,
CertlVAssmt&WrkplcTrainVUTAFE

Paul Borg BAFinArt\VVCA

Peter Burke BA(FineArts)RMIT, DipEdMelb,
CertlVAssmt&WrkplcTrainVUTAFE

David Cahill CertlVAssmt&WrkplcTrainVUTAFE
Chris Capetanakis BAGraphDesignPhilliplnst,
CertlVAssmt&WrkplcTrainVUTAFE

Lisa Cianci

Maureen Fitzgerald AssDipGraphArtChisholm, DipEdHIEA,
CertlVAssmt&WrkplcTrainVUTAFE

Greg Giannis BElecEngChisholm, MA(MediaArts)RMIT,
CertlVWrkplcTrainSUT

Janet McDonald DipArtGold&SilvsmithRMIT,
GradDipEdMelb, AssDipArtGraphArtWMIT,
CertlVAssmt&WrkplcTrainVUTAFE

Ben Northcote DipArtsMultiMediaTorrens\Vallgyl T,
AdvCertArtDesgn, AssDipGraphicArtWMIT,
CertlVAssmt&WrkplcTrainVUTAFE

Alan Morgans DipArt&DesignPhilliplnst

Julie Patey GradDipEd, BA(FineArts)

Julie Stewart BAVisCOmRMIT

Jonathon Walker AssDipFinArtRMIT

Client Support Officer
Fernando DeSousa DipGraphArtVUTAFE
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School of Human Services,
Science & Technology

Associate Director/Head of School
Anne Jones DTP, GDSEMelb, GradDipPublicPolicyDeakin

Department of Science and
Biotechnology

Acting Head of Department

Gail Sanders BAppScChemSwin, DipEdHIAE, Certl VAssmt
&WrkplcTrainVUTAFE, GradCertLdrshpEd&
TrgMgrsVUTAFE

Program Managers

Steve Hammond BAppScChemFIT, GradDipEdHIAE,
CertlVAssmt&WrkplcTrainVUTAFE

Sylvia Travaglia BscEdMelb

Teachers

lan Baglieri BEdSecEdMelb, AssDipEngFIT,
CertlVAssmt&WrkplcTrainVUTAFE

John Banjanin BAppScMathsRMIT, DipEd

Roz Cook BEngChemRomania, DipEd,
CertlVAssmt&WrkplcTrainVUTAFE

Margot Galletly CertAppScAnimalTechWhitehorse, BEAHIAE,
CertlVAssmt&WrkplcTrainVUTAFE

Kim Hauser AssDipAppScAnimalTechFIT,
CertlVAssmt&WrkplcTrainVUTAFE

Greg Gordon BAppScCanberra, AssDipAnimalTechBox Hill,
CertlVAssmt&WrkplcTrainVUTAFE

Carin Grant BScMonash, DipEdMonash,
CertlVAssmt&WrkplcTrainVUTAFE

Paul Gysslink DipEdMelb, Pharmaceutical ChemistVCPharm,
BecoMonash, GradDipEcoStdsMonash,
PostgraduateDipHIthEco &EvalMonash

Maxwell Mendes BSci(HonsMicrobiology)LaT, CertIVIT
(SoftwareDev)VUTAFE, CertlVIT(Tech&UserSupp)
VUTAFE, DipIT(SotwareDev)VUTAFE, Certl VAssmt&
WrkplcTrainVUTAFE

Veluppilai Packiyasothy BScSrilanka, MscSriLanka,
CertlVAssmt&WrkplcTrainVUTAFE

Stephen Pehm DipEdSecEdVicMelb,
MAppSci(FdTech)UniNSW, BAppSci(AppChem)UTSyd
Francesca Peluso BVSc(Hons)Melb

Lin Rigby BScPortsmouth, PhDVicMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Carol Scarpaci BSc, BSc(Hons)VicMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Valerie Tyers DipEdMonash, BAMonash,

Kaye WiddowsonCertlVAssmt&WrkplcTrgVicMelb,
GradDipEd(TESOL & Literacy)ACU, GradDipEd(Biol,
Sci)LaT, BSci(BiolSci)LaT
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Laboratory Technicians

Heather Altimari AssDipLabTechGordon,
CertlVAssmt&WrkplcTrgCREATE

Bronwyn Duncan AssDipAnimalTechFIT,
AssDipLabTechFIT

lan Johnson AssDipAppScAnimalTechFIT,
AssDipLabTechFIT, DipHealthMedTechRMIT

Department of Information
Technology

Head of Department
Sharon Brown BA, GradDipCompEdMelb, DipEdMelbStColl,
CertlVAssmt&WrkplcTrainVUTAFE

Teachers

Kevin Baker BSc, DipEd, GradDipComp, GradDipEdTech
lan Browne BscOtago, GradDipEdNedlands,
GradDipCompSciSwin, MEdWAWUst,
CertlVAssmt&WrkplcTrainVUTAFE

Tien Cavrak BCompScVicMelb, GradDipSecEd, CNI Netware
5.1 Adm, MCP (VB)

Michael Chung BAppTechRMIT, GradDipBusComp,
GradCertTertEd, Certl VAssmt&WrkplcTrainVUTAFE
Nick Cypreou BSc(CompSci)RMIT, GradDip(BusComp),
GradCertEd&TrainVUTAFE

Ajith DeSilva BScPeradeniya, CertHrdwreMainCPTI,
GradDipBITSwin, CNI Netware 5.1 Adm

Janusz Dutka BSc JagCrakow, GradDipCompMon

Barry Flanagan DipAppSciDeakin, GradDipCompMonash,
GradDipEdHawthInst

Graham Gleich AssDipBusVUTAFE,
CertlVAssmt&WrkplcTrainVUTAFE

lan Hosken DipBusFIT, DipEdHawthorn,
GradDipCompVUTAFE

Tony Jagla DipCompSys\VUTAFE, BAppScCRMIT

David Maher AssDipBus(MicroComp),
GradDipEd(Sec)VUTAFE

Leanne Matheson BScMonash, DipEd LaT,
GradCertDesignMonash

Shane Mengaziol BBusComp, GradDipEd(Sec),
CertlVAssmt&WrkplcTrainVUTAFE

Song Nguyen BEdMelb

Rita O’Leary DipTech, DipBusMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Gabriella Pretto BA, DipEd, GradDipComp, MEdMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Peter Snape BALaT, GradDipEdRusden,
GradDipBusInfoTechSwin, CNA Netware Adm

Chrys Spicer DipTeachAvondaleNSW, BAPacificUnion,
MAANdrews

Fred Tresise DipBusMonash, DipInfoProcMonash,
GradCertTertEdVUTAFE
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Uday Vaidya BPetrochemical Englndia, PostGradDipSoftware
Englndia, MInfo TechSwin,
CertlVAssmt&WrkplcTrain\VUTAFE, CNINetware5.1Adm
Jack Visser HDipTch, BEd, GradDipCompEd, Dip PC
Repair, CertlVAssmt&WrkplcTrainVUTAFE, CertProjCons,
CertNovAdminSup

Department of Child Studies

Head of Department
Teresa Durka

Program Managers

Patricia Corelli BEd ECS Melb, AssDipSocStud,
Cert.ParentLeadership&Training

Janet Park BEd LaT, Dip TEC IECD,
AdvCertProjectConsultingRMIT

Teachers

Jennifer Aitken DipTeachEDHPHhillip,
DipTeachPriBendigoCAE, GradCert TertiaryEdVUTAFE
Christine Cook BEAECH, DipTeachECH/ECD

Dury D’Cruze MCDIndia, GradDipHIEA

Susan Emmett BEd, DipTeach(ECD)Melb, CertlVVMgtSwin
Elaine Grainger DipNursingQLD, CertMidwifeSyndey,
GradDipCD, GradDipEdMelb

Janette Hunt BEAECDMelb, GradDipAdvStudsECD,
DipKindergartenTeachMKTC

Cam Huynh AssDipCCWMIT, DipKindergTchVietnam
Julie McCarthy BEAJECH/ECD, GradDipEdMelb

Gracie Munari AssDipCCWMIT, BEdECMelb

Elizabeth Roy BEd(HomEco), HighDipTeach(Sec)Rusden
Eve Salter DipTeach, GradDipSpEd/ECD,
GradDipVocEd&Trg

Maureen Thorp BA(ECE)VicMelh, AssDipCCWMIT,
PreSchMcraftNurseCertDeptHealth, McraftNurseCertStlosephs
Catherine Tighe DipTeachMelb, DipCCWMIT

Department of Health Services

Head of Department
Sue Philpott RegNurseDiv1AustinHosp,
BAppSc(Education)Lincoln Inst, GradCertLdrship&Mgt

Teachers

Rita Funnell RegNurseDiv-1&Div-3,
CertOncolNursNSWColl.Nurs, MHIthStudLaT, BHIthSc,
GradCert(Tertiary Ed)VUTAFE

Karen Lawrence RegNurseDiv1, BHIthSc,
GradDip(Midwife)VicMelb, MHIthSc(NursEd),
GradDipVETCharles Sturt

Wayne Lynch RegNurseDiv1, BappSciPhillipinst, BEd,
GradDip(Counselling), MHumanSerLaT

Stuart Tyler RegNurseDiv1IRCH, BHIthSci,
GradCert(Tertiary Ed)VUTAFE
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Department of Social and
Community Studies

Head of Department
Wayne Butson BAFIT, GradDipEd(Tert)Melb,
GradCertMgtDevVVUTAFE

Program Managers

Robert Cugno BA(Hons), MA(Crim)LaT,
WrkplcAssrVUTAFE

Trish McCluskey RegNrseNthire, BAEdAuckNZ,
GradCertMenHIthAuckNZ,
CertAdIt&TerEdAuckNZ, WrkplcAssrMITNZ

Teachers

Glenys Adams BA(Youth Affairs)PIT, GradDipEd,
Blitt(Hons)Melb, CertlVAssmt&WrkplcTrainVUTAFE
Anne Attard BAMon, BSWMon, GradDipEdMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Karen Baker Div-2RN,
CertlVAssmt&WrkplcTrainVUTAFE

Lynne Bell CertlVAssmt&WrkplcTrainVUTAFE
Joan Broughan BEdVicMelb, GradDipWelfareMonash,
AdvDipResCoMSerOuterEast, CertlVAssmt&WrkplcTrainBrd,
DipJustHomesglen

Kirsty Clark BachAppIScCRMIT,
CertlVAssmt&WrkplcTrainVUTAFE

Joan Cooney BSpEd, GradDipEdMelb

Jen Couch BA(AsiaPacCD)VicMelb

Mary Crook Certl VAssmt&WrkplcTrainVUTAFE

Mary Danckert BA(Hons), MA

Joan Goatley GradDipMidWife\icMelb, BHScNurseVicMelb,
CertlVAssmt&WrkplcTrainVUTAFE

Leanne Glover-Richards BA, CertlVWrkplcAssrVUTAFE
Viviane Golan BSWUNINSW, WrkplcAssrVUTAFE
Wilma Grant BSScCWIAE, GradDipEd, AdvCertRACS
Lyn Hannah BachSWMon, GradDipFamTherapyLaT,
CertlVWrkplcAssessor&TrainingVicMelb

Gerard Hogan BEd, BA

Jenny Harrison BSSc, GradDipPsychLaT,
CertlVWrkplcAssr&TrainVicMelb, CertVocTrnRMIT,
GestaultGl

Lisa Jacques BAYthAffairsRMIT,
CertlVWrkplcAssr&TrainVicMelb

Dave Kerin CertIVWrkplcAssr&Train

Marg Leser DipWfare, DipTeach,
CertlVWrkplcAssr&TrainVicMelb

Felicity Martin BAEdMelb

Katy Mackenzie SN, BA, GradDipEd, AdvCeretCommServ,
WrkplcAssrVicMelb

Spohia McAlpin BAHonsMon

Helen McGregor SEN, GradCert(PallCare),
CertlVAssmt&WrkplcTrainVUTAFE

Heather McLean BA, LLBLaT

Robert MiflerBAMelb,GradDipEdMelb,
CertlVAssmt&WrkplcTrainVUTAFE



STAFF — TECHNICAL AND FURTHER EDUCATION

Jennifer Owers DipEdMonash, GradCertProjManRMIT
Satrah Palmer BAPsych/Soc,
CertIVAssmt&WrkplcTrain "UTAFE

Maryanne Panucci BAlat, BachBevScienl 7T,
CertIVAssmt&WrkplcTrain "UTAFE

Jenny Pitkin DipApplSclincoln,
CertIVAssmt&WrkplcTrain " ULAFE

Jodie Portelli

Kerry Ryan DipAppSc, BaN(RNDiv1), GradCertPalliative
Care, MaNClinicalMgt&Prac, GradCertTertEd&Trng,
CertlVWrkplcAsst 'UTLAFE

Di Shillabeer RNDiv1RoyaiMelb, BBusMonash,
GradDipSecondary, Certl VAssmt&WrkplcTrain 'UTAFE
Rita Sidlauskas DipYouthWkPIT, BEdLT

Lynda White BJ/LLB, GradDipEd&Train(Hons)

Department of Sport, Recreation and
Performance

Head of Department
Jane McLennan BAppScl-7cMelb,
CertIVAssmt&WrkplcTrain VUTAFE

Program Managers
Michael Collins Bed I7College, DipFrtlineMgt,
CertIVAssmt&WrkplcTrain VUTAFE

Teachers

Oliver Allan BRecMgt 7cMelb,
CertIVAssmt&WrkplcTrain " ULAFE

Nathan Bower BEdDeakin,
CertIVAssmt&WrkplcTrain " UTAFE

Bruce Davis CertIVAssmt&WrkplcTrain V' ULAFE
Wenda Donaldson BAppScSwin, GradCertACEAIS,
GradCertBusMgtMonash,
CertIVAssmt&WrkplcTrain VUTAFE

James Durnan CertIVAssmt&WrkplcTrain 'UTAFE
Rachel Fantuzzo BAppSci, BEd I7Melb,
CertIVAssmt&WrkplcTrain " UTLAFE

Anna Gibney BSS 1iMelb, Grad Dip EdHawthlnst,
GradDipExRehabl sncoln, Cert Massage,
CertIVAssmt&WrkplcTrain VUTAFE

Lisa Laidlaw CertIVAssmt&WrkplcTrain "UTAFE
Koya Marney BAAppScHumMvmnt17Melb, GradDipSecEd,
CertIVAssmt&WrkplcTrain " ULAFE

Rob McPhail DipRec, BApp Sci I7cMelb,
CertlVAssmt&WrkplcTrain V' UTAFE

Michelle Pain, PhD, MEd, DipEdMornash,
CertIVAssmt&WrkplcTrain " ULAFE

Daryl Pellizzer BEdRusden,
CertIVAssmt&WrkplcTrain |V ULAFE

Kathy Roberts BScMinnesota,
CertIVAssmt&WrkplcTrain VUTAFE

David Spark GradDipRec&SportMgt,
CertIVAssmt&WrkplcTrain " ULAFE

Jo Trevathan

Robert Utber BAPhillip,
CertIVAssmt&WrkplcTrain VUTAFE
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TAFE Courses at Victoria University in 2004

Centre for Curriculum, Innovation and Development
Course in ICT Skills for Teachers (21335VIC)

Certificate 1V in Assessment and WorkplaceTraining(BSZ40198)
Diploma in Training and Assessment Systems(BSZ50198)

Certificate IV in Vocational Education and Training(15559VIC)
Diploma of Vocational Education and Training(15560V1C)

Graduate Certificate in Vocational Educationand Training (21205VIC)
Graduate Certificate in VET in Schools Implementation(21102VIC)

School of Business, Hospitality and Personal Services

Administrative and Legal Studies Department
Certificate 111 in Business (Legal Administration)(BSA30200)
Certificate 1V in Business (Legal Services)(BSA40200)
Advanced Diploma of Business (Legal Practice)(20055VIC)
Diploma of Business Administration(BSB50201)

Certificate IV in Business Administration(BSB40201)
Certificate 111 in Business Administration(BSB30201)
Certificate |1 in Business(BSB20101)

Certificate 111 in Business(BSB30101)

Certificate IV in Business(BSB40101)

Diploma of Business(BSB50101)

Certificate 111 in Business (Recordkeeping)(BSB30401)
Certificate IV in Business (Recordkeeping)(BSB40301)
Diploma of Business (Recordkeeping)(BSB50301)
Certificate 111 in Government(PSP30199)

Financial Services Department

Advanced Diploma of Accounting(FNB60202)

Diploma of Accounting(FNB50202)

Diploma of Business (Banking and Finance)(90025NSW)

Course in Real Estate for Agents’ Representatives(2004AAA)

The Certificate 1V in Business (Estate Agency Practice)(2404ADA)

Hospitality and Tourism Department

Certificate | in Hospitality (Operations) (THH11002)

Certificate | in Hospitality (Kitchen Operations) (THH11102)
Certificate 11 in Hospitality (Operations) (THH21802)

Certificate 11 in Hospitality (Kitchen Operations) (THH22002)
Certificate 111 in Hospitality (Commercial Cookery) (THH31502)
Certificate 11 in Hospitality (Catering Operations) (THH32902)
Certificate 111 in Hospitality (Operations) (THH33002)

Certificate 1V in Hospitality (Supervision) (THH42602)

Diploma of Hospitality Management (THH51202)

Advanced Diploma of Hospitality Management (THH60202)
Certificate | in Tourism (Australian Indigenous Culture (THT10102)
Certificate 11 in Tourism (Operations) (THT20502)

Certificate 111 in Meetings and Events (THT30102)

Certificate 111 in Tourism (Retail Travel Sales) (THT30202)
Certificate 111 in Tourism (Visitor Information Services) (THT30602)
Certificate I11 in Tourism (Guiding) (THT30902)

Certificate 111 in Tourism (Operations) (THT31002)

Certificate IV in Tourism (Sales and Marketing) (THT40102)
Certificate 1V in Tourism (Operations) (THT40202)

Certificate IV in Tourism (Guiding) (THT40302)

Certificate IV in Tourism (Natural and Cultural Heritage) (THT40402)
Diploma of Tourism (Marketing and Product Development) (THT50102)
Diploma of Tourism (Operations Management) (THT50302)
Advanced Diploma of Tourism Management (THT60102)

Management and Marketing Department

Certificate 111 in Business (Frontline Management)(BSB30501)
Certificate 1V in Business (Frontline Management)(BSB41001)
Diploma of Business (Frontline Management)(BSB51001)
Certificate IV in Business (Human Resources)(BSB40801)
Diploma of Business (Human Resources)(BSB50801)
Advanced Diploma of Business (Human Resources)(BSB60301)
Certificate IV in Business Management(BSB41101)

Graduate Certificate in Management (21365VIC)

Diploma of Business Management(BSB50401)

Advanced Diploma of Business Management(BSB60201)
Advanced Diploma of Business (Operations Management)(20055VIC)
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Diploma of Business (Operations Management)(20053V1C)
Certificate IV in Business (Operations Management)(20051VIC)
Certificate IV in Business (Advertising)(BSB40601)

Diploma of Business (Advertising)(BSB50601)

Advanced Diploma of Business (Advertising)(BSB60501)
Certificate 111 in Business (Sales) (BSB30301)

Certificate 1V in Business (Marketing)(BSB40701)

Diploma of Business (Marketing)(BSB50701)

Advanced Diploma of Business (Marketing)(BSB60601)

Advanced Diploma of Business (International Business)(20055VIC)
Diploma of Business (International Trade)(20053VIC)

Certificate 1V in Business (International Trade)(20051VIC)
Advanced Diploma of Business (Public Relations)(20055VIC)
Certificate IV in Business(BSB40101)

Diploma of Business(BSB50101)

Certificate 1V in Business Development(BSB40501)

Diploma of Business Development(BSB50501)

Advanced Diploma of Business Development(BSB60401)
Graduate Certificate in Management Development (Education and Training)(2804ABB)

Personal Services Department

Certificate I1 in Modelling (21456VIC)

Certificate I1 in Nail Technology (WRB20199)

Certificate 111 in Beauty (WRB30199)

Diploma of Beauty Therapy (WRB50199)

Diploma of Entertainment (Make-Up) (CUE50798)
Certificate IV in Entertainment Make-Up (CUE40898)
Diploma of Remedial Massage (HLT50302)

Certificate 11 in Hairdressing (WRH20100) [Pre-Apprenticeship]
Certificate 111 in Hairdressing (WRH30100)

Certificate IV in Hairdressing (WRH40100)

Diploma of Hairdressing Salon Management(WRH50100)
Advanced Diploma of Naturopathy(HLT60502)

Western Business Enterprise Centre

Certificate 11 in Security (Guarding)(PRS20198)
Certificate 111 in Security (Guarding)(PRS30198)
Certificate 1V in Business (Small Business Management)(BSB40401)
Certificate 11 in Wholesale Operations(WRW20101)
Certificate 11 in Wholesale Operations(WRW30101)
Certificate IV in Wholesale Management(WRW40101)
Diploma of Wholesale Management(WRW50101)
Diploma of Retail Management(WRR50102)
Certificate IV in Retail Management(WRR40102)
Certificate I11 in Retail Supervision (WRR30102)
Certificate I11 in Retail Operations(WRR30202)
Certificate |1 in Retail Operations(WRR20102)
Certificate 11 in Retail Cosmetic Assistant(WRB20399)

School of Engineering, Construction and Industrial Skills

Automotive Technology Unit

Certificate Il in Automotive Technology(21110VIC)

Certificate | in Automotive(AUR10199)

Certificate I1 in Automotive (Administration — Clerical)(AUR20199)
Certificate 11 in Automotive (Mechanical)(AUR20799 — AUR21899)
Certificate 11 in Automotive (Vehicle Body)(AUR22499 — AUR22999)
Certificate 11 in Automotive (Sales)(AUR21999 — AUR22399)
Certificate I1 in Marine(AUR23199 — AUR23299)

Certificate I1 in Bicycles (Services) (AUR23099)

Certificate 11 in Outdoor Power Equipment (Services)(AUR23399)
Certificate 111 in Automotive (Sales)(AUR31399 — AUR31499)
Certificate 111 in Automotive (Vehicle Body)(AUR31699-AUR31899)
Certificate 111 in Automotive (Mechanical)(AUR30299 — AUR31299)
Certificate IV in Automotive(AUR40199)]

Building and Construction Department

Certificate I in Boatbuilding(15562VIC)[Pre-Apprenticeship]

Certificate 11 in Boatbuilding(15563VIC) [Traineeship]

Certificate I11 in Boatbuilding (15564VIC)[Apprenticeship]

Certificate | in Construction (Off-site)(BCF10100)

Certificate 11 in Off-Site Construction(BCF20100)

Certificate 111 in Off-Site Construction (Joinery-Timber/Aluminium/Glass)(BCF30200)

Certificate | in Construction (Off-Site)(BCG10198)

Certificate in Building and Construction (21393VIC)[Bricklaying — Pre-Apprenticeship]

Certificate 111 in General Construction (Bricklaying/Blocklaying)(BCG30698)[Apprenticeship]
Certificate 11 in Building and Construction (21393VIC)[Carpentry — Pre-Apprenticeship]

Certificate 111 in General Construction (Carpentry — Framework/Formwork/Finishing) (BCG30798)[Apprenticeship]
Certificate 11 in Furnishing (Furniture Manufacturing Pre-Apprenticeship) (12905V1C)[Cabinet Making]
Certificate 111 in Furnishing (Wood Machining, Cabinet Making & Furniture Polishing)(21279VIC)
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Certificate 11 in Furniture Making (Cabinet Making) (LMF30402)
Certificate 111 in Furniture Making (Wood Machining) (LMF30502)
Certificate 11 in Furniture Making (LMF20302)

Course in Building and Engineering Trades Orientation (3113TNWB)
Certificate 1V in Building(SA3477)

Diploma of Building(SA3475)

Certificate IV in Residential Drafting(40357SA)

Diploma of the Built Environment(SA3472)

Diploma of Building Surveying(SA3473)

Diploma of Building Design and Technology (40356SA)

Advanced Diploma of Building Design and Project Administration (40355SA)

Building Services and Special Trades Department

Certificate 11 in Buidling and Construction (21393VIC) [Painting & Decorating Pre-Apprenticeship]
Certificate 111 in General Construction (Painting & Decorating)(BCG30498)

Certificate | in Building & Construction (Plumbing)(2102ABC)

Certificate 111 in Plumbing and Gasfitting(20085VIC)

Certificate IV in Plumbing (Services Design) (2402ADC)

Certificate 11 in Sign Industry (21398VIC)

Certificate 111 in Off-Site Construction (Sign Writing/Computer Operations)(BCF30700)
Certificate IV in Sign Technology (21399VIC)

Course in Building and Engineering Trades Orientation(3113TNWB)

Certificate 111 in Electrotechnology Systems Electrician(UTE31199)

Certificate 1V in Electrical (2406ANC) [Motor Control]

Computer Systems and Electronics Department

Certificate 11 in Electrotechnology Servicing(UTE20502)

Certificate 11 in Electrotechnology Communications(UTE30402)

Certificate 111 in Electrotechnology Communications(UTE30499)

Certificate 111 in Electrotechnology Computer Systems(UTE30599)
Certificate 111 in Electrotechnology Entertainment and Servicing (UTE30702)
Certificate 111 in Electrotechnology Entertainment and Servicing(UTE30799)
Advanced Diploma of Computer Systems Engineering(UTE60199)
Advanced Diploma of Electronic Engineering(UTE60399)

Engineering Technology Department

Advanced Diploma of Engineering Technology (Principal Technical Officer)(14309VIC) [Civil]
Advanced Diploma of Engineering Technology (20020VIC) [Civil]
Diploma of Engineering Technology (20019VIC) [Civil]

Certificate | in Engineering Technology (11409VIC)

Certificate | in Engineering(MEM10198)

Certificate |1 in Engineering (Production)(MEM20198)

Certificate |1 in Engineering(Production Technology)(MEM20298)
Certificate 111 in Engineering (Production Systems)(MEM30198)
Certificate 111 in Engineering(Technician)(MEM30598)

Certificate 111 in Engineering(Mechanical Trade)(MEM30298)
Certificate IV in Engineering Technology (20018VIC)

Advanced Diploma of Engineering Technology (20020VIC)

Diploma of Engineering Technology (20019VIC) [Streams in Mechanical, Manufacturing & Mechatronics]

Advanced Diploma of Engineering Technology (Principal Technical Officer) (14309VIC)[Streams in Mechanical, Manufacturing & Mechatronics]

Certificate 11 in Automotive Manufacturing(AUM20100)

Certificate 111 in Automotive Manufacturing — Frontline Management(AUM30100)
Certificate IV in Automotive Manufacturing — Frontline Management(AUM40100)
Certificate IV in Automotive Manufacturing — Manufacturing Maintenance(AUM40200)
Certificate | in Engineering(MEM10198F)

Certificate 11 in Engineering—Production(MEM20198F)

Certificate 11 in Engineering— Production Technology(MEM20298F)

Certificate 111 in Engineering — Production Systems(MEM30198F)

Certificate |11 in Engineering— Fabrication Trade(MEM30398) [Light & Heavy]
Certificate IV in Engineering Technology(20018VICF)

Diploma of Engineering Technology(20019VICF)[Fabrication]

Advanced Diploma of Engineering Technology(20020VICF)[Fabrication/Supervision, Inspection]

Industrial Skills Training Centre

Certificate 111 in Civil Construction (Plant)(BCC30198)

Certificate 111 in General Construction(BCG31398)

Certificate | in Transport and Distribution(Administration) (TDT11102)

Certificate |1 in Transport and Distribution(Administration) (TDT21102)

Certificate 111 in Transport and Distribution(Administration) (TDT31102)
Certificate IV in Transport and Distribution(Administration) (TDT41102)
Certificate | in Transport and Distribution (Warehousing and Storage)(TDT10102)
Certificate I1 in Transport and Distribution (Warehousing and Storage)(TDT20102)
Certificate I11 in Transport and Distribution (Warehousing and Storage)(TDT30102)
Certificate 1V in Transport and Distribution (Warehousing and Storage)(TDT40102)
Course in Taxi Driving (21387VIC)

Certificate | in Transport and Distribution (Road Transport)(TDT10202)

Certificate I1 in Transport and Distribution (Road Transport)(TDT20202)
Certificate I11 in Transport and Distribution (Road Transport)(TDT30202)
Certificate 1V in Transport and Distribution (Road Transport)(TDT40202)

Diploma of Logistics Management (TDT51002)

29



VICTORIA UNIVERSITY TAFE HANDBOOK 2004

Advanced Diploma of Logistics Management (TDT61002)

Certificate 11 in Transport and Distribution (Mobile Cranes Operations)(TDT30902)
Certificate IV in Transport and Distribution (Mobile Cranes Operations)(TDT40902)
Certificate 111 Motor Vehicle Driver Trainer(Car)(21370VIC)

Certificate 111 in Motor Vehicle Driver Trainer (Heavy Vehicles)(21381VIC)
Certificate I in Transport and Distribution (RailInfrastructure) (TDT10702)
Certificate 11 in Transport and Distribution (Rail Infrastructure) (TDT20702)
Certificate 11 in Transport and Distribution (Rail Infrastructure) (TDT30702)
Certificate IV in Transport and Distribution (Rail Infrastructure) (TDT40702)
Certificate | in Transport and Distribution (Rail Operations)(TDT10402)
Certificate 11 in Transport and Distribution (Rail Operations)(TDT20402)
Certificate 111 in Transport and Distribution (Rail Operations)(TDT30402)
Certificate IV in Transport and Distribution(Rail Operations) (TDT40202)
Certificate | in Transport and Distribution(Stevedoring) (TDT10302)
Certificate I1 in Transport and Distribution(Stevedoring) (TDT20302)
Certificate 111 in Transport and Distribution(Stevedoring) (TDT30302)
Certificate IV in Transport and Distribution(Stevedoring) (TDT40302)
Certificate | in Transport and Distribution(Administration)(TDT11102)
Certificate I1 in Transport and Distribution(Administration)(TDT21102)
Certificate 11 in Transport and Distribution(Administration)(TDT31102)
Certificate 1V in Transport and Distribution(Administration)(TDT41102)
Certificate I in Funeral Services (WFS10202)

Certificate 11 in Funeral Services Grounds and Maintenance) (WFS20402)
Certificate 11 in Funeral Services (Gravedigging, Grounds & Maintenance) (WFS30402)
Course in Rigging—Basic

Course in Rigging—Intermediate

Course in Rigging—Advanced

Course in Scaffolding-Basic

Course in Scaffolding—Limited Height

Course in Scaffolding—Intermediate

Course in Scaffolding—Advanced

Course in Dogging

Course in Safe Lifting (load slinging)

Course in Elevating Work Platform

Course in Mobil Cranes (Slewing & Non Slewing); Vehicle Loading

Course in Overhead Travelling Crane

Course in Earthmoving — Earthmoving Equipment Operator; Front-End Loader; Front-End Loader/Backhoe; Excavator, Skid Steer Loader
Course in Basic Grading

Course in Trench Shoring and Safety

Courses in Forklift Operating

Course in Order Picker

Course in Light Rigid Truck

Course in Medium Rigid Truck

Course in Heavy Rigid Truck

Course in Heavy Combination Truck

Course in Multi-Combination Truck

Dangerous Goods Licence Training

School Driver Education Program

Defensive/Advanced Driving

VicRoads Heavy Vehicle Administration Course

VicRoads Interception Techniques

School of Further Education, Arts and Employment Services

Adult Literacy and Work Education Department
Certificate | in General Education for Adults (Introductory) (21249VIC)
Certificate | in General Education for Adults (21250VIC)

Certificate I1 in General Education for Adults (21251VIC)
Certificate 111 in General Education for Adults (21252VIC)
Victorian Certificate of Applied Learning (Foundation) (21352VIC)
Victorian Certificate of Applied Learning (Intermediate) (21353VIC)
Victorian Certificate of Applied Learning (Themed) (21353VICA)
Certificate | in Media (CUF10101)

Certificate | in Vocational Studies (Media)(21263VIC)

Certificate I in Vocational Studies (Transport and Distribution)(15598VIC)
Diploma of Further Education (21015VIC)

Certificate IV in Further Education (21014VIC)

Certificate | in Work Education (21108VIC)

Certificate I1 in Workplace Practices (30064QLD)

Certificate | in Transition Education(15494VIC)

Course in Concurrent Study(21204VIC)

Certificate I in Laundry Operations (LMT10800)

Certificate Il in Laundry Operations (LMT21400)

Certificate 11 in Laundry Operations (LMT31100)

Certificate I in Dry Cleaning Operations (LMT11000)

Certificate 11 in Dry Cleaning Operations (LMT21500)

Certificate 111 in Dry Cleaning Operations (LMT31200)
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Arts, VCE and Preparatory Programs

Certificate 1V in Professional Writing and Editing (21123VIC)
Diploma of Arts (Professional Writing and Editing) (21124VIC)
Certificate | in English Language Literacies (21047VIC)

Certificate I1 in English Language Literacies (21048VIC)

Course in Women’s Access (14795VIC)

Course in Gateway to Nursing and the Health Sciences (21379VIC)
Course in Preparation for Tertiary Studies (Arts)( 21380VIC)
Certificate | in ESL Access (14378VIC)

Certificate Il in ESL Access (14379VIC)

Certificate | in General Education for Adults (Introductory) (21249VIC)
Certificate | in General Education for Adults (21250VIC)

Certificate 11 in General Education for Adults (21251VIC)

Diploma of Liberal Arts (21220VIC)

Certificate IV in Liberal Arts (21219VIC)

Victorian Certificate of Applied Learning (Foundation) (21352VIC)
Victorian Certificate of Applied Learning (Intermediate) (21353VIC)
Victorian Certificate of Applied Learning (Themed) (21353VICA)
Victorian Certificate of Education (2200LZV)

Language Studies Department

Certificate Il in ESL (Academic Purposes)(14372VIC)

Certificate 11 in ESL (Academic Purposes)(14373VIC)

Certificate 111 in ESL (Academic Purposes)(14373VIC) [English for Health Professionals]
Certificate IV in ESL (Academic Purposes)(14374VIC) [English for Health Professionals]
Certificate IV in ESL (Academic Purposes)(14374VIC)

Certificate 11 in ESL (Vocational Purposes)(14375VIC)

Certificate I11 in ESL (Vocational Purposes)(14376VIC)

Certificate 111 in ESL (Vocational Purposes)(14376VIC) [Aged Care Work]

Certificate IV in ESL (Vocational Purposes)(14377VIC)

Certificate I in ESL Access (14378VIC)

Certificate 1 in ESL Access (14379VIC)

Certificate 111 in ESL Access (14380VIC)

Certificate IV in ESL Access (14381VIC)

Course in Concurrent Study(21204VIC)

Course in Preliminary Spoken and Written English (90989NSW)

Certificate | in Spoken and Written English (90994NSW)

Certificate 11 in Spoken and Written English (90993NSW)

Certificate 111 in Spoken and Written English (90992NSW)

Library and Cultural Studies Unit

Diploma of Library and Information Services (CUL50199)
Certificate 111 in Library and Information Services (CUL30199)
Certificate 11 in Museum Practice (CUL20299)

Music Department

Certificate IV in Music(CUS40101)

Certificate IV in Music Industry (Technical Production)(CUS40201)
Certificate IV in Music Industry (Business) (CUS40301)

Diploma of Music (CUS50101)

Diploma of Music Industry (Technical Production) (CUS50201)
Diploma of Music Industry (Business)(CUS50301)

Visual Arts, Design and Multimedia Department
Advanced Diploma of Arts (Graphic Design) (12862VIC)
Diploma of Arts (Graphic Arts) (12861VIC)

Certificate IV in Arts (Applied Design) (15727VIC)
Advanced Diploma of Multimedia (CUF60501)

Diploma of Multimedia (CUF50701)

Certificate IV in Multimedia (CUF40801)

Certificate 111 in Multimedia (CUF30601)

Certificate 11 in Multimedia (CUF20601)

Diploma of Arts (Visual Art) (12857VIC)

School of Human Services, Science and Technology

Child Studies Department

Advanced Diploma of Community Services (Children’s Services)(CHC60399)
Diploma of Community Services (Children's Services)(CHC50399)
Certificate IV in Community Services (Children’s Services)(CHC40399)
Certificate 111 in Community Services (Children’s Services)(CHC30399
Certificate 11 in Community Services (Children’s Services) (CHC20399)

Health Services Department

Certificate 1V in Health (Nursing) ( 21358VIC)
Course in Cardiopulmonary Resucitation (20003VIC)
Course in Emergency First Aid (20004VIC)

Course in Basic First Aid (20005VIC)

Course in Paediatric Aid (20006VIC)
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Information Technology Department

Certificate I in Information Technology (ICA10101)

Certificate 111 in Information Technology (Software Applications)(ICA30199)[Web Pages]
Certificate I11 in Information Technology (General) (ICA30299)

Certificate 11 in Information Technology (Network Administration)(ICA30399)
Certificate IV in Information Technology (21103VIC)

Certificate IV in Information Technology (Network Management) (ICA40399)

Certificate IV in Information Technology (Client Support) (ICA40199)

Certificate IV in Information Technology (Database Administration) (ICA40299)
Certificate IV in Information Technology (Programming) (ICA40699)

Certificate IV in Information Technology (Technical Support) (ICA40599)

Certificate 1V in Information Technology (Website Administration) (ICA41001)
Certificate IV in Information Technology(Website Design) (ICA41101)

Diploma of Information Technology (Computer Science) (21378VIC)

Diploma of Information Technology (Software Development) (ICA50299)

Diploma of Information Technology(21104VIC) [Specialising in Multimedia]

Dual Diploma — Diploma of Information Technology (Webiste Development)(ICA50601) and
Diploma of Information Technology (Internetworking)(ICA50701)

Science and Biotechnology Department

Certificate 111 in Science (21238VIC)

Certificate IV in Science (21239VIC)

Certificate 111 in Animal Technology (QLD3757)

Certificate IV in Animal Technology (2411ARC)

Diploma of Applied Science (Animal Technology) (QLD3522)

Certificate 11 in Animal Studies (RUV20198)

Certificate 111 in Animal Studies (RUV30198)

Certificate IV in Veterinary Nursing (RUV40198)

Certificate | in Conservation and Land Management (RTD10102)

Certificate I1 in Conservation and Land Management (RTD20102)

Certificate 111 in Conservation and Land Management (RTD30102)

Certificate IV in Conservation and Land Management (RTD40102)

Diploma of Conservation and Land Management (RTD50102)

Advanced Diploma of Conservation and Land Management (RTD60102)
Certificate 111 in Laboratory Skills (PML30199)

Certificate IV in Laboratory Techniques (PML40199)

Diploma of Laboratory Technology (PML50199)

Diploma of Laboratory Technology (Process Manufacturing Testing) (PML50199)
Diploma of Laboratory Technology (Pathology Testing) (PML50199)

Diploma of Laboratory Technology (Biological and Environmental Testing) (PML50199)
Diploma of Laboratory Technology (Food Testing) (PML50199)

Advanced Diploma of Laboratory Operations (PML60199)

Certificate | in Horticulture (RUH10198)

Certificate I1 in Horticulture (Arboriculture) (RUH20298)

Certificate I1 in Horticulture (Floriculture) (RUH20398)

Certificate I1 in Horticulture (Landscape) (RUH20498)

Certificate 11 in Horticulture (Nursery) (RUH20598)

Certificate 11 in Horticulture (Parks & Gardens) (RUH20698)

Certificate 11 in Horticulture (Production) (RUH20898)

Certificate I1 in Horticulture (Turf Management) (RUH20798)

Certificate 11 in Horticulture (RUH30198)

Certificate 111 in Occupational Health & Safety (QLD1893)

Certificate IV in Occupational Health & Safety (QLD1892)

Diploma of Occupational Health & Safety (QLD1891)

Certificate IV in Meat Processing (Leadership)(MTM40100)

Certificate IV in Meat Processing (Quality Assurance)(MTM40300)

Diploma of Meat Processing(MTM50100)

Advanced Diploma of Meat Processing(MTM60100)

Certificate 11 in Local Government (Environmental Health and Regulation)(LGA20200)
Certificate I11 in Local Government (Environmental Health and Regulation)(LGA30200)
Diploma of Local Government (Environmental Health and Regulation)(LGA50300)
Advanced Diploma of Local Government (Environmental Health and Regulation)(LGA60300)
Certificate I in Food Processing (Plant Baking)(FDF10398)

Certificate 11 in Food Processing (Plant Baking)(FDF20398)

Certificate 111 in Food Processing (Plant Baking)(FDF30398)

Certificate I in Process Plant Skills(PMA10198)

Certificate I1 in Process Plant Operations(PMA20198)

Certificate 111 in Process Plant Operations(PMA30198)

Certificate I in Food Processing(FDF10198)

Certificate 111 in Food Processing(FDF30198)

Certificate IV in Food Technology(11893VIC)

Diploma of Food Technology(2506AKC)

Certificate | in Pharmaceutical Manufacturing(FDF10298)

Certificate 11 in Pharmaceutical Manufacturing(FDF20298)

Certificate 111 in Pharmaceutical Manufacturing(FDF30298)

Certificate 111 in Health Service Assistance(Hospital/Community Health Pharmacy Assistance)(HLT31402)
Courses in Lubrication(21010VIC)

Certificate IV in Assessment and Workplace Training(BSZ40198)
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Social and Community Studies Department

Certificate 111 in Community Services (Disability Work) (CHC30799)
Certificate IV in Community Services (Disability Work) (CHC40799)
Advanced Diploma of Community Services (Disability Work) (CHC60799)
Certificate 11 in Community Services (Community Work) (CHC20499)
Certificate 111 in Community Services (Community Work) (CHC30699)
Diploma of Community Services (Community Work) (CHC50699)
Certificate 111 in Community Services (Aged Care Work) (CHC30199)
Certificate IV in Community Services (Aged Care Work) (CHC40199)
Diploma of Community Services (Welfare Studies) (2507ABC)

Advanced Diploma of Justice (21214VIC)

Diploma of Justice (21213VIC)

Certificate 1V in Justice (21212VIC)

Diploma of Community Services (Youth Work) (CHC50999)

Diploma of Community Services (Alcohol and Other Drugs Work)(CHC50299)
Certificate 11 in Home Support Cleaning(21186VIC)

Course in Palliative Care Awareness(3113GWD50)

Certificate 11 in Asset Maintenance (Cleaning Operations)(PRM20198)

Sport, Recreation and Performance Department
Certificate I1 in Fitness (SRF20201)

Certificate I11 in Fitness (SRF30201)

Certificate 1V in Fitness (SRF40201)

Certificate 11 in Outdoor Recreation(SRO20299)

Certificate 11 in Sport (Career Oriented Participation)(SRS20299)
Certificate I1 in Sport and Recreation (SRO20199)

Certificate 111 in Sport and Recreation (SRO30199)

Certificate 111 in Sport and Recreation(SRO30103)

Certificate IV in Sport and Recreation(SRO40103)

Diploma of Sport and Recreation(SRO50103)

Advanced Diploma of Sport and Recreation(SRO60103)
Certificate 11 in Community Recreation(SRC20201)

Certificate 111 in Community Recreation(SRC30201)

Certificate IV in Community Recreation(SRC40201)

Diploma of Community Recreation(SRC50201)

Certificate IV in Sport and Recreation (SRO40199)

Diploma of Sport and Recreation (SRO50199)

Certificate IV in Sports (Development) (SRS40399)

Diploma of Sport (Development) (SRS50399)

Certificate IV in Sports (Development)(SRS40503)

Diploma of Sports (Development)(SRS50503)

Graduate Certificate in Career Counselling for Elite Performers (Dance, Music, Sport)(21237VIC)
Diploma of Arts (Small Companies and Community Theatre) (21052VIC)
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General Course Information

Access and Equity

The University believes that all students and staff have the right to
study and work in a positive environment which values diversity and
protects all members of the community from any form of
discrimination or harassment. The University is committed to, and all
staff are responsible for, achieving access, equity and excellence in
tertiary education. Accordingly, the University has adopted flexible
admission and selection policies that take account of the wide range
of educational backgrounds and experience of prospective students.
The Disability Liaison Unit is available to assist students with special
needs. For further details visit Victoria University’s web site:
www.vu.edu.au/equity or contact the Equity and Social Justice Branch
on (03) 9365 2193.

Application Procedures

Applicants for full-time entry into courses which have a minimum
entry requirement of satisfactory completion of Year 12 (VCE or
equivalent) would generally apply through the Victorian Tertiary
Admission Centre (VTAC) system. Check the most recent VTAC
Guide for details.

All other applicants must apply directly to Victoria University.
Submission dates for applications for entry to TAFE courses vary.
Application forms and details of dates for individual courses are
available from the Admissions Office (03) 9365 2286 or the campus
closest to your home or work. For further details visit Victoria
University’s web site: www.vu.edu.au.

Applicants without the specified educational prerequisites may be
eligible to enter courses if they have relevant work experience and/or
can demonstrate their potential to successfully complete their chosen
course.

Enrolment Processes

Applicants offered a place in a course will need to enrol via one of the
following ways — attend a scheduled enrolment session; via mail;
computerised/on-line enrolment or have the invoice mailed out.
Further information about enrolment processes can be obtained from
respective Departments.

New Apprenticeships and Traineeships
Information regarding Apprenticeships and Traineeships is available

from the New Apprenticeship Centre, Footscray Nicholson Campus,
Telephone: (03) 9284 8533.

Personalised access and study

Under personalised access and study, Victoria University will work
with the prospective student to determine the sector (TAFE or Higher
Education), the course and the campus that is most suitable for the
applicant, taking into account a number of factors.

For more information about study pathways and alternative entry
programs offered by the University contact the Centre for
Commencing Students on (03) 9688 4110.
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Victorian Government TAFE Fees and
Charges

Fees will be implemented in line with the Ministerial Direction for
2004. Students will be charged a tuition fee of $1.25 per enrolled
subject hour to a maximum of $625. The maximum tuition fee for a
new apprentice is $290 and the maximum tuition fee for an adult VCE
student is $420. In addition to the tuition fee a University General
Services Fee also applies. Fee Concessions may be available depending
on eligibility. For additional information refer to the TAFE Enrolment
Information brochure available from the Admissions Office
(03) 9365 2286 or the campus closest to your home or work.

Material Fees

Some TAFE Departments may charge material fees for providing
goods and materials that are retained by the student. Further
information about material fees can be obtained from respective
Departments.

Refunds

TAFE fees will be fully refunded to students who withdraw from the
course within four weeks of course commencement in order to take
up a place at another tertiary institution. Students who withdraw from
a course within four weeks of course commencement for other
reasons will be entitled to a refund minus the minimum tuition fee and
minimum GSF charge. Failure to formally withdraw from a course
within the specified four weeks from the course commencement date
will mean that unpaid fees will remain outstanding and be carried over
to future enrolments.

Australian Qualifications Framework

The Australian Qualifications Framework (AQF) provides a
comprehensive nationally consistent framework for all qualifications in
post-compulsory education and training.

Victoria University offers a wide variety of courses at a range of entry
levels. The descriptions below are included to give prospective
students an understanding of these levels and to assist them to identify
the course which best meets their needs.

Certificates I-1V

Certificates I-1V prepare people for both employment and further
education and training. These certificates recognise skills and
knowledge that meet nationally endorsed industry/enterprise
competency standards as agreed for those qualifications by the
relevant industry enterprise, community or professional group.

Certificate 1-1V courses include: preparatory access and participation
skills and knowledge such as literacy and numeracy, communication
skills, working in teams, workplace technology and identified industry-
specific competencies of increasing complexity and personal
accountability at each level of the Certificate qualification. Certificates
involve up to one year full-time study or part-time equivalent.

Diplomas and Advanced Diplomas

Diplomas and Advanced Diplomas prepare people for self-directed
application of skills and knowledge based on fundamental principles
and/or complex techniques. These qualifications recognise capacity
for initiative and judgement across a broad range of technical and/or
management functions.

Advanced Diplomas signify skills and knowledge of greater
complexity and a higher level of personal accountability than is
required at Diploma level.
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Typically, a Diploma involves the equivalent of two years full-time
study following the completion of Year 12, with three years full-time
study post Year 12 or equivalent being required for an Advanced
Diploma.

Students continuing on to Degree programs at University may be
eligible to obtain exemptions or credit transfers on the basis of
Diploma/Advanced Diploma units successfully completed.

Preparatory and Bridging Courses

Victoria University offers a range of access and bridging programs
which provide alternative entry opportunities into TAFE and higher
education award courses for persons who would not normally be
eligible for entry because of their previous educational qualifications,
age, or other disadvantage.

Articulation Pathways

Articulation is the creation of links or study pathways to enable
students to move easily between courses as their needs change.
Articulation gives students the opportunity to progress to the next
level of study and to receive maximum credit transfer for study already
undertaken, thus reducing the time taken to complete subsequent
courses. Duplication of effort is reduced and students are encouraged
to continue their education at higher levels.

From VCE to TAFE

Credit transfer arrangements are now in place for students who have
completed VCE subjects which include specified vocational skills to
obtain credit in TAFE courses at Certificate level at Victoria
University.

TAFE to Higher Education

Many students on completion, or even before completion, of a TAFE
course wish to continue their tertiary education at Degree level. It is
now possible in many areas of study to qualify for entry and to obtain
substantial credit transfer into a degree course on the basis of studies
undertaken at TAFE level.

It should be noted that satisfactory completion of a TAFE course
does not guarantee entry into a degree course.

Articulation also enables students to change courses more easily
without penalty. Students may move from a Degree course into a
TAFE Certificate or Diploma course as their study requirements
change.

Specific arrangements are covered in the Articulation section of this
Handbook.

Credit Transfer and Mutual Recognition

Credit transfer may be available for study previously completed.
Students who have already successfully completed any of the
modules/units in the course in which they are enrolling may be eligible
for credit transfer. Under Mutual Recognition Victoria University will
recognise Qualifications and Statements of Attainment issued by any
Australian Registered Training Organisation.

Further information about credit transfer and application forms can
be obtained from respective Departments.

Recognition of Prior Learning/Recognition

of Current Competency

The University is committed to recognizing the skills and knowledge
of students. Recognition of Prior Learning / Recognition of Current
Competency (RPL/RCC) is an assessment process that matches the
skills and knowledge students have achieved, through study and
life/work experience with what would be covered in specific
modules/units within a course. Where the student successfully
completes the RPL/RCC assessment they will receive an ungraded
pass for those modules/units.

Further information about RPL/RCC and application forms can be
obtained from respective Departments.
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Induction/Orientation Procedures
Induction/orientation for students will include information about:
assessment processes, timetable, curriculum content, attendance
requirements, books and materials required, relevant Victoria
University policies and procedures, and services provided by Victoria
University.

Delivery Mode

The TAFE Division of Victoria University offers students a range of
study options including: full-time and part-time; on campus or off
campus; workshops; workplace delivery; traineeships; apprenticeships;
distance education; flexible education.

Assessment

Assessment is competency based. Reassessment is available on appeal.
Full assessment details are available from respective Departments.

Flexible Learning and Assessment Services
Departments may be able to offer flexible learning and assessment
services that take account of the wide range of educational
backgrounds and experience of students. Full details are available from
respective Departments.

Language, Literacy and Numeracy Support
Staff are available to help students of the TAFE Division who wish to
improve their skills in spelling, essay writing, report writing, numeracy
and English language. Phone (03) 9284 8856 for further information.

Discipline

The University will act to protect good order and the rights of
individuals within its confines. To this end, a formal process will be
followed to deal with any alleged breach of discipline or misconduct.
The University operates within the provision of a Regulation dealing
with discipline (Regulation 2.7. Discipline). Students should note that
the Student Union can be contacted on (03) 9688 4360 to assist in
discipline related matters.

Appeals, Complaints and Grievance
Procedures

Appeals, complaints and grievance procedures are based on principles
of natural justice and should progress with confidentiality and
discretion.

In the first instance inform the relevant program manager/course co-
ordinator, Head of Department or their supervisor about the
situation. It is their responsibility to notify you about your rights and to
take action on these matters. Students can also contact the Student
Union on (03) 9688 4360 to assist in these matters.

Relevant Legislation

Legislation that may significantly impact on a student’s activities at
Victoria University includes but is not limited to: the Equal
Opportunity Act 1995, Information Privacy Act 2000, Freedom of
Information Act 1982, Occupational Health and Safety Act 1985, and
the Victoria University of Technology Act 1990 that includes
admissions, enrolments and academic procedures and regulations.

Other University Services

Victoria University offers a variety of services to the University and
wider communities. Some services, such as those offered by Student
Services, are only available to current students, while other services are
available to the public. Student Services provides support to students
in a variety of ways and can be contacted on (03) 9688 4188. Staff
provide academic support, personal and vocational counselling, help
with finance, housing and health services. For further details regarding
Student Services and other University services visit our web site:
www.vu.edu.au.



TAFE Strategic Development

The Strategic Development portfolio focuses on the strategic
positioning of the TAFE Division in its communities, industry,
internationally and in the University. As well as the operational
departments listed below, the area is responsible for the TAFE
Division budget; strategic and capital planning and performance
measurement; business development strategy; responses to external
and internal policy, educational and quality initiatives; and the strategic
development of the TAFE Division's workforce including its
employee relations strategy.

Belinda McLennan

Deputy Director — Strategic Development

Business Development

Business Development is responsible for developing and
implementing strategies to increase the scope and return of
operations of the TAFE Division through the development of
existing and new business relationships.

The activities undertaken, directly or collaboratively, by Business
Development include:

Provision of advice on business development strategies and
activities for the TAFE Division

Gathering of business intelligence and marketing analysis
Identification of strategic business opportunities

Development of close links and partnerships with government,
industry and community organisations

On-going development of resources and skills of the TAFE

Division in  business  development, including the
internationalisation of its services and activities.
The area  also incorporates International Projects

(AID/Development), Traineeship Development and the Short
Course Unit.

The Business Development office is located at the City King Campus.
lan Kearney
Manager (Acting), Business Development

Short Course Centre

A wide range of programs is offered to the community and industry
through Victoria University’s Short Course Centre. Short course
programs range from vocational courses for those wishing to
enhance or upgrade their skills for employment purposes, to courses
leading to further studies and personal enrichment and leisure
COUrses.

All of the short courses feature:

Victoria University accreditation

a Statement of Participation

a wide selection of options and dates

workshop style training

experienced trainers

quality courseware.

Victoria University can also provide many short courses as in-house
training programs for personnel, using workplace facilities. We can
customise special programs to meet an organisation’s specific
requirements. These customised special programs can be delivered at
our training facilities or at your workplace. Special group prices and
delivery arrangements can be negotiated for individual companies
that provide ten or more participants.
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Short course areas on offer include:

Acting

Airbrushing

Beauty Therapy

Boatbuilding

Business

Computing

Electrotechnology

Garden

Health and Lifestyle

Hospitality

Languages

Introduction to Massage

Medical Terminology

Personal Finances

Beauty and MakeUp

Photography

Professional Development

Sport & Recreation

Victoria Police Entrance Exams

The Short Course Centre is located on Level 1, City King Campus,
225 King Street, Melbourne. Phone: (03) 9284 7920, fax: (03) 9284
7927 or visit our website at: www.vu.edu.au/shortcourses.
Shane Fitzgibbon

Manager, Short Course Centre

Centre for Curriculum Innovation and
Development

The Centre for Curriculum Innovation and Development (CCID) is
positioned in the TAFE Division of Victoria University and offers a
broad range of services to both internal and external clients. The role
of the CCID is diverse and focuses on affecting leading edge change
through assisting in implementation of VET policy and up-skilling of
personnel to meet the requirements of quality delivery of
competency-based training and assessment.

CCIDss strategic aim is to create a sustainable and professional VET
sector workforce and build capacity for innovation. CCID provides
AQTF compliance assistance to departments and individual staff
members. Strategic partnerships are built with departments,
government, industry, Universities, RTOs, secondary schools, LLENs
(Local Learning and Employment Networks) and community groups.
The CCID plays a significant role in the state and national VET
environment through commercially funded projects and through its
Service Industries Curriculum Maintenance Manager function.

The CCID comprises four Units whose responsibilities are identified as
follows:

The Course Maintenance and Accreditation Unit:

assumes statewide responsibility as the Service Industries
Curriculum Maintenance Manager (CMM) in the provision of
advice and support for all curriculum and Training Package
related information relevant to General Studies; Hospitality and
Tourism; Transport and Distribution; Wholesale/Retail; and
Personal Services

provides advice and service related to accreditation procedures
and policy directions

undertakes commercial activity with a curriculum development
focus.



VICTORIA UNIVERSITY TAFE HANDBOOK 2004

The Open Learning Unit:

provides the development of quality flexible and/or distance-
delivery resources to meet the training needs of a diverse range
of industries and enterprises

provides the initiation and coordination of relevant teaching and
learning projects which support successful practice and develop
the skills and resource base of the University

establishes and supports strategic alliances between industry and
training providers to build a critical pool of teachers with the
skills to support flexible and/or distance delivery utilising a
range of mediums including modern communications
technologies

establishes processes and supports University staff who are
skilled and capable to undertake the development and
redevelopment of course materials for on-line delivery

develops high quality educational resources to meet the training
needs of a diverse range of industries.

The Training and Professional Development Unit:

designs and develops training and professional development
programs

facilitates workplace training/assessment and other industry
projects involving staff from within the Centre, the teaching
departments in the University and external agents

initiates and develops partnerships between industry and
business, various training providers and funding agencies to
enable the implementation of accredited training

assists companies and individuals to define their training needs,
to develop training plans and to implement training in the
workplace through appropriate flexible delivery systems
coordinates, plans and monitors professional development for
the TAFE Division

uses a range of strategies for determining and addressing the
professional development needs of internal staff including
drawing on expertise from within the CCID, the TAFE
Division, the broader VU community as well as external
consultants.

The VET Research and Resources Unit offers a diverse range
of services including:

research relating to the Vocational Education and Training
(VET) sector

research and advice with regard to VET policy directions
research relating to the design and development of resources to
support training

expertise in the development, implementation and review of
Training Packages

evaluation of the effectiveness of teaching/training programs in
a quality assurance context

expertise in the implementation of Vocational Education and
Training in Schools (VETIS).

Primarily located at the Newport Campus, the Centre for Curriculum
Innovation and Development can be contacted by phone: (03) 9284
8455; fax: (03) 9284 8345 or email: tess.demediuk@vu.edu.au

Tess Demediuk

Head, Centre for Curriculum Innovation and Development

Course Codes
21335VIC
BSZ40198

Course in ICT Skills for Teachers (21335VIC)

Certificate IV in Assessment and
WorkplaceTraining(BSZ40198)

Diploma in Training and Assessment Systems(BSZ50198)
Certificate 1V in Vocational Education and
Training(15559VIC)

Diploma of Vocational Education and Training(15560V1C)
Graduate Certificate in Vocational Education

and Training (21205VIC)

Graduate Certificate in VET in Schools
Implementation(21102VIC)

BSZ50198
15559VIC

15560VIC
21205VIC

21102VIC
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TAFE International

TAFE International is the TAFE Division's international business
development and coordination unit. The TAFE Division’s
international operations consist of three main activities:

= Training of on-shore international students

= Conduct of the University’s English Language Institute (ELI)

= Off-shore course delivery.

= On-Shore International Students.

The TAFE Division enrols international students from many
countries in a range of TAFE Courses, especially Information
Technology, Business, Art & Design and Hospitality Diplomas. The
International Branch recruits international students on behalf of the
TAFE Division and TAFE International works closely with the
management of the International Branch to develop new programs
and strengthen articulation pathways into Degree programs.

English Language Institute

The English Language Institute (ELI) is managed by TAFE
International and is responsible for the English language training
needs of all international students studying at the University.

The ELI is also involved in the delivery of programs and consultancy
services in China, Vietnam, Bangladesh and Korea and hosts study
tours by groups of students and government officials from China,
Korea, Abu Dhabi and Japan. ELI staff are also involved in resource
development projects for the Division’s off-shore programs.

Off-Shore Course Delivery

The TAFE Division has course delivery partnerships in China, Korea,
New Zealand and Vietnam. Diplomas in Business, Information
Technology, Art & Design, Tourism and Hospitality are being
delivered off-shore or are expected to commence during 2004.

The Division also continues to be involved, through the ELI, in
supporting the Faculty of Business and Law MBA program at
Northern Jiaotong University in Beijing, PRC.

TAFE International is located at the City King Campus.

David Fletcher

Manager, TAFE International

Workplace Learning Melbourne West

Workplace Learning Melbourne West (WLMW) is committed to
developing sustainable partnerships between industry, community and
secondary schools in order to establish quality structured workplace
learning as an integral element of post compulsory schooling.
Operating from the Newport Campus, WLMW acts as a broker
making effective school, community and industry links for senior
secondary school students and TAFE students in the Western
Metropolitan Region of Melbourne.

WLMW finds short term work placements in industry for 15 to 19
year olds as part of their VET in VCE and VCAL studies.
Workplacements arranged by WLMW give students the opportunity
to practice their skills in a work environment, to make contact with
possible future employers and to assist students make a smooth
transition from school to work.

Contact Colleen Bergin by phone: (03) 9284 8470, fax: (03) 9284 8465
or email colleen.bergin@vu.edu.au

Colleen Bergin

Program Manager, Workplace Learning Melbourne West



TECHNICAL AND FURTHER EDUCATION - STRATEGIC DEVELOPMENT

Course in ICT Skills for Teachers (21335VIC)

Career Opportunities

Designed for people who wish to extend their Information
Communication and Technology skills for further teaching
opportunities.

Scope of Delivery
Flexible delivery, online or face to face workshops.

Course Objectives

This course is designed to prepare TAFE teachers to use information
and communication technologies effectively to enhance and extend
the delivery of educational services.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate,
to the satisfaction of the Head of Department, that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

The applicant must be working in an environment where the
applicant can apply the skills they have learnt and reflect on the
learning from the course.

Course Duration

The course may be offered on a full-time basis over 40 nominal hours
or part-time equivalent.

Course Structure
The structure of the course is as follows —

Code
VBM11

Hours
Applications for Teaching —
Information & Communications Technology (ICT)40

Certificate IV in Assessment and Workplace
Training(BSZ40198)

Career Opportunities

The Certificate IV in Assessment and Workplace Training
(BSZ40198) is designed for people who are currently working in or
wish to work in the area of training development, delivery and
assessment.

Upon completion of the 8 units of competence in the Certificate 1V
in Assessment and Workplace Training (BSZ40198), participants will
be eligible for a nationally recognised qualification.

Scope of Delivery
This course is offered as Fee for Service only.

Course Objectives

The course aims to provide participants with skills to:

= plan and implement a training program for a target group
= deliver training sessions as part of a training program

= plan, conduct and review assessment procedures in a specific
context

= record training data and review training.

Entry Requirements

There are no formal entry requirements for this course. All training is
undertaken in English language. Basic English literacy and numeracy
will be required for all participants to be able to satisfactorily
complete the course requirements.
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Course Content

Unit Code Nominal Hours
BSZ404A Train Small Groups 30
BSZ401A Plan Assessment 15
BSZ402A Conduct Assessment 15
BSZ403A Review Assessment 5
BSZ405A Plan & Promote a Training Program 50
BSZ406A Plan a Series of Training Sessions 30
BSZ407A Deliver Training Sessions 50
BSZ408A Review Training 15

Delivery Structure

Participants have the option of choosing one of the two following
delivery structures.

Option One:

The Training and Professional Development Unit offers the
Certificate 1V in Assessment and Workplace Training over 8 days in 4
parts. Each part runs for 2 days. Part 1 should be completed before
part 2; Part 2 before part 3 etc. It is recommended that participants
take a minimum of 2 months to complete the course.

Part 1: BSZ404A Train Small Groups
Part 2: BSZ401A Plan Assessment
BSZ402A Conduct Assessment
BSZ403A Review Assessment
Part 3: BSZ405A Plan and Promote a Training Program
BSZ406A Plan Sessions of Training
Part 4: BSZ407A Deliver Training Sessions
BSZ408A Review Training
Option Two:

The course is delivered over 5 days. It is aimed at people with some

knowledge of Training and Assessment or people who work in the

training and assessment environment. An integrated delivery

approach has been adopted. The course facilitator will:

= make decisions about the way(s) in which the training program is
delivered in consultation with the client;

« encourage self-management of the learning process;

= respond to questions or concerns;

= provide guidance about access to other learning resources.

During the course, activities will be designed and presented to

stimulate the participants, to explore or debate with, and to apply the

information which has been presented.

A workplace based action learning project is incorporated into the

course. A mentor is available to participants during the preparation of

this project.

Diploma in Training and Assessment
Systems(BSZ50198)

Career Opportunities

The Diploma in Training and Assessment Systems (BSZ50198) is
designed for people who wish to work in the area of management
and operation of a training and assessment system.

Scope of Delivery

This course is offered as Fee for Service only.

Upon completion of the Diploma in Training and Assessment
Systems (BSZ50198), participants will be eligible for a nationally
recognised qualification.

Course Objectives

The course aims to provide participants with skills to design, establish
and manage assessment and training systems Expertise is required in
analysing competency needs and evaluating all aspects of the training
and/or assessment system. Participants will specialise in developing
assessment tools and procedures and designing courses.
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Entry Requirements

There are no formal entry requirements for this course. All training is
undertaken in English language. Basic English literacy and numeracy
will be required for all participants to be able to satisfactorily
complete the course requirements.

Course Content

To qualify for the Diploma at least 13 units must be successfully
completed. Comprising 4 units chosen from the following:
Unit Code

BSZ501A Analyse Competency Requirements 50
BSZ502A Design and Establish the Training System 40
BSZ503A Design and Establish the Assessment System 40
BSZ504A Manage the Training and Assessment System 40
BSZ505A Evaluate the Training and Assessment System 45
BSZ506A Develop Assessment Procedures 25
BSZ507A Develop Assessment Tools 25
BSZ508A Design Training Courses 40

Delivery structure

Participants have the option of choosing one of the two following
delivery structures.

Option One:

The Training and Professional Development Unit delivers the
Diploma in Training and Assessment Systems using a flexible
approach that involves:

Initial individual upfront assessment whereby the skills and
knowledge of each individual are verified against each unit of
competency using their existing workplace to substantiate their
evidence and identify any gaps.

Development of an individualised training program -
participants work on a one-to-one basis with our trainer to
develop and/or refine a training structure for their organisation.
Assessment by portfolio of evidence against the competency
standards.

Delivery consists of face-to-face training, workplace project, research
and reflective exchange regarding systems and processes related to
training and assessment. This qualification is aimed at Training
coordinators/managers or people who are already working in a
training capacity and have responsibility for supporting the training
and assessment system in their organisation.

Option Two:

This course is delivered over 8 days. Individuals can tailor their course
or attendance to suit their circumstances after an individual
consultation with the course co-ordinator.

It is recommended that the Certificate IV in Assessment &
Workplace Training be achieved, either through RPL/RCC or
coursework, prior to commencing the Units of Competency specified
at AQF level 5. It is preferable that all participants have access to, or
are currently in a workplace where they can carry out practical
application of the competencies as part of the assessment
requirements.

During the course, participants will experience a range of learning
methodologies both at an individual and group level. These include:
Workplace action learning projects

Group discussions and presentations

Experiential and group activities

Self assessment

Case studies and reporting

Coaching and mentoring

-
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Certificate 1V in Vocational Education and
Training(15559VIC)

Career Opportunities

The Certificate 1V in Vocational Education and Training(15559VIC)
is the entry point for individuals wishing to enter into the role of a
teacher/trainer in the VET sector who is principally involved in
working one-to-one, with small groups, and who, under general
guidance organizes and carries out a range of vocational education
and training functions.

Scope of Delivery
One day a week over 19 weeks.

Course Obijectives

The course aims to provide practitioners with an accredited training
program at AQF level 4 and reflect the job role of a teacher/trainer
who is principally concerned with the delivery of vocational education
and training and, who under guidance, organises and carries out a range
of functions involving learning and assessment.

Entry Requirements

To qualify for admission to the course, applicants are required to have
literacy and numeracy skills to a level two competency as defined in the
Certificate in General Education for Adults.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

The applicant must:

Have a relevant qualification and expertise in their industry

Have current or recent work experience in a VET environment
(last 3 years)

Be currently working in an environment where the applicant can
apply and reflect on the learning from the course.

Be able to attend the program of study as set out in the
information Kkit.

Course Duration
The course may be offered on a full-time basis over 400-440 nominal
hours or part-time equivalent.

Course Structure

Core Units
Code Hours
VBH777 Assess Learning Needs of Individuals & Groups 30
VBH778 Plan for Teaching & Learning 40
VBH779 Facilitate Individual & Group Learning 40
VBH780 Maintain Professional Competence 30
VBH781 Work in a Team 30
VBH782 Critically Examine Teaching & Learning Practice 40
VBH783 Develop Basic Assessment Tools 40
BSZ401A Plan Assessment 15
BSZ402A Conduct Assessment 15
BSZ403A Review Assessment 5
BSZ408A Review Training; 15
Elective Units
A maximum of four units selected from the following list:
VBH784 Develop and Customise Learning Resources 25
VBH785 Assess Clients Needs for Programs and Services 25
VBH786 Manage Flexible Teaching and Learning Programs 25
VBH787 Integrate Technology in Teaching and Learning 25
VBH792 Market and Promote Programs and Services 30
VBH796 Undertake Research in Vocational Education

& Training 40
VBH797 Manage Projects 30
BSZ507A Develop Assessment Tools 25



TECHNICAL AND FURTHER EDUCATION - STRATEGIC DEVELOPMENT

Diploma of Vocational Education and
Training(15560VIC)

Career Opportunities
The Diploma in Vocational Education and Training(15560VIC) is the
Victorian TAFE Association’s preferred qualification for people
working in the VET sector.

Scope of Delivery
One day a week over 30 weeks. Some units are available on-line.

Course Objectives

The course aims to provide practitioners with an accredited training
program at AQF level 5 and reflect the job role of a teacher/trainer
who is principally concerned with the delivery of vocational
education and training and, who under minimal or no guidance,
organises and carries out a range of functions involving learning and
assessment.

Entry Requirements

To qualify for admission to the course, applicants are required to have
literacy and numeracy skills to a level two competency as defined in
the Certificate in General Education for Adults.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

The applicant must:

= Have a relevant qualification and expertise in their industry

= Have current or recent work experience in a VET environment
(last 3 years)

= Be currently working in an environment where the applicant can
apply and reflect on the learning from the course.

« Be able to attend the program of study as set out in the
information Kit.

Course Duration

The course may be offered on a full-time basis over 540-580 nominal
hours or part-time equivalent. Ten of the Diploma of VET units are
also offered online in a flexible mode.

Course Structure

Core Units

Code Hours
VBH777 Assess Learning Needs of Individuals and Groups 30
VBH778 Plan for Teaching and Learning 40
VBH779 Facilitate Individual and Group Learning 40
VBH780 Maintain Professional Competence 30
VBH781 Work in a Team 30
VBH782 Critically Examine Teaching and Learning Practice 40
VBH783 Develop Basic Assessment Tools 40
BSZ401A Plan Assessment 15
BSZ402A Conduct Assessment 15
BSZ403A Review Assessment 5
BSZ408A Review Training 15
VBH789 Design and Customise Learning Programs 40

Elective Units
All of the following elective units:

VBH784 Develop and Customise Learning Resources 25
VBH785 Assess Clients Needs for Programs and Services 25
VBH786 Manage Flexible Teaching and Learning Programs 25
VBH787 Integrate Technology in Teaching and Learning 25
VBH792 Market and Promote Programs and Services 30
VBH796 Undertake Research in Vocational Education

and Training 40
VBH797 Manage Projects 30
BSZ507A Develop Assessment Tools 25

Graduate Certificate in Vocational Education
and Training (21205VIC)

Career Opportunities
Professional development to maximize and further develop existing
skills of VET professionals.

Scope of Delivery
One day a fortnight over 24 weeks.

Course Obijectives

The course aims to provide participants with a broadening of
knowledge and skills, in a vocational education and training context,
in the areas of: learning theories and practice; integrating technologies
into learning processes; course design and evaluation; policy
interpretation and implementation; research; responding to change;
marketing; and strategic planning.

Entry Requirements

To qualify for admission to the course, applicants must:

(@) generally be employed in a registered training organisation, or
other vocational education and training organisation or agency, or be
involved in practical situations that enable them to apply knowledge
and skills that they demonstrate to the satisfaction of the Head of
Department

(b) have successfully completed the Diploma of Vocational
Education and Training(15560VIC), or equivalent.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

The applicant must:

= Have a relevant qualification and expertise in their industry

= Have current or recent work experience in a VET environment
(last 3 years)

= Be currently working in an environment where the applicant can
apply and reflect on the learning from the course.

« Be able to attend the program of study as set out in the
information Kkit.

Course Duration

The course may be offered on a full-time basis over 200 nominal
hours or part-time equivalent.

Course Structure

Core units (120 nominal hours)

Code Hours
VBK810 Teaching and Learning Practices 80
VBKS811 Using Technologies in VET 40

at least two units selected from the following
(each of which has a value of 40 nominal hours)

VBK812 VET Policy Analysis and Implementation 40
VBK813 Research Methods 40
VBK814 Educational Planning and Design 40
VBK815 Marketing and Strategic Planning. 40
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Graduate Certificate in VET in Schools
Implementation(21102VIC)

Career Opportunities

As a result of completing the Graduate Certificate in VET in Schools
Implementation(21102VIC) participants will receive credit into
various higher education courses.

Scope of Delivery
One day a fortnight over 20 weeks.

Course Objectives

The  Graduate  Certificate in  VET  in  Schools
Implementation(21102VIC) is a professional development course
that has been designed for teachers/trainers involved in coordinating
and/or implementing VET in Schools programs, ie TAFE teachers,
secondary teachers and industry trainers.

The course aims to provide participants with in depth knowledge of:
= the context in which VET in Schools operate

= theory and skills for adolescent learning

= course design, assessment and evaluation skills

« strategies for VET in Schools implementation.

Entry Requirements

Candidates typically hold the equivalent of a Bachelor Degree and/or

Advanced Diploma and are expected to demonstrate potential to

undertake work at this level. In some circumstances, relevant prior

work can be recognized, particularly where professional practice has
been undertaken.

Therefore participants in the Graduate Certificate in VET in Schools

Implementation(21102VIC) could be:

= TAFE teachers/trainers involved in VET in Schools programs;

= Secondary school teachers involved in VET in Schools
programs;

= People with industry qualifications who have formed, or are
forming partnerships with RTOs in delivering VET in Schools
programs.

Recognition of prior learning may be available based on skills and

knowledge acquired by the applicant through previous study, as in

articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

The applicant must have:

= Adesire to or be currently working in a VET system;

« The capacity to complete a work placement in a secondary
school offering VET in Schools or in another VET environment
such as a RTO, TAFE, VCAL in TAFE or VET in the VCE;

« Be able to attend the program of study as set out in the
information kit.

Course Duration

The course may be offered on a full-time basis over 200 nominal

hours or part-time equivalent.

Course Structure

Code Hours
VBI694 VET in Schools Context 45
VBJ695 Theory and Skills for Adolescent Learning 45
VBJ696 Course Design, Assessment and Evaluation 45

VBJ697 VET in Schools Implementation 45



Course Details by School/Department

Perhaps the best reason for studying in TAFE at Victoria
University is the range of choices it offers students. Whether
seeking a vocational qualification for employment or embarking
on a pathway to further education, Victoria University offers a
range of courses in areas as diverse as music to mechanical
engineering, boatbuilding to beauty therapy. Importantly, courses
in most areas are offered at a range of levels from preparatory
studies to Advanced Diploma at multiple locations throughout
the western region of Melbourne and increasingly in different
learning modes to better suit student needs.
VU TAFE is the region’s largest provider of apprenticeship and
trainee programs linked directly to the specific skills requirements
of major industries in Melbourne and surrounding regions.
Expert and supportive staff, excellent facilities and a
comprehensive range of student services ensure students are
provided with the best opportunity to achieve success in their
chosen field. Victoria University TAFE Division has a proud
record of achievement in awards for student, staff and program
excellence.
We invite you to consider TAFE at Victoria University as your
first choice and look forward to working with you to achieve your
educational goals.
Kevin Roche
Deputy Director — Operation
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School of Business, Hospitality and Personal Services

The School of Business, Hospitality and Personal Services consists of
six Departments:
« Administrative and Legal Studies;
= Financial Services;
= Hospitality and Tourism;
= Management and Marketing;
= Personal Services;
« Western Business Enterprise Centre.
Through its Departments, the School offers a broad range of courses
from Certificate Il to Advanced Diploma level, with coverage of key
business and service industry sectors. The courses are developed in
conjunction with industry and are based on industry endorsed
competency standards, assuring students that the vocational education
and training they receive is up to date and relevant to the world of work.
Many courses also involve a period of work experience or practical
placement in industry. Other courses involve students in simulated work
environments such as Practice Firms, salons and restaurants. The
purpose is to enrich the learning experiences of students and provide
the opportunity to apply newly acquired skills and knowledge in a real or
simulated work environment. In addition, articulation pathways have
been established for those students wishing to continue their studies
at higher TAFE or degree levels.
School of Business, Hospitality and Personal Services courses are
conducted at the Footscray Nicholson, St Albans, Melton, Werribee, City
King and Sunbury campuses. Training is also provided in enterprise
workplace settings by arrangement. Many courses may be undertaken
via the Flex Ed Centre with flexible learning arrangements to suit
individual needs. An increasing number of courses are becoming
available online via the TAFE Virtual Campus (TAFEVC). New
Apprenticeship and Traineeship programs are available by arrangement
with the relevant Department.
In addition to its range of award courses, the School of Business,
Hospitality and Personal Services also provides many training services
to industry, government and the general community on a commercial or
fee-for-service basis. These include consultancy services, inhouse
training, competency assessment including RPL (Recognition of Prior
Learning), short courses and courses for international students.
Excellent learning facilities are available to students across all of the
School’s programs. The latest information technology and library
facilities are available to all students. Classrooms, computer laboratory
spaces and salons are fully equipped to facilitate training to the highest
industry standards.
Departments in the School are actively involved in VET in Schools
(VETIS) programs in association with secondary schools in the
region. Qualifications achieved via VETIS programs automatically
receive credit transfer into related TAFE courses when students enrol
at Victoria University.
The School of Business, Hospitality and Personal Services provides
diversity of choice in study options. Whether you are a school leaver or a
mature aged person interested in full-time or part-time study, seeking an
initial qualification or upgrading existing skills, we would be happy to
respond to your enquiries regarding training options. Suggestions for
new courses are also welcome.
Kathy Whye
Associate Director
School of Business Hospitality & Personal Services
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Department of Administrative and Legal Studies

The Department of Administrative and Legal Studies-TAFE
conducts a wide range of courses that provide vocational education
for a variety of business occupations ranging from pre-employment
through to para-professional level. Training would lead to positions
such as Administrative Assistant, Clerical Officer, Administrative
Officer, Accounts Payable/Receivable Clerk, Personal Assistant, Para-
Legal and Legal Office Administrative Officer. In addition, the
training provides participants with a broad range of generic vocational
skills applicable to a number of job roles.

Details of the TAFE Certificate Il to IV, Diploma and Advanced
Diploma courses offered by the Department are set out below.

Code

BSA30200  Certificate 111 in Business

(Legal Administration)(BSA30200)
BSA40200  Certificate IV in Business (Legal Services)(BSA40200)
20055VIC Advanced Diploma of Business

(Legal Practice)(20055VIC)
BSB50201 Diploma of Business Administration(BSB50201)
BSB40201 Certificate 1V in Business Administration(BSB40201)
BSB30201 Certificate |11 in Business Administration(BSB30201)
BSB20101 Certificate |1 in Business(BSB20101)
BSB30101 Certificate 111 in Business(BSB30101)
BSB40101 Certificate IV in Business(BSB40101)
BSB50101 Diploma of Business(BSB50101)
BSB30401 Certificate 111 in Business (Recordkeeping)(BSB30401)
BSB40301 Certificate IV in Business (Recordkeeping)(BSB40301)
BSB50301 Diploma of Business (Recordkeeping)(BSB50301)
PSP30199 Certificate |11 in Government(PSP30199)

In addition to these courses, the Department of Administration and

Legal Studies-TAFE conducts Traineeships, Labour Market Programs
and training courses for industry.

Margaret Parker

Head, Department of Administrative and Legal Studies-TAFE

Certificate 111 in Business
(Legal Administration) (BSA30200)

Career Opportunities
Legal support staff.

Scope of Delivery
This course if offered on a full time basis.

Course Objectives

The course aims to provide students with the skills and knowledge
required to work in the legal office environment as a receptionist,
administrative officer or legal secretary.

Entry Requirements

To qualify for admission to this course applicants must be assessed by
the Head of Department as being capable of successfully completing
the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

Educational qualifications, employment history (voluntary work) and
life experience etc. are taken into account in selecting direct
application  students. Date of  application received by
CCS/TDAS/Enrolment Management may also be used as ranking in
the case of over-subscribed groups.



VICTORIA UNIVERSITY TAFE HANDBOOK 2004

Course Duration
Full-time basis over 420-510 hours.

Course Structure
The course requires the completion of 12 units as follows:

Core Units
Code Hours
BSACS301A Apply the principles of confidentiality

and security within the legal environment 10
BSALC301A Use legal terminology in order to carry out tasks 40
BSALF301A Maintain records for time and

disbursements in a legal practice 40
BSALO301A Assist in prioritising and planning

activities in a legal practice 10
BSALPP301A  Apply knowledge to the legal

system to complete tasks 80
BSALPP302A  Carry out search of the public record 25
BSALR301A Handle receipt and despatch of information 20
BSBCMN201A  Work effectively in a business environment 20
BSBCMN306A  Produce business documents 80
BSBFLM303A  Contribute to effective workplace relationships 40
Elective Units

Plus a minimum of two units (may include BSALPP303A Deliver
court documentation) from the SBO1 Business Services Training
Package Australian National Training Authority (ANTA) 2001
(including Legal Services) or any other endorsed Training Package, of
which a maximum 1 unit may be included from a lower or higher level
in this qualification, providing they have not previously been included
in a qualification at a lower level.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 1V in Business
(Legal Services)(BSA40200)

Career Opportunities
Legal administration officer.

Scope of Delivery
This course if offered on a full time basis.

Course Objectives
The course aims to provide participants with the skills and knowledge
required to manage administrative work in a legal office environment.

Entry Requirements

To qualify for admission to this course applicants must be assessed by
the Head of Department as being capable of successfully completing
the course.

In addition, units from the Certificate Il in Business (Legal
Administration)(BSA30200) are general pre-requisite units: If they
have not been achieved in earlier training or work experience, they
must be undertaken in addition to the core and elective requirements
of the Certificate IV in Business (Legal Services)(BSA40200).

Selection Procedures/Selection Criteria

All applicants, regardless of ENTER or qualifications will be offered a
place where possible. Where the number of applicants exceeds the
number of offers to be made, the procedure as outlined above, will
apply.

Course Duration

Full-time over 18 weeks 560-720 nominal hours (or 660-1155
nominal hours including prerequisite units).

46

Course Structure
Pre-requisite Units

Code Hours
BSALPP301A  Apply knowledge to the legal system to

complete tasks 80
BSALPP302A  Carry out search of the public record 25
BSACS301A Apply the principles of confidentiality and

security within the legal environment 10
BSALC301A Use legal terminology in order to carry out tasks 40
BSALF301A Maintain records for time and disbursements

in a legal practice 40
BSBCMN201A  Work effectively in a business environment 20
Core Units
BSACS401A Provide non-legal advice 50
BSALC401A Interact with other parties 30
BSALC402A Research, locate and provide legal and

other information in response to requests 60
BSALF401A Maintain trust accounts 50
BSALPP401A  Prepare and produce complex legal documents 80
Elective Units

Four units must be selected. In the case of full-time students, the
Department of Administrative Studies will determine the elective
units to be offered. Workplace students (trainees) may select other
electives in consultation with their employer, and with approval of the
Head of Department, having regard to the list of relevant units in —
Two Elective Units from:

Paralegal Functional Stream

BSALPL401A  Provide support in Property Law matters 60
BSALPL402A  Provide support in Family Law matters 60
BSALPL403A  Provide support in Criminal Law matters 60
BSALPL404A  Provide support in Commercial Law matters 60
Community Services and Health Functional Stream
CHCAD2A Support the interests, rights and needs of clients
within duty of care requirements 75
CHCCDI1A Support community participation 50
CHCCD3A Meet information needs of the community 70
CHCCD7A Support community resources 30
Conveyancing Functional Stream
206/01 Take instructions in relation to a transaction 50
206/05 Prepare and execute documents 40
Litigation Functional Stream
BSALLG401A  Arrange documents and list exhibits for
litigation support 60
Financial Services Functional Stream
FNAMERCO03B  Serve legal process 40

Other Elective Units

Plus two units from the SBO1 Business Services Training Package,
Australian National Training Authority (ANTA) 2001, of which a
minimum of two units must be from a qualification at AQF level 1V,
1 unit may be included from a lower or higher level in this
qualification, providing it has not previously been included in a
qualification at a lower level.

Units are selected with the approval of the Head of Department,
having regard to the units listed in the SBO1 Business Services
Training Package, Australian National Training Authority (ANTA),
2001. Any other state or nationally endorsed Training Package. Units
from other Training Packages must not duplicate units selected from
the Business Services Training Package. All units selected must
contribute to and combine to form a work outcome.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Advanced Diploma of Business
(Legal Practice)(20055VIC)

Career Opportunities
Senior law clerk.

Scope of Delivery
Full time, Part time and flexible delivery

Course Objective

The objective of this course is to provide employment-related
competencies and knowledge for those people either employed or
seeking employment at the para-professional level in the legal
profession and in law related occupations.

Entry Requirements

To qualify for admission to the course applicants must generally have
successfully completed an approved course of study at Year 12
(including Units 3 and 4 of English) level or equivalent, or be of
mature age and be assessed by the School as being capable of
successfully completing the course.

Selection Procedures/Selection Criteria

All applicants with an ENTER score of 60 or above will be given
selection priority. The balance of offers will be made to students with
an ENTER score until the selection quota has been filled.

In case of Direct Entry applications, educational qualifications,
employment history (voluntary work) and life experience are taken
into account in selection.

Date of receipt of application may also be used as ranking in the case
of over-subscribed groups.

Course Duration

Full-time basis over two years or part-time equivalent (1190-1210
nominal hours). Part-time programs are normally conducted in the
evenings, or via flexible learning arrangements. Flexible learning
arrangements may include off-campus study, workshops or workplace
facilitation.

Course Structure

Participants must complete 9 core modules, a minimum of 755-765
hours from elective modules (Group A and B), with a minimum of 8
elective modules from Group A.

Core modules

Code Hours
VBI370 Career Planning and Skills Assessment or 20
VBI369 Competency Analysis 10

Note: The School may require students to attempt an above module
at the start of the course

VBMB899 Commercial Law 51
VBM897 Law of Evidence 51
VBM895 Law of Contract 51
VBM896 Property Law 51
VBM89%4 Law of Torts 51
VBMB898 Legal Process 51
VBJ206 Identify Potential Clients &

Provide Advice on Services 51
VBJ207 Practise in a Legal Environment 68

VBJ206 and VBJ207 may be undertaken by way of practical
placement in a legal workplace environment.
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Elective Modules

Participants must complete a minimum of 755-765 hours from
elective modules (Group A and B), with a minimum of 8 elective
modules from Group A.

Group A

Code Hours
VBM912 Law of Marketing 51
VBM902 Legal Aspects of International Commerce 51
VBMI11 Restrictive Trade Practices (DL091) 51
VBM906 Probate and Administration 51
VBM903 Land Contracts 51
VBM905 Consumer Protection Law 51
VBM908 Administrative Law 51
VBM904 Mortgages, Leases and Building Contracts 51
VBM901 Family Law 51
VBM910 Company and Associations Law 51
VBM909 Criminal Law 51
VBM907 Civil Procedure 51
VBM900 The Conveyancing Process 51
VBJ208 Manage Legal Practice Operations Resources 51
VBMO13 Legal Research Method 51
Group B

NAP719 Accounting for Non-Accountants 50-60
NAP723 Marketing & Planning for Small Business 54
NAP757 Income Tax Law for Accountants 50-60
NCS003 Job Seeking Skills 20
NCS006 Writing Workplace Documents 20
NCS009 Negotiation Skills 20
NCS010 Team Building Communication 20
NCS011 Client Interaction 20
NCS012 Meetings 20
NCS013 Interviews 20
NCS015 Presenting Reports 20
NGMS102  Managing Operations—Customer Service 20
NGMS106  Managing Effective Working Relationships 40
NGMS111  Managing People-Workplace Practice 40
NGMS118  Managing People-Training & Development 40
NOS110v2  Occupational Health and Safety 10
NOS116 Keyboarding Techniques & Operations 20
NOS118v2  Computer Operations-Data Retrieval 10
NOS124 Accounting to Trial Balance 60
NOS211 Keyboarding-Speed and Accuracy 40
NOS213 Computer Operations 15
NOS214v2  Word Processing for Operators 50
NOS215.v2  Database Fundamentals 20
NOS216.v2  Spreadsheet Fundamentals 20
NOS222.v2  Word Processing Fundamentals 20
NOS230 Organisational Behaviour 54
NOS233 Audio Transcription—Introduction 10
NOS304v3  Word Processing—Advanced Operators 40
NOS305.v2  Text Production 40
SBO1 Introduction to Small Business 40
VAG443 Trust Accounting for Legal Executives 51

NOS110.v2 Occupational Health and Safety must be completed prior
to undertaking any practical placement.

Any relevant module/s from an accredited course or endorsed units
of competency 100.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Diploma of Business
Administration(BSB50201)

incorporating:

Certificate 1V in Business
Administration(BSB40201)

Certificate 111 in Business
Administration(BSB30201)

Certificate |1 in Business(BSB20101)

Career Opportunities
Executive Secretary, Administration Officer, Computer Operations,
Clerical Assistant, and Receptionist.

Scope of Delivery
Diploma of Business Administration(BSB50201) is offered full time,
or part time.

Course Objective

The Business Administrative and Office Administration courses aim
to provide participants with administrative skills and technical ability
for administrative work in a broad range of Business organisations.
The Diploma of Business Administration(BSB50201) is a four-stage
course with multiple entry and exit points. It provides an opportunity
for participants with no previous experience as well as catering for
skill and knowledge enhancement for those with basic administration
skills.

Participants who successfully complete each stage are eligible to apply
for entry into the next level. RPL (Recognition of Prior Learning) and
Credit policies apply.

Entry Requirements

Diploma of Business Administration(BSB50201)/

Certificate IV in Business Administration(BSB40201)

To qualify for admission to the Diploma of Business
Administration/Certificate IV in Business Administration applicants
must be assessed by the Head of Department as being capable of
completing the course. Generally completion of year 12 or equivalent

and evidence of competence in Certificate 11l in Business
Administration(BSB30201) is required.

Certificate 111 in Business Administration(BSB30201)

To qualify for admission to the Certificate Il in Business

Administration(BSB30201) applicants must be assessed by the Head
of Department as being capable of completing the course. Generally
completion of year 12 or equivalent and evidence of competence in
Certificate 1 in Business(BSB20101) is required.

Certificate 11 in Business(BSB20101)

To qualify for admission to the Certificate |1 in Business(BSB20101)
applicants must be assessed by the Head of Department as being
capable of completing the course. Applicants may be required to
attend an interview.

Selection Procedures/Selection Criteria

Educational qualifications, employment history (voluntary work) and
life experience etc. are taken into account in selecting direct
application ~ students. Date of application received by
CCS/TDAS/Enrolment Management may also be used as ranking in
the case of over-subscribed groups.
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Course Duration

The Diploma of Business Administration(BSB50201) is offered on a
full-time basis over two years or part-time equivalent. Part-time
programs are normally conducted in the evenings or via flexible
learning arrangements. Flexible learning arrangements may include
off-campus study, workshops or workplace facilitation. Traineeships
are usually delivered both on and off- the-job or in a mixture of these
delivery modes over a twelve month period.

Stage 1 Certificate 11 in Business 15-20weeks
Stage 2 Certificate |11 in Business Administration ~ 15-20 weeks
Stage 3 Certificate IV in Business Administration ~ 15-20 weeks
Stage 4 Diploma of Business Administration 15-20 weeks

Certificate Il in Business(BSB20101)

Career Opportunities
Receptionist, Administrative assistant, Word Processor.

Scope of Delivery
Full-time and flexible learning arrangements which may include off-
campus study, workshops or workplace facilitation.

Course Objectives

The course aims to provide students with the knowledge and skills
required to undertake work as an administrative assistant in a variety
of settings.

Entry Requirements

To qualify for admission to the course, applicants must be assessed by
the Head of Department as being capable of successfully completing
the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Course Duration
The course may be offered on a full-time basis over 235-550 nominal
hours or part-time equivalent.

Selection Procedures/Selection Criteria

Educational qualifications, employment history (voluntary work) and
life experience etc. are taken into account in selecting direct
application  students. Date of application received by
CCS/TDAS/Enrolment Management may also be used as ranking in
the case of over-subscribed groups.

Course Structure

The course consists of 12 units as follows —

A minimum of 8 units from the Common Business units listed below,
including the unit BSBCMN211A Participate in workplace safety
procedures.

Core Units

Code Hours
BSBCMN201A Work effectively in a businessenvironment 20
BSBCMN202A Organise and complete daily work activities 20
BSBCMN203A Communicate in the workplace 40
BSBCMN204A Work effectively with others 15
BSBCMN205A Use business technology 30
BSBCMN206A Process & maintain workplace information 30
BSBCMN207A Prepare & process financial/business documents 40
BSBCMN208A Deliver a service to customers 20
BSBCMN209A Provide information to clients 20
BSBCMN210A  Implement improved work practices 30
BSBCMN211A Participate in workplace safety procedures 20
BSBCMN212A Handle mail 15
BSBCMN213A Produce simple wordprocessed documents 60
BSBCMN214A Create and use simple spreadsheets 20
BSBCMN215A Participate in environmental work practices 20
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Plus 4 units from the BSBO1 Business Services Training Package,
Australian National Training Authority (ANTA) 2001, of which a
minimum of 2 units must be from a qualification at AQF level II; a
maximum 2 units may be included from a lower or higher level in this
qualification, providing they have not previously been included in a
qualification at a lower level.

All units selected must contribute to and combine to form a work
outcome.

Units are selected with the approval of the Head of Department,
having regard to the units listed in the BSBO1 Business Services
Training Package, Australian National Training Authority (ANTA),
2001.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate I11 in Business
Administration(BSB30201)

Career Opportunities
Receptionist, Administrative Officer, Word Processor.

Scope of Delivery
Full-time or part-time basis and flexible learning arrangements which
may include off-campus study, workshops or workplace facilitation.

Course Objectives

The course aims to provide students with the knowledge and skills
required to undertake work as an administrative officer in a variety of
settings.

Entry Requirements

To qualify for admission to the course, applicants must be assessed by
the Head of Department as being capable of successfully completing
the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

Educational qualifications, employment history (voluntary work) and
life experience etc. are taken into account in selecting direct
application  students. Date of application received by
CCS/TDAS/Enrolment Management may also be used as ranking in
the case of over-subscribed groups.

Course Duration

The course may be offered on a full-time basis over 315780 nominal
hours or part-time equivalent.

Course Structure

The course consists of 12 units as follows —

A minimum of 5 units from the Specialist Administration domain as
listed below.

Core Units

Code Hours
BSBADMB301A Produce texts from shorthand notes 100
BSBADMB302A Produce texts from notes 30
BSBADMB303A Produce texts from audio transcription 30
BSBADMB304A Design and develop text documents 120
BSBADMB305A Create and use databases 20
BSBADMB306A Create electronic presentations 20
BSBADM307A Organise schedules 15
BSBADMB308A Process payroll 30
BSBADMB309A Process accounts payable and receivable 30
BSBADM310A Maintain a general ledger 60
BSBMED301A Use advanced medical terminology 30
BSBMED302B Prepare and process medical accounts 30

Plus a minimum of 3 units from the Common Business units listed
below, including the unit BSBCMN311A Maintain workplace safety.

Elective Units
BSBCMNB301A Exercise initiative in a business environment 20
BSBCMN302A  Organise personal work priorities

and development 40
BSBFLM303A  Contribute to effective workplace relationships 40
BSBCMN304A Contribute to personal skill

development & learning 30
BSBCMNB305A Organise workplace information 30
BSBCMN306A Produce business documents 80
BSBCMN307A Maintain business resources 20
BSBCMN308A  Maintain financial records 60
BSBCMN309A Recommend products and services 20
BSBCMNB310A Deliver and monitor a service to customers 35
BSBCMN311A Maintain workplace safety 40
BSBCMN312A Support innovation and change 40
BSBCMN313A Maintain environmental procedures 30

Plus 4 units from the Business Services Training Package or any other
endorsed Training Package , of which 2 units must be from AQF 3
level, and maximum of 2 may be included from lower or higher levels.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Business
Administration(BSB40201)

Career Opportunities
Receptionist, Administrative Assistant, Secretary.

Scope of Delivery
Full-time or part-time basis and flexible learning arrangements which
may include off-campus study, workshops or workplace facilitation.

Course Objectives

The course aims to provide students with the knowledge and skills
required to undertake work as an administrative assistant in a variety
of settings.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Educational qualifications, employment history (voluntary work) and
life experience etc. are taken into account in selecting direct
application  students. Date of application received by
CCS/TDAS/Enrolment Management may also be used as ranking in
the case of over-subscribed groups.

All applicants, regardless of ENTER or qualifications will be offered a
place where possible. Where the number of applicants exceeds the
number of offers to be made, the procedure as outlined above, will
apply.

Course Duration

The course may be offered on a full-time basis over 265-570 nominal
hours or part-time equivalent.

Course Structure
The course requires the completion of 10 units as follows:

A minimum of 4 units from the Specialist Administration Domain
listed below:

Code Hours
BSBADMA401A  Produce complex text from shorthand notes 50
BSBADM402A  Produce complex business documents 100
BSBADMA403A  Develop and use complex databases 20
BSBADMA404A  Develop and use complex spreadsheets 20
BSBADMA405A  Organise meetings 20
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BSBADMA406A  Organise business travel 20
BSBADM407A  Administer projects 40
BSBADMA408A  Prepare financial reports 40
A minimum of 3 Common Business units listed below:
BSBCMN402A  Develop work priorities 30
BSBCMNA403A  Establish business networks 50
BSBCMNA404A  Develop teams and individuals 30
BSBCMN405A  Analyse and present research information 40
BSBCMN406A  Maintain business technology 40
BSBCMN407A  Co-ordinate business resources 30
BSBCMN408A  Report on financial activity 30
BSBCMN409A  Promote products and services 20
BSBCMN410A  Co-ordinate implementation of customer

service strategies 40
BSBCMN411A  Monitor a safe workplace 50
BSBCMN412A  Promote innovation and change 50
BSBCMN413A  Implement and monitor environmental policies 40
BSBFLMA404A  Lead work teams 50

And three units from the Business Services Training Package or any
other endorsed training package, of which a minimum of 2 units
must be from a qualification at AQF level 1V; 1 unit may be included
from lower or higher levels in this qualification. Units from other
Training Packages must not duplicate units selected from the Business
Services Training Package. All units selected must contribute to and
combine to form a work outcome.

Should any of the following units be selected, then all three units must
be undertaken —

BSZ401A Plan assessment
BSZ402A Conduct assessment
BSZ403A Review assessment

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Business
Administration(BSB50201)

Career Opportunities
Receptionist, Administrative Officer, Secretary.

Scope of Delivery
This course if offered on a full-time basis.

Course Objectives

The course aims to provide students with the knowledge and skills
required to undertake work as an administrative officer in a variety of
settings.

Entry Requirements

To qualify for admission to the course, applicants must be assessed by
the Head of Department as being capable of successfully completing
the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Educational qualifications, employment history (voluntary work) and
life experience etc. are taken into account in selecting direct
application  students. Date of application received by
CCS/TDAS/Enrolment Management may also be used as ranking in
the case of over-subscribed groups.

All applicants, regardless of ENTER or qualifications will be offered a
place where possible. Where the number of applicants exceeds the
number of offers to be made, the procedure as outlined above, will
apply.

Course Duration

Full-time basis over 300-410 nominal hours.

Course Structure
The course requires the completion of 8 units as follows -

@ A minimum of 5 units from the Specialist Administratione— — —

Domain listed below:

Code Hours
BSBADM501A  Manage the establishment and

maintenance of a workgroup network 30
BSBADM502A  Manage meetings 30
BSBADM503A  Plan and manage conferences 30
BSBADMS504A  Plan or review administration systems 50
BSBADM505A  Manage payroll 30
BSBADM506A  Manage business documents design and

development 60

(b)  And three units from the Business Services Training Package or
any other endorsed Training Package, of which a minimum of
two units must be from a qualification at Diploma level; 1 unit
may be included from a lower or higher level in this
qualification. Units from other Training Packages must not
duplicate units selected from the Business Services Training
Package. All units selected must contribute to and combine to
form a work outcome.

Some module descriptors are listed under the Module/Unit Details

section of this Handbook.
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Certificate 111 in Business(BSB30101)

Career Opportunities
Administrative Officer.

Scope of Delivery
This course is offered as a Traineeship only.

Course Objective

The course aims to provide students with the knowledge and skills
required to undertake work as an administrative officer in a variety of
business settings.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
As per National Apprenticeship Centre (NAC) Guidelines.

Course Duration
The course may be offered on a full-time basis over 345-635 nominal
hours or part-time equivalent.

Course Structure

Code Hours
BSBCMN311AMaintain workplace safety 40

A minimum of seven units selected by the student, with the approval
of the Head of Department, from the following:

BSBCMNB301A Exercise initiative in a business environment 20
BSBCMN302A Organise personal work priorities & development 40
BSBFLM303A Contribute to effective workplace relationships 40
BSBCMN304A Contribute to personal skill development & learning 30

BSBCMNB305A Organise workplace information 30
BSBCMNB306A Produce business documents 80
BSBCMN307A Maintain business resources 20
BSBCMN308A Maintain financial records 60
BSBCMN309A Recommend products and services 20
BSBCMNB310A Deliver and monitor a service to customers 35
BSBCMN312A Support innovation and change 40
BSBCMN313A Maintain environmental procedures 30
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Four units (together totalling at least 120 nominal hours) of which a
minimum of 2 units must be undertaken from a qualification at
Australian Quialifications Framework Level 3; and a maximum of 2
units (not previously undertaken by the student for an award at a
lower level than this award) may be undertaken from a lower or higher
Level with the approval of the Head of Department, having regard to
the units listed in the relevant training package.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Business(BSB40101)

Career Opportunities
Administrative Work.

Scope of Delivery
This course is offered as a Traineeship only.

Course Objective

The course aims to provide students with the knowledge and skills
required to manage administrative work across all industries.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

As per National Apprenticeship Centre (NAC) Guidelines.

Course Duration

The course may be offered on a full-time basis over 315-520 nominal
hours or part-time equivalent.

Course Structure

A minimum of 4 units selected by the student, with the approval of
the Head of Department, from the following —

Code Hours
BSBFLMA404A  Lead work teams 50
BSBCMN402A  Develop work priorities 30
BSBCMN403A  Establish business networks 50
BSBCMN404A  Develop teams and individuals 30
BSBCMN405A  Analyse and present workplace information 40
BSBCMN406A  Maintain business technology 40
BSBCMN407A  Coordinate business resources 30
BSBCMN408A  Report on financial activity 30
BSBCMN409A  Promote products and services 20
BSBCMN410A  Coordinate implementation

of customer service strategies 40
BSBCMN411A  Monitor a safe workplace 50
BSBCMN412A  Promote innovation and change 50
BSBCMN413A  Implement & monitor environmental policies 40

Six units (together totalling at least 205 nominal hours) of which a
minimum of 2 units must be undertaken from a qualification at
Australian Qualifications Framework Level 4; and 1 unit (not
previously undertaken by the student for an award at a lower level
than this award) may be undertaken from a lower or higher Level,
with the approval of the Head of Department, having regard to the
units listed in the relevant training package.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Diploma of Business(BSB50101)

Career Opportunities
Management.

Scope of Delivery
This course is offered to Industry groups only.

Course Objective

The course is a generic business program which aims to provide the
knowledge and skills required for a person wishing to pursue a
management role.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Course Duration
The course may be offered on a full-time basis over 280—610 nominal
hours or part-time equivalent.

Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

A maximum of four units may be selected from the Assessment and
Workplace Training domain.

A minimum of five units (together totalling a minimum of 125
nominal hours) to be undertaken having regard to the AQF level V
units listed in the Business Services Training Package (BSBO1),
Australian National Training Authority, 2001;

Three units (together totalling a minimum of 155 nominal hours) to
be undertaken having regard to the units listed in the relevant training
package.

Certificate 111 in Business
(Recordkeeping)(BSB30401)

Career Opportunities
Administrative work.

Scope of Delivery
This course is offered to Industry groups only.

Course Objective
The course aims to provide the knowledge and skills required for a
person working as a records clerk in an organisation.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Course Duration

The course may be offered on a full-time basis over 345 - 400 nominal
hours or part-time equivalent.

Course Structure

Course Structure Rules -

12 Units required for the qualification.

All units selected are subject to the approval of the Head of
Department.
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Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

Compulsory Units

Code Nominal Hours
BSBRKG301A Control records 40
BSBRKG302A Undertake disposal 30
BSBRKGB303A Retrieve information from records 25
BSBRKG304A Maintain business records 30

A minimum of four units (together totaling a minimum of 90
nominal hours) to be undertaken from the following Common
Business units. BSBCMN311 Maintain Workplace Safety must be
included in the selection -

Code Hours
BSBCMNB301A Exercise initiative in a business environment 20
BSBCMN302A Organise personal work priorities & development 40
BSBCMN304A Contribute to personal skill development and

learning 30
BSBCMNB305A Organise workplace information 30
BSBCMNB306A Produce business documents 80
BSBCMN307A Maintain business resources 20
BSBCMNB308A Maintain financial records 60
BSBCMN309A Recommend products and services 20
BSBCMNB310A Deliver and monitor a service to customers 35
BSBCMN311A Maintain workplace safety 40
BSBCMN312A Support innovation and change 40
BSBCMNB313A Maintain environmental procedures 30
BSBFLM303A  Contribute to effective workplace relationships 40

Four units (together totalling a minimum of 130 nominal hours) to be

undertaken having regard to the units listed in —

= The (BSB01) Business Services Training Package, Australian
National Training Authority, 2001;

« Any other relevant training package accredited by the Australian
National Training Authority.

Of the four units selected, at least two must be from a qualification at

AQF level 11l and the remaining unit may be from a lower level

qualification.

Certificate 1V in Business
(Recordkeeping)(BSB40301)

Career Opportunities
Administrative work.

Scope of Delivery
This course is offered to Industry groups only.

Course Objective
The course aims to provide the knowledge and skills required for a
person working as a records officer in an organisation.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Course Duration
The course may be offered on a full-time basis over 305 - 495 nominal
hours or part-time equivalent

Course Structure

Course Structure Rules —

10 Units required for the qualification

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

Compulsory Units Nominal Hours
BSBRKGA401A Review the status of a record
BSBRKG402A  Provide information from and about records 20
BSBRKG403A  Set up a business or records system for a
small office 40
BSBEBUSA406A Monitor and maintain records in an online
environment 25

A minimum of three units (together totalling a minimum of 80
nominal hours) to be undertaken from the following Common
Business units -

Code Hours
BSBCMNA402A Develop work priorities 30
BSBCMNA403A  Establish business networks 50
BSBCMN404A Develop teams and individuals 30
BSBCMNA405A  Analyse and present research information 40
BSBCMN406A Maintain business technology 40
BSBCMNA407A Coordinate business resources 30
BSBCMN408A Report on financial activity 30
BSBCMN409A Promote products and services 20
BSBCMN410A  Coordinate implementation of customer service
strategies 40
BSBCMN411A  Monitor a safe workplace 50
BSBCMN412A Promote innovation and change 50
BSBCMN413A  Implement and monitor environmental policies 40
BSBFLMA404A  Lead work teams 50

Three units to (together totalling a minimum of 120 nominal hours)

be undertaken having regard to the units listed in —

« The (BSB01) Business Services Training Package, Australian
National Training Authority, 2001;

« Any other relevant training package accredited by the Australian
National Training Authority.

Of the three units selected, at least two must be from a qualification at

AQF level IV and the remaining unit may be from a lower or higher

level qualification.

Should any of the following units be selected, then all three units must

be undertaken —

BSZ401A Plan assessment
BSZ402A Conduct assessment
BSZ403A Review assessment
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Diploma of Business
(Recordkeeping)(BSB50301)

Career Opportunities
Administrative work.

Scope of Delivery
This course is offered to Industry groups only.

Course Objective
This course aims to provide the knowledge and skills required for a
person working as a records supervisor in an organisation.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Course Duration
The course may be offered on a full-time basis over 320 - 400 nominal
hours or part-time equivalent.

Course Structure

Course Structure Rules -

8 Units required for the qualification.

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.
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All units selected must contribute to and combine to form a work
outcome.

Compulsory Units Nominal Hours
BSBRKG501A Determine business or records system specifications 60
BSBRKG502A Manage and monitor business or records systems 40

BSBRKG503A Develop and maintain a classification scheme 30

BSBRKG504A Develop terminology for activities and records 30

BSBRKG505A Document or reconstruct a business or records
system 30

Three units (together totalling a minimum of 130 nominal hours) to

be undertaken having regard to the units listed in —

« The (BSB01) Business Services Training Package, Australian
National Training Authority, 2001;

= Any other relevant training package accredited by the Australian
National Training Authority.

Of the three units selected, at least two must be from a qualification at

AQF Diploma level and the remaining unit may be from a lower or

higher level qualification.

Certificate 111 in Government(PSP30199)

Career Opportunities
Administrative officer, Clerical Assistant, School Services Officer.

Scope of Delivery
Current employed SSO’s or New Apprenticeships (SSO).

Course Objectives

The course aims to provide entry level competencies for a career in
the public service, with a particular focus on meeting in such a career
the ethical and legislative requirements of public service in a diverse
range of general work activities

Entry Requirements

To qualify for admission to the course, applicants must be working in
an administrative role as a school support officer in a State primary or
secondary school.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

As per Department of Education and Training Plan Application
process.

Course Duration

The course may be offered over 315 nominal hours by flexible
delivery through a combination of on and off the job delivery, or fully
on the job.

Course Structure

Code

PSPETH301A  Uphold the Values and Principles of Public Service

PSPLEGN301A Comply with legislation in the Public Sector

PSPGOV301A  Work Effectively in the Organisation

PSPGOV302A  Contribute to the Workgroup Activities

PSPGOV308A  Work Effectively with Diversity

PSPOHS201A  Follow Defined Occupational Health and Safety Policy
and Procedures

PSPGOV202A  Communicate in the Workplace

BSBADMB308A  Process Payroll

BSBCMN305A  Organise Workplace Information

BSBCMN307A  Maintain Business Resources

BSBCMN308a  Maintain Financial Records.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Department of Financial Services

The Department of Financial Services-TAFE conducts a range of
courses that provide vocational education for a variety of financial
occupations ranging from pre-employment through to professional
level.

Details of the TAFE Diploma and Advanced Diploma courses
offered by the Department are set out below.

Course Codes
FNB60299 Advanced Diploma of Accounting(FNB60202)
FNB50299 Diploma of Accounting(FNB50202)
90025NSW Diploma of Business
(Banking and Finance)(90025NSW)
2004AAA Course in Real Estate for Agents’
Representatives(2004AAA)
2404ADA The Certificate IV in Business

(Estate Agency Practice)(2404ADA)
In addition to these courses, the Department of Financial Services—
TAFE conducts traineeships and training courses for industry.
Peter Cook
Head, Department of Financial Services-TAFE

Career Opportunities

The courses outlined aim to provide students with the opportunity to

qualify with nationally recognised competencies targeting employment

opportunities in clerical/bookkeeping and accounting related roles.

The accounting industry contains a varied range of career options

found across Australia in big and small businesses alike. A number of

examples of possible career options are noted below.

Bookkeeping

There are many small businesses in Australia that require the skills of

a qualified bookkeeper to maintain an accurate set of accounting

books that provide the business owners with financial information.

The advent of the GST has created additional demand for people

with strong bookkeeping and accounting skills.

Public Practice

These businesses require the services of persons to assist with

financial and accounting related matters.

Other Options

Other opportunities for employment include the following:

« Bursars are generally responsible for the accounting functions of
schools and tertiary institutions;

« Finance managers prepare financial reports for management and
are responsible for ensuring the best use of limited funds;

« Taxation specialists work with businesses to advise them on the
best way to use limited resources in a tax effective manner.

Advanced Diploma of Accounting(FNB60202)
incorporating:

Diploma of Accounting(FNB50202)

Career Opportunities
Assistant accountant.

Scope of Delivery
The Diploma of Accounting and the Advanced Diploma of
Accounting are offered on a full-time and part-time basis.

Course Objectives

« The Advanced Diploma of Accounting(FNB60202) aims to
provide participants with off-the-job training in organisational
processes, compliance activities, business performance, financial
performance, financial systems and records, tax plans,
organisational improvement programs, and financial plans. The
course aims to provide the skills required for persons wishing to
practice as assistant accountant.



VICTORIA UNIVERSITY TAFE HANDBOOK 2004

= The Diploma of Accounting(FNB50202) aims to provide
participants with off-the-job training in service to customers,
bank receipts, journal entries, financial records for reporting
purposes, cash flow and accounting records, daily financial
records, reports for management, statutory returns, budgets and
forecasts, financial systems and records, and financial policy
statements and operating procedures. This course aims to provide
participants with the skills required for employment as
Bookeepers, Office Managers, Administration Managers and
Budget Officers.

Entry Requirements

There are no formal entry requirements for entry to this course.
Applicants must be able to demonstrate to the satisfaction of the
Department that they are capable of successfully completing the
course having regard to relevant competency levels in Australian
Qualifications ~ Framework Level 4 (for Diploma of
Accounting(FNB50202), Level 5 (for Advanced Diploma of
Accounting(FNB60202) or equivalent.

Selection Procedures/Selection Criteria

VTAC Applicants: To qualify for admission to the Diploma of
Accounting(FNB50202) applicants must have successfully completed
VCE or an equivalent. Where the number of applicants exceeds the
number of offers to be made, students will be ranked by ENTER
score until the selection quota has been filled.

Direct Entry Applicants: Educational qualifications, employment
history and life experience are taken into account in selecting direct
entry applications. Date of application received by Admissions may
also be used as ranking in the case of over-subscribed groups.

Course Duration

The Advanced Diploma of Accounting(FNB60202) may be offered
on a full-time basis over 1 year or part-time equivalent. Students
commence this course after completion of the Diploma of
Accounting(FNB50299).

The Diploma of Accounting(FNB50202) may be offered on a full-
time basis over 1 year or part-time equivalent.

Part-time programs are normally conducted in the evenings.

Course Structure
The Advanced Diploma of Accounting(FNB60202) consists of 2
stages.
Stage 1: Diploma of Accounting(FNB50202)
Pre-Requisite Competencies

le

Hours

FNBFING1A Prepare and Bank Receipts 10
FNBFING5A  Process Journal Entries 10
BSBCMN308A Maintain Financial Records 60
BSBADM308A Process Payroll 30
FNBACC21A Set up and Operate a Computerised

Accounting System 80
BSBADMA408A Prepare Financial Reports 40
Core Competencies Standards
FNBACCO02B Prepare Income Tax Returns 60
FNBACCO03B Manage Budgets and Forecasts 50
FNBACCO04B Prepare Financial Reports for a Reporting Entity 60
FNBACCO06B  Implement and Maintain internal Control

procedures 40
FNBACC30A Provide Management Accounting Information 60
Elective Competencies Standards
FNARFS14A  Deliver a Service to Customers 35
BSBCMN214A Create and Use Simple Spreadsheets 20
BSBADMA404A Develop and Use Complex Spreadsheets 20
FNBACC29A Make Decisions within a Legal Context 60
FNBACCO01B Provide Financial and Business Performance

Information 60
FNBFIN70A Prepare Financial Forecasts and Projections 60
FNBACC22A Process Business Tax Obligations 50
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Upon successful completion of Stage 1, or equivalent, students are
eligible to apply for entry into Stage 2 — Advanced Diploma of
Accounting(FNB60299)

Stage 2: Advanced Diploma of Accounting(FNB60202)
Core Competency Standard

Code

Hours

FNBACC11B Monitor Corporate Governance 60
Elective Competency Standards
FNBACCO7B  Prepare Complex Tax Returns 60
FNBACCO09B  Audit and Report on Financial Systems and

Records 40
FNBACCI10B Evaluate tax Compliance 60
FNBACC15B Evaluate Organisations Financial Performance 60
FNBACC16B Evaluate Financial Risk 60
FNBACC17B Develop and Implement Financial Strategies 60
FNBACC27A -Prepare and Analyse management Accounting _

Information 60
FNBACC28A Prepare Complex Corporate Financial Reports 60
BSBFLMS503A Establish Effective Workplace Relationships 60
BSBFLMS04A Facilitate Work Teams 60

Note: Electives offered will be selected by the School and will be
dependent upon the availability of suitable teaching resources.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Business (Banking and
Finance)(90025NSW)

Career Opportunities

Bank Clerk, Branch Manager, and related banking and finance
positions.

Scope of Delivery

This course is offered on a full time basis.

Course Objectives

This course is suitable for students wishing to work in the banking
and finance industry, up to the level of branch manager. The
Australian Institute of Bankers recognises the completed course as
meeting its professional membership requirements.

Entry Requirements

To qualify for admission to the Diploma of Business (Banking and
Finance)(90025NSW), applicants must generally have successfully
completed an approved course of study at Year 12 level or equivalent,
or be of mature age and be assessed by the School as being capable
of successfully completing the course.

Selection Procedures/Selection Criteria

Student Selection is via VTAC or Direct Entry.

Course Duration
Full-time basis over 1 year.

Course Structure

Core

Code Hours
NAP710 Financial Accounting Applications 1 40
NAP722 Economics for Business 50
NAP750 Commercial Law Principles 40
NAP752 Contract Law 40
NOS237 Computer Graphics Fundamentals 20
NOS222 Word Processing — Introduction 20
NOS216 Spreadsheet Fundamentals 20
NOS215 Database Fundamentals 20
NSW8395D  Personal and Financial Management 50
NGMS107  Managing and Developing Teams 40
NSW8395B  Financial Sales Skills 30
NCSs018 Dealing with Customers and Clients 20
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NOS124 Accounting to Trial Balance 60
NOS219 Accounting — Basic Reports 50
NSW8395A  Financial Institutions and Markets 50
NSW8395B  Commercial Banking and Finance 50
NSW8395C  Banking and Lending Practice 50
NSWB8395K  International Banking and Finance 50
NSW8395)  Financial Institutions Law 50
VAD950 The Marketing Concept 68
Plus 2 of the following National Communication Modules:
NCS002 Writing Skills for Work 20
NCS004 Work Team Communication 20
NCS005 Dealing with Conflict 20
NCS006 Writing Workplace Documents 20
NCS007 Presenting Information 20
Plus electives totaling 40-60 hours to be selected from below:
NOS230 Organisational Behaviour OR 50
NGMS106  Managing Effective Working Relationships 40
NAP720 Business Mathematics AND 30
NAP721 Business Statistics 30
NAP712 Company Accounting and Financial Statements 50
NGMS213  Managing Projects 40
NGMS108  Managing and Organising Work-Goal Achievement40
NGMS112  Managing People Recruitment,

Selection and Induction 40
NCS009 Negotiation Skills 20
NCS011 Client Interaction 20
NCS006 Writing Workplace Documents 20

Note: Electives offered will be selected by the School and will be
dependent upon availability of suitable teaching resources.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Course in Real Estate for Agents’
Representatives(2004AAA)

Career Opportunities
Agents’ Representative.

Scope of Delivery
Part time evening course run over six weeks. Also available by Flexible
Education.

Course Objectives

This course aims to provide participants with a basic understanding
of the legal principles and estate practices necessary to practice as an
agents' representative in the real estate industry.

Entry Requirements

Applicants will be required to have basic literacy and numeracy skills
and be assessed by the School as being capable of completing the
course.

This course is suitable for persons wishing to be employed in the Real
Estate or Property Services industry. Mature aged applicants are
encouraged to apply.

Selection Procedures/Selection Criteria

Applicants apply by completing forms sent to them following phone,
letter or email enquiry. Preference is given to those employed or about
to be employed in the Real Estate Industry.

Course Duration

The Course in Real Estate for Agents’ Representatives(2004AAA) is
offered on a part-time basis over six weeks. Part-time programs are
normally conducted in the evening or via flexible learning
arrangements. Flexible learning arrangements may include off-campus
study, workshops or workplace facilitation.

Course Structure
The Course in Real Estate for Agents’ Representatives consists of the
following three modules.

Participants must complete 3 modules

Code Hours
ABH500 Real Estate Industry Overview 12
ABH501 Introduction to Sales 23
ABH502 Introduction to Property Management 15
Assessment

A combination of one or more of the following: tests, written work
(assignments and reports), presentations, projects, group activities,
case studies, and practical exercises which simulate the conditions of
workplace performance.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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The Certificate 1V in Business
(Estate Agency Practice)(2404ADA)

incorporating

Course in Real Estate for Agents
Representatives(2004AAA) .

Career Opportunities
Licensed estate agent. Operating your own business.

Scope of Delivery

The Certificate 1V in Business (Estate Agency Practice)(2404ADA) is
designed to be complete on a part time basis over two year. Part time
programs are normally conducted in the evenings, or via flexible
learning arrangements. Flexible learning arrangements may include
off-campus study, workshops, or structured classroom activities.

Course Objective

This course aims to provide participants with the skills to perform the
duties of a licensed estate agent. Graduates are expected to be
employed within an estate agency whilst undertaking this course on a
part-time basis or may gain employment as an estate agent during the
course. The course aims to provide essential skills to manage an estate
agency office, or to establish and operate an estate agency practice.

Course Duration

This course can be completed over a 1-3 year timeframe depending
on current industry experience prior qualifications and individual time
commitment.

Entry Requirements

To qualify for admission to the Certificate IV in Business (Estate
Agency Practice)(2404ADA) applicants must have estate agency work
experience, English language, literacy and numeracy skills and be
assessed as being capable of completing the course.

To be able to obtain registration as a licenced estate agent, applicants
need to meet the requirements of the Office of Fair Trading and
Business Affairs, within the Department of Justice, Victoria.

Selection Procedures/Selection Criteria

Application is via direct entry following contact with the university by
phone, (03) 9284 8753 or (03) 9284 7037. Preference is given to those
in the Real Estate Industry.

Course Structure
The Certificate 1V in Business (Estate Agency Practice)(2404ADA)
consists of 27 modules.
Compulsory Modules

Code

Hours
ABH500 Real Estate Industry Overview 12
ABH501 Introduction to Sales 23
ABH502 Introduction to Property Management 15
ABH503 Real Estate Computing 15
ABH504 Real Estate Accounting 45
ABH505 Real Estate Computer Accounting 15
ABH507 Property Research and Analysis 12
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ABH508 Real Estate Consumer Protection 20
ABH510 Contract Law for Real Estate 20
ABH511 Property Law 30
ABH512 Residential Tenancies 20
ABH513 Recognising Common Building Styles & Faults 15
ABH514 Property Management Listings 12
ABH515 Renting Residential Properties 10
ABH516 Servicing Managed Properties 20
ABH517 Introduction to Specialised Property Management 20
ABH522 Contracts for the Sale of Land 20
ABH523 Methods of Sale 20
ABH524 Property Appraisals 20
ABH525 Listings 30
ABH527 Selling by Auction 30
ABH528 Introduction to Specialised Property Sales 20
NAP750 Commercial Law Principles 35
NCS009 Negotiation Skills 20
NCS011 Client Interaction 20
NGMS114  Managing Finance-Performance 20
NOS215 Database Fundamentals 20

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Department of Hospitality and Tourism

The Department of Hospitality and Tourism — TAFE conducts a
wide range of courses that provide vocational education for a variety
of hospitality and tourism occupations ranging from pre-employment
through to para-professional level.

Details of the TAFE Certificates Il to IV and Diploma courses
offered by the Department are set out below.

Code
THH11002  Certificate | in Hospitality (Operations)(THH11002)
THH11102  Certificate | in Hospitality (Kitchen
Operations)(THH11102)
THH21802  Certificate Il in Hospitality (Operations)(THH21802)
THH22002  Certificate 11 in Hospitality (Kitchen
Operations)(THH22002)
THH31502  Certificate 111 in Hospitality (Commercial
Cookery)(THH31502)
THH32902  Certificate I11 in Hospitality (Catering
Operations)(THH32902)
THH33002  Certificate I11 in Hospitality (Operations)(THH33002)
THH42602  Certificate 1V in Hospitality (Supervision)(THH42602)
THH51202  Diploma of Hospitality Management (THH51202)
THHB0202  Advanced Diploma of Hospitality
Management(THH60202)
THT10102  Certificate | in Tourism
(Australian indigenous Culture)(THT10102)
THT20502  Certificate Il in Tourism (Operations)(THT20502)
THT30102  Certificate I11 in Meetings and Events (THT30102)
THT30202  Certificate I11 in Tourism (Retail Travel Sales)(THT30202)
THT30602  Certificate I11 in Tourism (Visitor Information
Services)(THT30602)
THT30902  Certificate 111 in Tourism (Guiding)(THT30902)
THT31002  Certificate I11 in Tourism (Operations)(THT31002)
THT40102  Certificate IV in Tourism (Sales and Marketing)(THT40102)
THT40202  Certificate IV in Tourism (Operations)(THT40202)
THT40302  Certificate IV in Tourism (Guiding)(THT40302)
THT40402  Certificate IV in Tourism
(Natural and Cultural Heritage)(THT40402)
THT50102  Diploma of Tourism
(Marketing and Product Development) (THT50102)
THT50302  Diploma of Tourism
(Operations Management)(THT50302)
THT60102  Advanced Diploma of Tourism Management (THT60102)

In addition to these courses, the Department of Hospitality and

Tourism — TAFE conducts traineeships, training courses and a
consultancy service for industry.

Mike Hester

Head, Department of Hospitality and Tourism - TAFE

Certificate I in Hospitality
(Operations)(THH11002)

Career Opportunities
Hospitality Industry.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 6 weeks over 2 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objectives

The course aims to provide training and knowledge for entry-level
employees in the hospitality industry who perform routine tasks under
direct supervision.
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Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for.

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units

Code Hours
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO03B Follow health, safety and security procedures 5
THHGHS01B Follow workplace hygiene procedures 15

THHHCOO1B Develop & update hospitality industry knowledge 25
Elective Units

Two units selected from one or more of the following functional
areas of the Hospitality and Tourism Training Package
(THH02/THTO02), Australian National Training Authority, 2002:

« Food and Beverage;

= Housekeeping.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate | in Hospitality (Kitchen
Operations)(THH11102)

Career Opportunities
Kitchen hand, catering assistant, kitchen attendant.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 6 weeks over 2 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery

Course Objectives

The course aims to provide training and knowledge for entry-level
employees in the hospitality industry who perform routine tasks in the
kitchen under direct supervision.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units

Code Hours
THHCOR01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THHHCOO01B Develop & update hospitality industry knowledge 25
THHGHS01B Follow workplace hygiene procedures 15
THHBKAO1B Organise and prepare food 20
THHBKAO2B Present food 6
THHBKAO3B Receive and store kitchen supplies 10
THHBKA04B Clean and maintain kitchen premises 10

Elective Units

One unit selected from one or more of the cookery related areas
within the following functional areas in the Hospitality and Tourism
Training Package (THH02/THTO02), Australian National Training
Authority, 2002:

« Commercial Cookery (THHBCCO1 — 10B)

« Commercial Catering (THHBCATO1 - 06B)

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate Il in Hospitality
(Operations)(THH21802)

Career Opportunities
Hospitality management and supervision.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 18 weeks over 5 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objectives

The course aims to provide training and knowledge for hospitality
employees who perform a range of activities and functions requiring
basic operational knowledge and limited practical skills in a defined
context. Employees may be multi-skilled across more than one
functional area of hospitality.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.
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Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for.

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units
Code Hours
THHCORO01B  Work with colleagues and customers 20
THHCOR02B ~ Work in a socially diverse environment 20
THHCORO03B  Follow health, safety and security procedures 5
THHGHS01B  Follow workplace hygiene procedures 15
THHHCOO01B  Develop and update hospitality

industry knowledge 25
Elective Units

Six units are required, of which a minimum of four units must be
selected from one or more of the following functional areas of the
Hospitality and Tourism Training Package (THH02/THTO02),
Australian National Training Authority, 2002:

« Food and Beverage;

< Housekeeping;

= Gaming;

= Front Office;

« Commercial Catering;

« Commercial Cookery;

= Patisserie;

« Asian Cookery.

with the remaining units to be selected from the Hospitality and
Tourism Training Package (THH02/THTO2), Australian National
Training Authority, 2002 or any relevant training package endorsed by
the Australian National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought. Where
the competencies involve the service of alcohol, the unit
THHBFB09B Provide responsible service of alcohol must be
selected.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Hospitality
(Kitchen Operations)(THH22002)

Career Opportunities
Hospitality management and supervision.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 18 weeks over 5 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.
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Course Objectives

The course aims to provide training and knowledge for employees
who undertake a range of kitchen functions and activities, which
require the application of a limited range of practical skills in a
defined context.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for.

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills.

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.
Course Structure
Core Units

Code

Hours
THHCORO01B  Work with colleagues and customers 20
THHCORO02B ~ Work in a socially diverse environment 20
THHCORO03B  Follow health, safety and security procedures 5
THHHCOO01B  Develop and update hospitality indus
try knowledge 25
THHGHS01B  Follow workplace hygiene procedures 15
THHBKAO1B  Organise and prepare food 20
THHBKAO02B  Present food 6
THHBKAO3B  Receive and store kitchen supplies 10
THHBKAO04B  Clean and maintain kitchen premises 10
THHBCCO01B  Use basic methods of cookery 45
THHCCHO1A  Prepare, cook and serve food (holistic unit) 50
Elective Units

Five units are required of which a minimum of three units must be
selected from one or more of the cookery related areas within the
following functional areas in the Hospitality and Tourism Training
Package (THH02/THTO02), Australian National Training Authority,
2002:

= Commercial Cookery (THHBCCO02 — 10B);

« Commercial Catering (THHBCATO2 — 06B).

with the remaining units to be selected from the Hospitality and
Tourism Training Package (THH02/THTO02), Australian National
Training Authority, 2002 or any relevant training package endorsed by
the Australian National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate I11 in Hospitality
(Commercial Cookery)(THH31502)

Career Opportunities
Assistant cook.

Scope of Delivery

The delivery mode for this program is on a part time basis only.
Subject to availability of places, applicants may discuss the study of
modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
over 24 months. Applicants admitted to a program either through an
Industry Enterprise Program, New Apprentice or other delivery
mode should discuss their program duration with their selection
officer.

Course Objectives
The course aims to provide training and knowledge required for
employment as a qualified cook.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for.

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills.

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units
Code Hours
THHCORO01B  Work with colleagues and customers 20
THHCORO02B ~ Work in a socially diverse environment 20
THHCORO03B  Follow health, safety and security procedures 5
THHHCOO01B  Develop and update hospitality ind

ustry knowledge 25
THHGHS01B  Follow workplace hygiene procedures 15
THHBKAO01B  Organise and prepare food 20
THHBKAO02B  Present food 6
THHBKAO3B  Receive and store kitchen supplies 10
THHBKAO04B  Clean and maintain kitchen premises 10
THHBCCO01B  Use basic methods of cookery 45
THHCCHO1A  Prepare, cook and serve food (holistic unit) 50
THHBCCO02B  Prepare appetisers and salads 25
THHBCCO03B  Prepare stocks, sauces and soups 35
THHBCCO04B  Prepare vegetables, eggs and farinaceous dishes 45
THHBCCO05B  Prepare and cook poultry and game 25
THHBCCO06B  Prepare and cook seafood 30
THHBCCO7B  Select, prepare and cook meat 50
THHBCCO08B  Prepare hot and cold desserts 50
THHBCCO09B  Prepare pastry, cakes and yeast goods 40
THHBCC10B  Plan and prepare food for buffets 25
THHBCC11B  Implement food safety procedures 25

THHBCATO01B  Prepare foods according to dietary and

cultural needs 70
THHBCC13B  Plan and control menu-based catering 30
THHGGAO01B  Communicate on the telephone 10
THHGCS02B  Promote products and services to customers 45
THHGCS03B  Deal with conflict situations 20
THHGTRO01B  Coach others in job skills 20
THHCCHO02A  Prepare, cook and serve food for menus

(holistic unit) 80
Elective Units

Three units are required of which a minimum of two units must be
selected from one or more of the cookery related areas within the
following functional areas in the Hospitality and Tourism Training
Package (THH02/THTO2), Australian National Training Authority,
2002:

« Commercial Cookery;

« Commercial Catering;

« Asian Cookery.

with the remaining unit, if required, to be selected from the
Hospitality and Tourism Training Package (THH02/THTO02),
Australian National Training Authority, 2002 or any relevant training
package endorsed by the Australian National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 111 in Hospitality
(Catering Operations)(THH32902)

Career Opportunities
Cook or kitchen attendant in a catering operation, e.g., hospital or
restaurant.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 32 weeks over 9 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objectives

The course aims to provide training and knowledge for employees in
the hospitality industry who perform a range of skilled catering
operations with the need to apply discretion and judgement.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for.
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Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills.

Course Duration

The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units
Code Hours
THHCORO01B ~ Work with colleagues and customers 20
THHCOR02B ~ Work in a socially diverse environment 20
THHCORO03B  Follow health, safety and security procedures 5
THHHCOO01B  Develop and update hospitality industry

knowledge 25
THHGHS01B  Follow workplace hygiene procedures 15
THHBKAO01B  Organise and prepare food 20
THHBKAO02B  Present food 6
THHBKAO3B  Receive and store kitchen supplies 10
THHBKAO04B  Clean and maintain kitchen premises 10
THHBCCO01B  Use basic methods of cookery 45
THHCCHO1A  Prepare, cook and serve food (holistic unit) 50
THHBCC11B  Implement food safety procedures 25
THHBCATO02B  Package prepared foodstuffs 6
THHBCATO03B  Transport and store food in a safe and

hygienic manner 12
THHBCATO06B  Apply catering control principles 10
THHBCC13B  Plan and control menu-based catering 30
THHGGAO01B  Communicate on the telephone 10
THHGCS02B  Promote products and services to customers 45
THHGCS03B  Deal with conflict situations 20
THHGTRO1B  Coach others in job skills 20
Elective Units

Seven units to be selected from the Hospitality and Tourism Training
Package (THH02/THTO02), Australian National Training Authority,
2002 or any relevant training package endorsed by the Australian
National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought. Where
the competencies involve the service of alcohol, the unit
THHBFB09B Provide responsible service of alcohol must be
selected.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Hospitality
(Operations)(THH33002)

Career Opportunities
Food and beverage attendant in a gaming restaurant or hotel venue.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 27 weeks over 9 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objectives

The course aims to provide training and knowledge required
hospitality employees who perform a range of skilled operations with
the need to apply discretion and judgement. The course allows for the
multi skilling requirements of many hospitality businesses.
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Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units
Code Hours
THHCOR01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO03B Follow health, safety and security procedures 5
THHHCOO1B Develop and update hospitality industry

knowledge 25
THHGHS01B Follow workplace hygiene procedures 15
THHGGAO01B Communicate on the telephone 10
THHGCS02B Promote products and services to customers 45
THHGCS03B Deal with conflict situations 20
THHGTRO1B Coach others in job skills 20

Elective Units

Ten units are required of which a minimum of five units must be
selected from one or more of the following functional areas of the
Hospitality and Tourism Training Package (THHO02/THTO02),
Australian National Training Authority, 2002:

= Food and Beverage;

= Gaming;

= Front Office;

= Housekeeping;

« Commercial Catering;

= Patisserie;

« Asian Cookery;

« Sales/Office Operations;

= Wine Tourism;

« Commercial Cookery.

The remaining units are to be selected from the Hospitality and
Tourism Training Package (THHO02/THTO02), Australian National
Training Authority, 2002 or any relevant training package endorsed by
the Australian National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought. Where
the competencies involve the service of alcohol, the unit
THHBFB09B Provide responsible service of alcohol must be
selected.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 1V in Hospitality
(Supervision)(THH42602)

Career Opportunities
Supervisor in restaurant or food and beverage operation.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 36 weeks over 12 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objectives

The course aims to provide training and knowledge for team leaders
or supervisors across all functional areas and sectors of the hospitality
industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units

Code Hours
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5

THHHCOO01B Develop & update hospitality industry knowledge 25
THHGHS01B Follow workplace hygiene procedures 15
THHGGAO01B Communicate on the telephone 10
THHGCS02B Promote products and services to customers 45
THHGCS03B Deal with conflict situations 20
THHGTRO01B Coach others in job skills 20
THHGGAO06B Receive and store stock 10
THHGGAO07B Control and order stock 25
THHGLEO1B Monitor work operations 30
THHGLEO2B Implement workplace health, safety and

security Procedures 30
THHGLEO8B Lead and manage people 60
THHGFAOBA Interpret financial information 60
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Elective Units

Thirteen units are required of which a minimum of seven units must
be selected from one or more of the following functional areas of the
Hospitality and Tourism Training Package (THH02/THT02),
Australian National Training Authority, 2002:

« Food and Beverage;

« Gaming;

= Front Office;

= Housekeeping;

= Commercial Catering;

« Patisserie;

« Asian Cookery;

« Sales/Office Operations;

= Wine Tourism;

« Commercial Cookery;

The remaining units are to be selected from the Hospitality and
Tourism Training Package (THHO02/THTO2), Australian National
Training Authority, 2002 or any relevant training package endorsed by
the Australian National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought. Where
the competencies involve the service of alcohol, the unit
THHBFB09B Provide responsible service of alcohol must be
selected.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Hospitality
Management(THH51202)

Career Opportunities
Mid level management in hospitality.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 54 weeks over 18 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objectives
The course aims to provide training and knowledge for managers
employed in any hospitality functional area.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills
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Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units
Code Hours
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THHHCOO1B Develop and update hospitality industry

Knowledge 25
THHGHS01B Follow workplace hygiene procedures 15
THHGGA01B Communicate on the telephone 10
THHGCS02B Promote products and services to customers 45
THHGCS03B Deal with conflict situations 20
THHGTRO01B Coach others in job skills 20
THHGGAO06B Receive and store stock 10
THHGGAOQ7B Control and order stock 25
THHGLEO1B Monitor work operations 30
THHGLEO02B Implement workplace health, safety and security

Procedures
THHGLEO8B Lead and manage people 60
THHGFAOBA Interpret financial information 60
THHGLEO3B Develop and implement operational plans 50
THHGLEO04B Establish and maintain a safe and secure

Workplace 30
THHGLEO05B Roster staff 30
THHGLE11B Manage quality customer service 30
THHGLE13B Manage finances within a budget 30
THHGLEZ14B Prepare and monitor budgets 30

THHGLE20B Develop and maintain the legal knowledge required
for business compliance 80

THHGCS08B Establish and conduct business relationships 60

THHGLE09B Manage workplace diversity 60

Elective Units

Eighteen units are required of which a minimum of ten units must be

selected from one or more of the following functional areas of the

Hospitality and Tourism Training Package (THH02/THTO02),

Australian National Training Authority, 2002:

< Food and Beverage;

< Front Office;

= General Administration;

= Computer Technology;

= Financial Administration;

« Hygiene, Health, Safety and Security;

= Housekeeping;

= Gaming;

« Commercial Catering;

« Commercial Cookery;

= Patisserie;

« Asian Cookery;

« Sales/Office Operations;

« Wine Tourism.

The remaining units are to be selected from the Hospitality and

Tourism Training Package (THHO02/THTO02), Australian National

Training Authority, 2002 or any relevant training package endorsed by

the Australian National Training Authority.

Only one language unit may be counted as an elective within this

qualification and must be guided by the job outcome sought.

Modules listed are subject to change in 2004 onwards.

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.

Advanced Diploma of Hospitality
Management(THH®60202)

Career Opportunities
Hospitality management.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 72 weeks over 24 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objectives
The course aims to provide training and knowledge for senior
managers in any hospitality functional area.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview; at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units
Code Hours
THHCOR01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THHHCOO1B Develop and update hospitality industry

Knowledge 25
THHGHS01B Follow workplace hygiene procedures 15
THHGGAO01B Communicate on the telephone 10
THHGCS02B Promote products and services to customers 45
THHGCS03B Deal with conflict situations 20
THHGTRO01B Coach others in job skills 20
THHGGAO06B Receive and store stock 10
THHGGAO07B Control and order stock 25
THHGLEO01B Monitor work operations 30
THHGLEO02B Implement workplace health, safety and security

Procedures 30
THHGLEO8B Lead and manage people 60
THHGFAOBA Interpret financial information 60
THHGLEO3B Develop and implement operational plans 50
THHGLEO04B Establish and maintain a safe and secure

Workplace 30
THHGLEO5B Roster staff 30

THHGLE11B Manage quality customer service 30
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THHGLE13B Manage finances within a budget 30
THHGLE14B Prepare and monitor budgets 30
THHGLE20B Develop and maintain the legal knowledge

required for business compliance 80
THHGCS08B Establish and conduct business relationships 60
THHGLEQ9B Manage workplace diversity 60
THHGLE15B Manage financial operations 75
THHGLE16B Mange physical assets 40
THHGLE19B Develop and implement a business plan 40
THHGLE12B Develop and mange marketing strategies 80
THHGLEO6B Monitor staff performance 50
THHGLEO7B Recruit and select staff 60

Elective Units

Twenty units are required of which a minimum of ten units must be
selected from one or more of the following functional areas of the
Hospitality and Tourism Training Package (THHO02/THTO02),
Australian National Training Authority, 2002:

= Food and Beverage;

= Front Office;

= General Administration;

« Computer Technology;

= Financial Administration;

= Hygiene, Health, Safety and Security;

= Housekeeping;

= Gaming;

« Commercial Catering;

« Commercial Cookery;

= Patisserie;

« Asian Cookery;

« Sales/Office Operations;

= Wine Tourism.

The remaining units are to be selected from the Hospitality and
Tourism Training Package (THHO02/THTO02), Australian National
Training Authority, 2002 or any relevant training package endorsed by
the Australian National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Modules listed are subject to change in 2004 onwards.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate | in Tourism
(Australian Indigenous Culture)(THT10102)

Career Opportunities
Sharing aspects of the aboriginal culture.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 18 weeks over 5 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective

The course is designed to reflect the very specific role of an
Australian Indigenous person or other individual approved of by the
local elders who shares aspects of his or her culture with visitors in an
informal way.
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Entry Requirements

To qualify for admission to the course, applicants must have
successfully completed year 12 and/or can demonstrate to the
satisfaction of the Head of Department that they possess the
necessary skills and knowledge to undertake formal study at an
Australian Qualifications Framework Level 1.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form. Applicants must attend a Department
selection interview, at this time you will also be asked to complete a
written test to evaluate basic industry knowledge, numeracy and
literacy skills

Course Duration

The course may be offered on a full-time basis over a minimum of
185 nominal hours or part-time equivalent.

Course Structure

Core Units
Code Hours
THHCOR01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO03B Follow health, safety and security procedures 5
THHGCS01B Develop and update local knowledge 10
THTFTGO8B Interpret aspects of local Australian

indigenous culture 100

Elective Units

At least one unit selected by the student, with the approval of the
Head of Department from any relevant nationally endlorsed training
package.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook

Certificate 11 in Tourism
(Operations)(THT?20502)

Career Opportunities

Junior position in one of the six industry sectors, e.g. Tour Guide,
Theme Park Attendant.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 18 weeks over 5 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective

The course aims to provide training and knowledge for entry-level
tourism industry employees who perform a range of mainly routine
tasks under direct supervision.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)
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Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units

Code Hours
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THHGCS01B Develop and update local knowledge 10
THTTCOO01B Develop and update tourism industry knowledge 25

Elective Units

Six units are required of which a minimum of two units must be
selected from the following areas of the Tourism Training Package
(THTO02), Australian National Training Authority, 2002:

« Sales/Office Operations;

< Guiding;

« Tour Operations;

= Attractions and Theme Parks;

= Wine Tourism;

= Meetings and Events.

The remaining units are selected from any training packaged endorsed
by the Australian National Training Authority.

All units are selected by the student with the approval of the Head of
Department. Only one language unit may be counted as an elective
within this qualification. Selection of electives must be guided by the
job outcome sought, local industry requirements and the level of the
qualification.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Meeting and
Events(THT30102)

Career Opportunities
Support staff

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 18 weeks over 6 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective

The course is designed to provide the knowledge and skills required
of staff who play a support role in co-ordinating meetings,
conferences and events

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.
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Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis of 539 nominal hours
or part-time equivalent.

Course Structure

Core Units

Code Hours
BSBCMN205AUse business technology 30
BSBCMN213AProduce simple wordprocessed documents 60
THHCOR01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THHGCS03B Deal with conflict situations 20
THHGFAO1B Process financial transactions 25
THHGGAO01B Communicate on the telephone 10
THHGGA02B Perform office procedures 20
THTFMEO1B Co-ordinate guest/delegate registrations at venue 40
THTFMEO3A Develop and update event industrty knowledge 25
THTSOP03B  Access and interpret product information 65
THTSOPO5B  Prepare quotations 30
THTSOPO07B Book and co-ordinate supplier services 20
THTSOP15B Process and monitor event registration 60
THTTCOO01B Develop and update tourism industry knowledge 25

Elective Units

A minimum of two units of which two units must be selected from
the Tourism and Hospitality Training Package (THT02/THHO02),
Australian National Training Authority, 2002 or with the remaining
units selected from any relevant training packaged endorsed by the
Australian National Training Authority.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Tourism
(Retail Travel Sales)(THT30202)

Career Opportunities
Information officer, booking agent.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 27 weeks over 9 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective
The course aims to provide training and knowledge for retail travel
consultants working in a domestic context.

Entry Requirements
To qualify for admission to the course, applicants must demonstrate

to the satisfaction of the Head of Department that they are capable
of successfully completing the course.
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Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units
Code Hours
BSBCMN205AUse business technology 30
BSBCMN213AProduce simple wordprocessed documents 60
THHCOR01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THHGCS03B Deal with conflict situations 20
THHGFAO01B Process financial transactions 25
THHGGAO01B Communicate on the telephone 10
THHGGA02B Perform office procedures 20
THTSOP02B Source and provide destination information

and advice 85
THTSOP03B  Access and interpret product information 65
THTSOP04B  Sell tourism products and services 35
THTSOPO5B  Prepare quotations 30
THTSOPO7B Book and co-ordinate supplier services 20
THTSOP08B Operate a computerised reservations system 120
THTSOPO09B Process non air documentation 25
THTSOP18A Process air documentation 40
THTSOP19A Construct domestic airfares 35
THTTCOO01B Develop and update tourism industry knowledge 25

Elective Units

Two units selected from the Tourism and Hospitality Training
Package (THT02/THHO2), Australian National Training Authority,
2002 or any relevant training packaged endorsed by the Australian
National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Tourism
(Visitor Information Services)(THT30602)

Career Opportunities
Operations consultant, reservation sales agent.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 18 weeks over 6 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.
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Course Objective

The course aims to provide training and knowledge for staff working
in the information services sector or who fulfii a dual
information/sales function in tourism destinations.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units
Code Hours
BSBCMN205AUse business technology 30
BSBCMN213AProduce simple wordprocessed documents 60
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THHGCS01B Develop and update local knowledge 10
THHGCS03B Deal with conflict situations 20
THHGFAO01B Process financial transactions 25
THHGGAO01B Communicate on the telephone 10
THHGGA02B Perform office procedures 20
THTSOP02B Source and provide destination information and
Advice 85
THTSOPO03B  Access and interpret product information 65
THTSOPO04B  Sell tourism products and services 35

THTTCOO01B Develop and update tourism industry knowledge 25
Elective Units

A minimum of four units of which two units must be selected from
the Tourism and Hospitality Training Package (THT02/THHO02),
Australian National Training Authority, 2002 or with the remaining
units selected from any relevant training packaged endorsed by the
Australian National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Tourism
(Guiding)(THT30902)

Career Opportunities
Local guide, driver guide, coach captain.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
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Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 18 weeks over 6 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective
The course aims to provide training and knowledge for tourism guides
who operate with significant independence.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units
Code Hours
THHCOR01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THHGHS03B Provide first aid 24
THTFTGO1B Work as a guide 90
THTFTGO03B Develop and maintain the general knowledge

Required by guides 100
THTFTGO5B Lead tour groups 30
THTFTGO6B Prepare and present tour commentaries or

Activities 70
THTTCOO01B Develop and update tourism industry knowledge 25

Elective Units

Four units are required, of which a minimum of two units must be
selected from one or more of the following areas in the Tourism
Training Package (THH02/THTO02), Australian National Training
Authority, 2002:

« Guiding;

« Tour Operations.

The remaining units are to be selected from any relevant training
packaged endorsed by the Australian National Training Authority.
Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Tourism
(Operations)(THT31002)

Career Opportunities
Tour consultant, operations co-ordinator, tour co-ordinator.
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Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 18 weeks over 6 months. Applicants admitted to a program either
through an Industry Enterprise Program,

Course Objective

The course aims to provide training and knowledge for tourism
industry employees who perform a range of skilled tasks using
discretion and judgement, and who are required to select, adapt and
transfer skills to different situations.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units

Code Hours
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THHGCS01B Develop and update local knowledge 10
THTTCOO01B Develop and update tourism industry knowledge 25
THHGCS03B Deal with conflict situations 20
THHGGAO01B Communicate on the telephone 10
THHGSC02B Promote products and services to customers 40

Elective Units

Nine units are required of which a minimum of four units must be
selected from one or more of the following areas of the Tourism
Training Package (THTO02), Australian National Training Authority,
2002:

« Sales/Office Operations;

= Guiding;

« Tour Operations;

= Attractions and Theme Parks;

= Wine Tourism;

= Meetings and Events.

The remaining units are to be selected from any training packaged
endorsed by the Australian National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 1V in Tourism
(Sales and Marketing)(THT40102)

Career Opportunities
Supervisor role with sales and marketing function.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 36 weeks over 12 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective

The course aims to provide training and knowledge for those working
in a variety of sales and marketing roles across all sectors of the
tourism industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units

Code Hours
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO03B  Follow health, safety and security procedures 5
THTTCOO01B Develop and update tourism industry knowledge 25
THHGGAO01B Communicate on the telephone 10
THHGGA02B Perform office procedures 20
THHGCS03B  Deal with conflict situations 20
BSBCMN205A Use business technology 30
BSBCMN213A Produce simple wordprocessed documents 60
THTSOP04B  Sell tourism products and services 35
THHGCS04B  Make presentations 30
THHGCS06B  Plan & implement sales activities 20
THHGCS07B  Co-ordinate marketing activities 30
THHGCS08B  Establish and conduct business relationships 60
THTSMAO02B  Create a promotional display/stand 30
THHGGAO04B Prepare business documents 25
THHGGAO05B Plan and manage meetings 20
THHGFAOQBA  Interpret financial information 60
THHGLE13B Manage finances within a budget 30

Elective Units

Two units selected from the Tourism Training Package (THTO02),
Australian National Training Authority, 2002 or any relevant training
packaged endorsed by the Australian National Training Authority.
Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Tourism
(Operations)(THT40202)

Career Opportunities
Supervisor in tourism operations role.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 36 weeks over 12 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective

The course aims to provide training and knowledge those working in
a tourism context, who apply a broad range of skills including
evaluation and planning, and who may provide leadership and
guidance to others, with some responsibility for group outcomes.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units

Code Hours
BSBCMN205AUse business technology 30
BSBCMN213AProduce simple word processed documents 60
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THTTCOO01B Develop and update tourism industry knowledge 25
THHGGAO01B Communicate on the telephone 10
THHGGAO2B Perform office procedures 20
THHGCS03B Deal with conflict situations 20
THHGTRO1B Coach others in job skills 20

THHGLEO1B Monitor work operations 30
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THHGLEO02B Implement workplace health, safety and security
Procedures

THHGLEO8B Lead and manage people

Elective Units

Sixteen units are required of which a minimum of five units must be

selected from one or more of the following areas of the Tourism and

Hospitality Training Package (THT02/THHO02), Australian National

Training Authority, 2002:

« Sales/Office Operations;

< Guiding;

= Planning and Product Development;

= Sales and Marketing;

« Tour Operations;

= Meetings and Events;

= Attractions and Theme Parks;

= Wine Tourism;

The remaining units are to be selected from any training packaged

endorsed by the Australian National Training Authority.

Only one language unit may be counted as an elective within this

qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.
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Certificate 1V in Tourism
(Guiding)(THT40302)

Career Opportunities
Specialist guide, tour manager.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 36 weeks over 12 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective
The course aims to provide training and knowledge for tourism guides
who operate with significant autonomy and responsibility.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.
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Course Structure

Core Units
Code Hours
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THHGHS03B Provide first aid 24
THTFTGO01B Work as a guide 90
THTFTGO03B Develop and maintain the general knowledge

required by guides 100
THTFTGO5B Lead tour groups 30
THTFTGO6B Prepare and present tour commentaries or

Activities 70
THTTCOO01B Develop and update tourism industry knowledge 25
THTFTG04B Co-ordinate and operate a tour 70

Elective Units

Seven units are required of which a minimum of three units must be
selected from one or more of the following areas of the Tourism
Training Package (THTO02), Australian National Training Authority,
2002:

« Guiding:

« Tour Operations.

The remaining units are to be selected from any relevant training
packaged endorsed by the Australian National Training Authority.
Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Tourism (Natural and Cultural
Heritage)(THT40402)

Career Opportunities
Tour Guide, Driver Guide, Coach Captain with supervisory
responsibility.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 36 weeks over 12 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective

The course aims to provide training and knowledge for those working
in specialised guiding or interpretive roles and who operate with
significant autonomy and responsibility.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for
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Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration

The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units
Code Hours
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THHGHS03B Provide first aid 24
THHGLE22A Manage risk 60
THTPPDO5B Plan and Develop interpretive activities 60
THTFTGO1B Work as a guide 90
THTFTG03B Develop and maintain the general knowledge

required by guides 100
THTFTGO5B Lead tour groups 30
THTFTGO6B Prepare and present tour commentaries or

activities 70
THTFTGO7B Research and share general information on

Australian indigenous cultures 80
THTPPDO04B Plan and implement minimal impact operations 70
THTTCOO01B Develop and update tourism industry knowledge 25
Elective Units
One of the following units —
THTFTG12A Prepare specialised interpretive content

(flora, fauna and landscape) 80
THTFTG13A Prepare specialised interpretive content

(marine environments) 80
THTFTG14A Prepare specialised interpretive content

(cultural and heritage environments) 80

Four units to be selected from the Tourism Training Package
(THTO02), Australian National Training Authority, 2002 or any relevant
training packaged endorsed by the Australian National Training
Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Tourism (Marketing and Product
Development)(THT50102)

Career Opportunities
Product Manager or Sales and Marketing Manager.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 54 weeks over 18 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective
The course aims to provide training and knowledge for tourism
industry personnel involved in the planning and marketing of tourism
products and services.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.
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Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year)

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units
Code Hours
THHCORO01B Work with colleagues and customers 20
THHCORO02B Work in a socially diverse environment 20
THHCORO3B Follow health, safety and security procedures 5
THTTCOO01B Develop and update tourism industry knowledge 25
THHGGAO01B Communicate on the telephone 10
THHGGA02B Perform office procedures 20
THHGCS03B  Deal with conflict situations 20
BSBCMN205A Use business technology 30
BSBCMNZ213A Produce simple word processed documents 60
THHGTRO01B Coach others in the job skills 20
THHGLEO1B Monitor work operations 30
THHGLEO02B Implement workplace health, safety and

security procedures 30
THHGLEO8B Lead and manage people 60
THHGLEO3B Develop and implement operational plans 50
THHGLEO4B Establish and secure a safe and secure workplace 30
THHGFAOQBA Interpret financial information 60
THHGLE13B Manage finances within a budget 30
THHGLE14B Prepare and monitor budgets 30
THHGLE20B Develop and update the legal knowledge

required for business compliance 80
THHGCS08B  Establish and conduct business relationships 60
THHGLE11B Manage quality customer service 30
THHGGA09B Manage projects 60
THTSOP04B  Sell tourism products and services 35
THHGCS04B  Make presentations 30
THHGCS06B  Plan and implement sales activities 20
THHGCS07B  Co-ordinate marketing activities 30
THTSMAO02B  Create a promotional display/stand 30
THHGGAO04B Prepare business documents 25
THTPPDO02B  Research tourism data 100
THHGLE12B Develop and manage marketing strategies 80

Elective Units

Seven units required of which a minimum of four units must be
selected from the one or more of the following areas of the Tourism
Training Package (THTO02), Australian National Training Authority,
2002:

« Leadership and Management;

« Planning and Product Development;

« Sales and Marketing.

The remaining units are to be selected from any training packaged
endorsed by the Australian National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Diploma of Tourism (Operations
Management)(THT50302)

Career Opportunities
Retail Agency/Branch Manager, Operations Manager, or Visit
Information Centre Manager.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 54 weeks over 18 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective
The course aims to provide training and knowledge for managers in
all sectors of the tourism industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year).

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for.

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills.

Course Duration
The course may be offered on a full-time basis or part-time
equivalent.

Course Structure

Core Units

Code Hours
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20

THHCORO03B Follow health, safety and security procedures 5
THTTCOO01B Develop and update tourism industry knowledge 25

THHGGAO01B Communicate on the telephone 10
THHGGAO02B Perform office procedures 20
THHGCS03B  Deal with conflict situations 20
BSBCMN205A Use business technology 30
BSBCMN213A Produce simple word processed documents 60
THHGTRO1B Coach others in the job skills 20
THHGLEO1B Monitor work operations 30
THHGLEO02B Implement workplace health, safety and security
Procedures 30
THHGLEO8B Lead and manage people 60
THHGLEO3B Develop and implement operational plans 50
THHGLEO4B Establish and maintain a safe and secure workplace30
THHGFAO6A Interpret financial information 60
THHGLE13B Manage finances within a budget 30
THHGLE14B Prepare and monitor budgets 30
THHGLE20B Develop and update the legal knowledge required

for business compliance

THHGCS08B  Establish and conduct business relationships 60

THHGLE11B Manage quality customer service 30
THHGGAO09B Manage projects 60
Elective Units

Eighteen units are required of which a minimum of eight units must
be selected from one or more of the following areas of the Tourism
Training Package (THTO02), Australian National Training Authority,

« Sales/Office Operations;

< Guiding;

= Planning and Product Development;

= Sales and Marketing;

« Tour Operations;

« Meetings and Events;

= Attractions and Theme Parks;

= Wine Tourism.

The remaining units are to bee selected from any training packaged
endorsed by the Australian National Training Authority.

Only one language unit may be counted as an elective within this
qualification and must be guided by the job outcome sought.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Tourism Management
(THT60102)

Career Opportunities
Senior or General Manager, Owner Operator.

Scope of Delivery

The normal delivery mode for this program is on a full time basis
only. Subject to availability of places, applicants may discuss the study
of modules on a part time basis with the course selection officer.
Applicants who are admitted to an on-campus program and
successfully complete each stage of the course could expect to study
for 72 weeks over 24 months. Applicants admitted to a program either
through an Industry Enterprise Program, New Apprentice or other
delivery mode should discuss their program duration with their
selection officer.

Course Objective

The course aims to provide training and knowledge for
owner/operators, senior or general managers in any sector of the
tourism industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

After completing an application for admission either through a TAFE
Direct Admission form or VTAC dependant on the intake (check
with the Department for the most appropriate method for the intake
and time of year).

Applicants must attend an information session for the course that
they have applied, contact the Department to find the date relevant
for the intake that you are applying for.

Applicants must attend a Department selection interview, at this time
you will also be asked to complete a written test to evaluate basic
industry knowledge, numeracy and literacy skills.

Course Duration

The course may be offered on a full-time basis or part-time
equivalent.
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Course Structure

Core Units
Code Hours
THHCORO01B Work with colleagues and customers 20
THHCOR02B Work in a socially diverse environment 20
THHCORO03B Follow health, safety and security procedures 5
THTTCOO01B Develop and update tourism industry knowledge 25
THHGGAO01B Communicate on the telephone 10
THHGGA02B Perform office procedures 20
THHGCS03B  Deal with conflict situations 20
BSBCMN205A Use business technology 30
BSBCMN213A Produce simple word processed documents 60
THHGTRO1B Coach others in job skills 20
THHGLEO1B Monitor work operations 30
THHGLEO02B  Implement workplace health, safety and security

Procedures 30
THHGLEO08B Lead and manage people 60
THHGLEO3B Develop and implement operational plans 50
THHGLEO4B Establish and maintain a safe and secure

Workplace 30
THHGFAOBA  Interpret financial information 60
THHGLE13B Manage finances within a budget 30
THHGLE14B Prepare and monitor budgets 30
THHGLE20B Develop and update the legal knowledge

required for business compliance 80
THHGCS08B  Establish and conduct business relationships 60
THHGLE11B Manage quality customer service 30
THHGGA09B Manage projects 60
THHGLE15B Manage financial operations 75
THHGLE16B Manage physical assets 40
THHGLE12B Develop and manage marketing strategies 80
THHGLE19B Develop and implement a business plan 40
THHGLEOQ9B Manage workplace diversity 60
THHGLEO7B Recruit and select staff 60
THHGLEO6B Monitor staff performance 50
Elective Units

Twenty units comprising a minimum of eight units selected from the
Tourism Training Package (THTO02), Australian National Training
Authority, 2002 with the remaining maximum of twelve units selected
from any training packaged endorsed by the Australian National
Training Authority.

All units are selected by the student with the approval of the Head of
Department. Only one language unit may be counted as an elective
within this qualification. Selection of electives must be guided by the
job outcome sought, local industry requirements and the level of the
qualification.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Department of Management and Marketing

The Department of Management and Marketing-TAFE conducts a
wide range of courses that provide vocational education for a variety
of management and marketing occupations ranging from pre-
employment through to para-professional level.

Details of the TAFE Certificates Il to 1V, Diploma and Advanced
Diploma courses offered by the department are set out below.

Code
BSB30501 Certificate 111 in Business

(Frontline Management)(BSB30501)

Certificate IV in Business

(Frontline Management)(BSB41001)

Diploma of Business

(Frontline Management)(BSB51001)

Certificate 1V in Business

(Human Resources)(BSB40801)

Diploma of Business (Human Resources)(BSB50801)
Advanced Diploma of Business

(Human Resources)(BSB60301)

Certificate IV in Business Management(BSB41101)

Graduate Certificate in Management (21365VIC)

Diploma of Business Management(BSB50401)

Advanced Diploma of Business Management(BSB60201)
Advanced Diploma of Business

(Operations Management)(20055VIC)

Diploma of Business

(Operations Management)(20053VIC)

Certificate 1V in Business

(Operations Management)(20051VIC)

Certificate 1V in Business (Advertising)(BSB40601)

Diploma of Business (Advertising)(BSB50601)

Advanced Diploma of Business (Advertising)(BSB60501)
Certificate 111 in Business (Sales) (BSB30301)

Certificate IV in Business (Marketing)(BSB40701)

Diploma of Business (Marketing)(BSB50701)

Advanced Diploma of Business (Marketing)(BSB60601)
Advanced Diploma of Business

(International Business)(20055VIC)

Diploma of Business (International Trade)(20053VIC)
Certificate IV in Business

(International Trade)(20051VIC)

Advanced Diploma of Business

(Public Relations)(20055VIC)

Certificate IV in Business(BSB40101)

Diploma of Business(BSB50101)

Certificate 1V in Business Development(BSB40501)

Diploma of Business Development(BSB50501)

Advanced Diploma of Business Development(BSB60401)
Graduate Certificate in Management Development (Education
and Training)(2804ABB)

In addition to these courses, the Department of Management and
Marketing-TAFE conducts traineeships, Labour Market Programs
and training courses for industry.

BSB41001
BSB51001
BSB40801

BSB50801
BSB60301

BSB41101
21365VIC
BSB50401
BSB60201
20055VIC

20053VIC
20051VIC

BSB40601
BSB50601
BSB60501
BSB30301
BSB40701
BSB50701
BSB60601
20055VIC

20053VIC
20051VIC

20055VIC

BSB40101
BSB50101
BSB40501
BSB50501
BSB60401
2804ABB

Dale Williams
Acting Head, Department of Management and Marketing-TAFE
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Certificate 111 in Business
(Frontline Management)(BSB30501)

Career Opportunities
Co-ordinator, team leader, supervisor, foreperson, leading hand,
project manager, office manager.

Scope of Delivery
Industry based; Flexible delivery.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as a supervisor/team leader in charge of a small
workgroup.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Nominal course hours are between 235-240 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full-time students complete approximately
750 hours of study per year.

Course Structure

« All units selected are subject to the approval of the Head of
Department.

< Units from other Training Packages must not duplicate units
selected from the Business Training Package.

= All units selected must contribute to and combine to form a work
outcome.

The following pairs of units should not be undertaken within a single

qualification —

BSBCMNB301A  Exercise initiative in a business environment

or

BSBFLM302A  Support leadership in the workplace

BSBCMNB305A  Organise workplace information

or

BSBFLM306A  Provide workplace information and resourcing plans

Four units (together totaling a minimum of 160 nominal hours) to be
undertaken from the following units:

Code Hours
BSBCMN302A  Organise personal work priorities

and development 40
BSBCMN311A  Maintain workplace safety 40
BSBFLM302A  Support leadership in the workplace 40
BSBFLM303A  Contribute to effective workplace relationships 40
BSBFLM305A  Support operational plan 40

Plus two units (together totaling a minimum of 75 nominal hours) are
to be undertaken from the following units:

BSBCMN310A  Deliver and monitor a service to customers 35
BSBCMN312A  Support innovation and change 40
BSBFLM304A  Participate in work teams 40
BSBFLM306A  Provide workplace information

and resourcing plans 40
BSBFLM309A  Support continuous improvements

systems and processes 40
BSBFLM311A  Support a workplace learning environment 40

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Business
(Frontline Management)(BSB41001)

Career Opportunities
Co-ordinator, team leader, supervisor, foreperson, leading hand,
project manager, office manager.

Scope of Delivery
Industry based; Flexible delivery.

Course Objective
The course aims to provide the knowledge and skills required for a
person working as a supervisor/team leader of a large workgroup.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Nominal course hours are between 350-380 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full-time students complete approximately
750 hours of study per year.

Course Structure

All units selected are subject to the approval of the Head of
Department.

The following pair of units should not be undertaken within a single
qualification —

BSBCMNA403A Establish business networks

BSBFLMA403A Manage effective workplace relationships

Five units (together totaling a minimum of 230 nominal hours) to be
undertaken from the following units:

BSBCMN402A  Develop work priorities 30
BSBFLM402A  Show leadership in the workplace 50
BSBFLMA403A  Manage effective workplace relationships 50
BSBFLM405A  Implement operational plan 50
BSBCMN411A  Monitor a safe workplace 50

Plus three units (together totaling a minimum of 120 nominal hours)
to be undertaken from the following units:

BSBCMN404A  Develop teams and individuals 30
BSBCMN410A  Coordinate implementation of

quality customer Service strategies 40
BSBCMN412A  Promote innovation and change 50
BSBFLMA404A  Lead work teams 50
BSBFLM406A  Implement workplace information system 50
BSBFLM409A  Implement continuous improvement 50

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Diploma of Business
(Frontline Management)(BSB51001)

Career Opportunities
Co-ordinator, team leader, supervisor, foreperson, leading hand,
project manager, office manager.

Scope of Delivery
Industry based; Flexible delivery.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as a middle level manager in a medium to large
organisation.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Nominal course hours are 660 hours. Time required to complete the
course will vary according to the delivery and assessment mode
offered. As a guide full-time students complete approximately 750
hours of study per year.

Course Duration

The course may be offered on a full-time basis over 660 nominal
hours or part-time equivalent.

Course Structure

Code Hours
BSBFLM501A  Manage personal work priorities and
professionaldevelopment 60
BSBFLM502A  Provide leadership in the workplace 60
BSBFLMS503A  Establish effective workplace relationships 60
BSBFLMS504A  Facilitate work teams 60
BSBFLM505A  Manage operational plan 60
BSBFLM506A  Manage workplace information systems 60
BSBFLM507A  Manage quality customer service 60
BSBFLM509A  Promote continuous improvement 60
BSBFLMS510A  Facilitate & capitalise on change & innovation 60

BSBFLM511A  Develop a workplace learning environment 60
BSBMGT505A  Ensure a safe workplace 60
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Business
(Human Resources)(BSB40801)

Career Opportunities
Human Resource Administrator.

Scope of Delivery
The course is offered on a full-time or part-time basis.

Course Objective
The course aims to provide the knowledge and skills required for a
person working as an administrative assistant in an HR Department.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Nominal course hours are between 375-530 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full-time students complete approximately
750 hours of study per year. NB- students can progress from
Certificate IV in Business (Human Resources)(BSB40801), to
Diploma in Business (Human Resources)(BSB50801) and Advanced
Diploma(BSB60301) level. Please contact the Department for advice.
Recognition of Prior Learning may apply.

Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

A maximum of four units may be included from the Assessment and
Workplace Training domain.

Units from Human Resources domain

Code Hours
BSBHR401A Administer human resource systems 100
BSBHR402A Recruit and select personnel 40
BSBHR403A Process human resource documents & inquiries 20
BSBHR404A Co-ordinate human resource services 30

Plus a minimum of three units (together totaling a minimum of 80
nominal hours) to be undertaken from the following Common
Business units

BSBFLM404A  Lead work teams 50
BSBCMN402A  Develop work priorities 30
BSBCMNA403A  Establish business networks 50
BSBCMN404A  Develop teams and individuals 30
BSBCMN405A  Analyse and present research information 40
BSBCMN406A  Maintain business technology 40
BSBCMN407A  Coordinate business resources 30
BSBCMN408A  Report on financial activity 30
BSBCMN409A  Promote products and services 20
BSBCMN410A  Co-ordinate implementation of

customer service strategies 40
BSBCMN411A  Monitor a safe workplace 50
BSBCMN412A  Promote innovation and change 50
BSBCMN413A  Implement and monitor environmental policies 40

Three units (together totaling a minimum of 105 nominal hours) to
be undertaken having regard to the units listed in the (BSBO1)
Business Services Training Package, Australian National Training
Authority, 2001 or any other relevant training package accredited by
the Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level IV and the remaining unit may be from a lower or higher
level qualification.

Should any of the following units be selected, then all three units must
be undertaken:

BSZ401A Plan assessment

BSZ402A Conduct assessment

BSZ403A Review assessment

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Diploma of Business
(Human Resources)(BSB50801)

Career Opportunities
Human Resource Officer.

Scope of Delivery
The course is offered on a full-time or part-time basis.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as a Human Resources officer with responsibility for
all HR functions or a middle level HR manager in a large organisation.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Nominal course hours are between 370-550 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full-time students complete approximately
750 hours of study per year. NB- students are encouraged to progress
through Certificate 1V in Business (Human Resources) levels prior to
commencing this Diploma program. Please contact the Department
for advice. Recognition of Prior Learning may apply.

Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

A minimum of five units (together totaling a minimum of 240
nominal hours) to be undertaken from the following Human
Resources units —

Code Hours
BSBHR501A  Manage human resource consultancy services 80
BSBHR502A  Manage human resource management

information systems 60
BSBHR503A  Manage performance management systems 60
BSBHR504A  Manage industrial relations policies and processes 80
BSBHR505A  Manage remuneration and employee benefits 40
BSBHR506A  Manage recruitment, selection and induction

processes 60
BSBHR507A  Manage separation/termination 40
BSBHR508A  Manage work/life skills 60
BSBHR509A Manage rehabilitation/return to work programs 40

Plus three units (together totaling @ minimum of 130 nominal hours)
to be undertaken having regard to the units listed in the (BSB01)
Business Services Training Package, Australian National Training
Authority, 2001 or any other relevant training package accredited by
the Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level V and the remaining unit may be from a lower or higher
level qualification.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Advanced Diploma of Business
(Human Resources)(BSB60301)

Career Opportunities
Human Resource Manager.

Scope of Delivery
This course is offered on a part-time basis.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as a senior or General Human Resources Manager in
a large organisation.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Nominal course hours are between 420-490 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full-time students complete approximately
750 hours of study per year. Note: Students are encouraged to
progress from Certificate 1V in Business (Human Resources), and
Diploma in Business (Human Resources) levels prior to commencing
this Advanced Diploma program. Please contact the Department for
advice. Recognition of Prior Learning may apply.

Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

All of the following units from the Human Resources domain are to
be undertaken:

Code Hours
BSBHR601A  Manage change 60
BSBHR602A  Manage human resource strategic planning 60
BSBHR603A  Contribute to organisation development 60
BSBHR604A  Manage employee relations 60
BSBHR605A  Contribute to organisation design 40

Plus three units (together totaling a minimum of 140 nominal hours)
to be undertaken having regard to the units listed in the (BSBO1)
Business Services Training Package, Australian National Training
Authority, 2001 or any other relevant training package accredited by
the Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level VI and the remaining unit may be from a lower level
qualification.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate IV in Business
Management(BSB41101)

Career Opportunities
Supervisor, team leader.

Scope of Delivery
This course is offered on a part-time basis.

Course Objective

The aim of this course is to train students in the practice of
management skills appropriate to the position of a Team Leader or
Supervisor, performing the functions of management in a public or
private organisation. The aim is to facilitate widespread best practice
management skills formation for individuals and groups at the lower
to middle levels of organisations. The course aims to develop
management skills in four key areas: managing operations, managing
people, managing financial resources and managing information.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Nominal course hours are between 325-530 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full-time students complete approximately
750 hours of study per year. NB- students can progress from
Certificate 1V in Business (Management) to Diploma in Business
(Management) and Advanced Diploma level. Please contact the
Department for advice. Recognition of Prior Learning may apply.

Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

The following pair of units should not be undertaken within a single
qualification

BSBCMNA403A Establish business networks

BSBFLM403A Manage effective workplace relationships

A minimum of four (together totaling a minimum of 140 nominal
hours) units to be undertaken from the following —

Code Hours
BSBCMNA403A  Establish business networks 50
BSBCMN404A  Develop teams and individuals 30
BSBCMN407A  Coordinate business resources 30
BSBCMN410A  Coordinate implementation of

customer service strategies 40
BSBCMN412A  Promote innovation and change 50
BSBCMN413A  Implement & monitor environmental policies 40
BSBFLMA404A  Lead work teams 50

A minimum of three units (together totaling a minimum of 92
nominal hours) to be undertaken from any field or domain included in
the BSBO1 Business Services Training Package, Australian National
Training Authority, 2001.

Three units (together totaling a minimum of 93 nominal hours) to be
undertaken having regard to the units listed in the (BSB01) Business
Services Training Package, Australian National Training Authority,
2001 or any other relevant training package accredited by the
Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level IV and the remaining unit may be from a lower or higher
level qualification.

Should any of the following units be selected, then all three units
must be undertaken —

BSZ401A Plan assessment

BSZ402A Conduct assessment

BSZA403A Review assessment

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Graduate Certificate in Management
(21365VIC)

Career Opportunities
Middle to senior-level managers.

Scope of Delivery
This course may be offered on a full time or part time basis.

Course Objective

The course aims to provide participants with a broader and more
complex range of knowledge and skills in management beyond the
Diploma and Advanced Diploma levels.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

The course may be offered on a full-time basis over a minimum of
310 nominal hours or part-time equivalent.

Course Structure

Code Hours
Core Unit (100 nominal hours)

VBN091 Management Industry Project 100
Elective Units

Group B

A minimum of 2 modules from the following:

VBN092 Leadership and Organisation 60
VBNu93 Strategic Business Planning 60
VBN0%4 Business Ethics and Corporate Governance 50
VBN095 People Management 60

The additional module(s) must be from either Group B or the
following Group C electives to make up a minimum of 310 hours:

Group C

VBN096 Human Resource Management 50
PSPPM601A  Direct Project Activities 50
VBM669 Marketing — A Strategic Approach 51

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Diploma of Business Management(BSB50401)

Career Opportunities
Middle-level Manager.

Scope of Delivery
This course is offered on a part-time basis.

Course Objective

The course aims to provide students with the knowledge and skills
required to manage and provide leadership to administrative workers
across all industries.

Entry Requirements

To qualify for admission to the course, applicants must be assessed by
the Head of Department as being capable of successfully completing
the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Nominal course hours are between 440-720 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full-time students complete approximately
750 hours of study per year. NB- students are encouraged to progress
through Certificate 1V in Business (Management), levels prior to
commencing this Diploma program. Please contact the Department
for advice. Recognition of Prior Learning may apply.

Course Structure
The course consists of eight units as follows —

A minimum of five units to be undertaken from the following
Strategic Management domain —

Code Hours
BSBMGT501A  Market services & concepts

to internal customers 60
BSBMGT502A  Manage people performance 60
BSBMGT503A  Prepare budgets and financial plans 60
BSBMGT504A  Manage budgets and financial plans 60
BSBMGT505A  Ensure a safe workplace 60
BSBMGT506A  Recruit, select and induct staff 60
BSBMGT507A  Manage environmental performance 40

Plus three units from the SBO1 Business Services Training Package,
Australian National Training Authority (ANTA) 2001, of which a
minimum of 2 units must be from a qualification at Diploma level; 1
unit may be included from a lower or higher level in this qualification,
providing it has not previously been included in a qualification at a
lower level.

All units selected must contribute to and combine to form a work
outcome.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

76

Advanced Diploma of Business
Management(BSB60201)

Career Opportunities
Senior-level manager.

Scope of Delivery
This course is offered on a part-time basis.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as a senior manager in a medium sized organisation or
the CEO of a small organisation. The course aims to develop
strategic and operational management skills in four key areas:
managing operations, managing people, managing financial resources
and managing information.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Nominal course hours are between 420-510 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full-time students complete approximately
750 hours of study per year. Students are encouraged to progress
from Certificate IV in Business (Management) and Diploma in
Business (Management) levels prior to commencing this Advanced
Diploma program. Please contact the Department for advice.
Recognition of Prior Learning may apply.

Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

A minimum of five units (together totaling a minimum of 280
nominal hours) to be undertaken from the following Strategic
Management units —

Code Hours
BSBMGT601A  Contribute to strategic direction 60
BSBMGT602A  Contribute to the development and
implementation of strategic plans 60
BSBMGT603A  Review and develop business plans 60
BSBMGT604A  Manage business operations 60
BSBMGT605A  Provide leadership across the organisation 60
BSBMGT606A  Manage customer focus 60
BSBMGT607A  Manage knowledge and information 60
BSBMGT608A  Manage innovation & continuous improvement 60
BSBMGT609A  Manage risk 60
BSBMGT610A  Manage environmental management systems 40

Plus three units (together totaling a minimum of 140 nominal hours)
to be undertaken having regard to the units listed in the (BSB01)
Business Services Training Package, Australian National Training
Authority, 2001 or any other relevant training package accredited by
the Australian National Training Authority.
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Of the three units selected, at least two must be from a qualification at
AQF level VI and the remaining unit may be from a lower level
qualification.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Business (Operations
Management)(20055VIC)

incorporating

Diploma of Business (Operations
Management)(20053VIC)

Certificate 1V in Business (Operations
Management)(20051VIC)

Career Opportunities
Operations Manager.

Course Objectives

These courses aim to provide participants with an understanding of
the operations management functions within an organisation and the
techniques, skills and knowledge which are required to manage and/or
perform duties and tasks in the following areas; Planning; Materials
Management;  Purchasing;  Workstudy/Individual ~ Engineering;
Occupational Health and Safety.

The operations function is performed by a group of people in a
business who are responsible for producing goods and providing
services which the business offers to the public. The operations
function, also called the production function, is one of the three
primary functions within a business, the other two being finance and
marketing. In a typical business it is the operations function that
employs the greatest number of people and is responsible for the
greatest portion of the organisation’s controllable assets.

In the current climate where manufacturers from foreign countries are
seriously threatening the future of our industries, the top management
of our leading corporations are urging their operations managers to
get back to the basics of operations management so that production
costs, productivity and product quality can compete with those of
manufacturers from overseas. The future of our nation is dependent
upon the competitiveness of our industries.

Entry Requirements

To qualify for admission to this course applicants must generally have

acquired the following competencies:

Read, comprehend and discuss complex information in English;

« Write complex sentences; and

« Use and analyse complex data, relation and pattern, number
measurement and shape.

Recognition of prior learning may be available based on skills and

knowledge already acquired by the applicant through previous study,

as in articulation, informal or formal learning or from work and/or

life experience.

Some module descriptors are listed under the Module/Unit Details

section of this Handbook.
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Certificate 1V in Business (Operations
Management)(20051VIC)

Scope of Delivery
This course is offered on a part-time basis.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Time required to complete the course will vary according to the
delivery and assessment mode offered. As a guide full-time students
complete approximately 750 hours of study per year. NB- students
can progress from Certificate IV in Business (Operations
Management)(20051VIC) to Diploma in Business (Operations
Management)(20053VIC) and Advanced Diploma level. Please
contact the Department for advice. Recognition of Prior Learning
may apply.

Course Structure

The structure of the course consists of 14 core modules, plus 90
hours of Certificate IV level elective modules.

Core Modules

Code Hours
VBJ369 Competency Analysis 10
or

VBI370 Career Planning and Skills Assessment 20
VBJ373 Productivity and Work Methods Improvement 40
VBI374 Resource Requirement Planning 40
NGMS106  Managing Effective Working Relationships 40
VBJ375 Production Planning Scheduling and Control 40
VBI376 Supply Chain Management Principles 60
VBI377 Management of Warehouse Systems 60
MPMO021 Purchasing and Inventory Fundamentals 50
TDTF397A  Implement and Monitor OH&S Procedures 30
Select two of the following computer-based modules:

NOS116 Keyboarding — Techniques and Operations 20
NOS216 Spreadsheet Fundamentals 20
NOS222 Word Processing Introduction 20
NOS215 Database Fundamentals 20
NAP720 Business Mathematics 30
NAP721 Business Statistics 30
VBJ391 Industry Project/Practicum 50
Elective Modules

TDTJ197A  Apply Quality Procedures 40
NCS015 Presenting Reports 20
BSZ404A Train Small Groups 30
TDTF797A  Implement Accident/Emergency Procedures 20
NCS009 Negotiation Skills 20
VBJ382 Predetermined Motion Time Standard Systems 40

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Diploma of Business
(Operations Management)(20053VIC)

Scope of Delivery
This course is offered on a part-time basis.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Time required to complete the course will vary according to the
delivery and assessment mode offered. As a guide full-time students
complete approximately 750 hours of study per year. NB- students
progress through Certificate 1V in Business (Operations Management)
levels prior to commencing this Diploma program. Please contact the
Department for advice. Recognition of Prior Learning may apply.

Course Structure

The structure of the course consists of 23 core modules; 90 hours of
elective modules selected from Certificate IV level electives; and 60
hours of elective modules selected from Diploma level electives.

Core Modules

Code Hours
VBI370 Career Planning and Skills Assessment 20
or
VBIJ369 Competency Analysis 10
VBI373 Productivity and Work Methods Improvement 40
VBJ374 Resource Requirement Planning 40
NGMS106  Managing Effective Working Relationships 40
VBI375 Production Planning Scheduling and Control 40
VBI376 Supply Chain Management Principles 60
VBI377 Management of Warehouse Systems 60
MPMO021 Purchasing and Inventory Fundamentals 50
TDTF397A  Implement and Monitor OH&S Procedures 30
Select two of the following computer-based modules:
NOS116 Keyboarding — Techniques and Operations 20
NOS216 Spreadsheet Fundamentals 20
NOS222 Word Processing Introduction 20
NOS215 Database Fundamentals 20
NAP720 Business Maths 30
NAP721 Business Statistics 30
VBJ383 Facility Layout and Workplace Design 40
VBJ384 Project Management 40
BSXFMI509A Implement and Monitor Continuous

Improvement Systems and Processes 60
VBI362 Industrial Relations/Employment Relations 40
NAP719 Accounting for Non-Accountants 60
VBJ386 Computer Applications for

Operations Management 40
VBJ387 Maintenance Management 40
BSXFMI508A Develop and Maintain a Safe

Workplace and Environment 60
MPMO022 Purchasing Policy 50
VBJ391 Industry Project/Practicum 50
Elective Modules
The Certificate IV level electives are:
TDTJ197A  Apply Quality Procedures 40
NCS015 Presenting Reports 20
BSZ404A Train Small Groups 30
TDTF797A  Implement Accident/Emergency Procedures 20
NCS009 Negotiation Skills 20
VBI382 Predetermined Motion Time Standard Systems 40
The Diploma level elective modules are:
VAD950 The Marketing Concept 60
NGMS112  Managing People — Recruitment, Selection

& Induction 40
VB389 Statistical and Estimating Techniques 40
NAP752 Contract Law 40
NAP750 Commercial Law Principles 40
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TDT L19 98A Implement and Monitor Transport Logistics 40
ITF305 Advanced Operations — Spreadsheets 20
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Business
(Operations Management)(20055VIC)

Scope of Delivery
This course is offered on a part-time basis.

Selection Procedures/Selection Criteria
Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

Time required to complete the course will vary according to the
delivery and assessment mode offered. As a guide full-time students
complete approximately 750 hours of study per year. NB- students
progress through Certificate IV in  Business (Operations
Management), and Diploma in Business (Operations Management)
levels prior to commencing this Advanced Diploma program. Please
contact the Department for advice. Recognition of Prior Learning
may apply.

Course Structure

The structure of the course consists of 28 core modules; 90 hours of
elective modules selected from Certificate IV level electives; 60 hours
of elective modules selected from Diploma level electives; and 40
hours of elective modules selected from Advanced Diploma level
electives.

Core Modules

Code Hours
VBI370 Career Planning and Skills Assessment 20
or
VBI369 Competency Analysis
VBI373 Productivity and Work Methods Improvement 40
VBI374 Resource Requirement Planning 40
NGMS106  Managing Effective Working Relationships 40
VBI375 Production Planning Scheduling and Control 40
VBIJ376 Supply Chain Management Principles 60
VBI377 Management of Warehouse Systems 60
MPMO021 Purchasing and Inventory Fundamentals 50
TDTF397A  Implement and Monitor OH&S 30
Select two of the following computer-based modules:
NOS116 Keyboarding — Techniques and Operations 20
NOS216 Spreadsheet Fundamentals 20
NOS222 Word Processing Introduction 20
NOS215 Database Fundamentals 20
NAP720 Business Mathematics 30
NAP721 Business Statistics 30
VBJ383 Facility Layout and Workplace Design 40
VB384 Project Management 40
BSXFMI509A Implement and Monitor Continuous

Improvement Systems and Processes 60
VBI362 Industrial Relations/Employment Relations 40
NAP719 Accounting for Non-Accountants 60
VBJ386 Computer Applications for

Operations Management 40
VBJ387 Maintenance Management 40
BSXFMI508A Develop and Maintain a Safe Workplace and

Environment 60
MPMO022 Purchasing Policy 50
NGMS211  Managing Risk 40
NGMS205  Managing in Ambiguity and Change 40
NGMS116  Managing Finance — Operations and

Capital Expenditure 40
VBG849 Import/Export Business Procedures 60
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NGMS212  Managing for Quality 40
VBJ391 Industry Project/Practicum 50
Elective Modules
The Certificate IV level electives are:
TDTJ197A  Apply Quality Procedures 40
NCS015 Presenting Reports 20
BSZ404A Train Small Groups 30
TDTF797A  Implement Accident/Emergency Procedures 20
NCS009 Negotiation Skills 20
VBJ382 Predetermined Motion Time Standard Systems 40
The Diploma level elective modules are:
VAD950 The Marketing Concept 60
NGMS112  Managing People — Recruitment,

Selection & Induction 40
VB389 Statistical and Estimating Techniques 40
NAP752 Contract Law 40
NAP750 Commercial Law Principles 40
TDTL1998A  Implement and Monitor Transport Logistics 40
ITF305 Advanced Operations — Spreadsheets 20
The Advanced Diploma level elective modules are
VBI392 Develop an Environmental Plan 20
NGMS202  Forecasting Futures 40
VBG850 International Trade Finance 50
VBH064 Introduction to Electronic Commerce 20
NGMS204  Managing Strategically 40
NAP722 Economics for Business 50

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Business
(Advertising)(BSB40601)

Career Opportunities
Advertising administration and media and production support officer.

Scope of Delivery
This course is offered on a full-time basis.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as an assistant across a range of functions in and
advertising or media department.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the Department.

Students may be required to attend an interview.

Course Duration

Nominal course hours are between 435-590 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide — full-time students complete approximately
750 hours of study per year.

Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.
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Units from the Advertising domain

Code Hours
BSBADV401A  Profile a target audience 50
BSBADV402A  Conduct pre-campaign testing 80
BSBADV403A  Monitor advertising production 80
BSBADV404A  Schedule advertisements 40

Plus a minimum
nominal hours)

of three units (together totalling a minimum of 80
to be undertaken from the following Common

Business units —
BSBCMN402A  Develop work priorities 30
BSBCMNA403A  Establish business network 50
BSBCMN404A  Develop teams and individuals 30
BSBCMN405A  Analyse and present research information 40
BSBCMN406A  Maintain business technology 40
BSBCMN407A  Coordinate business resources 30
BSBCMN408A  Report on financial activity 30
BSBCMN409A  Promote products and services 20
BSBCMN410A  Coordinate implementation of customer

service strategies 40
BSBCMN411A  Monitor safe workplace 50
BSBCMN412A  Promote innovation and change 50
BSBCMN413A  Implement and monitor environmental policies 40
BSBFLM404A  Lead work teams 50

Three units (together totalling a minimum of 105 nominal hours) to
be undertaken having regard to the units listed in the (BSBO1)
Business Services Training Package, Australian National Training
Authority, 2001;0r any other relevant training package accredited by
the Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level IV and the remaining unit may be from a lower or higher
level qualification. Should any of the following units be selected, then
all three units must be undertaken —

BSZ401A Plan assessment
BSZ402A Conduct assessment
BSZ403A Review assessment

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Business (Advertising)(BSB50601)

Career Opportunities
Account management, media planning and production.

Scope of Delivery
This course is offered on a full-time basis.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as a media planning assistant in an advertising agency
or the media department in a medium to large organisation.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the Department.

Students may be required to attend an interview.

Course Duration

Nominal course hours are between 410-530 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide — full-time students complete approximately
750 hours of study per year.



VICTORIA UNIVERSITY TAFE HANDBOOK 2004

Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

A minimum of five units (together totalling a minimum of 280
nominal hours) to be undertaken from the following Advertising
units —

Code Hours
BSBADV501A  Develop a creative concept 60
BSBADV502A  Write persuasive copy 40
BSBADV503A  Coordinate advertising research 60
BSBADV504A  Create advertisements 60
BSBADV505A  Evaluate and recommend ‘above the line’

media options 60
BSBADV506A  Evaluate and recommend ‘below the line’

media options 60
BSBADV507A  Develop a media plan 60
BSBADV508A  Present an advertising campaign 120

Plus three units (together totalling @ minimum of 130 nominal hours)
to be undertaken having regard to the units listed in the (BSBO1)
Business Services Training Package, Australian National Training
Authority, 2001 or any other relevant training package accredited by
the Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level 5 and the remaining unit may be from a lower or higher
level qualification.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Business
(Advertising)(BSB60501)

Career Opportunities
Management, consultant.

Scope of Delivery
This course is offered on a full-time basis.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as an account executive in a medium to large
advertising agency or a media/promotions manager in a medium to
large organisation.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the Department.

Students may be required to attend an interview.

Course Duration

Nominal course hours are between 550-620 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide — full-time students complete approximately
750 hours of study per year.
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Course Structure
Units from the Advertising domain —

Code Hours
BSBADV601A  Create an advertising brief 120
BSBADV602A  Develop an advertising campaign 120
BSBADVG603A  Manage advertising production 120
BSBADV604A  Execute an advertising campaign 60
BSBADV605A  Evaluate campaign effectiveness 60

« Plus three units (together totalling a minimum of 70 hours) to be
undertaken, with the approval of the Head of Department,
having regard to the units listed in the (BSB01) Business Services
Training Package, Australian National Training Authority, 2001 or
any other relevant training package accredited by the Australian
National Training Authority.

« Of the three units selected, at least two must be from a
qualification at AQF level VI and the remaining unit may be from
a lower level qualification.

= All units selected must contribute to and combine to form a work
outcome.

Some module descriptors are listed under the Module/Unit Details

section of this Handbook.

Certificate 111 in Business (Sales) (BSB30301)

Career Opportunities
To work as a sales representative

Scope of Delivery
The course is available on a full time and part time modes.

Course Objective

The course aims to provide students with the knowledge and skills
required to undertake work in the administrative and sales function in
a variety of workplace environments.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Course applicants are assessed and ranked against course selection
criteria available from the Department.

Course Duration

Nominal course hours are between 375-465 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full time students complete approximately
750 hours of study per year.

Course Structure

Code Hours
BSBCMN311AMaintain workplace safety 40
A minimum of 5 units selected by the student, with the approval of
the Head of Department, from the following —

BSBSLS301A Develop product knowledge 30
BSBSLS302A  Identify sales prospects 25
BSBSLS303A  Present a sales solution 60
BSBSLS304A  Secure prospect commitment 20
BSBSLS305A  Support post-sale activities 15
BSBSLS306A  Self-manage sales performance 40
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A minimum of 2 units selected by the student, with the approval of
the Head of Department, from the following —

BSBCMNB301A Exercise initiative in a business environment 20
BSBCMN302A Organise personal work priorities and development 40
BSBFLM303A Contribute to effective workplace relationships 40
BSBCMN304A Contribute to personal skill development and

learning 30
BSBCMN305A Organise workplace information 30
BSBCMN306A Produce business documents 80
BSBCMN307A Maintain business resources 20
BSBCMN308A Maintain financial records 60
BSBCMN309A Recommend products and services 20
BSBCMN310A Deliver and monitor a service to customers 35
BSBCMN312A Support innovation and change 40
BSBCMN313A Maintain environmental procedures 30

(d) four units (together totalling at least 135 nominal hours) of
which -
(i) a minimum of 2 units must be undertaken from a qualification
at Australian Qualifications Framework Level 3; and
(iiya maximum of 2 units (not previously undertaken by the
student for an award at a lower level than this award) may be
undertaken from a lower or higher Level than the aforesaid
Level;
Units are to be selected by the student, with the approval of the Head
of Department, having regard to the units listed in:
« SBO1 Business Services Training Package, Australian National
Training Authority, 2001;
« Any other training package accredited by the State Training Board
(Victoria) or the Australian National Training Authority.

Certificate 1V in Business
(Marketing)(BSB40701)

Career Opportunities
Marketing officer, market research, product/sales manager.

Scope of Delivery
The course is available on a full time and part time basis.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as a marketing assistant under the direction of a
marketing or promotions manager in a medium sized firm.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Course applicants are assessed and ranked against course selection
criteria available from the Department.

Course Duration

Nominal course hours are between 345-580 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full time students complete approximately
750 hours of study per year. NB- students progress through
Certificate I11 in Business (Sales) prior to commencing the Certificate
1V in Business (Marketing) program.

Course Structure
All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.
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All units selected must contribute to and combine to form a work
outcome.

A minimum of four units (together totaling a minimum of 160
nominal hours) to be undertaken from the following Marketing
units —

Code Hours
BSBMKG301A  Research the market 60
BSBMKG302A  Identify marketing opportunities 60
BSBMKG303A  Draft an elementary marketing audit report 40
BSBMKGA401A  Profile the market 60
BSBMKG402A  Analyse consumer behaviour for specific markets 60
BSBMKG403A  Analyse market data 60
BSBMKG404A  Forecast market and business needs 60
BSBMKG405A  Implement and monitor marketing activities 40
BSBMKG406A  Build client relationships 50
BSBMKG407A  Make a presentation 30

A minimum of
nominal hours)

three units (together totaling a minimum of 80
to be undertaken from the following Common

Business units -
BSBFLM404A  Lead work teams 50
BSBCMN402A  Develop work priorities 30
BSBCMN403A  Establish business networks 50
BSBCMN404A  Develop teams and individuals 30
BSBCMN405A  Analyse and present research information 40
BSBCMN406A  Maintain business technology 40
BSBCMNA407A  Coordinate business resources 30
BSBCMNA408A  Report on financial activity 30
BSBCMN409A  Promote products and services 20
BSBCMN410A  Coordinate implementation of

customer service strategies 40
BSBCMN411A  Monitor a safe workplace 50
BSBCMN412A  Promote innovation and change 50
BSBCMN413A  Implement and monitor environmental policies 40

Three units (together totalling a minimum of 105 nominal hours) to
be undertaken having regard to the units listed in the (BSBO1)
Business Services Training Package, Australian National Training
Authority, 2001; or any other relevant training package accredited by
the Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level IV and the remaining unit may be from a lower or higher
level qualification.

Should any of the following units be selected, then all three units must
be undertaken —

BSZ401A  Plan assessment

BSZ402A  Conduct assessment

BSZ403A  Review assessment

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Business (Marketing)(BSB50701)

Career Opportunities
Marketing officer, market research, product/sales manager.

Scope of Delivery
The course is available on a full time and part time basis.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as a marketing officer with a supervisory role and
significant responsibility in business functions which may include—
product management, research and sales.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate

to the satisfaction of the Head of Department that they are capable
of successfully completing the course.
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Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the Department.

Course Duration

Nominal course hours are between 440-520 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full time students complete approximately
750 hours of study per year. Note: Students progress through
Certificate 111 in Business (Sales) and Certificate 1V in Business
(Marketing) levels prior to commencing this Diploma program.

Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

Units from the Marketing domain

Code Hours
BSBMKG501A  Evaluate marketing opportunities 80
BSBMKGB502A  Establish and adjust the marketing mix 80
BSBMKGB503A  Develop a marketing communications plan 50
BSBMKG504A  Implement a marketing solution 60
BSBMKGB505A  Review marketing performance 40

Plus three units (together totaling @ minimum of 130 nominal hours)
to be undertaken having regard to the units listed in the (BSB01)
Business Services Training Package, Australian National Training
Authority, 2001 or any other relevant training package accredited by
the Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level V and the remaining unit may be from a lower or higher
level qualification.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Business
(Marketing)(BSB60601)

Career Opportunities
Marketing officer, market research, product/sales manager.

Scope of Delivery
The course is available on a full time and part time basis.

Course Objective

The course aims to provide the knowledge and skills required for a
person with a planning and management role in business functions
which include—product management, research and sales.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Course applicants are assessed and ranked against course selection
criteria available from the Department.
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Course Duration

Nominal course hours are between 420-500 hours. Time required to
complete the course will vary according to the delivery and assessment
mode offered. As a guide full time students complete approximately
750 hours of study per year. NB- students progress through
Certificate 111 in Business (Sales(BSB30301), Certificate 1V and
Diploma in Business (Marketing)(BSB40701) levels prior to
commencing this Advanced Diploma program.

Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

A minimum of 5 units (together totaling a minimum of 280 nominal
hours) to be undertaken from the following Marketing units —

Code Hours
BSBMKG601A  Develop marketing strategies 60
BSBMKG602A  Develop a marketing plan 60
BSBMKG603A  Manage the marketing process 50
BSBMKG604A  Develop & manage direct marketing campaigns 50
BSBMKG605A  Evaluate international marketing opportunities 60
BSBMKG606A  Manage international marketing programs 60

Plus three units (together totalling a minimum of 140 nominal hours)
to be undertaken having regard to the units listed in the (BSB01)
Business Services Training Package, Australian National Training
Authority, 2001 or any other relevant training package accredited by
the Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level VI and the remaining unit may be from a lower level
qualification.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Business
(International Business)(20055VIC)

incorporating:

Diploma of Business
(International Trade)(20053VIC)

Certificate 1V in Business
(International Trade)(20051VIC)

Career Opportunities
International trade and marketing, customs.

Scope of Delivery
The course is offered on a full-time and part-time basis.

Course Objective

The objective of this course is to provide students with the
opportunity to gain knowledge and skills relating to international
marketing and purchasing/selling products in the International
market.

Entry Requirements

To qualify for admission to the course applicants must generally have
successfully completed Year 12 or equivalent, or be of mature age and
be assessed by the School as being capable of completing the course.
Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.
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Course Duration

This course may be offered on a full-time basis over two years or part-
time equivalent. Part-time programs are normally conducted in the
evenings, or via flexible learning arrangements. Flexible learning
arrangements may include off-campus study, workshops or workplace
facilitation.

Course Structure

The Advanced Diploma of Business (International Business)
(20055VIC) consists of 3 stages:

Stage 1 Certificate IV in Business (International Trade)(20051VIC)

Students must complete 663 hours of training and if exiting at the
end of Stage 1 students must also complete VVBS382 Career Planning
and Skills Assessment plus an Industry Project.

Code Hours
NAP719 Accounting for Non-Accountants 51-68
NAP722 Economics for Business 51-68
NOS110v2  Occupational Health & Safety 15
VAD349 International Economic Geography 51
VAD363 International Business 51
VAD950 The Marketing Concept 51-68
VBF302 Introduction to Business Maths 30
VBG847 Cross-Cultural Familiarisation 10
VBG848 Business Organisations and Contract Law 40-60
VBGB849 Import and Export Business Procedures 60
VBJ685 Permits and Controls in International Trade 40
Plus, if exiting at Certificate IV in Business (International
Trade)(20051VIC)
VBI370 Career Planning and Skills Assessment 20
or
VBJ369 Competency Analysis

Industry Project (Integrated) 10

NOS110.v2 Occupational Health and Safety must be completed prior

to undertaking any practical placement.

« plus any three National Communication Skills modules, (total 60
nominal hours).

« plus 100 nominal hours of National Information Technology
and/or National Office Skills computing modules which may
include: word processing; Internet; spreadsheets; e-mail;
databases; presentations.

Upon successful completion of Stage 1 students are eligible for entry

into Stage 2.

Stage 2 Diploma of Business (International Trade)(20053VIC)

Students must complete 1295 hours of training (including the 664

hours already undertaken in Stage 1). Students exiting at the end of

Stage 2 must also complete VBJI370 Career Planning and Skills

Assessment and an Industry Project if it has not already been

completed in Stage 1.

Code Hours
NOS149 Planning for Change 30
NOS230 Organisational Behaviour 50
VBF306 Introduction to Business Statistics 68
VBF307 Introduction to Market Research 68
VBG850 International Trade Finance 50
VBG851 Quality Management for International Trade 20
VBG852 Management Information Systems 40
VBGB853 Trade Principles for International Law

(Business Activities, Conservation, Customs

and Quarantine) 60
VBG854 Transport and Logistics-Operations Management 40
VBG855 Customs Practice, Legislation & International Trade30
VBGB856 Review of a Targeted Business

Culture & Environment 15
and

Language for a Selected Country/Region* 140

* Indonesian is generally offered for this component.
or
VBG857 Business & Cultural Preparation for Establishing

& Maintaining International Trading Relationships 155

If exiting at Diploma of Business (International Trade)(20053VIC)
VBJ370 Career Planning & Skills Assessment Industry Project20
Upon successful completion of Stage 1 and 2, students are eligible for
entry into Stage 3.

Stage 3 Advanced Diploma of Business (International Business) (20055VIC)
Students must complete 400 hours of training plus VBJ370 Career
Planning and Skills Assessment and an Industry Project if it has not
already been completed in either Stage 1 or 2.

NGMS201  Entrepreneuring and Innovating 40
NGMS202  Forecasting Futures 40
NGMS204  Manage Strategically 40
NGMS211  Managing Risk 40
VBG858 Transport and Logistics—Systems Development 40
VBG859 Research and Report on an

Import or Export Venture 120

Industry Project Module 40

If exiting at Advanced Diploma of Business (International
Business)(20055VIC):
VBJ370 Career Planning & Skills

Assessment Industry Project 20
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Advanced Diploma of Business
(Public Relations)(20055VIC)

Career Opportunities
Senior public relations officer.

Scope of Delivery
The course is offered on a full-time and part-time basis.

Course Objective

The course aims to enable the development of specialised skills and

knowledge of participants wishing to enter employment in the public

relations industry at a senior level.

On successful completion of the Certificate 1V a person will possess

the necessary skills and knowledge to undertake employment as a

senior public relations officer in a corporation or government

department.

The course aims to provide public relations practitioners with

knowledge and skills to:

« Liaise with the media and organise publicity campaigns;

« Prepare publications;

« Organise special promotional events;

« Communicate to the market to promote sales of products or
services;

« Lobby.

Entry Requirements

To qualify for admission to the course applicants must generally have

successfully completed an approved course of study at Year 12 level

or equivalent, or be of mature age and be assessed by the School as

being capable of successfully completing the course and be able to —

« read, comprehend, discuss and write complex information in
English; and

« use and analyse complex data.

Recognition of prior learning may be available based on skills and

knowledge already acquired by the applicant through previous study,

as in articulation, informal or formal learning or from work and/or

life experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

This course is offered on a full-time basis over two years or part-time
equivalent.
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Course Structure

Code Hours
VBI370 Career Planning and Skills Assessment 20
or

VBI369 Competency Analysis 10
NOS139v2  Meetings — Organisation 20
or

NCS014 Speaking in Public 20

Students are required to complete four of the following five modules:

1TCO005 Supporting the Internet and World Wide Web 20
1TF202 Internet Fundamentals using

Netscape Navigator and Email 20
ITF205 Database Fundamentals 20
ITF304 Word Processing Operations 20
ITF305 Spreadsheet Operations 20
ITF309 Introduction to Desktop Publishing 20
ITF413 Page and Document Design Principles 20
NCS014 Speaking in Public 20
NGMS205  Managing in Ambiguity and Change 40
NGMS207  Leading and Visioning 40
NGMS209  Managing Self 20
NGMS215  Advocacy and Influence 20
NMRK402  Marketing Law 51
NOS110v2  Occupational Health and Safety 15
NOS140v2  Vocational Placement 40
VAA164 Advanced Public Relations 1 51
VAA165 Advanced Public Relations 2 51
VAA408 Applied Writing for Public Relations 1 51
VAA409 Applied Writing for Public Relations 2 51
VAA410 Applied Writing for Public Relations 3 51
VAA411 Applied Writing for Public Relations 4 51
VAB548 Consumer Behaviour Concepts 51
VAC057 Editing for Public Relations 51
VACT724 Fund-raising 51
VACB845 Government Structures and Influences 51
VAD950 The Marketing Concept 51
VAF176 Public Relations Research 34
VBA29%4 Research Skills 1 36
VBG138 Exhibition Management 30
VBJ098 Public Relations Industry and the Australian Media 40
VBJ099 Business and Finance for Public Relations 40
VBI577 Introduction to Public Relations 1 51
VBJ578 Introduction to Public Relations 2 51
VBI579 Techniques for Production 51

NOS140v2 Vocational Placement may be undertaken as practical
placement in a workplace in a public relations environment to meet
the requirements of the Industry Project module.

NOS110.v2 Occupational Health and Safety must be completed prior
to undertaking any practical placement

Note: Electives offered will be selected by the School and dependent
upon the availability of suitable teaching resources.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

The course may be offered on a full-time basis over 315-520 nominal
hours or part-time equivalent.

Course Structure

A minimum of 4 units selected by the student, with the approval of
the Head of Department, from the following —

BSBFLMA404A  Lead work teams 50
BSBCMNA402A Develop work priorities 30
BSBCMNA403A  Establish business networks 50
BSBCMN404A Develop teams and individuals 30
BSBCMN405A Analyse and present workplace information 40
BSBCMN406A Maintain business technology 40
BSBCMNA407A Coordinate business resources 30
BSBCMN408A Report on financial activity 30
BSBCMN409A Promote products and services 20
BSBCMN410A Coordinate implementation of

customer service strategies 40
BSBCMN411A  Monitor a safe workplace 50
BSBCMN412A Promote innovation and change 50
BSBCMN413A  Implement and monitor environmental policies 40

Six units (together totalling at least 205 nominal hours) of:

() a minimum of two units must be undertaken from a
qualification at Australian Qualifications Framework Level 4;
and

(i) one unit (not previously undertaken by the student for an award
at a lower level than this award) may be undertaken from a
lower or higher Level than the aforesaid Level;

Units are to be selected by the student, with the approval of the Head

of Department, having regard to the units listed in the relevant

training package.

Some module descriptors are listed under the Module/Unit Details

section of this Handbook.

Certificate 1V in Business(BSB40101)

Career Opportunities
Administrative.

Scope of Delivery
This course is offered on a full-time and part-time basis.

Course Objective
The course aims to provide students with the knowledge and skills
required to manage administrative work across all industries.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Diploma of Business(BSB50101)

Career Opportunities
Management.

Scope of Delivery
This course is offered on a full-time and part-time basis.

Course Objective

The course is a generic business program which aims to provide the
knowledge and skills required for a person wishing to pursue a
management role.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

The course may be offered on a full-time basis over 280-610 nominal
hours or part-time equivalent.
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Course Structure

All units selected are subject to the approval of the Head of

Department.

Units from other Training Packages must not duplicate units selected

from the Business Training Package.

All units selected must contribute to and combine to form a work

outcome.

A maximum of four units may be selected from the Assessment and

Workplace Training domain.

A minimum of five units (together totalling a minimum of 125

nominal hours) to be undertaken having regard to the AQF level V

units listed in the Business Services Training Package (BSBO1),

Australian National Training Authority, 2001;

Three units (together totalling a minimum of 155 nominal hours) to

be undertaken having regard to the units listed in —

« The (BSB01) Business Services Training Package, Australian
National Training Authority, 2001;

= Any other relevant training package accredited by the Australian
National Training Authority.

Of the three units selected, at least two must be from a qualification at

AQF level V and the remaining unit may be from a lower or higher

level qualification.

Some module descriptors are listed under the Module/Unit Details

section of this Handbook.

Certificate IV in Business
Development(BSB40501)

Career Opportunities
Sales administrator or co-ordinator.

Scope of Delivery
This course is offered on a full-time and part-time basis.

Course Objective
The course aims to provide the knowledge and skills required for a
person working as a sales administrator or co-ordinator.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

The course may be offered on a full-time basis over 345-620 nominal
hours or part-time equivalent.

Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

A minimum of four units (together totaling a minimum of 160
nominal hours) to be undertaken from the following Business

Development units —

Code Hours
BSBADV401A  Profile a target audience 50
BSBADV402A  Conduct pre-campaign testing 80
BSBADV403A  Monitor advertising production 80
BSBADV404A  Schedule advertisements 40
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BSBMKG401A Profile the market 60
BSBMKG402A Analyse consumer behavior for specific markets 60
BSBMKGA403A Analyse market data 60
BSBMKGA404A Forecast market and business needs 60
BSBMKG405A Implement and monitor marketing activities 40
BSBMKG406A Build client relationships 50
BSBMKG407A Make a presentation 30
BSBSLS401A  Lead a sales team 60

A minimum of three units (together totaling a minimum of 80
nominal hours) to be undertaken from the following Common
Business units —

BSBCMNA402A Develop work priorities 30
BSBCMN403A  Establish business network 50
BSBCMN404A Develop teams and individuals 30
BSBCMNA405A Analyse and present research information 40
BSBCMN406A Maintain business technology 40
BSBCMNA407A Coordinate business resources 30
BSBCMN408A Report on financial activity 30
BSBCMN409A Promote products and services 20
BSBCMN410A Coordinate implementation of

customer service strategies 40
BSBCMN411A Monitor safe workplace 50
BSBCMN412A  Promote innovation and change 50
BSBCMN413A  Implement and monitor environmental policies 40
BSBFLM404A  Lead work teams 50

Three units (together totaling a minimum of 105 nominal hours) to
be undertaken having regard to the units listed in the (BSBO1)
Business Services Training Package, Australian National Training
Authority, 2001 or any other relevant training package accredited by
the Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level 1V and the remaining unit may be from a lower or higher
level qualification.

Should any of the following units be selected, then all three units must
be undertaken —

BSZ401A Plan assessment

BSZ402A Conduct assessment

BSZ403A Review assessment

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Business Development(BSB50501)

Career Opportunities
Communications officer, promotions manager.

Scope of Delivery
This course is offered on a full-time and part-time basis.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as a communications officer/promotions manager in
a small to medium sized business.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

The course may be offered on a full-time basis over 380-570 nominal
hours or part-time equivalent.
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Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

A minimum of five units (together totaling a minimum of 250
nominal hours) to be undertaken from the following Business

Development units —
Code Hours
BSBADV501A Develop a creative concept 60
BSBADV502A  Write a persuasive copy 40
BSBADV503A  Coordinate advertising research 60
BSBADV504A  Create advertisements 60
BSBADV505A  Evaluate and recommend ‘above the line’

media options 60
BSBADV506A  Evaluate and recommend ‘below the line’

media options 60
BSBADV507A Develop a media plan 60
BSBADV508A  Present an advertising campaign 120
BSBMKG501A Evaluate marketing opportunities 80
BSBMKG502A Establish and adjust the marketing mix 80
BSBMKG503A Develop a marketing communications plan 50
BSBMKG504A Implement a marketing solution 60
BSBMKGS505A Review marketing performance 40

Three units (together totaling @ minimum of 130 nominal hours) to
be undertaken having regard to the units listed in the (BSBO1)
Business Services Training Package, Australian National Training
Authority, 2001 or any other relevant training package accredited by
the Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level V and the remaining unit may be from a lower or higher
level qualification.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Business
Development(BSB60401)

Career Opportunities
Communications officer, promotions manager.

Scope of Delivery
This course is offered on a full-time and part-time basis.

Course Objective

The course aims to provide the knowledge and skills required for a
person working as a senior marketing, communications or sales
manager.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Course applicants are assessed and ranked against course selection
criteria available from the department.

Course Duration

The course may be offered on a full-time basis over 450-570 nominal
hours or part-time equivalent.
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Course Structure

All units selected are subject to the approval of the Head of
Department.

Units from other Training Packages must not duplicate units selected
from the Business Training Package.

All units selected must contribute to and combine to form a work
outcome.

A minimum of five units (together totaling a minimum of 280
nominal hours) to be undertaken from the following Business

Development units —

Code Hours
BSBADV601A Create an advertising brief 120
BSBADV602A  Develop an advertising campaign 120
BSBADV603A  Manage advertising production 80
BSBADV604A  Execute an advertising campaign 80
BSBADVG605A  Evaluate campaign effectiveness 60
BSBMKG601A Develop marketing strategies 60
BSBMKG602A Develop a marketing plan 60
BSBMKG603A Manage the marketing process 50
BSBMKG604A Develop & manage direct marketing campaigns 50
BSBMKGG605A Evaluate international marketing opportunities 60
BSBMKG606A Manage international marketing programs 60

Three units (together totaling a minimum of 170 nominal hours) to
be undertaken having regard to the units listed in the (BSBO1)
Business Services Training Package, Australian National Training
Authority, 2001 or any other relevant training package accredited by
the Australian National Training Authority.

Of the three units selected, at least two must be from a qualification at
AQF level VI and the remaining unit may be from a lower level
qualification.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Graduate Certificate in Management
Development (Education and
Training)(2804ABB)

Career Opportunities
Leadership.

Scope of Delivery

This course is generally offered as workplace-based delivery to
industry/corporations. This course is offered on a Fee-for-Service
basis.

Course Objectives

This course aims to develop the knowledge and skills of participants
wishing to develop and enhance their professional practice in
leadership skills.

Entry Requirements

To qualify for admission to this course applicants must have:

= a degree or diploma in a related discipline; these disciplines
include, but are not limited to, business, education, teaching, or
human resources;

or

= experience and learning equivalent
demonstrated by adequate evidence of:

« professional qualifications;

= seniority in an organisation;

= work in teaching or training in an adult vocational setting for at
least 5 years.

« achieved the competency standards for Workplace Trainer
(Category 2);

= access to a workplace or other organisation in which they can
undertake the practicum.

to paragraph  2(a),
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Recognition of prior learning may be available as a means of
recognising competencies, through previous informal and formal
learning, or through work and life experiences.

Course Duration
This course may be offered over 1 year by means of two one-week
full-time residential programs plus a 12-month practicum.

Course Structure

This structure of the course is as follows:

« Behavioural Styles;

= Critical Incidents;

« Financial Management;

= Managing Conflict Productively;

= Managing Diversity;

= Managing Your Role;

= Multifactor Leadership Questionnaire & Transformational
Leadership;

« Organisational Leadership;

« Performance Planning;

= Practicum,;

« Staff Development;

« Strategic Planning and Budgeting;

« Strategic Planning;

« Supervision of Part-time Staff;

« Teaching and Learning;

« Technology and Leadership;

« Total Quality Management.

Some module descriptors are listed under the Module/Unit Details

section of this Handbook.
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Department of Personal Services

The Department of Personal Services — TAFE conducts a wide range
of courses that provide vocational education for a variety of Personal
Services occupations ranging from pre-employment through to para-
professional level.

Details of the TAFE Certificates | to 1V and Diploma courses offered
by the department are set out below.

Code

21456VIC Certificate 11 in Modelling (21456VIC)

WRB20199  Certificate Il in Nail Technology (WRB20199)

WRB30199  Certificate |11 in Beauty (WRB30199)

WRB50199  Diploma of Beauty Therapy (WRB50199)

CUE50798  Diploma of Entertainment (Make-Up) (CUE50798)

CUE40898  Certificate IV in Entertainment Make-Up (CUE40898)

HLT50302  Diploma of Remedial Massage (HLT50302)

WRH20100  Certificate Il in Hairdressing (WRH20100)
[Pre-Apprenticeship]

WRH30100  Certificate I11 in Hairdressing (WRH30100)

WRH40100  Certificate IV in Hairdressing (WRH40100)

WRH50100  Diploma of Hairdressing Salon Management(WRH50100)

HLT60502  Advanced Diploma of Naturopathy(HLT60502)

In addition to these courses, the Department of Personal Services —

TAFE conducts traineeships, Labour Market Programs and training
courses for industry.

Jann Fullerton

Head, Department of Personal Services— TAFE

Certificate 11 in Modelling (21456VIC)

Career Opportunities
Modelling.

Scope of Delivery
This course if offered on a full-time — Monday to Friday.

Course Objective

The Certificate Il in Modelling course is the only Government
accredited modelling course in Australia. It provides initial vocational
training in the three main branches of modelling. These are:

« fashion parades;

« photographic work; and

= media productions.

This course is intended for those persons, both male and female, who
wish to obtain modelling work and to develop the technical skills
likely to enhance their employment potential. In addition, successful
students will recognise that the development of a professional and
business-like approach will greatly enhance their careers.

Entry Requirements

To qualify for admission to this course applicants generally must have
basic English language, literacy and numeracy skills and be assessed by
the School as being capable of successfully completing the course.
Selection Procedures/Selection Criteria

Applicants will be required to attend a selection interview.

Course Duration
The course is offered on a full-time basis over 12 weeks.

Course Structure
The course consists of 11 core modules totalling 278 nominal hours:

Code Hours
VBN179 Orientation to Modelling as a Career 30
VBN180 Communicate Effectively in the Modelling Industry 30
WRRLP1B  Apply Safe Working Practices 18
VBN181 Design, Apply and Remove Own Basic Make-up 20
VBN182 Care for and Style Own Hair 15
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VBN183 Perform Own Nail Grooming 10
VBN184 Perform Techniques for Catwalk Modelling 80
VBN185 Maintain Health for Personal and Professional
Effectiveness 15
VBN186 Seek Information on Employment Arrangements
For Models
VBN187 Perform Backstage Duties 10
VBN188 Perform Techniques for Photographic Modelling 30
Electives

Select 2 units, one unit may be selected from other training packages.

VBN198 Design, Apply and Remove Own Specialist

Make-up 15
VBN190 Participate in a Photo Shoot 30
VBN191 Apply Promotional Techniques 20

Of the two electives, one unit may be selected from other training
packages, for example;

BSBCMN207APrepare and Process Financial/Business Documents40
BSBEBUS301A Search and Assess online Business Information 20
BSBSBM301A Research Business Opportunities 30
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Nail Technology (WRB20199)

Career Opportunities
Nail technician manicurist.

Scope of Delivery
This course is delivered on a full time basis during the day.

Course Objective

This course aims to provide students with the skills required to
merchandise and sell beauty products; with the knowledge, practical
skills and techniques to perform, advise and counsel clients in
manicare, pedicare, nail enhancement and nail technology needs; laws,
regulations, Acts, professional associations and unions governing the
profession; provide a recognised credential and, where appropriate,
credits in further education and training.

Entry Requirements

No specific pre-requisites as the industry regards this as entry-level
training, however mature age entry is desirable and trainees should be
able to cope with the physical and emotional demands of the work.
This includes good eyesight, good hand/eye coordination and good
communication skills. Participants will need to have literacy and
numeracy skills at the level two competency as defined in the
Certificate of General Education for Adults.

Applicants may be selected from interview.

Selection Procedures/Selection Criteria

Applicants are required to submit an application form and sit a
selection test. Applicants may also be required to attend an interview.
Course Duration

This course may be offered on a full-time basis over 15 weeks.

Course Structure
Students must complete all of the 8 core units and all the units from
the Nail Technology Stream Options.

Code Hours
WRB01A Communicate with Clients 36
WRB02A Work Effectively in a Salon/Store Environment 18
WRB03A Apply Safe Working Practices 40
WRBO03A-A Infection Control (32hrs)*
WRBO03A-B First Aid (8hrs)*
WRB04A Perform Salon/Store Cleaning duties 18
WRBO05A Merchandise Beauty Products 36
WRBO06A Sell Beauty Products 18
WRBO07A Conduct Financial Transactions 36
WRB08A Provide Service to Clients 36

Nail Technology Stream

WRB17A Provide Manicare and Pedicare Services 40
WRB18A Apply Nail Enhancement 45
WRB19A Use Electrical Equipment for Nails 40
WRB20A Apply Nail Art 15

Note: The following unit will be incorporated into the above Units of
Competency as they contain major areas of underpinning science
knowledge essential to the satisfactory completion of these Units.
WRBX1 Nail Science 20
*These modules are not nationally recognized but comprise underpinning
knowledge that is delivered as part of the above nationally recognized unit of
competency.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 111 in Beauty (WRB30199)

Career Opportunities
Beauty therapist, beautician.

Scope of Delivery
This course is delivered on a full time basis and. Traineeships.

Course Objective

This course aims to provide students with the skills required to
merchandise and sell beauty products; the knowledge, practical skills
and techniques to perform, advise and counsel clients in waxing,
manicare and pedicare, artificial nails and nail art, make-up, ear
piercing, eye-lash and brow tinting, prevention of disease transmission
in a salon environment; the structure and function of the skin, hair
and nails, products and equipment; laws, regulations, Acts,
professional associations and unions governing this profession;
communication skills and awareness of human behaviour needed to
manage the personal contact of cosmetology. This course provides
substantial articulation with the Certificate 1V in Beauty Therapy
(WRB40199) and the Diploma of Beauty Therapy (WRB50199) also
offered by Victoria University.

Entry Requirements

No specific pre-requisites, however mature age entry is desirable and
trainees should be able to cope with the physical and emotional
demands of the work. This includes good eyesight, good hand/eye
coordination and good communication skills. Participants will need to
have literacy and numeracy skills at the level two competency as
defined in the Certificate of General Education for Adults.
Selection Procedures/Selection Criteria

Applicants are required to submit an application form and sit a
selection test. Applicants may also be required to attend an interview.
Course Duration

This course is delivered on a full-time basis over 20 weeks.

Course Structure
Students must complete all of the 13 core units and the 5 units from
the Beauty Options.

Code Hours
WRB01A Communicate with Clients 36
WRB02A Work Effectively in a Salon/Store Environment 18
WRB03A Apply Safe Working Practices 40

WRBO03A-A Infection Control (32hrs)*

WRBO03A-B First Aid (8hrs)*
WRB04A Perform Salon/Store Cleaning duties 18
WRBO05A Merchandise Beauty Products 36
WRBO06A Sell Beauty Products 18
WRBO07A Conduct Financial Transactions 36
WRB0BA Provide Service to Clients 36
WRB13A Advise on Beauty Services 30
WRBI14A Pierce Ears 20
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WRB15A Provide Lash and Brow Treatments 20
WRB16A Provide Temporary Epilation and Bleaching
Treatements 100

WRB16A-Temporary Epilation & Bleaching (80hrs)*
WRB16A-B Skin Biology (20hrs)*
Note: the following units will be incorporated into the above Units of
Competency as they contain major areas of underpinning science
knowledge essential to the satisfactory completion of these Units.

Beauty Options

WRB17A Provide Manicare and Pedicare Services 40
WRB18A Apply Nail Enhancement 45
WRB19A Use Electrical Equipment for Nails 40
WRB20A Apply Nail Art 15
WRB21A Design and Apply Make-Up 40

*These modules are not nationally recognized but comprise underpinning
knowledge that is delivered as part of the above nationally recognized unit of
competency.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Beauty Therapy (WRB50199)

Career Opportunities

Graduates from this course can gain employment in:
« Beauty Therapy Salons;

= Work from home or mobile services;

« Services for the elderly;

= Cosmetic/skincare company representative;

= Health Resorts;

« Spas;

« Cruise Ships.

Scope of Delivery
This course is delivered on a full time basis during the day and part
time evening.

Course Objective

This course aims to provide students with the skills required to
merchandise and sell beauty products; with the knowledge, practical
skills and techniques to perform, advise and counsel clients in hair
removal, manicare and pedicare, massage, facials, aromatherapy, make-
up, ear piercing, eye-lash and brow tinting, prevention of disease
transmission in a salon environment; anatomy and physiology, skin
science and skin diseases, chemistry, electrical principles, knowledge
of products and equipment; laws, regulations, Acts, professional
associations and unions governing this profession; communication
skills and awareness of human behaviour needed to manage the
personal contact of Beauty Therapy. This course provides a
recognised credential and, where appropriate, credits in further
education and training.

Entry Requirements

To qualify for admission to this course participants will need to have
achieved year 12 or equivalent and have literacy and numeracy skills at
the level two competency as defined in the Certificate of General
Education for Adults. Mature age applicants who have not completed
year 12 will also be considered for admission. Selection is via aptitude
and literacy tests, followed by an interview.

Selection Procedures/Selection Criteria
Applicants are required to submit an application form and sit a
selection test. Applicants may also be required to attend an interview.

Course Duration

This course is delivered on a full-time basis over 18 months or part-
time equivalent. Part-time programs are normally conducted in the
evenings or via flexible learning arrangements. Flexible learning
arrangements may include off-campus study, workshops or workplace
facilitation.
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Course Structure
Students must complete all units.

Code Hours
WRBO01A Communicate with Clients 36
WRB02A Work Effectively in a Salon/Store Environment 18
WRB03A Apply Safe Working Practices 40
WRBO03A-A Infection Control (32hrs)*
WRB03A-B First Aid (8hrs)*
WRBO04A Perform Salon/Store Cleaning duties 18
WRBO05A Merchandise Beauty Products 36
WRBO06A Sell Beauty Products 18
WRB07A Conduct Financial Transactions 36
WRB0BA Provide Service to Clients 36
WRB13A Advise on Beauty Services 30
WRBI14A Pierce Ears 20
WRB15A Provide Lash and Brow Treatments 20
WRB16A Provide Temporary Epilation and Bleaching
Treatements 100
WRB16A-Temporary Epilation & Bleaching (80hrs)*
WRB16A-B Skin Biology (20hrs)*
WRB17A Provide Manicare and Pedicare Services 40
WRB21A Design and Apply Make-Up 40
WRB22A Design and Apply Make-Up for Photography 40
WRB23A Design and Apply Remedial Camouflage 30
WRB24A Assessment Clients Needs 153
WRB24A-A.1 Anatomy & Physiology A (41hrs)*
WRB24A-A.2 Nutrition (20hrs)*
WRB24A-B.1 Skin (42hrs)*
WRB24A-B.2 Anatomy & Physiology B (41hrs)*
WRB24A-C Assessment During Facials (Shrs)*
WRB25A Provide Facial Treatments 152
WRB25A-A Provide Facial Treatments (122hrs)*
WRB25A-B Skin Disorders (30hrs)*
WRB26A Provide Advanced Facials 145
WRB26A-A Advanced Facials (80hrs)*
WRB26A-B Cosmetic Chemistry (41hrs)*
WRB26A-C Basic Electricity (24hrs)*
WRB27A Provide Body Treatments 116
WRB28A Provide Aesthetic Aromatherapy Massage 60
WRB29A Provide Permanent Epilation 160
WRB29A-A Provide Permanent Epilation A (80hrs)*
WRB29A-B Provide Permanent Epilation B (80hrs)*
WRB32A Co-Ordinate Work Teams 36
WRB40A Provide a Safe Working Environment 36
BSX001/A  Evaluate a Business Opportunity 20
BSX002/A  Complete a Business Plan 30
BSXFM1507A Manage Quality Customer Service 60

*These modules are not nationally recognized but comprise underpinning
knowledge that is delivered as part of the above nationally recognized unit of
competency.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Entertainment (Make-Up)
(CUEb0798)

incorporating

Certificate 1V in Entertainment Make-Up
(CUE40898)

Career Opportunities

Employment in the film, video, television, theatre, photographic and
fashion industries.

Scope of Delivery

This course is offerd on a full-time basis.
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Course Objectives

This course aims to provide training in all aspects of make-up
techniques and underpinning knowledge including occupational
health and safety procedures. Study begins with morphology, the
study of facial structure, which leads into colour, design and lighting
effects. Fashion, catwalk and photographic make-up techniques, also
airbrushing and creative design applications on the face and body.
Period and retro make-up by way of research, theory and practice.
Stage and screen make-up principles by way of script analysis,
continuity and character breakdowns including the design and
application of special effects and prosthetics.

Complementing the make-up techniques the course also offers
fashion hair styling, wig making and maintenance and the manufacture
of hairpieces.

The professional freelance make-up artist requires business
management and on set protocol which is a must. Completing the
course with a professional photo shoot and portfolio.

Entry Requirements

Satisfactory completion of an appropriate Victorian Year 12 or its
equivalent. Mature age and those already working in the industry are
invited to apply. Interviews take place via an expression of interest
and selection process.

Selection Procedures/Selection Criteria

Information session and interview process.

Course Duration
Full-time over one year.

Course Structure
The full time course has 24 student-contact hours and 6 non-contact
hours per week. Hours include lectures, practical work, flexible
learning and research.

Certificate IV
Core Units
Code Hours
CUEMUP2A  Design, apply and remove period make-up 160
CUEOHSI1A  Implement workplace health, safety and security
procedures 10
Elective Units
CUEMUP5A  Dress (style) wigs 60
CUEWRH19A Maintain wigs and hairpieces 60
CUEWRH20A Make wigs 140
WRB01A Communicate with clients 36
WRBO06A Sell beauty products 18
WRB15A Provide lash and brow treatment 20
WRB21A Design and apply make-up 40
WRB22A Design and apply make-up for photography 40
WRB23A Design and apply remedial camouflage 30
Total Hours 614
Diploma
Core Units
023/01 Evaluate a business opportunity 20
023/02 Complete a business plan 30
023/03 Address legal and administrative requirements 20
023/04 Address customer requirements 30
023/05 Manage business operations 30
023/07 Manage finances 40
023/08 Review business 20
CUEMUP3A  Design, apply and remove specialised make-up 160
Elective Units
CUEDESIA  Develop the design 60
CUEDES2A  Present and negotiate design 60
CUEMUP4A  Design, apply and remove special effects make-up 160
CUESMT2A  Prepare for rehearsal 140
Total Hours 770

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Remedial Massage (HLT50302)

Career Opportunities

Join an association and work within a multidisciplinary setting work
with Work Cover Clients and obtain Health Fund Rebate Status.
Scope of Delivery

This course is offered on a full-time and part-time basis.

Course Objectives

The course aims to provide the knowledge and skills required of
massage therapist working in a multi disciplinary clinic, and give them
the knowledge to assess injuries and their mechanisms.
Prerequisites

Successful completion of an introductory course in massage at
Victoria University (Short Course Center, telephone: (03) 9284 7940)
or equivalent.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedure/Selection Criteria

Applicants are required to attend an interview.

Course Duration
The course may be offered on a full-time basis over one year or part-
time equivalent (estimated 2.2 years).

Course Structure

Unit Code Hours
HLTCOM2A Develop professional expertise 40
HLTREM2A  Provide remedial massage treatment 380
HLTREM3A  Plan the remedial massage treatment strategy 40
HLTREMA4A  Apply remedial massage assessment framework 40
HLTREMS5A  Perform remedial massage health assessment 280
BSBCMN204A Work effectively with others 15
HLTCOM4A Communicate effectively with clients/patients 30
HLTCOMS5A  Administer a practice 30
HLTCOMS6A Make referrals to other health care professionals

when appropriate
HLTFA2A  Apply advanced first aid 30
HLTHIR1A  Work effectively in the health industry 20
HLTHSE1A Follow the organisation’s occupational health and

safety policies
HLTINIA  Comply with infection control policies and

procedures 20
HLTREMIA Work within a massage framework 20

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of
Naturopathy(HLT60502)

This course aims to provide training for persons to gain entry into the
Bachelor of Health Science Naturopathy and Homeopathy.

For further information please contact the Department of Personal
Services on 9284 7802.
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Certificate 11 in Hairdressing
(WRH20100)[Pre-Apprenticeship]

Career Opportunities
Hairdresser.

Scope of Delivery

Full-time 3 days a week, 1 day a week for secondary schools. This
course is also delivered as a traineeship.

Course Objectives

The course aims to provide pre-vocational training for individuals
wishing to work in the Hairdressing Industry.

Entry Requirements

To qualify for admission to the course, applicants must generally have
acquired literacy and numeracy skills at the level two competency as
defined in the Certificate in General Education for Adults curriculum.
Selection Procedures/Selection Criteria

Aptitude test and interview.

Course Duration
The course may be offered on a full-time basis over 174 hours.
Call 9284 7892 for commencement dates

Course Structure

Code Hours
WRHO01A Maintain a safe, clean and efficient work

environment 30
WRH02A Communicate in the workplace 30
WRH03A Receive and direct clients 20
WRHO04A Prepare clients for salon services 10
WRHO05A Co-ordinate salon tasks 10
WRHO06A Remove chemicals from hair 20
WRHO07A Schedule and check-out clients 36
WRRS1B Sell products and services 18

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Hairdressing (WRH30100)

Career Opportunities

Hairdresser.

Offers training as:

« Apprenticeship;

« Full-time Training — Full fee paying;

« Reskilling;

= English for Occupational Purposes;

« Australian Qualification.

Hairdressers with overseas qualifications who wish to gain Australian
Qualification Certificate 111 in Hairdressing.

Scope of Delivery

Full-time — fee for service, part-time — employed apprentices only. All
modes of attendance include day release, block release and on-the-job
training.

Course Objectives
The course aims to provide training for individuals wishing to work in
the Hairdressing Industry as a Hairdresser.

Entry Requirements

To qualify for admission to the course, applicants must generally have
acquired literacy and numeracy skills at the level two competency as
defined in the Certificate in General Education for Adults statewide
accredited curriculum (published December, 1996).

Applicants enrolling as an apprentice must be over 15 years of age, be
employed in the industry and indentured to a tradesperson, having
been selected by that tradesperson on the basis of having appropriate
aptitude for and attitudes towards hairdressing.
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Applicants enrolling on a full-time basis must be over 17 years of age
to ensure a standard entry age for qualified hairdressers to the
industry.

Selection Procedures/Selection Criteria
Apprenticeship student selection is conducted by employer.

Full time Training requires applicants to complete an application form
and attend a interview.

Reskilling Students are required to complete an application form,
attend an interview, have a vailid Certificate of Qualified Hairdressing
from country of origin and sit a skills and knowledge test.

Course Duration

The course may be offered on a full-time and part-time basis over
740-760 nominal hours.

Course Structure

Core Units
Code Hours
WRHO01A Maintain a safe, clean and efficient work
environment 30
WRH02A Communicate in the workplace 30
WRHO03A Receive and direct clients 20
WRHO04A Prepare clients for salon services 10
WRHO05A Co-ordinate salon tasks 10
WRHO06A Remove chemicals from hair 20
WRH07A Schedule and check-out clients 36
WRHO09A Consult with clients and diagnose scalp and hair
conditions 10
WRH10A Treat hair and scalp 10
WRH11A Cut hair 170
WRH12A Dress (style) hair 135
WRH13A Perform permanent wave and chemical relaxation
services
WRH14A Colour hair 115
WRH15A Co-ordinate salon team 36
WRRS1B Sell products and services 18
Optional Unit
WRH22A Perform a face shave 20

The optional unit will be selected by the student in consultation with
her/his employer depending on work requirements and is subject to
approval by the Head of Department.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 1V in Hairdressing (WRH40100)

Career Opportunities
Trainer, supervisor, specialist hairdresser, manager and/or owner.

Scope of Delivery
Full-time or part-time basis.

Course Objectives

The course aims to provide training to hairdressers requiring a post-
trade qualification.

Entry Requirements

To qualify for admission to the course, applicants must generally have
acquired the Certificate 111 in Hairdressing or equivalent, plus literacy
and numeracy skills at the level two competency as defined in the
Certificate in General Education for Adults curriculum.

Selection Procedures/Selection Criteria

Application From and Interview Process

Course Duration
The course may be offered on a part-time basis over140-390 hours.
Call 9284 7877 for commencement dates.
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Course Structure

BSX023\07  Manage finances 40
BSZ503A Design and establish the assessment system 40
BSZ504A Manage the training and assessment system 40
BSZ505A Evaluate the training and assessment system 45
BSXFMI503A Establish and manage effective workplace

relationships 60
BSXFMI504A Participate in, lead and facilitate work teams 60
BSXFMI505A Manage operations to achieve planned

outcomes 60
BSXFMI507A Manage quality customer service 60
BSXFMI511A Contribute to the development of a workplace

learning environment 60

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Core Units
Code Hours
BSZ402A Conduct assessment 15
BSZ407A Deliver Training Sessions 50
Elective Units
Four units from any of the following elective streams:
Beauty Stream
WRBI14A Pierce ears 20
WRB15A Provide lash and brow treatments 20
WRB16A Provide temporary epilation and bleaching

treatments 100
WRB17A Provide manicare and pedicare service 40
WRB21A Design and apply make up 40
Hairdressing Stream
WRH16A Provide specialist hair design services 60
WRH17A Provide specialist hair colour services 40
WRH18A Provide specialist hair styling services 20
WRH22A Perform a face shave 20
Small Business Stream
WRH34A Supervise staff and the salon 30
WRH35A Maintain customer relations 36
WRRPM2A  Recruit and select staff 36
WRRPM3A  Lead and manage people 30

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Hairdressing Salon
Management(\WRH50100)

Career Opportunities
Hairdressing Salon Manager.

Scope of Delivery
Full-time or part-time basis.

Course Objective
The course aims to provide the skills and knowledge required to
manage a hairdressing salon.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Application From and Interview Process

Course Duration
The course may be offered on a full-time basis over 397-537 nominal
hours over or part-time equivalent.
Course Structure
The structure of the course is as follows -
C;re Units (totalling 192 nominal hours)

le

Hours
WRH34A Supervise staff and the salon 30
WRH35A Maintain customer relations 36
WRRPM2A  Recruit and select staff 36
WRRPM3A  Lead and manage people 30
BSX023\02  Complete a business plan 30
BSX023\05  Manage business operations 30
Elective Units

Six units (totalling 205-345 nominal hours) selected by the student,
with the approval of the Head of Department, from the following
BSX023\01  Evaluate a business opportunity 20
BSX023\03  Address legal and administrative requirements 20
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Western Business Enterprise Centre

The Western Business Enterprise Centre is located at 213 Nicholson
Street Footscray and is the centre of small business information and
training.

The Business Enterprise Centre provides free, independent,
confidential and competent advice and other practical assistance and
training to small business operators. We provide referral to local
professional and government services available to business as well as
to pertinent training for micro and small business operations.

Small Business Training: Training sessions are presented by
professional educators, practical small business operators and trainers
using modern business and management theory and practice. A
combination of lectures, case studies, individual and group
discussions, and business training sessions are designed to raise the
level of knowledge and expertise of individual business persons. All
training is practical and assists the participants to develop their
business idea. Participants will produce a business plan for their
business.

Wholesale & Retail Industry Training:The WBEC also incorporates
the Wholesale/Retail Unit which offers students a wide range of
vocational education and industry approved courses by flexible
methods such as traineeships, on-campus workshops and workplace
delivery.

Details of the TAFE Certificates Il to IV and Diploma courses
offered by the Department are set out below.

Code
PRS20198 Certificate 11 in Security (Guarding)(PRS20198)
PRS30198 Certificate |11 in Security (Guarding)(PRS30198)
BSB40401 Certificate IV in Business (Small Business
Management)(BSB40401)
WRW?20101  Certificate Il in Wholesale Operations(WRW20101)
WRW30101  Certificate 111 in Wholesale Operations(WRW30101)
WRW40101  Certificate 1V in Wholesale Management(WRW40101)
WRW50101  Diploma of Wholesale Management(WRW50101)
WRR50102  Diploma of Retail Management(WRR50102)
WRR40102  Certificate IV in Retail Management(WRR40102)
WRR30102  Certificate I11 in Retail Supervision (WRR30102)
WRR30202  Certificate |11 in Retail Operations(WRR30202)
WRR20102  Certificate |1 in Retail Operations(WRR20102)
WRB20399  Certificate I1 in Retail Cosmetic Assistant(WRB20399)

Elaine Egan
Manager, Western Business Enterprise Centre

Victoria University (Security Training Division) takes pride in

providing current security training competencies, to an excellent

standard, in an array of fields, which could be the commencement of

an enriched career, no matter which path you decide to take.

Our trainers have a multitude of skills between them and are keen to

get the very best potential from their students by utilizing all relevant

teaching/assessment tools/methods available.

Some of the pathways your security training can lead to are:

« Security technician;

= Alarm installer;

= Asset Management;

= Aviation Security;

« Airport Security;

« Escort and Carry Protection Services;

« Entry for consideration into the Close Personal Protection field;

« Entry for consideration into the Private Investigations field;

« Occupational First Aid/Security Guard positions;

« Security Supervisors and Trainers;

« Commencement of Fire Detection Training;

« Security Consultancy in the Domestic, Commercial/Industrial or
Corporate sectors;

« Commercial/Industrial/Corporate Risk Assessment field;

« Occupational Health and Safety stream;

= Conflict Resolution field;

« Security Guard;

« Patrol Officer;

= Crowd Controller;

= Loss Prevention Officer;

« Control Room Operator.

Qualified Security operators can find work in a variety of setting
including sporting, entertainment, retail and service venues, hospitality
and recreational, industrial, residential and special events.

The industry is predicted to grow as increased law enforcement
services are outsourced to reputable Security companies.

Certificate I in Security (Guarding)(PRS20198)

Certificate 111 in Security
(Guarding)(PRS30198)

Career Opportunities

The Australian protective security industry is substantial and diverse,
employing an estimated 80 - 90 thousand people in protective
guarding duties. Indications are that the guarding and physical security
sector of the industry will continue to grow, with increased
opportunities for employment both in-house and for contract security
firms.

Graduates from this course will be eligible to register with the
Victorian Private Agents Registry for the granting of a Crowd Control
and Combined Licence. This Licence is essential for employment in
the state of Victoria. Holders of a Combined Licence are able to seek
employment in a variety of settings including business and finance,
hospitality, recreational, property management, entertainment and
sporting events.

Scope of Delivery
These courses are offered on a part time basis only.

Course Objective

The course aims to provide training for individuals wishing to work in
the Security Industry as a Security Guard.

At the completion of Certificate 11 in Security participants will be able
to apply for a provisional licence however a full licence must be obtain
within twelve months. Once a provisional or full licence has lapsed
training must be refreshed.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate

the ability to:

« read, comprehend, discuss and write complex information in
English; and

« use and analyse complex data.

Selection Procedures/Selection Criteria

Applicants must attend an Industry Information Session and

undertake an entry level interview and assessment.

Course Duration

The Certificate 11 in Security (Guarding)(PRS20198) may be offered

on a part-time basis over 124-230 nominal hours.

The Certificate 111 in Security (Guarding)(PRS30198) may be offered

on a part-time basis over 174-354 nominal hours.

Course Structure

Core Modules

Code Hours
PRSSG04A  Communicate in the Work Place* 20
PRSSGO5A  Manage Conflict* 16
PRSSG06A  Maintain Occupational Health and Safety* 8
PRSSGO7A  Manage Own Performance* 2
PRSSGOBA  Operate Basic Security Equipment* 10
PRSSG17A  Maintain effective relationship with

clients/customers* 8
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PRSSG18A  Work as part of team* 12

PRSSG28A  Interpret & Comply with Legal & Procedural
Requirements* 20
Total hours 96

Elective Modules

The following Elective Modules are being offered by Victoria
University. Students are expected to complete a minimum of ten
elective modules in order to complete the course.

*These elective modules are required by the Victorian Private Agents
Registry for the granting of a Crowd Control and Combined Licence.

PRSSGO1A Maintain the security of premises and property 10
PRSSG02A Control Access to and Exit of Premises* 10
PRSSGO03A Maintain Safety of Premises and Personnel* 10
PRSSG09A Apprehend Offenders* 16
PRSSG11A Escort & Carry Valuables 10
PRSSG13A Control Crowds* 16
PRSSG19A Lead Small Teams 10
PRSSG20A Interpret information from advanced security
equipment 10
PRSSG22A Monitor field staff activity from control room 10
PRSSG23A Operate Security Vehicle 8
PRSSG12A Provide for the Safety of Persons 16
PRSSG25A Provide emergency first aid* 24
THHBTHS04A  Manage intoxicated persons* 10
Total hours 160

Courses also available separately as either the Certificate 11 in Security
(Guarding)(PRS21098)or Certificate I11 in Security (Guarding)
(PRS30198).

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Business
(Small Business Management)(BSB40401)

Career Opportunities

Participants undertaking this course are currently operating a business
or are planning to operate their own business. This course also
prepares participants for independent business units within a larger
organization.

Scope of Delivery
Full-time; part-time; flexible delivery.

Course Objective

The course aims to provide participants with the practical and
theoretical knowledge required to operate and manage a small
business.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Application is made directly to the Western Business Enterprise
Centre by completing a Small Business Management Application
Form available from the Department. On receipt of the Application
Form you will be notified of the next enrolment date. To be eligible
for this course, applicants must have basic computer skills and be able
to process basic verbal and printed information.

Course Duration
The course may be offered on a full-time basis over 355-550 nominal
hours or part-time equivalent.
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Course Structure

Students must complete a minimum of 10 units:

A minimum of 4 units (140-190 nominal hours) must be from Small
Business Domain

Code Hours
BSBSBM301A  Research business opportunities 30
BSBSBM401A  Establish business & legal requirements 30
BSBSBM402A  Undertake financial planning 40
BSBSBM403A  Promote the business 40
BSBSBM404A  Undertake business planning 60
BSBSBM405A  Monitor & manage business operations 40
BSBSBM406A  Manage finances 50
BSBSBM407A  Manage a small team 40

A minimum of 3 units (80-150 nominal hours) from the common
core

BSBFLMA404A  Lead work teams 50
BSBCMN402A  Develop work priorities 30
BSBCMN403A  Establish Business networks 50
BSBCMN404A  Develop teams and individuals 30
BSBCMN405A  Analyses & present research information 40
BSBCMN406A  Maintain business technology 40
BSBCMNA407A  Coordinate business resources 30
BSBCMN408A  Report on financial activity 30
BSBCMN409A  Promote products and services 20
BSBCMN410A  Coordinate implementation of customer

services strategies 40
BSBCMN411A  Monitor a safe workplace 50
BSBCMN412A  Promote innovation and change 50
BSBCMN413A  Implement and monitor environmental policies 40

A maximum of three units (135-210 nominal hours) from the
Business Services Training Package or any other endorsed Training
Package, of which a minimum of 2 units must be from a qualification
at AQF level IV; one unit may be included from lower or higher levels
in this qualification

Units will be selected by the student, with the approval of the Head
of Department, having regard to the relevant units listed in the
BSBO1 Business Services Training Package, Australian National
Training Authority, 2001.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Wholesale Management
(WRWS50101)

incorporating

Certificate IV in Wholesale Management
(WRW40101)

Certificate 111 in Wholesale Operations
(WRW30101)

Certificate Il in Wholesale Operations
(WRW20101)

Career Opportunities
Retail, Call Centres, Business Administration and Transport and
Distribution.

Scope of Delivery

The Wholesale/Retail Department offers students a range of study
options including: on or off campus, workshops, traineeships and
workplace delivery, distance education, flexible delivery, full and part-
time study.
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Course Objective

These courses aim to provide participants with the knowledge and
skills required to work predominantly in the Wholesale industry but
with links also to Retailing, Call Centres, Transport and Distribution
and Business Administration.

Entry Requirements

Generally, entry into Certificates II, 111 or IV will be via the New
Apprenticeship scheme. Those currently working in industry are also
encouraged to apply although conditions apply in this instance.

To qualify for the Certificate I1 course, applicants generally must have
basic English language, literacy and numeracy skills and be assessed by
the Department as being capable of successfully completing the
course. For other certificate levels, successful completion at the
previous certificate level or equivalent industry/work experience (as
determined by the Department) is required.

Selection Procedures/Selection Criteria

To qualify for the Certificate 11 level courses, applicants generally must
have basic English language, literacy and numeracy skills and be
assessed by the Department as being capable of successfully
completing the course. The course is mainly aimed at those about to
take up a position, or those currently working in the industry. For all
other Certificate levels, an interview to determine successful
completion at the preceding Certificate level, and/or equivalent
industry/work experience is required. Applications must be made
directly to the Wholesale/Retail Department by phoning
Administration on (03) 9264 7932.

Course Duration

On-going starts throughout the year, with 12 months being the
normal, maximum duration for Certificate Il under a Training
Agreement. The traineeship can then be extended by 12 months or
less for continuing with Certificate 111 and by another 12 months or
less for Certificate IV.

A course may also be undertaken part-time over 3 years duration
(maximum for Certificate Il and I11).

Certificate Il in Wholesale
Operations(WRW20101)

This certificate is considered by the industry to be the pre-vocational
level qualification required by employees to function effectively in a
wholesaling business.

To successfully complete this qualification, students need to complete
the 9 Core units and 2 Elective units.

Core Units
Code Hours
WRWPL201A Access product and service performance data 30

WRWSL201A Sell products and services to business customers 20
WRWSL203A Use computers as part of business and

€-COmmMerce processes 36
WRWWS201A Confirm wholesale business practices 21
WRWOP201A Comply with legislative requirements

impacting business activities 30
WRRCS.1B  Communicate in the workplace 63
WRRM.2B  Perform routine housekeeping duties 18
WRRLP1B  Apply safe working practices 18
WRRER.1B  Work effectively in a retail environment 42

Total number of hours for Core Units only 278

Elective Units

Students must select 2 elective competencies. At least one must come
from the list below, however students may choose to select another
competency from any other Training package at Certificate I1 level.
WRWPS201A Process purchases 30
WRWMK201AProvide marketing & promotion program support 30
WRWMK202AConduct telemarketing 36

WRWFN201A Complete debtor processes 40
WRRCS3B Interact with customers 36
WRRLP2A  Minimise theft 21
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WRRI.1B Perform stock control procedures 36

WRRM.1B  Merchandise products 36

ICTTC202A  Use specific enterprise systems to satisfy customer
requirements

ICTTC210A  Process sales of limited product/service from

incoming enquiries 30
Upon successful completion of Certificate 11 in  Wholesale
Operations(WRW?20101), students are eligible to apply for entry into
Certificate 111.
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Wholesale Operations
(WRW30101)

This certificate allows learners to develop a broader knowledge for
application to the Wholesale industry.

To successfully complete this qualification, students need to complete
11 Core units and 7 Elective units.

Note: Students who have completed the Certificate I in Wholesale
Operations(WRW?20101) are eligible to receive credit for 9 of these 11
core units.(*)

Core Units
Code Hours
WRWPL201A Access product and service performance data* 30
WRWSL201A Sell products and services to business customers* 20
WRWSL202A Build sales relationships 30
WRWSL203A Use computers as part of business and

e-commerce processes* 36
WRWWS201A Confirm wholesale business practices* 21
WRWWS302A Maintain business to business relationships 36
WRWOP201A Comply with legislative requirements impacting

business activities* 30
WRRCS.1B  Communicate in the workplace* 63
WRRM.2A  Perform routine housekeeping duties* 18
WRRLP1B  Apply safe working practices* 18
WRRER.1B  Work effectively in a retail environment* 42

Total number of hours for Core Units only 344

Elective Units

Students must select 7 elective competencies. At least 3 must come
from the list below, however students may choose to select another 2
competency units from the Wholesale Training package at Certificate
11 level and 2 units from any other Training package at Certificate 111
level.

Note: Students who have completed Certificate 1l are eligible to
receive credit for 2 elective units but the remaining 5 units must be
chosen from this level.

Code Hours

WRWPS302A  Administer supply into a business 40
WRWPL302A Process product and service data 40
WRWMK303AImplement advertising and promotional activities 42
WRWSL304A Optimise customer and territory coverage 36
WRWSL305A Analyse and achieve sales targets 36
WRWSL306A Build sales of branded products 36
WRWFN302A Manage debtor processes 36
WRRM.3B  Co-ordinate merchandise presentation 36
WRRM.4A  Co-ordinate housekeeping 9
WRRS.3B Co-ordinate sales performance 36
WRRCS4B  Co-ordinate interaction with customers 36
WRRLP3A  Maintain store safety 36
WRRLP5A  Apply store security systems and procedures 36
WRRLP4B  Maintain store security 18
WRRER.2B  Co-ordinate work teams 36
WRRER.3B  Maintain employee relations 36
ICTTC203B  Navigate and interrogate specific enterprise

systems to satisfy customer requirement 40
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ICTTC211A  Process sales of complex product/service and

where customer is unsure of available options 40
ICTTC212A  Process sales which commit both customer and

Enterprise to considerable financial commitment 40
PSPPROC301A Procure goods and services 60
Upon successful completion of Certificate 11l in Wholesale

Operations(WRW30101), students are eligible to apply for entry into
Certificate IV.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Wholesale Management
(WRW40101)

This certificate prepares learners for a leadership role in the Wholesale
industry.

To successfully complete this qualification, students need to complete
the 15 Core units and 11 Elective units.

Note: Students who have completed the Certificate 111 in Wholesale
Operations(WRW30101) are eligible to receive credit for 9 of these 15
core units.(*)

Core Units
Code Hours
WRWPL201A  Access product and service performance data* 30
WRWMEKA405A  Seize a business opportunity 36
WRWSL201A  Sell products & services to business customers* 20
WRWSL202A  Build sales relationships* 30
WRWSL203A  Use computers as part of business and
e-commerce processes*® 36
WRWWS201A  Confirm wholesale business practices* 21
WRWWS302A  Maintain business to business relationships* 36
WRWWS403A  Develop business to business relationships 40
WRWOP201A  Comply with legislative requirements
impacting Business activities* 30
WRWOP402A  Maintain operational quality and productivity ~ 42
WRWOP403A  Monitor compliance with legal and legislative
Requirements impacting business operations 50
WRWOP407A  Maintain workplace safety 40
WRWFN403A  Manage operations to budget 60
WRRCS.1B Communicate in the workplace* 63
WRRM.2B Perform routine housekeeping duties* 18
Total number of hours for Core Units only 476

Elective Units

Students must select 11 Elective units. At least six units must be
chosen from the electives at this level, however three units may be
chosen from the Certificate 111 level and two units can be chosen
from any other Training package at Certificate IV level.

Note: Students who have completed Certificate 111 are eligible to
receive credit for five elective units but the remaining 6 units must be
chosen from this level.

Code Hours
WRWPS403A  Purchase products and services 50
WRWI402A Plan inventory levels 42
WRWPL403A  Maximise sales of branded products 42
WRWMK404A  Market products 40
WRWSL407A  Lead a sales team 30
WRWSL408A  Train sales team operatives 36
WRWOP404A  Negotiate contracts 50
WRWOP405A  Implement product recalls 27
WRWOP406A  Manage and promote business to

business e-commerce solutions 40
WRRO.1B Manage merchandise and store presentation 36
WRRO.2B Manage sales and service delivery 36
WRRO.3B Provide a safe working environment 36
WRRO5B Control inventory 36
WRRO.4B Control store security/loss 36
WRRF.3B Produce financial reports 36
WRRPM.1B Administer Human Resources policy 36
WRRPM.2B Recruit and select personnel 36
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WRRPM.3B Lead and manage people 30
WRRO.6B Manage store facilities 27
BSZ404A Train small groups 30
BSZ401A Plan assessment 15
BSZ402A Conduct assessment 15
BSZ403A Review assessment 5
TDTE697B Collect & present workplace data & information 30
PSPPROC403A  Award contracts 20
PSPPROC404A  Manage contracts 60
PSPPROC401A  Plan procurement 40
PSPPROC402A  Request and receive offers 60

Upon successful completion of Certificate 1V in Wholesale
Management(WRW40101), students are eligible to apply for entry into
the Diploma.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Wholesale Management
(WRWS50101)

The Diploma is aimed at Managers and leaders within the Wholesale
industry.

To successfully complete this qualification, students need to complete
17 Core units and 16 Elective units.

NB: Students who have completed the Certificate IV in Wholesale
Operations(WRW40101) are eligible to receive credit for 15 of these
17 core units.(*)
Core Units

Code Hours

WRWPL201A  Access product and service performance data* 30
WRWMK405A  Seize a business opportunity* 36
WRWSL201A  Sell products & services to business customers* 20
WRWSL202A  Build sales relationships* 30
WRWSL203A  Use computers as part of business and

e-commerce processes* 36
WRWWS201A  Confirm wholesale business practices* 21
WRWWS302A  Maintain business to business relationships* 36
WRWWS403A  Develop business to business relationships* 40
WRWOP201A  Comply with legislative requirements

impacting Business activities* 30
WRWOP402A  Maintain operational quality and productivity* 42
WRWOP403A  Monitor compliance with legal and legislative

requirements impacting business operations* 50
WRWOP407A  Maintain workplace safety* 40
WRWOP509A  Benchmark and continuously improve

operational quality 60
WRWOP510A  Establish compliance with legal and legislative

requirements 50
WRWFN403A  Manage operations to budget* 60
WRRCS.1B Communicate in the workplace* 63
WRRM.2B Perform routine housekeeping duties* 18

Total number of hours for Core Unitsonly 622
Elective Units

Students must select 16 Elective units. At least 8 units must be chosen
from the electives at this level, 4 units may be chosen from the
Certificate 1V level and 2 units may be chosen from the Certificate 111
level. Two (2) units can be chosen from any other Training package at
a Diploma level.

NB: Students who have completed Certificate IV are eligible to
receive credit for 8 elective units but the remaining 8 units must be
chosen from this level.

Code Hours
WRWPS504A Develop purchasing strategies 40
WRWPL504A Review product/service performance 50
WRWPL505A Maximise product sales and market share 50
WRWPL506A Manage distribution processes 50
WRWPL507A Forecast product performance 30
WRWPL403A Improve supply and distribution chains 80
WRWMKS506AManage promotional activities 50
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WRWPI508A Develop a sales strategy 60
WRWMKS508ADevise a strategic marketing plan 80
WRWSL509A Manage sales teams 33
WRWWS504A Manage business customers 40
WRWOP508A Implement e-commerce business solutions 50
WRWFN504A Manage prices 50
WRRPL.2B  Set Strategic plans 80
WRRPL.3B  Initiate and implement change 150
TDTJ798A  Conduct internal quality audits 20
TDTB1098A  Plan and implement maintenance schedules 30
TDTKG698A  Evaluate software requirements and hardware

enhancements 40
TDTO598A  Plan and manage security

procedures for the enterprise 50
TDTR398A  Contract transport distribution services 40
TDTQ898A  Negotiate a contract 40

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Retail Management(WRR50102)

incorporating—

Certificate IV in Retail
Management(WRR40102)

Certificate 111 in Retail Supervision
(WRR30102)

Certificate 111 in Retail Operations(WRR30202)

Certificate 11 in Retail Operations(WRR20102)

Career Opportunities
Retail Industry.

Scope of Delivery

The Wholesale/Retail Department offers students a range of study
options including: on or off campus, workshops, traineeships and
workplace delivery, distance education, flexible delivery, full and part-
time study.

Course Objectives

These courses aim to provide participants with the knowledge and
skills to work in the Retail sector.

Participants completing the Diploma and Certificate IV in Retail
Management(WRR40102) should be able to function in a broad range
of varied activities and in a wider variety of contexts, most of which
are complex and non-routine. These courses aim to develop the skills
to provide leadership and guidance when managing others, as well as
being able to: contribute to technical solutions of a non-routine or
contingency nature; evaluate and analyse current practices; develop
new criteria and procedures for performing current practices; and the
provision of guidance to others in the application and planning of
skills.

At the completion of the Certificate 11l in Retail
Operations(WRR30202) participants will have the skills to develop
extensive product knowledge and manage responsibility for
coordinating/supervising the work of others.

Participants ~ completing  the  Certificate Il in  Retail
Operations(WRR20102) will be prepared to apply for entry level
employment or, gain a basic understanding of how to operate within,
the Retail sector. Certificate Il in Retail Operations(WRR20102) is
considered by the industry to be the standard entry level qualification
required by employees to function effectively in the Retail industry.

Entry Requirements

To qualify for admission to the Certificate 11 in Retail Operations,
applicants generally must have basic English language, literacy and
numeracy skills and be assessed by the School as being capable of
completing the course. The Certificate Il in Retail
Operations(WRR20102) is also available to existing employees or as a
traineeship, the Certificate |1 in Retail Operations(WRR20102) is the
first step in a career in Retailing and leads directly to Certificates 111
and IV in Retail Operations. Entrants may include: unemployed
youth; school leavers (pre-year 12); long term unemployed; secondary
school students and/or career/experience in other industries.

To qualify for admission into the Certificate Il in Retail
Operations(WRR30202) participants must be assessed by the School
as having demonstrated competence at AQF Level 2 as outlined in the
National Retail Competency Standards.

To qualify for admission into the Certificate IV in Retail
Management(WRR40102) participants must be assessed by the School
as having demonstrated competence at AQF Level 3 as outlined in the
National Retail Competency Standards.

To qualify for admission into the Diploma in Retail
Management(WRR50102) participants must have successfully
completed the Certificate IV in Retail Management(WRR40102).
Experience within the Retail Industry in a supervisory/coordinating
role and the means for measuring (assessing) their performance is also
desirable for participants undertaking in the Certificate 111, 1V and
Diploma courses.

Selection Procedures/Selection Criteria

To qualify for the Certificate 1 level courses, applicants generally must
have basic English language, literacy and numeracy skills and be
assessed by the Department as being capable of successfully
completing the course. The course is mainly aimed at those about to
take up a position, or those currently working in the industry. For all
other Certificate levels, an interview to determine successful
completion at the preceding Certificate level, and/or equivalent
industry/work experience is required. Applications must be made
directly to the Wholesale/Retail Department by phoning
Administration on 9284 7932.

Course Duration

In line with the Federal Government's New Apprenticeship system
principles, these courses have been designed for flexible delivery
modes such as fully on-the-job, combined on and off-the-job, distance
learning, and for Assessment of learners against workplace
competency standards.

Certificate 11 in Retail Operations(WRR20102)

This certificate is considered by the industry as the standard entry
level qualification. It involves learning how to interact with customers,
perform stock control duties, operate point of sale equipment and
how to minimise theft.

To successfully complete this qualification, students need to complete
the 10 Core units and four Elective units from one of the three
elective streams (ie: General Selling, General Food Selling or
Clerical/Administration Stream)

Note: Students who have completed Certificate | in Retail Operations
are eligible to receive credit for 5 of these 10 core units. (*)

Core Units

Unit Code Hours
WRRCS1B*  Communicate in the workplace 50
WRRCS2B  Apply point of sale handling procedures 21
WRRCS3B  Interact with customers 36
WRRER1B*  Work effectively in a retail environment 40
WRRCA1B*  Operate retail equipment 21
WRRM2B*  Perform routine housekeeping duties 18
WRRLP1B*  Apply safe working practices 18
WRRLP2B  Minimise theft 21
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WRRI1B Perform stock control procedures 36

WRRF1B Balance register/terminal 18
Total number of hours for Core Units only 279

Elective Units

General Selling Stream

WRRS1B Sell products and services 18

WRRS2B Advise on products and services 27

WRRM1B Merchandise product 36

Plus, one other unit must be selected from the elective only units from

Certificate 111 in Retail Supervision or Certificate 11l in Retail

Operations or a product specific unit from Certificate 11 or Il in
another Training Package.

or

General Food Selling Stream

WRRS1B Sell products and services # 18
WRRLP6C  Apply retail food safety practices # 36
WRRFS1B  Advise on food products and services 24
WRRFM1B  Merchandise food products 24
WRRFS2B  Advise on meat products 21
WRRFM2B  Pack and display meat products 24
WRRFS3B  Advise on fast food products 21
WRRFM3B  Prepare and display fast food items 24
WRRFS5B  Advise on bakery products 21
WRRFM5B  Prepare and display bakery product 24
WRRFS6B  Advise on seafood products 21
WRRFM6B  Prepare and display fresh, frozen and live
seafood_products 24

(#) These 2 units are compulsory. Note that units from the same food
areas must be taken together eg: both bakery units.

or

Clerical/Admin Stream

WRRCA2B  Apply retail office procedures 18
WRRCA3B  Apply retail office keyboard skills 36
WRRF2B Perform retail finance duties 27

Plus, another Clerical/Admin unit from Certificate 11 or 111 in another
Training Package.

Upon successful completion of Certificate 11 in Retail Operations,
students are eligible to apply for entry into Certificate 1.

Some module descriptors are listed towards the back of this brochure.

Certificate 111 in Retail Supervision
(WRR30102)

This certificate has been designed for those employees who wish to
enter into a supervisory role or who are responsible for co-ordinating
and supervising staff.

To enter the Certificate 111 in Retail Supervision, students must have
successfully completed the Core units from Certificate 11, plus
WRRS1B Sell Products and Services.

OR

Have sufficient retail employment experiences that would equate to
the application of Certificate 1l competencies over an extended
period (approx. 2 years) or which would indicate likely success at this
certificate level.

To achieve this qualification, a total of 5 Core units and 4 Elective
units must be successfully completed.

Core Units
Unit Code Hours
WRRCS4B  Coordinate interaction with customers 36
WRRER2B  Coordinate work teams 36
WRRER3B  Maintain employee relations 36
WRRLP3B  Maintain store safety 36
WRRLP4B  Maintain store security 18
Total number of hours for Core Units only 162
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Elective Units

A total of 4 elective units must be chosen from the following. Up to 2
units may be taken from the Recommend Products and Services
range, and 1 unit may be chosen from a product or service related unit
from another Training Package at Cert 111 or 1V level.

WRRS3B Co-ordinate sales performance 36
WRRCA4B  Co-ordinate retail office 36
WRRCA5B  Operate retail information technology systems 36
WRRI5A Maintain and order stock 36
WRRF3B Produce financial reports 36
BSZ401A Plan assessment* 15
BSZ402A Conduct assessment* 15
BSZ403A Review assessment* 5
BSZ404A Train small groups 30

*These units must be taken together and equate to one retail unit.

Unit Code Hours
WRRM3B Co-ordinate merchandise presentation 36
WRRO7A Profile a retail market 36
WRRO8A Develop innovative ideas at work 36
WRRFS4B  Recommend liquor products 36
WRRSS16B  Recommend health and nutritional products 36
WRRLP7C  Monitor food safety program 36
WRRSS1B  Recommend and fit clothing and accessories 36
WRRSS2B  Recommend and fit footwear products and services36
WRRSS3B  Recommend jewellery products and services 36
WRRSS15B  Recommend hair/beauty/cosmetics products 36
WRRSS8B Recommend cameras, photographic equipment

and services 36
WRRSS9B  Recommend computer products and services 36
WRRSS10B  Recommend sporting products and services 36
WRRSS11B  Recommend toy products 36
WRRSS12B  Recommend and sell books and advise on services 36
WRRSS13B  Recommend newsagency products and services 36
WRRSS14B  Hire and sell video products and services 36
WRRSS19B  Recommend music/audio products and services 36
WRRSS4B  Recommend electrical products and services 36
WRRSS5B  Recommend furniture products 36
WRRSS6B Recommend floor covering products and services 36
WRRSS7B Recommend hardware products and services 36
WRRSS17B  Recommend toddler/baby products 36
WRRSS18B  Recommend furnishings/fabrics/manchester/

haberdashery products and services 36

Upon successful completion of Certificate 111 in Retail Supervision,
students are eligible to apply for entry into Certificate IV.
Some module descriptors are listed towards the back of this brochure.

Certificate 111 in Retail Operations(WRR30202)

This certificate has been developed for those employees who wish to
undertake a more specialised role responsible for advanced selling or
merchandising.

To enter the Certificate |11 in Retail Operations, students must have
successfully completed the Core units from Certificate 11, plus
WRRS1B Sell Products and Services.

or

Have sufficient retail employment experiences that would equate to
the application of Certificate Il competencies over an extended
period (approx. 2 years) or which would indicate likely success at this
certificate level.

Core Units

Unit Code Hours

WRRS4B Build relationships with customers 36

WRRO7A Profile a retail market 36

WRRLP5B  Apply store security systems and procedures 36

WRRI5A Maintain and order stock 36

Plus either one of the following

WRRM5A Monitor in-store visual merchandising display 36

WRRMBA  Create a display for a small business 36
Total number of hours for Core Units only 180
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Elective Units

A total of 4 elective units must be chosen from the following. Up to 2
units may be taken from the Recommend Products and Services
range, and 1 unit may be chosen from a product or service related unit
from another Training Package at Cert 111 or IV level..

Unit Code Hours
WRRCA4B  Co-ordinate retail office 36
WRRCAS5B  Operate retail information technology systems 36
WRRF3B Produce financial reports 36
BSZ401A Plan assessment* 15
BSZ402A Conduct assessment* 15
BSZ403A Review assessment* 5
BSZ404A Train small groups 30

*These units must be taken together and equate to one retail unit.
WRRM3B Co-ordinate merchandise presentation 36
One of the following units not already completed as a core unit may
be selected

WRRM5A Monitor in-store visual merchandising display 36
WRRM6A  Create a display for a small business 36
WRRLP3B  Maintain store safety 36
WRRLP4B  Maintain store security 18
WRRO8A Develop innovative ideas at work 36
WRRFS4B  Recommend liquor products 36
WRRSS16B  Recommend health and nutritional product 36
WRRLP7C  Monitor food safety program 36
WRRSS1B Recommend and fit clothing and accessories 36
WRRSS2B  Recommend and fit footwear products and services36
WRRSS3B  Recommend jewellery products and services 36
WRRSS15B  Recommend hair/beauty/cosmetics products 36
WRRSS8B  Recommend cameras, photographic equipment

and services 36
WRRSS9B  Recommend computer products and services 36
WRRSS10B  Recommend sporting products and services 36
WRRSS11B  Recommend toy products 36
WRRSS12B  Recommend and sell books and advise on services 36
WRRSS13B  Recommend newsagency products and services 36
WRRSS14B  Hire and sell video products and services 36
WRRSS19B  Recommend music/audio products and services 36
WRRSS4B Recommend electrical products and services 36
WRRSS5B  Recommend furniture products 36
WRRSS6B  Recommend floor covering products and services 36
WRRSS7B Recommend hardware products and services 36
WRRSS17B  Recommend toddler/baby products 36
WRRSS18B  Recommend Soft furnishings/manchester/

haberdashery products and services 36

Upon successful completion of Certificate I11 in Retail Operations,
students are eligible to apply for entry into Certificate IV.
Some module descriptors are listed towards the back of this brochure.

Certificate 1V in Retail Management
(WRR40102)

Certificate IV has been designed to develop the first line management
skills of those managing a small retail outlet, or a section/department
within a larger retail store

To enter the Certificate IV in Retail Management, students must have
successfully completed the 5 Core units from either Certificate 111 in
Retail Supervision or Certificate 111 in Retail Operations.

or

Have sufficient retail employment experiences that would equate to
the application of Certificate 11l competencies over an extended
period (approx. 2 years) or which would indicate likely success at this
certificate level.

Core Units

Unit Code Hours
WRRO2B Manage sales and services delivery 36
WRRPM1B  Administer human resources policy 36
WRRPL1B  Manage financial resources 36
WRRPM3B  Lead and manage people 30
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WRRO1B Manage merchandise and store presentation 36
WRRO3B Provide a safe working environment 36

Total number of hours for Core Units only 210
Elective Units

A total of 6 Elective Units must be chosen, however they must be
selected from those not already completed at Certificate 111 level.

A maximum of 2 service or product related units can be chosen from
another Training Package at Certificate IV level or higher.

Unit Code Hours

WRRI4B Buy merchandise 50
WRRCA4B  Co-ordinate retail office 36
WRRCS4B  Co-ordinate interaction with customers 36
WRRF4B Prepare Payroll 36
BSZ401A Plan assessment* 15
BSZ402A Conduct assessment* 15
BSZ403A Review assessment 5
BSZ404A Train small groups 30

*These units must be taken together and equate to one retail unit.

WRRO4B Control store loss/security 36
WRRO5B Control inventory 36
WRRO6B Manage store facilities 27
WRRO9A Lead a team to foster innovation 36
WRRO10A  Create an innovative work environment 36
WRRO11A  Set up systems to support innovation 36
WRRPM2B  Recruit and select personnel 36
BSBCMN405A Analyse and present research information 40
BSBCMN406 Maintain business technology 40
BSBCMN407ACo-ordinate business resources 30
BSBSBMA401A Establish business and legal requirements 50
BSBSBM404A Undertake business planning 60
BSBFLMA405A Implement operational plan 50
BSBFLMA406A Implement workplace information system 50
BSBFLMA409A Implement continuous improvement 50
BSZ405A Plan and promote a training program 50
BSZ406A Plan a series of training sessions 30
BSZ407A Deliver training sessions 50
BSZ408A Review training 15
BSBMKG402AAnalyse consumer behaviour for specific markets 60
BSBMKG403AAnalyse market data 60
BSBMKG404AForecast market and business need 60

Upon successful completion of Certificate IV in Retail Management,
students are eligible to apply for entry into the Diploma.
Some module descriptors are listed towards the back of this brochure.

Diploma of Retail Management (WRR50102)

The Diploma has been designed for those who hold or wish to hold
higher management positions. These roles would involve providing
support to senior management in a larger retail outlet or be
responsible for the management of a retail store.

To enter the Diploma of Retal Management, students must
demonstrate successful completion at preceding Certificate levels or
have sufficient retail employment experiences including supervisory or
management duties as determined by the Department and the
Training Package guidelines.

NB: Students who have completed Certificate IV in Retail
Management are eligible to receive credit for 5 of these 10 core units.

*)

Core Units

Unit Code Hours
WRRO2B Manage sales and service delivery* 36
WRRPM1B  Administer human resources policy* 36
WRRPL1B  Manage financial resources* 36
WRRPM3B  Lead and manage people* 30
WRRO1B Manage merchandise and store presentation* 36
WRRO3B Provide a safe working environment* 36
WRRINF1B  Analyse and communicate information 80
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WRRPL2B  Set strategic plans 80
WRRPL3B Initiate and implement change 150
WRRO6B Manage store facilities 27

Total number of hours for Core Units only 547

Elective Units

A total of 6 Elective Units must be chosen, however they must be
selected from those not already completed at Certificate IV level.

A maximum of 3 units can be chosen from another Training Package
(but these must be units which first appear at a Diploma level
qualification) and must be related to a service or product area related

to the workplace context.
Unit Code Hours
WRRI4B Buy merchandise 50
WRRPM2B  Recruit and select personnel 36
WRRF4B Prepare payroll 36
WRRO4B Control store security/loss 36
WRROS5B Control inventory 36
WRRO9%A Lead a team to foster innovation 36
WRRO10A  Create an innovative work environment 36
WRRO11A  Set up systems to support innovation 36
WRWPS504A Develop purchasing strategies 40
WRWPL504A Review product/service performance 50
WRWPL505A Maximise product sales and market share 50
WRWPL507A Forecast product performance 30
WRWMK506AManage promotional activities 50
BSBMGT502A Manage people performance 60
BSBFLMS505A Manage operational plan 60
BSBFLM506A Manage workplace information systems 50
BSBFLMS509A Promote continuous improvement 60
BSBFLMS511A Develop a workplace learning environment 60
BSBHR502A  Manage human resource management information
systems 60
BSBHR506A  Manage recruitment selection and induction processes 60
BSZ501A Analyse competency requirements 50
BSZ502A Design and establish the training system 40
BSZ503A Design and establish the assessment system 40
BSZ504A Manage the training and assessment system 40
BSZ505A Evaluate the training and assessment system 40
BSZ506A Develop assessment procedures 25
BSZ507A Develop assessment tools 25
BSZ508A Design training courses 40
BSBMKG501A Evaluate marketing opportunities 80
BSBMKG503A Develop a marketing communications plan 50
BSBMKG505A Review marketing performance 40

Upon successful completion, students will be awarded the Diploma
of Retail Management.
Some module descriptors are listed towards the back of this brochure.

Certificate 11 in Retail Cosmetic
Assistant(WRB20399)

Career Opportunities
Retail Cosmetic Assistant.

Course Objectives

This course aims to provide students with the skills required to
merchandise and sell beauty products in a retail environment; with the
knowledge, practical skills and techniques to advise clients on skin
care products, with client communication skills; knowledge of laws,
regulations, Acts, professional associations and unions governing the
profession; provide a recognized credential and where appropriate,
credits in further education and training.

Entry Requirements

To qualify for admission to this course applicants must have basic
English language, numeracy and literacy skills and be assessed by the
School as being capable of successfully completing the course.
Applicants may be required to attend a selection interview.
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Course Duration
This course is offered on a full time basis over 12 weeks.

Course Structure
Students must complete all of the 8 core units and all the units from
the Retail Cosmetic Assistant Stream.

Core Modules
Code

Hours

WRB01A Communicate with clients 36
WRB02A Work effectively in a salon/store environment 18
WRB03A Apply safe working practices (incl. First Aid) 40
WRB04A Perform store/salon cleaning duties 18
WRB05A Merchandise beauty products 36
WRBO06A Sell beauty products 18
WRB07A Conduct financial transactions 36
WRB0BA Provide service to clients 36
WRB09A Perform stock control procedures 36
WRB10A Minimise theft 21
WRB11A Operate retail equipment 21
WRB12A Demonstrate retail skin care products 30
WRB21A Design and apply makeup 40
Total number of hours for Core Units only 386

Some module descriptors are listed towards the back of this brochure.



School of Engineering, Construction & Industrial Skills

The School of Engineering, Construction and Industrial Skills
consists of the following six Departments/Units:

« Automotive Technology;

« Building and Construction;

= Building Services and Special Trades;

= Computer Systems and Electronics;

« Engineering Technology;

« Industrial Skills Training Centre.

Each Department offers an extensive range of TAFE courses which
provide prevocational, vocational and Diploma training for individuals
and industries. These courses align with the Australian Qualifications
Framework.

The courses offered by the School of Engineering, Construction and
Industrial Skills provide the skills and knowledge needed for
employment in the engineering — mechanical, manufacturing and civil,
building, sign, electrical, electronics, computer systems and
networking, transport, distribution and warehousing industries. Pre-
apprenticeship courses [Certificate | or 1] are offered for
boatbuilding, bricklaying, carpentry and joinery, electrical, painting and
decorating, furniture manufacturing/cabinet making, plumbing and
gasfitting and sign industry. Employers and students appreciate the
value of Pre-apprenticeship courses, and there is a high success rate in
students obtaining apprenticeships after completing a pre-
apprenticeship course because of the strong links with industry that
have been developed.

Apprenticeship courses [generally Certificate 111 level] are also offered
in these fields as well as in electronics with credit given for pre-
apprenticeship studies. In many courses, students can start their
training at any time during the year and work to an individual program
because flexible delivery arrangements are used. In the building trade
areas, “live work” is used extensively so that students learn while
working on real, full-size jobs, for example the construction of
transportable buildings at the Newport Campus, construction and
maintenance of boats, and production of signs. Apprentices and
employers should ask about arrangements for training to be done in
the workplace as well as about the benefits of doing so.

For those aiming at employment or wishing to improve their skills as a
builder, building supervisor, estimator, draftsperson/designer or
building surveyor, Certificate IV and Diploma courses provide
recognised qualifications. The Engineering Technology area offers
qualifications for careers in fabrication, robotics, fitting and turning
and maintenance. Apprenticeship training as well as post trade training
is a strong core business of the department.

The majority of Electronics and Computer Systems students
undertake Certificate IV or Diploma courses. Successful students may
be employed as technicians in areas such as consumer electronics,
audio, communications or computers. The University is a Regional
Academy within the Cisco Systems Networking Academy program.
There is also a Certificate IV course in Electrical control and
contracting.

The University's Industrial Skills Training Centre offers a range of
short courses including dogging, rigging, scaffolding, earthmoving and
driver training. The Centre boasts a fleet of modern, well- maintained
light and heavy vehicles and earthmoving equipment which are used
daily for training purposes.

A new Specialist Centre for Transport, Distribution and Logistics was
established at the Industrial Skills Training Centre at Werribee in 2003,
one of 15 new specialist centres funded by the State Government in
the TAFE sector. This new Centre is strategically located, as the
western suburbs are experiencing a phenomenal growth in the TDL
industry, especially in the nearby suburbs of Laverton and North

Laverton. The Centre will provide a focal point for the identification

and uptake of industry relevant programs, capturing new training

opportunities and allowing the TDL industry to tap into the

University's strong capacity in applied research.

The School of Engineering, Construction and Industrial Skills courses

are offered at the Werribee, Melton, Sunshine, Newport and

Footscray Nicholson campuses. Excellent training facilities are a

feature of the School’s Quality Training which include:

= the establishment of a Centre of Excellence for Automotive
Technology at the Newport and Melton campuses;

= the continuing upgrade of the hydraulics/pneumatics and
mechatronics equipment at the Sunshine campus;

« the three-year cyclical timeframe of replacing the plant and
equipment within the Industrial Skills Training Centre;

« the fifty five hectare Industrial Skills Training Centre complex
incorporating the new Specialist Centre for Transport,
Distribution and Logistics.

The School maintains its strong links with industry to ensure training
remains relevant. The School has a considerable number of staff both
full-time and part-time working within company operations. This is a
major focus of the School’s business to provide support for
individuals and companies in the workplace. Using flexible training
materials, companies are able to utilise both the University and their
own qualified staff to deliver training which will complement
individual enterprise training schedules and work patterns.
A feature of the School of Engineering, Construction and Industrial
Skills is that it provides on-the-job training, both short and long term,
in a broad range of industries. The School has specifically developed a
variety of programs for the New Apprenticeship system, subject to an
agreed training program. Traineeships can now be delivered and
assessed totally in the workplace. The study options available are for
mature age students entering into the workforce or upgrading their
existing qualifications or school leavers wishing to begin their career in
their chosen field.

Each Department within the School is actively involved in the VET in

Schools program whereby students can automatically receive credit

transfers into related TAFE courses. The School is also continuing to

develop its articulation arrangements with the associated Higher

Education sector. This enables students to move between the two

sectors and provide them the opportunity to complete a degree in

their chosen field.

Professional development of staff is a high priority for the School

whereby a range of professional programs is incorporated into the

non-teaching time of the staff. All staff attend internal/external

workshops to keep them attuned with current educational and
technological developments.

Dianne Williams

Associate Director

School of Engineering Construction and Industrial Skills
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Automotive Technology Unit

The Automotive Technology Unit-TAFE conducts a wide range of
courses that provide vocational education for a variety of Automotive
occupations ranging from pre-employment through to para-
professional level.

Details of the TAFE Certificate | to IV, Diploma and Advanced
Diploma courses offered by the Department are set out below:.

Code

21110VIC Certificate |1 in Automotive
Technology(21110VIC)
AUR10199 Certificate | in Automotive(AUR10199)
AUR20199 Certificate |1 in Automotive
(Administration — Clerical)(AUR20199)
AUR20799-AUR21899 Certificate |1 in Automotive
(Mechanical)(AUR20799 — AUR21899)
AUR20799-AUR21899 Certificate Il in Automotive (Vehicle
Body)(AUR22499 — AUR22999)
AUR21999-AUR22399 Certificate Il in Automotive (Sales)
(AUR21999 — AUR22399)
AUR23199-AUR23299 Certificate Il in Marine
(AUR23199 — AUR23299)
AUR23099 Certificate 11 in Bicycles (Services) (AUR23099)
AUR23399 Certificate |1 in Outdoor Power Equipment
(Services)(AUR23399)
AUR31399-AUR31499 Certificate |11 in Automotive (Sales)
(AUR31399 — AUR31499)
AUR31699-AUR31899  Certificate |11 in Automotive (Vehicle
Body)(AUR31699-AUR31899)
AUR30299-AUR31299 Certificate 111 in Automotive
(Mechanical)(AUR30299 — AUR31299)
AUR40199 Certificate IV in Automotive(AUR40199)

In addition to these courses, the Unit of Automotive-TAFE conducts

Traineeships, Labour Market Programs and training courses for
industry.

Contact the Department for further information about courses or
modules.

Dennis Puiatti

Head, Department of Automotive and Fabrication-TAFE

Certificate 11 in Automotive
Technology(21110VIC)

Career Opportunities
Automotive industry.

Scope of Delivery
Full-time, 20 weeks per semester.

Course Objectives

This course aims to provide training for persons seeking work in the
automotive industry. It may be customised to meet student career path
aspirations through the selection of elective competencies and the
application of learning resources specific to local business/employer
work placement requirements.

Entry Requirements

To qualify for admission to the course, applicants must be able to

demonstrate to the satisfaction of the Head of Department that they

can:

< read, comprehend, discuss and write complex information in
English; and

« use and analyse complex data.

Recognition of prior learning may be available based on skills and

knowledge acquired by the applicant through previous study, as in

articulation, informal or formal learning or from work and/or life

experience.

Selection Procedures/Selection Criteria
Interview plus entrance examination.

Course Duration

The course may be offered on a full-time basis over 400 nominal
hours or part-time equivalent. This course can be offered on a fee for
service basis.

Student Work Placement or Simulated Workplace

Student work placement is recommended to compliment workplace
assessment in accordance with competency evidence requirements.

Course Structure

Core Units
Code Hours
AURO00108A  Carry out maintenance &/

or component servicing operations 20
AUR18676A  Test service and replace batteries 15
AUR18708A  Carry out minor repairs to electrical circuits/systems40
AUR25678B  Use and maintain measuring equipment 15
AUR37927A  Identify automotive parts/components/accessories 40
AUR51356A  Read in the workplace 10
AUR51677A  Use numbers in the workplace 10
AURT70125A  Follow workplace occupational

health and safety procedures 20
AURT70278A  Use and maintain workplace tools and equipment 20
AURT70314A  Contribute to workplace communication 20
AURT70421A  Establish relations with customers 20
BSATEC102A Access and retrieve computer data 15

Elective Units

A minimum of 155 nominal hours of elective units selected from
across the following four specialisations:

= General;

= Automotive Mechanical;

= Automotive Vehicle Body;

= Outdoor Power Equipment.

Elective units are selected with the approval of the Head of
Department, having regard to the specialisation units listed in the
Certificate Il in Automotive Technology (21110VIC), Accreditation
Submission, Automotive Training Victoria, October 2000.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Automotive Training Package Qualification
Certificates | — 111

Career Opportunities

These qualifications require the participant to be employed as either
an apprentice or trainee under the Australian Quality Training
Framework.

Course Objectives

The courses leading to qualifications described below are based upon
the Automotive Industry Retail, Service and Repair (RS&R) Training
Package which has been developed to meet the training and skills
recognition needs of the automotive industry in Australia

All qualifications in the Training Package are based on the Automotive
Industry Retail, Service and Repair (RS&R) Competency Standards.
These standards focus on what is expected of people in workplaces
rather than on the learning process. The standards reflect realistic
workplace practices across a broad range of situations. This includes
the specification of knowledge and skills and the application of that
knowledge and skill in the workplace as well as the ability to transfer
and apply the competency in new situations, environments and
contexts.
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Summary of Training Package Qualifications
Code Title

AUR10199 Cert | in Automotive(AUR10199)
AUR20199 Cert Il in Automotive
(Administration — Clerical)(AUR20199)
AUR21999 Cert Il in Automotive
(Sales — Auto Aftermarket)(AUR21999)
AUR22099 Cert Il in Automotive (Sales — Replacement
Parts &Accessories)(AUR22099)
AUR22199 Cert Il in Automotive (Sales — Service
Station Operations)(AUR22199)
AUR22299 Cert Il in Automotive
(Sales — \ehicle)(AUR22299)
AUR22399 Cert Il in Automotive
(Sales — Warehousing)(AUR22399)
AUR22499 Cert 11 in Automotive (Vehicle Body —
Accessory Fitting ‘Mechanical’)(AUR22499)
AUR22599 Cert Il in Automotive
(Vehicle Body — Detailing)(AUR22599)
AUR22699 Cert Il in Automotive
(Vehicle Body — Dismantling)(AUR22699)
AUR22799 Cert Il in Automotive
(Vehicle Body — Glazing)(AUR22799)
AUR22899 Cert Il in Automotive (Vehicle Body —
Paint/Panel Preparation)(AUR22899)
AUR22999 Cert 11 in Automotive (Vehicle Body —
Window Tinting)(AUR22999)
AUR23199 Cert I in Marine (Sales)(AUR23199)
AUR23299 Cert 11 in Marine (Services)(AUR23299)
AUR23099 Cert Il in Bicycles (Services)(AUR23099)
AUR23399 Cert Il in Outdoor Power Equipment
(Services)(AUR23399)
AUR20799 Cert Il in Automotive
(Mechanical — Air Conditioning)(AUR20799)
AUR20899 Cert Il in Automotive (Mechanical —
Cylinder Head Reconditioning)(AUR20899)
AUR20999 Cert Il in Automotive
(Mechanical — Driveline)(AUR20999)
AUR21099 Cert Il in Automotive (Mechanical — Exhaust
Fitting & Repair)(AUR21099)
AUR21299 Cert Il in Automotive (Mechanical —
Radiator Repairs)(AUR21299)
AUR21399 Cert Il in Automotive (Mechanical — Steering
& Suspension)(AUR21399)
AUR21599 Cert Il in Automotive (Mechanical —
Tyre Fitting & Repair Light)(AUR21599)
AUR21699 Cert Il in Automotive
(Mechanical — Underbody)(AUR21699)
AUR21799 Cert Il in Automotive (Mechanical —
Vehicle Servicing)(AUR21799)
AUR21899 Cert Il in Automotive (Mechanical —
Wheel Alignment)(AUR21899)
AUR31399 Cert 111 in Automotive (Sales —
Parts Interpreting)(AUR31399)
AUR31499 Cert 111 in Automotive (Sales —
Vehicle)(AUR31499)
AUR31699 Cert 111 in Automotive (Vehicle Body —
Panel Beating)(AUR31699)
AUR31799 Cert 111 in Automotive (Vehicle Body
— Trimming)(AUR31799)
AUR31899 Cert 111 in Automotive (Vehicle Body —
Vehicle Painting)(AUR31899)
AUR30299 Cert 111 in Automotive (Mechanical —
Automatic Transmission)(AUR30299)
AUR30399 Cert 111 in Automotive
(Mechanical — Brakes)(AUR30399)
AUR30499 Cert 111 in Automotive (Mechanical —
Diesel Fitter)(AUR30499)

Hours

180
330-530
360445
360-445
360-445
360-445
360-445
310-375
310-375
310-375
310-375
310-375
310-375
360-397
360-397

465

378
280-650
280-650
280-650
280-650
280-650
280-650
280-650
280-650
280-650
280-650
270-610
270-610
765-990
765-990

765-990

520-1237
5201237

520-1237

AUR30599 Cert 111 in Automotive (Mechanical —

Diesel Fuel Specialist)(AUR30599) 520-1237
AUR30699 Cert 111 in Automotive (Mechanical —

Driveline)(AUR30699) 520-1237
AUR30799 Cert 111 in Automotive (Mechanical —

Engine Reconditioning)(AUR30799) 520-1237
AUR30899 Cert Il in Automotive (Mechanical —

Heavy Vehicle Road Transport)(AUR30899)  520-1237
AUR31099 Cert 111 in Automotive (Mechanical —

Light Vehicle)(AUR31099) 520-1237
AUR31199 Cert I11 in Automotive (Mechanical —

Motor Cycle)(AUR31199) 520-1237
AUR31299 Cert 111 in Automotive (Mechanical — Natural

Gas Vehicle ‘NGV’ Installer)(AUR31299) 520-1237
AUR32499 Cert 111 in Outdoor Power Equipment

(Mechanics)(AUR32499) 640-922
AUR32599 Cert 111 in Outdoor Power

Equipment (Sales)(AUR32599) 640-922

Entry Requirements

Certificate 1 - 111

To qualify for admission to these qualifications, applicants must be

able to demonstrate to the satisfaction of the Head of Department

that they can:

« read, comprehend, discuss and write complex information in
English; and

« use and analyse complex data.

Students enrolled as trainees must be employed under the

Apprenticeship Training Scheme. This course can be offered on a fee

for service basis.

Selection Procedures/Selection Criteria
Certificate 11 & 111 applicants must be employed in the Automotive
Industry to be eligible for selection.

Course Structure

The competency standards have been packaged to provide common
core units, occupational stream specific units and a choice of elective
units. The qualification level reflects the level of responsibility,
complexity and autonomy of the occupational position.

Within Certificates 11 and 111, there is a variation in the number of
standards that make up a certificate. This is justified on the grounds
of the skills and knowledge required in each occupational group and
the context of delivery to meet the needs of the occupation. The
application of the standards, especially under the heading of bicycles,
marine and outdoor power equipment provides the context for the
qualification even though the individual competency titles may be the
same.

The industry has defined more flexible models for qualifications from
Certificate IV to Diploma to meet the need for a post-trade, technical,
specialist ~ qualification as well as a broadly based,
technical/administrative/sales qualification.

Core Units

Industry selected four compulsory common core units which
underpin all training. The following four core units are listed for all
RS&R qualifications from Certificate | to Certificate 11:

Code Hours
AURT70125A  Follow Workplace Occupational

Health and Safety procedures 20
AURT70278A  Use and maintain workplace tools

and equipment 20
AURT0314A  Contribute to workplace communication 20
AURT70421A  Establish relations with customers 20

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Stream Specific Units

Industry selected stream specific units which define skills required for
the current automotive occupations from Certificate 11 to Certificate
118
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Elective Units

Elective units form part of the qualification to provide for enterprise-
specific needs, trainee interests and flexibility. Elective units may be
chosen from any units contained within the endorsed automotive
training package RS&R) or any other nationally endorsed training
package. Elective choice rests with the enterprise, trainee and
university but would generally be allied to the needs of the enterprise,
ensuring that breadth, depth and complexity maintains a degree of
consistency with the qualification level

At the Certificate 111 qualification level, the packaging model allows
for the selection of three (3) units where the number of occupational
specific units is less than sixteen (16) and six elective units when the
occupational specified number is sixteen (16) or more.

Certificate I in Automotive(AUR10199)

Career Opportunities
Automotive industry.
Scope of Delivery
Full-time or part-time.

Course Objectives
This course aims to provide entry-level training for persons wishing to
work in the automotive industry.

Course Structure

Core Units
Code Hours
AURT70125A  Follow Workplace Occupational

Health and Safety procedures 20
AURT70278A  Use and maintain workplace tools

and equipment 20
AURT70314A  Contribute to workplace communication 20
AUR70421A  Establish relations with customers 20

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Elective Units

Three units selected the student in consultation with his/her
employer, with approval of the Head of Department.

Certificate 11 in Automotive
(Mechanical)(AUR20799 — AUR21899)

Career Opportunities
Traineeships in designated fields.

Scope of Delivery
Part-time on-the-job. Same training and conditions as apprentices but
shorter time frame.

Course Objectives
This course aims to provide training for persons working in the
mechanical sectors of the automotive industry.

Course Streams

The following streams are available in the Certificate 11 in Automotive
(Mechanical)(AUR2077-AUR21899):
« Air Conditioning;

« Cylinder Head Reconditioning;

= Driveline;

« Exhaust Fitting and Repair;

« Radiator Repair;

« Steering & Suspension;

= Tyre Fitting & Repair Light;

= Underbody;

= \ehicle Servicing;

= Wheel Alignment.

Course Structure

Core Units — as listed above.

Compulsory Stream Units — Students must complete all compulsory
stream units from their chosen stream, with approval by the Head of
Department.

Elective Units — Students are to complete three elective units in
consultation with his/her employer, and with approval of the Head
of Department from the relevant RS&R competency standards.

Certificate 11 in Automotive
(Administration — Clerical)(AUR20199)

Career Opportunities
Traineeship in Automotive — Clerical.

Scope of Delivery
Part-time.

Course Objectives

This course aims to provide training for persons working in the
clerical administrative sector of the automotive industry.

Course Streams

The following streams are available in the Certificate 11 in Automotive
(Administration — Clerical)(AUR20199)

Course Structure

Core Units — as listed above.

Compulsory Stream Units — Students must complete all compulsory
stream units from the Clerical stream with approval of the Head of
Department.

Elective Units — Students are to complete three elective units in
consultation with his/her employer, and with approval of the Head
of Department.

Certificate 11 in Automotive
(Vehicle Body)(AUR22499 — AUR22999)

Career Opportunities
Traineeships in specific fields.

Scope of Delivery

Part-time on-the-job. Same training and conditions as apprentices but
shorter time frame.

Course Objectives
This course aims to provide training for persons working in the
vehicle body sectors of the automotive industry.

Course Streams

The following streams are offered from the Certificate Il in
Automotive (Vehicle Body)(AUR22499-AUR22999):

= Accessory Fitting ‘Mechanical’;

« Detailing;

= Dismantling;

« Glazing;

« Paint/Panel Preparation;

= Window Tinting.

Course Structure

Core Units — as listed above.

Compulsory Stream Units — Students must complete all compulsory
stream units from their chosen stream, with approval by the Head of
Department.

Elective Units — Students are to complete three elective units in
consultation with his/her employer, and with approval of the Head
of Department from the relevant RS&R competency standards.
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Certificate 11 in Automotive
Sales@UR21999 — AUR22399)

Career Opportunities
Traineeships in specific fields.

Scope of Delivery
Part-time on-the-job. Same training and conditions as apprentices but
shorter time frame.

Course Objectives
This course aims to provide training for persons working in the sales
sectors of the automotive industry.

Course Streams

The following streams are offered from the Certificate Il in
Automotive Sales(tAUR21999-AUR22399):

= Automotive Aftermarket;

« Replacement Parts & Accessories;

« Service Station Operations;

= Vehicle;

« Warehousing.

Course Structure

Core Units — as listed above.

Compulsory Stream Units — Students must complete all compulsory
stream units from their chosen stream, with approval by the Head of
Department.

Elective Units — Students are to complete three elective units in
consultation with his/her employer, and with approval of the Head
of Department from the relevant RS&R competency standards.

Certificate 11 in Bicycles (Services)(AUR23099)

Career Opportunities
Traineeship in Bicycle Repair.

Scope of Delivery
Part-time.

Course Objectives
This course aims to provide training for persons working in the
bicycle service sector of the automotive industry.

Course Structure

Core Units — as listed above.

Compulsory Stream Units — Students must complete all compulsory
stream units from their chosen stream, with approval by the Head of
Department.

Elective Units — Students are to complete three elective units in
consultation with his/her employer, and with approval of the Head
of Department from the relevant RS&R competency standards.

Certificate Il in MarineAUR23199 — AUR23299)

Career Opportunities
Traineeship Marine application.

Scope of Delivery
Part-time.

Course Objectives
This course aims to provide training for persons working in the
marine sectors of the automotive industry.

Course Streams

The following streams are offered from the Certificate Il in
Marine(AUR23199-AUR23299):

= Sales;

= Services.

Course Structure

Core Units — as listed above.

Compulsory Stream Units — Students must complete all compulsory
stream units from their chosen stream, with approval by the Head of
Department.

Elective Units — Students are to complete three elective units in
consultation with his/her employer, and with approval of the Head
of Department from the relevant RS&R competency standards.

Certificate 11 in Outdoor Power Equipment
(Services)@UR23399)

Career Opportunities
Traineeship in the light engines.

Scope of Delivery
Part-time.

Course Objectives
This course aims to provide training for persons working in the
outdoor power equipment service sector of the automotive industry.

Course Structure

Core Units — as listed above.

Compulsory Stream Units — Students must complete all compulsory
stream units from their chosen stream, with approval by the Head of
Department.

Elective Units — Students are to complete three elective units in
consultation with his/her employer, and with approval of the Head
of Department from the relevant RS&R competency standards.
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Certificate 111 in Automotive
Sales@UR31399 — AUR31499)

Career Opportunities
Automotive Retailer.

Course Objectives
This course aims to provide training for persons working in the sales
sectors of the automotive industry.

Course Streams

The following stream is offered from the Certificate 111 in Automotive
Sales(AUR31399-AUR31499):

= Parts Interpreting;

= Vehicle.

Course Structure

Core Units — as listed above.

Compulsory Stream Units — Students must complete all compulsory
stream units from their chosen stream, with approval by the Head of
Department.

Elective Units — Students are to complete three elective units in
consultation with his/her employer, and with approval of the Head
of Department from the relevant RS&R competency standards.
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Certificate 111 in Automotive Vehicle
Body(AUR31699-AUR31899)

Career Opportunities
Apprenticeships in panel and paint.

Scope of Delivery
Part-time.

Course Objectives
This course aims to provide training for persons working in the
vehicle body sectors of the automotive industry.

Course Streams

The following streams are available in the Certificate Il in
Automotive Vehicle Body(AUR31699-AUR31899):

« Panel Beating;

< Trimming;

= \ehicle Painting.

Course Structure

Core Units — as listed above.

Compulsory Stream Units — Students must complete all compulsory
stream units from their chosen stream, with approval by the Head of
Department.

Elective Units — Students are to complete three elective units in
consultation with his/her employer, and with approval of the Head
of Department from the relevant RS&R competency standards.

Certificate 111 in Automotive
Mechanical(AUR30299 — AUR31299)

Career Opportunities
Apprenticeships.

Scope of Delivery
Part-time.

Course Objectives
This course aims to provide training for persons working in the
mechanical sectors of the automotive industry.

Course Streams

The following streams are offered from the Certificate Il in
Automotive Mechanical(AUR30299-AUR31299):
= Automatic Transmission;

= Brakes;

« Diesel Fitter;

= Diesel Fuel Specialist;

= Driveline;

« Heavy Vehicle Road Transport;

= Light Vehicle;

« Motor Cycle;

= Natural Gas Vehicle ‘NGV’ Installer.

Course Structure

Core Units — as listed above.

Compulsory Stream Units — Students must complete all compulsory
stream units from their chosen stream, with approval by the Head of
Department.

Elective Units — Students are to complete three elective units in
consultation with his/her employer, and with approval of the Head
of Department from the relevant RS&R competency standards.

Certificate IV in Automotive(AUR40199)

Career Opportunities
Automotive Industry.

Scope of Delivery
Part time/workplace training.

Course Objective
The course aims to provide training for persons working at a technical
level or in the business/management area of the automotive industry.

Entry Requirements

To qualify for admission to the course, applicants must be able to

demonstrate, to the satisfaction of the Head of Department, that they

can:

« read, comprehend, discuss and write complex information in
English; and

« use and analyse complex data.

Applicants who have obtained the award of Certificate Il in

Automotive(AUR30299-AUR31899) or equivalent may be granted

entry to the course with advanced standing. Applicants who want to

specialise in automotive technical streams in the course must have

previously achieved automotive technical or equivalent competency at

AQF 111 level.

Recognition of prior learning may be available based on skills and

knowledge acquired by the applicant through previous study, as in

articulation, informal or formal learning, or from work and/or life

experience.

Course Duration
The course may be offered on a full-time basis over 432-1135
nominal hours or part-time equivalent.

Course Structure

Core Units

Eight units from any of the following streams:

= Customer Service;

« Staff Development;

« Technical Application;

« Quality Control;

= Work Organisation;

= Business Operations.

selected by the student, in consultation with his/her employer, with
the approval of the Head of Department, having regard to the list of
relevant units in the relevant National Training Package AUR99
(published September 1999).

Elective Units

Eight units selected by the student, in consultation with his/her
employer, with the approval of the Head of Department, having
regard to the list of relevant units in the relevant National Training
Package AUR99 (published September 1999).
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Department of Building and Construction

The Department of Building and Construction—-TAFE conducts a
wide range of courses that provide vocational education for a variety
of Building and Construction occupations ranging from pre-
employment through to para-professional level.

Details of the TAFE Certificate | to IV, Diploma and Advanced
Diploma courses offered by the Department are set out below.

Course Codes

15562VIC Certificate | in Boatbuilding(15562VIC)
[Pre-Apprenticeship]

15563VIC Certificate |1 in Boatbuilding(15563VIC) [Traineeship]

15564VIC Certificate 111 in Boatbuilding (15564VIC)[Apprenticeship]

BCF10100  Certificate I in Construction (Off-site)(BCF10100)

BCF20100  Certificate I1 in Off-Site Construction(BCF20100)

BCF30200 Certificate 111 in Off-Site Construction (Joinery-
Timber/Aluminium/Glass)(BCF30200)

BCG10198  Certificate | in Construction (Off-Site)(BCG10198)

21393VIC Certificate in Building and Construction (21393VIC)
[Bricklaying — Pre-Apprenticeship]

BCG30698  Certificate 11 in General Construction
(Bricklaying/Blocklaying)(BCG30698)
[Apprenticeship]

21393VIC Certificate 11 in Building and Construction
(21393VIC)[Carpentry — Pre-Apprenticeship]

BCG30798  Certificate 11 in General Construction
(Carpentry — Framework/Formwork/Finishing)
(BCG30798)[Apprenticeship]

12905VIC Certificate 11 in Furnishing (Furniture Manufacturing Pre-
Apprenticeship) (12905V1C)[Cabinet Making]

21279VIC Certificate |11 in Furnishing (Wood Machining,Cabinet
Making & Furniture Polishing)(21279VIC)

LMF20302  Certificate Il in Furniture Making (LMF20302)

LMF30402  Certificate I11 in Furniture Making (Cabinet
Making)(LMF30402)

LMF30502  Certificate I11 in Furniture Making (Wood
Machining)(LMF30502)

3113TNWB  Course in Building and Engineering Trades Orientation
(3113TNWB)

SA34T7 Certificate 1V in Building(SA3477)

SA3475 Diploma of Building(SA3475)

40357SA Certificate IV in Residential Drafting(40357SA)

SA3472 Diploma of the Built Environment(SA3472)

SA3473 Diploma of Building Surveying(SA3473)

40356SA Diploma of Building Design and Technology (40356SA)

40355SA Advanced Diploma of Building Design and

Project Administration (40355SA)
In addition to these courses, the Department of Building and
Construction—-TAFE  conducts  Traineeships, Labour Market
Programs and training courses for industry.
Alan Hill
Head, Department of Building and Construction-TAFE

Entry Requirements

There are no formal entry requirements but applicants must possess
basic English language, literacy and numeracy skills.

Selection Procedures/Selection Criteria

Selection to this course is via an interview process.

Course Duration

The course consists of 11 core modules, 350 nominal hours of study.

Course Structure
Each module covers a particular facet of the trade and includes the
relevant theory, mathematics, drawing and practical skills.

Year 1

Code Hours
NOS119 Work Environment 30
VBG951 Workplace Occupational Health & Safety 40
VBG952 Boatbuilding Terminology 20
NCS001 Workplace Communications 40
VBG953 Boatbuilding Calculations 20
VBG954 Hand & Power Tools 40
VBGY55 Boatbuilding Drafting 20
VBGI56 Craft Development 80
VBG957 Boatbuilding Materials 40
VBGI58 Introduction to Static Machines 20
VBH966 Workplace Training 0

All modules are compulsory.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate | in Boatbuilding(15562V1C)
[Pre-Apprenticeship]

Career Opportunities
Construction and repair of vessels.

Scope of Delivery
Full-time/Part-time.

Course Objective

The aim of this course is to provide boatbuilder and shipwright
training in the construction and repair of all types of vessels, from
small pleasure craft and work boats, to large commercial and naval
ships. These vessels may be constructed from wood, fibreglass,
aluminium or steel.

Certificate 11 in
Boatbuilding(15563VIC)[Traineeship]

Career Opportunities
Construction and repair of vessels.

Scope of Delivery
Full-time.

Course Objective

The aim of this course is to provide boatbuilding and shipwright
training in the construction and repair of all types of vessels from
small pleasure craft and work boats, to large ships. These vessels may
be constructed from wood, fibreglass, aluminium or steel. The course
also allows employers to tailor a course which suits their particular
enterprise.

Entry Requirements

Students must enter a training agreement and be able to demonstrate
basic English language, literacy and numeracy skills.

Selection Procedures/Selection Criteria

Selection to this course is via an interview process.

Course Duration

The course consists of core modules totalling 230 hours and elective
modules totalling 260 hours.

Course Structure

To receive the qualification Certificate |1 in Boatbuilding (Traineeship)

the participant must enter into a training agreement and successfully
complete all the core modules and 260 hours of electives.

Core Modules

Code Hours
NOS119 Work Environment 30
VBGI51 Workplace Occupational Health & Safety 40
VBG952 Boatbuilding Terminology 20
NCS001 Workplace Communication 40
VBG954 Hand & Power Tools 40
VBGI55 Boatbuilding Drafting 20
VBG959 Craft Construction (General) 20
VBGI60 Construction Materials 20
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Note: Electives will be selected by the Department in consultation
with the trainee and will be dependent on suitable teaching resources.
Electives are selected from the Boatbuilding Module Bank, listed at
the end of Certificate 11 in Boatbuilding (Apprenticeship).

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Boatbuilding
(15564VIC)[Apprenticeship]

Career Opportunities
Construction and repair of vessels.

Scope of Delivery
Part-time.

Course Objective

The aim of this course is to provide boatbuilding and shipwright
training in the construction and repair of all types of vessels from
small pleasure craft and work boats, to large ships. These vessels may
be constructed from wood, fibreglass, aluminium or steel. The course
also allows employers to tailor a course which suits their particular
enterprise.

Entry Requirements
Students must be employed as boatbuilder or shipwright apprentices.

Selection Procedures/Selection Criteria
Selection is conducted by employer.

Course Duration
960 nominal hours, 3 years part time.

Course Structure

In order to receive the qualification Certificate 111 in Boatbuilding the
participant must enter into a training agreement and successfully
complete all the core modules totalling 270 hours plus 690 nominal
hours of elective modules drawn from the Certificate Il in
Boatbuilding Module Bank.

Core Modules

Code Hours
NOS119 Work Environment 30
VBG951 Workplace Occupational Health & Safety 40
VBG952 Boatbuilding Terminology 20
NCS001 Workplace Communication 40
VBG953 Boatbuilding Calculations 20
VBG954 Hand & Power Tools 40
VBG955 Boatbuilding Drafting 20
VBG959 Craft Construction (General) 20
VBG960 Construction Materials 20
VBGY58 Introduction to Static Machines 20
Boatbuilding Module Bank

VBG956 Craft Development 80
VBGY81 Planking 40
VBGY61 Craft Construction-Timber 60
VBG982 Introduction to Fibreglass 40
VBG966 Small Craft Construction 40
VBG980 Computers & Technology 20
VBG996 Problem Solving 20
VBG967 Decking 40
VBG984 Ribbing & Longitudinal Framing 40
VBG985 Timber Flooring & Seats 40
VBG969 Backbone Structures 40
VBG962 Craft Construction—Fibreglass 60
VBG986 Steambending & Laminating Timber 40
VBG987 Estimating & Costing 40
VBG970 Paints, Coatings, Sealants & Adhesives 40
VBGI71 Composite Fibres 1 40
VBG972 Composite Fibres 2 40
NBB09 Welding & Thermal Cutting 40
VBG990 Computer Aided Drafting 40

VBG968 Boatbuilding Patterns 40
VBGI75 Lofting 40
VBGI73 Fitout & Finish 40
VBGY63 Craft Construction-Aluminium 60
VBG977 First Aid 40
VBG974 Boatyard Operations 40
VBG997 Customer Service 20
VBG991 Centreboats, Rudders & Steering Gear 40
VBG992 Round Bilge Lofting 40
VBG998 Small Business Management 40
VBG993 Fairing Operations 40
VBG994 Breasthooks, Knees, Thwarts, Masts & Spars 40
VBG976 Maintenance & Repair Techniques 40
VBGI78 Advanced Static Machines 40
VBGI79 Installation of Fittings & Engines 40
VBG964 Craft Construction-Steel 60
VBH966 Workplace Training 0

Note: Electives offered will be selected by the School and dependent
upon the availability of suitable teaching resources.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate | in Construction
(Off-Site)(BCF10100)

Career Opportunities
Joiner, Shopfitter.

Scope of Delivery
This course is offered on a full-time & part-time basis.

Course Objective

The course aims to provide students with an introduction to, and the
knowledge and skills required in the Joinery
Timber/Aluminium/Glass Industry.

Entry Requirements

To qualify for admission to the course, applicants must have basic
English Language, literacy and numeracy skills.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

Selection to this course is via an interview process.

Course Duration
The course may be offered on a full-time basis over 256 nominal
hours or part-time equivalent.

Course Structure

Code Hours
BCG1000A  Carry out interactive workplace communication 20
BCG1001A  Carry out OH&S requirements 40
BCG1002A  Plan and organise work 20
BCG1003A  Read and interpret plans 36
BCG1004A  Carry out measurements and calculations 20
BCG1005A  Use hand and power tools 80
BCG1006A  Use small plant and equipment 16
BCG1008A  Use simple levelling devices 8
BCG1011A  Handle construction materials and

safely dispose of waste 16

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 11 in Off-Site
Construction(BCF20100)

Career Opportunities
Joiner, Shopfitter.

Scope of Delivery
This course is offered on a full time basis.

Course Objective

The aim of the course is to provide students with the knowledge and
skills to commence work in the assembly, machining or materials
handling industry.

Entry Requirements

To qualify for admission to the course, applicants must have basic
English Language, literacy and numeracy skills.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

Selection to this course is via an interview process.

Course Duration

The course may be offered on a full-time basis over 526 nominal
hours or part-time equivalent.

Course Structure
Core Units (362 nominal hours)

Code Hours
BCG1000A  Carry out interactive workplace communication 20
BCG1001A  Carry out OH&S requirements 40
BCG1002A  Plan and organise work 20
BCG1003A  Read and interpret plans 36
BCG1004A  Carry out measurements & calculations 20
BCG1005A  Use hand and power tools 80
BCG1006A  Use small plant and equipment 16
BCG1008A  Use simple leveling devices 8
BCG1011A  Handle construction materials and safely

dispose of waste 16
BCF2001A  Use static machines 32
BCF2012A  Package manufactured products for transport 10
BCF2013A  Assemble components 32
BCF2016A  Prepare for off-site manufacturing process 32
Elective Units

Four units (totalling a minimum of 164 nominal hours) selected by
the student, with the approval of the Head of Department, having
regard to the units listed in the relevant training package.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Off-Site Construction
(Joinery-Timber/Aluminium/Glass)
(BCF30200)

Career Opportunities
Joinery.

Scope of Delivery
This course is offered on a part-time basis.

Course Objective

The course aims to provide apprentices with work related practical
skills and knowledge in the Joinery —Timber/Aluminium/Glass
industry. During this course apprentices will also acquire the skills
necessary for the safe use and maintenance of a wide range of tools
and equipment generally used on-the-job such as power tools,
automatic and laser levels, nailing guns, compressors, and generators.

Entry Requirements

To qualify for admission to the course, applicants must be employed
as an apprentice in the Joinery trade.

Selection Procedures/Selection Criteria

Selection is conducted by employer.

Course Duration
The course may be offered on a full-time basis over three years (960
nominal hours) or part-time equivalent.

Course Structure

Core Units
Code Hours
BCF2001A  Use static machines 32
BCF2010A  Maintain inventory and control stock 8
BCF2011A  Use computers 24
BCF2012A  Package manufactured products for transport 10
BCF2013A  Assemble components 32
BCF2014A  Manually cut glass to simple shapes 4
BCF2016A  Prepare for off-site manufacturing process 32
BCF2018A  Apply and install sealant and sealant devices 16
BCF3000A  Maintain static machinery 12
BCF3001A  Set up static machinery 12
BCF3008A  Identify window and door construction 8
BCF3009A  Setting out of windows and doors 8
BCF3010A  Manufacture components for door and window

frames, doors and sashes 40
BCF3011A  Assemble (door/windows) 16
BCF3024A Install internal lining 40
BCF3036A  Shift materials manually 12
BCF3037A  Setoutand level 8
BCF3038A  Apply and trim decorative finishes 40
BCF3041A  Cutand install glass 16
BCF3042A  Mark off/out 20
BCF3045A  Manufacture joinery unit components 40
BCG1000A  Carry out interactive workplace communication 20
BCG1001A  Carry out OH&S requirements 40
BCG1002A  Plan and organise work 20
BCG1003A  Read and interpret plans 36
BCG1004A  Carry out measurements and calculations 20
BCG1005A  Use hand and power tools 80
BCG1006A  Use small plant and equipment 16
BCG1008A  Use simple levelling devices 8
BCG1011A  Handle construction materials and safely

dispose of waste 16
BCG2000A  Assemble simple partition frames 32
BCG2001A  Prepare surfaces 32
BCG2004A  Carry out levelling 16
BCG2010A  Remove/replace door and window furniture 4
BCG2012A  Make set-outs 8
MEM25C11A Measure with graduated devices 20

Elective Units

Students must complete 4-8 elective units selected with the approval
of the Head of Department, having regard to the units listed in the
relevant Australian National Training Authority Training Package.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate I in Construction
(Off-Site)(BCG10198)

Career Opportunities
Construction worker.

Scope of Delivery
Part time mode with flexible options for secondary institutes.

Course Objective
To provide secondary school students with basic skills and
introduction to the Construction Industry.
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Entry Requirements

There are no formal entry requirements but applicants must posses
basic English language, literacy and numeracy skills.

Selection Procedure/Selection Criteria

Selection is by interview with the panel consisting of a member from
the Department of Building and Construction.

Course Duration

The course consists of 256 hours of part time study within a
Secondary College or within a Victoria University facility. All nine core
competency standards must be achieved.

Course Structure

Unit Code Hours
BCG1000A  Carry out Interactive Workplace Communication 20
BCG1001A  Carry out OH&S Requirements 40
BCG1002A  Plan and Organise Work 20
BCG1003A  Read and Interpret Plans 36
BCG1004A  Carry out Measurements and Calculations 20
BCG1005A  Use Hand and Power Tools 80
BCG1006A  Use Small Plant and Equipment 16
BCG1008A  Use Simple Levelling Devices 8
BCG1011A  Handle Construction Materials and Safe Disposal

of Waste 16

Note: Electives offered will be selected by the School and dependant
upon the availability of suitable teaching resources.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

VBM986 Workplace documents and plans 20
VBM988 Workplace safety 40
VBJ037 Basic First Aid 8
VBM989 Building structures 8
VBM990 Levelling 8
VBM991 Safe handling of power tools 16
VBM992 Introduction to scaffolding 24
Specialist Stream Modules
Bricklaying Stream
Students must complete the following 7 units (436 nominal hours)
Nominal Hours
VBN097 Bricklaying basic skills 86
VBM993 Bricklaying hand tools 20
VBM994 Bricklaying set out, base and veneer construction 100
VBM995 Masonry blockwork 50
VBM996 Bricklaying cavity, piers and wall construction 100
VBM997 Concrete technology 20
VBM998 Multithickness walls and obtuse angles construction 60

Certificate Il in Building and Construction
(21393VIC)
[Bricklaying —Pre-Apprenticeship]

Career Opportunities
Building Construction worker, bricklayer.

Scope of Delivery
Full time.

Course Objective

The course aims to provide participants with the skills, knowledge and
ability required to gain an apprenticeship in the Bricklaying sector of
the Building and Construction industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Selection Procedures/Selection Criteria

Applicants will be required to undertake an interview process in
relation to selection.

Course Duration

The course may be offered on a full-time basis over 640-642 nominal
hours or part-time equivalent.

Course Structure
Core Units / Modules (204 nominal hours)

Unit Code/ Module Code Hours
VBH722 Career studies 16
VBM985 Building and construction industry induction 16
ABC504 Calculations 20
ABC505 Communications 20
ABC548 Quality principles 8

110

Certificate 111 in General Construction
(Bricklaying/Blocklaying) (BCG30698)
[Apprenticeship]

Career Opportunities
Bricklayer.

Scope of Delivery
Part-time, block release.

Course Objective

This course aims to provide Apprentices with training in both the
housing and industrial areas of the Bricklaying trade. During the
course, Apprentices will also acquire the skills necessary for the safe
use and maintenance of a wide range of tools and equipment
generally use on-the-job such as power tools, automatic and laser
levels, nailing guns, compressors, generators, etc.

Entry Requirements
To qualify for admission to this course, students must be employed as
Apprentices in the Bricklaying trade.

Selection Procedure/Selection Criteria
Students are enrolled as apprentices or trainees and must be employed
under the Apprenticeship Training Scheme.

Course Duration
This course may be offered on part time block basis of 960 hours
over three years.

Course Structure

The course structure consists of basic competency standards in the
1000 series. 2000 and 3000 series all core competency standards must
be achieved. To complete the course, electives must be selected to
aggregate course total of 960 hours minimum. Each area covers a
specific area of work and is directed towards the acquisition of
practical work place skills with theory, calculations and drawing
integrated when delivery the competencies.

To obtain this qualification all core competencies plus a minimum of
two electives from the 3000 series must be achieved.

Core Units
Code Hours
BCG1000A  Carry out Interactive Workplace

Communication 20
BCG1001A  Carry out OH&S Requirements 40
BCG1002A  Plan and Organise Work 20
BCG1003A  Read and Interpret Plans 36
BCG1004A  Carry out Measurements and Calculations 20
BCG1005A  Use Hand and Power Tools 80
BCG1006A  Use Small Plant and Equipment 16
BCG1007A  Erect and Dismantle Restricted Height Scaffolding 40
BCG1008A  Use Simple Levelling Devices 8
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BCG1010A  Carry out Concreting to Simple Forms 40
BCG1011A  Handle Construction Materials and

Safely Dispose of Waste 16
BCG1015A  Prepare for Construction Process

(Brick/Block Laying) 40
BCG2001A  Prepare Surfaces 32
BCG2003A  Carry out General Demolition 32
BCG2004A  Carry out Levelling 16
BCG2007A  Operate Elevated Work Platforms (EWP) 20
BCG2008A  Use Explosive Power Tools (EPT) 16
BCG3011A  Carryout Basic Setting Out 12
BCG3021A  Install Door Frames 8
BCG3107A  Carry out Veneer Construction 60
BCG3108A  Carry out Solid Brick Construction 60
BCG3109A  Construction Masonry Steps and Stairs 36
BCG3110A  Lay Bricks and Blocks (Wall and Corner) 76
BCG3111A  Lay Multi Thickness Walls and Piers 40
BCG3112A  Construct Masonry Arch —

Semi Circular and Segmental 56
BCG3113A  Construct Curved Wall 16
BCG3114A  Construct Masonry Blockwork 32
Elective Units
BCG3048A  Install Glass Blockwork 24
BCG3067A  Construct Corbels and Decorative Brickwork 40
BCG3068A  Construct Battered Masonry Surfaces 32
BCG3069A  Construct Fire Place and Chimney 48
BCG3115A  Lay Segmental/Unit Paving 24

Note: Electives offered will be selected by the School and dependant
upon the availability of suitable teaching resources.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

ABC505 Communications 20
ABC548 Quality principles 8
VBM986 Workplace documents and plans 20
VBM988 Workplace safety 40
VBI037 Basic First Aid 8
VBM989 Building structures 8
VBM990 Levelling 8
VBM991 Safe handling of power tools 16
VBM992 Introduction to scaffolding 24

Specialist Stream Modules
Students must complete the following 12 units (438 nominal hours)

Unit Code/ Module Code Hours
VBM999 Carpentry hand tools 80
VBNO0O01 Carpentry power tools 64
VBNO002 Excavation and installing supports less than

1.5m depth 12
VBNO003 Floor and wall framing 74
VBNO004 Roof framing 40
VBNO05 Installation of windows and door frames 24
VBNO006 Interior fixing 40
VBNO007 Basic setting out 16
VBNO008 Form work for concreting 40
VBNO009 External cladding 24
VBNO010 Introduction of explosive power tools 8
VBNO034 OH&S aspects of demolition 16

Certificate 11 in Building and Construction
(21393VIC) [Carpentry — Pre-Apprenticeship]

Career Opportunities
Carpenter.

Scope of Delivery
Full time.

Course Objective

The course aims to provide participants with the skills, knowledge and
ability required to gain an apprenticeship in the Carpentry sector of
the Building and Construction industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Selection Procedures/Selection Criteria

Applicants will be required to undertake an interview process in
relation to selection.

Course Duration

The course may be offered on a full-time basis over 640-642 nominal
hours or part-time equivalent.

Course Structure
Core Units / Modules (204 nominal hours)

Unit Code/ Module Code Hours
VBHT722 Career studies 16
VBM985 Building and construction industry induction 16
ABC504 Calculations 20
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Certificate 111 in General Construction
(Carpentry — Framework/Formwork/
Finishing) (BCG30798) [Apprenticeship]

Career Opportunities
Carpenters.

Scope of Delivery
Part-time, block release.

Course Objective

This course aims to provide Apprentices with training in both the
housing and industrial areas of the Carpentry trade. During the
course, Apprentices will also acquire the skills necessary for the safe
use and maintenance of a wide range of tools and equipment
generally use on-the-job such as power tools, automatic and laser
levels, nailing guns, compressors, generators, etc.

Entry Requirements
To qualify for admission to this course, student must be employed as
Apprentices in the Carpentry trade.

Selection Procedures / Selection Criteria

Students are enrolled as apprentices or trainees and must be employed
under the Apprenticeship Training Scheme.

Course Duration
This course may be offered on part time block basis of 960 hours
over three years.

Course Structure

The course structure consists of basic competency standards in the
1000 series. 2000 and 3000 series all core competency standards must
be achieved. To complete the course, electives must be selected to
aggregate course total of 960 hours minimum. Each area covers a
specific area of work and is directed towards the acquisition of
practical work place skills with theory, calculations and drawing
integrated when delivery the competencies.

To obtain this qualification all core competencies plus a minimum of
two electives from the 3000 series must be achieved.

Core Units

e Hours
BCG1000A  Carry out Interactive Workplace Communication 20
BCG1001A  Carry out OH&S Requirements 40
BCG1002A  Plan and Organise Work 20
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BCG1003A  Read and Interpret Plans 36
BCG1004A  Carry out Measurements and Calculations 20
BCG1005A  Use Hand and Power Tools 80
BCG1006A  Use Small Plant and Equipment 16
BCG1007A  Erect & Dismantle Restricted Height Scaffolding 40
BCG1008A  Use Simple Levelling Devices 8
BCG1009A  Carry out Excavation and Install Support 16
BCG1010A  Carry out Concreting to Simple Forms 40
BCG1011A  Handle Construction Materials and

Safely Dispose of Waste 16
BCG1016A  Prepare for Construction Process (Carpentry) 40
BCG2001A  Prepare Surfaces 32
BCG2003A  Carry out General Demolition 32
BCG2004A  Carry out Levelling 16
BCG2005A  Erect and Strip Formwork for Concrete Work 24
BCG2007A  Operate Elevated Work Platforms (EWP) 20
BCG2008A  Use Explosive Power Tools (EPT) 16
BCG2010A  Remove/Replace Door and Window Furniture 4
BCG3009A  Construct and Install Non-load Bearing

Internal Partition Wall 16
BCG3010A  Install Windows to Wall Framing 12
BCG3011A  Carryout Basic Setting Out 12
BCG3012A  Construct and Erect Timber Wall Framing 60
BCG3014A  Erect Timber Pitched Roof Framing 24
BCG3016A Install Sub Floor Framing 8
BCG3017A  Install Timber and Sheet Flooring 8
BCG3021A  Install Door Frames 8
BCG3022A  Finish Eaves 12
BCG3023A Install Exterior Cladding 36
BCG3024A  Construct Timber External Stairs 36
BCG3025A  Install External or Internal Doors 40
BCG3027A  Construct Wet Area Construction/Installation 24
BCG3029A  Fix Timber Mouldings 16
BCG3031A  Erect Door Jamb/Frame (Built-in-unit) 6
BCGB3120A  Fix Linings and Panelling 24
Elective Units
BCG3015A  Erect Timber Roof Trusses 32
BCG3018A  Erect Steel Roof Trusses 24
BCG3019A  Construct and Erect Steel Wall Framing 40
BCG3020A  Construct Timber Roof Structures—Irregular Roofs40
BCG3026A  Install Fitments 16
BCG3032A  Fix Timber Raking Moulds 20
BCG3033A  Restore/Renovate Windows and Frames 60
BCG3034A  Erect/Dismantle Formwork 50
BCG3035A  Erect Dismantle Jump Form Formwork 80
BCG3047A  Erect Ceiling Framing (Pitched Roof) 32
BCG3122A  Erect/Dismantle Slip Form Formwork 80

Note: Electives offered will be selected by the School and dependant
upon the availability of suitable teaching resources.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Selection Procedures/Selection Criteria
Selection to this course is via an interview process.

Course Duration

The course may be offered on a full time basis for 16 weeks (640
hours) of full time training prior to commencement of employment.
On successful completion of this course, and employment being
obtained, the participant is then required to complete the final stage
of training. The final stage requires sufficient modules to be
completed to a maximum aggregate value of 320 hours.

Course Structure
This course has prescribed broad based skills modules and specific
industry modules.
Broad Based Skills
C

ode Hours
ABC505 Communications 40
ABC506 Introduction to Materials 20
ABC507 Information Technology 20
ABC508 Hand Tools and Equipment 40
ABC509 Power Tools and Equipment 16
ABC510 Materials Handling 10
ABC511 Construction — Basic 36
ABC512 Drawing 20
ABC513 Working with others 20
Core Skills
ABC541 Occupational Health and Safety 2 20
ABC545 Plan Reading & Documentation 12
ABC548 Quality Principles 12
Cabinet Making Specific Skills
ABC542 Surface Preparation 16
ABC544 Basic Static Machines and Equipment 32
ABC601 Frame and Panel Construction 80
ABC603 Modular Construction 40
ABC604 Leg and Rail Construction 40
ABC605 Drawer Construction 40
ABC609 Door Construction 48
ABC615 Solid Timber Construction 40
ABC999 Practical Placement 114
Assessment

Assessment of competencies will include a combination of one or
more of the following: tests, written work (assignments and reports),
presentations, projects, group activities, case studies, and practical
exercises which simulate the conditions of workplace performance.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Furnishing (Furniture
Manufacturing Pre-Apprenticeship)(12905VIC)
[Cabinet Making]

Career Opportunities
Cabinet making.

Scope of Delivery
Full-time.

Course Objectives

This course aims to provide individuals with basic work related
practical skills and knowledge prior to commencing work in a Cabinet
or Furniture making company.

Entry Requirements

There are no formal entry requirements for this course but applicants
must possess basic English language, literacy and numeracy skills.

112

Certificate 111 in Furnishing (Wood
Machining, Cabinet Making & Furniture
Polishing) (21279VIC)

This course will be reviewed when the training package is introduced
in 2004.

Career Opportunities
Cabinet Making

Scope of Delivery
Part-time block release / day release

Course Objective

The course aims to provide participants with the skills and knowledge
required to display competence in one of the following industry
sectors:

« Cabinet Making;

< Wood Machining;

« Furniture Polishing.
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Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme. Selection is conducted by
employer.

Course Duration

The course may be offered on a full-time basis over 960 nominal
hours or part-time equivalent.

Course Structure

Core Modules (196 nominal hours) Hours

Modules Hours
VBMO76 Follow defined OH&S policies and procedures 32
BCG1004A  Carry out measurements and calculations 20
VBMO77 Use hand and power tools 56
VBMO78 Apply quality standards 40
VBMO79 Work in a team environment 20
BCG1000A  Carry out interactive workplace communication 20
ABC501 Introduction to furnishing industry 8

Specialist Modules

Wood Machining Stream

Sudents must complete the following 7 modules (together totalling
488 nominal hours) —

VBM121 Read and interpret work documents 16
VBM210 Operate basic static machines 60
VBM211 Set up basic static machines 44
VBM215 Prepare cutting list from plans and job specifications 12
VBM225 Set up, operate and maintain complex machines 244
VBM228 Machine surfaces for finishing 40
VBM231 Maintain basic static machines 40
Plus one module from the following -

VBM226 Set up, program and operate CNC equipment 100
VBM216 Construct jigs and fixtures 32
VBM212 Assemble furnishing components 40

Furniture Polishing Stream
Students must complete the following 4 modules (together totalling at
least 316 nominal hours) —

VBM213 Prepare surfaces for finishing 40
VBM218 Apply surface coatings by mechanical methods 140
VBM264 Maintain spray equipment and booths 40
VBM121 Read and interpret work documents 16

Plus two modules from the following —

VBM187 Dismantle/ reassemble furniture and/or furnishing 80
VBM217 Remove surface coatings 40
VBM227 Apply surface coatings by hand 100
VBM212 Assemble furnishing components 40
VBM219 Apply French polishing 64
VBM263 Make up and/or match colours 80
Cabinet Making Stream

Students must complete the following 6 modules (together totalling at
least 256 nominal hours) —

VBM212 Assemble furnishing components 40
VBM228 Machine surfaces for finishing 40
VBM222 Install Cabinets 40
VBM215 Prepare cutting list from plans and job specifications 12
VBM224 Follow plans to assemble cabinets 80
VBM121 Read and interpret work documents 16
Plus two modules from the following —

VBM213 Prepare surfaces for finishing 40
VBM220 Construct chair and couch frames 120
VBM214 Construct furniture using leg and rail method 80

VBM221 Produce furniture using angular and/or curved
construction methods 120
VBM229 Construct carcases for cabinets 80
VBM230 Apply laminates by hand 8
VBM223 Construct and apply decorative treatments and
finishes to furniture 20

Elective Modules
Students must complete elective modules (to a total course duration
of 960 nominal hours) from the following -

VBMO087 Estimate and cost job 50
VBMO088 Perform one on one training on the job 20
BSXFMI307A Manage quality customer service 10
023/04 Address customer requirements 10
WRRS.1A Sell products and services 10
VBMO089 Store and handle hazardous and dangerous goods 20
VBMO090 Move and store materials and products 20
BCF2011A  Use computers 24
BCF2010A  Maintain inventory and control stock 10
VBMO091 Operate and load shifting equipment 40
TDTA1397A Receive goods 20
TDTA2097A  Replenish stock 20
TDTA2197A  Despatch stock 20
TDTD1097A Operate a forklift 40
TDTAIL197A  Package goods 20
BCS3258A  Apply first aid in the workplace 8

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Furniture Making (LMF20302)

For further information please contact the Department of Building
and Construction on 9284 8403.

Certificate I11 in Furniture Making (Cabinet
Making) (LMF30402)

For further information please contact the Department of Building
and Construction on 9284 8403.

Certificate 111 in Furniture Making (Wood
Machining) (LMF30502)

For further information please contact the Department of Building
and Construction on 9284 8403.

Course in Building and Engineering Trades
Orientation (3113TNWB)

Career Opportunities
Further study.

Scope of Delivery
Part time.

Course Objectives

The course aims to enable secondary school students to undertake
pre-apprenticeship options as an alternative to completing traditional
secondary school studies.

Entry Requirements

To qualify for admission to the course, applicants must have a
demonstrated ability or stated interest in developing skills relevant to
the modules being offered. A pre-enrolment interview will take place
for each referral to determine suitability of placement.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study,
as in articulation, informal or formal learning, or from work and/or
life experience.
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Selection Procedure/Selection Criteria
Selection is conducted by secondary school co-ordinator.

Course Duration

The course may be offered on a part-time basis over a period of one

year.

Course Structure

Generic
NBB18
ABC504
BIIM
NCS001
Electrical
VBHO087
EPTMO1
NE31
Plumbing
3212CDA12
3212CDA14
3212CDA1S5
3212CDA1.10.2

Occupational Health and Safety
Calculations

National Industry Induction Module
Workplace Communication

Introduction to Electrical Trades
Soldering

Electrical Drawing Interpretation and Connection

Oxy/Acetylene Welding

Small Diameter Tubes and Pipes
Disposal System Joints

Cutting and Joining Sheet Metal

Painting and Decorating

Fwi4l
Fw43
Sign Writing
SW054
SWO056
Carpentry
BS12
BS07

BI11

BIO3
Cabinet Making
ABC508
ABC512
ABC549

Painting and Decorating Surface Preparation
Paint Application/Spray Painting

Basic Drawing/Enlarging
Introduction to Sign Computers

Hand and Power Tools

Setting Out and Levelling

Building Materials

Planning and Document Interpretation

Hand Tools and Equipment
Drawing
Installation Techniques

Fabrication and Welding

NBB10
NBB09
NF013
Automotive
NBB02
NBB05
NBBO07
NCS001
NCS002
NCS003
NOS116
NOS118v2
VAA539
VAB395
VAD203
VAE290
VAG530
VAG822
Automotive Options
NBB09
NOS222
VAA228
VAA579
VAAT746
VABO13
VAC130
VAC692
VADB806
VAE164

Fabrication Techniques 1
Welding and Thermal Cutting
Thermal Cutting and Associated Processes

Occupational Health and Safety
Quality Concepts

Hand and Power Tools

Workplace Communications

Writing Skills for Work

Job Seeking Skills

Keyboard Technique and Operations
Computer Operations — Data Retrieval
Automotive Technology
Component Reclamation

Industry Introduction

Numerical and Mathematical

Vehicle Detailing

Workshop Safety

Welding and Thermal Cutting
Work Processing-Introduction
Air Operated Tools

Basic Automotive Electronics
Body Structure

Catalogue Reading |

Electrical Principles-Magnetism
Front End Alignment
Lubrication Service

Minor Servicing

VAES17 Paint Technology

VAF451 Roadworthy Awareness

VAF588 Seals and Bearings

VAG682 Wheels and Tyres

MMG12 Basic Automotive Electrical

NBB06 Machine Shop Operations

VAA325 Ancillaries

VAA532 Automotive Electrical Vehicle Technology
VAAS533 Automotive Electrical Workshop Skills
VAAB40 Basic Parts Operation

VAAT64 Brakes

VABO14 Catalogue Reading 2

VABT707 Cylinder Head Servicing

VAC008 Driveline/Final Drive

VAC128 Electrical Principles and Circuits

VAC265 Engines

VAC703 Fuel Systems

VAF906 Steering and Suspension

VAG387 Transmission

BE10 Painting Plastic Components on Cars
BE11 Paint Formulation and Preparation

BE6 Spray Guns

BES8 Panel Painting in Acrylic Lacquer

BE9 Polishing and Finishing Newly Painted Surfaces
VAAB37 Basic MIG Welding and Hydraulic Body Set Up
VAD919 Manufacture of Panels and Basic Panel Repair
VAD961 Masking Techniques

VAE549 Panel Surface Preparation

VAF374 Repair Door Panels

VAF852 Spot and Plug Welding

VAG541 Vehicle Painting Tools and Equipment

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Building (SA3475)
incorporating

Certificate IV in Building (SA3477)

Career Opportunities
Architectural technician, building designer, builder, building works
supervisor, estimator, contract administrator.

Scope of Delivery
Full-time/part-time.

Course Objectives

This course provides students with building theory and practice
related to residential, industrial and commercial buildings.

Graduates will have acquired specialist skills and knowledge in
quantity surveying, tendering, planning and scheduling, construction
technology and management, construction detailing, personal
management, contract administration, cost control and quality
management. Relevant occupations include Building Works
Supervisor, Estimator, Contract Administrator and Builder.

Entry Requirements

To qualify for admission to this course applicants are required to have:

« successfully completed Year 11 or equivalent, and possess
sufficient literacy, numeracy and visual interpretation skills to
allow for successful completion of the course; or

= Possess relevant experience and maturity necessary to succeed in
the course.

Selection Procedures/Selection Criteria
Direct entrants will be required to undertake an interview process in
relation to selection.
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Course Duration

This course is offered on a full-time and part-time basis. The
Certificate 1V is designed to be completed in one (1) year of full-time
study or part-time equivalent. The Diploma is designed to be
completed in two (2) years of full-time or part-time equivalent study,
(approximately 5 years [10 semesters] of part-time study). Total course
hours is 1449.

Course Structure

The course has core modules and a practical component. The course
structure is specified below:

Full Time Students

Year 1

Code Hours
ABC001 Construction 1 54
ABC002 Construction 2 54
ABC005 Materials 1 36
ABCO61 Builders’ Working Drawings 1 36
ABC062 Builders’ Working Drawings 2 36
ABCO064 Building Computing Applications 1 36
ABC069 Cost Control and Planning 1 36
ABCO076 Building Quantities and Estimating 1 54
ABCO77 Building Quantities and Estimating 2 54
ABC082 Building Site Supervision 36
ABC083 Building Site Surveying and Set Out 1 54
ABC088 Building Technology 1 36
ABC091 Business Management for Builders 1 36
ABC092 Business Management for Builders 2 36
ABC102 Residential Site Safety 36
ABC105 Timber Framing Design 36
ABC115 Building Studio 1 50
ABC116 Building Studio 2 50
ABCO073 Building Practical Experience 25 Days
Elective Modules

Students must complete one of the following modules:

ABCO086 Structure 1 36
ABC120 Applied Mathematics for Building 40

Exit Level for Certificate IV in Building (SA3477)

Students who have successfully passed Year 1, Certificate IV in
Building (SA3477) may continue on their study in Year 2 for the
Diploma of Building.

Year 2

ABC003 Construction 3 36
ABCO004 Construction 4 36
ABC006 Materials 2 36
ABCO007 Services 1 36
ABC059 Building Quality Concepts 1 36
ABC063 Builders’ Working Drawings 3 36
ABC067 Building Contract Law 1 36
ABCO070 Cost Control and Planning 2 36
ABCO74 Building Drafting Experience 2 75 Days
ABC078 Building Quantities and Estimating 3 36
ABCO079 Building Quantities and Estimating 4 36
ABC084 Building Site Surveying and Set Out 2 36
ABCO085 Building Staff Management 36
ABCO087 Structures 2 36
ABC089 Building Technology 2 36
ABC095 Construction Planning 1 36
ABC09%6 Construction Safety 36
ABC107 Building Computing Applications 2 36
ABC117 Building Studio 3 50
ABC128 Building Studio 4 50
ABC129 Building Studio 5 50

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 1V in Residential Drafting
(40357SA)

This is a new course that will be offered by the Building and
Construction department in 2004. Further details are available by
contacting the department directly.

Course Objective

This course aims to provide paraprofessional technicians with the
skills to assist the current and near future needs of architects, Building
Contractors and Building Designers in preparing documentation for
residential and commercial building projects.

Entry Requirements

To qualify for admission to the course, applicants must have:

« completed Year 10 and have 3 years relevant work experience in
the building or services industry; or

« have completed the VET Certificate | in Building Studies; or

« have completed the Introductory Vocational Education
Certificate; and demonstrate to the satisfaction of the Head of
Department that they are capable of successfully completing the
course.

Recognition of prior learning may be available based on skills and

knowledge acquired by the applicant through previous study, as in

articulation, informal or formal learning or from work and/or life

experience.

Course Duration
The course may be offered on a full-time basis over 780 nominal
hours or part-time equivalent.

Course Structure

Core Units (780 nominal hours) Nominal Hours

LCTA Apply drafting office administration processes 50
LCTB Apply principles of construction technology to

private residential dwellings 120
LCTC Carry out asite survey of an existing building 40
LCTD Create technically projected presentation views of

architectural design concepts
LCTE Evaluate materials for construction of residential

dwellings
LCTF Produce 2D architectural drawings using CAD

software 100
LCTG Produce drawing documentation for private

residential buildings 40
LCTH Produce working drawings for a single storey private

Residence 90
LCTK Produce working drawings for a two single storey

Private residence 90
LCTL Provide design solutions for private residential

dwellings 40
LCTM Provide design solutions for small residential living

units 40
LCTN Using sketching presentation techniques to

communicate design concepts 40
LCWN* Apply principles of timber framing design to one

or two storey buildings 50

*This module is required by the Building Practitioners Board for
registration as a Draftsperson.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook..
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Diploma of the Built Environment (SA3472)

Career Opportunities
Architectural drafter, building works supervisor, estimator and
administrator.

Scope of Delivery
This course is offered on a part-time basis.

Course Objectives

This course provides students with building theory, drafting and
practice related to residential, industrial and commercial buildings.
Graduates will have acquired skills and knowledge in design, problem
solving, presentation sketches, construction technology, working
drawings, CAD, standard specifications, quantity take-off, estimating,
scheduling, site supervision and business management. Relevant
occupations include Architectural Drafter, Building Works Supervisor,
Estimator and Administrator.

Entry Requirements

To qualify for admission to this course applicants are required to have:

= successfully completed Year 11 or equivalent, and possess
sufficient literacy, numeracy and visual interpretation skills to
allow for successful completion of the course; or

« possess relevant experience and maturity necessary to succeed in
the course.

Selection Procedures/Selection Criteria

Direct entrants will be required to undertake an interview process in
relation to selection.

Course Duration

This course is offered on a full-time and part-time basis. The course is
designed to be completed in two (2) years of full-time or five years (10
semesters) of part-time study. Total course hours is 1413.

Course Structure

The course has core modules and a practical component. The course
structure is specified below:

Full Time Students

Year 1

Code Hours
ABC001 Construction 1 54
ABC002 Construction 2 54
ABCO005 Materials 1 36
ABC009 Computer Aided Drafting 1 36
ABC041 Presentation Drawings 1 36
ABC042 Presentation Drawings 2 36
ABCO047 Surveying and Measured Drawings 1 18
ABC049 Drafting Technology 1 18
ABCO050 Drafting Technology 2 18
ABCO055 Working Drawings 1 72
ABC056 Working Drawings 2 72
ABCO064 Building Computing Applications 1 36
ABCO076 Building Quantities and Estimating 1 54
ABC086 Structures 1 36
ABC105 Timber Framing Design 36
ABC112 Drafting Studio 1

or

ABC115 Building Studio 1 50
ABC113 Drafting Studios 2

or

ABC116 Building Studios 2 50
Year 2 - Semester 1

ABC003 Construction 3 54
ABC004 Construction 4 54
ABCO006 Materials 2 36
ABCO007 Services 1 36
ABC010 Computer Aided Drafting 2 36
ABCO11 Computer Aided Drafting 3 36
ABC012 Computer Aided Drafting 4 36
ABC020 Design 1 36

ABC021 Design 2 36
ABCO051 Drafting Technology 3 18
ABC052 Drafting Technology 4 18
ABC059 Building Quality Concepts 1 36
ABC062 Building Working Drawings 2 36
ABCO77 Building Quantities and Estimating 2 54
ABC082 Building Site Supervision 36
ABC087 Structures 2 36
ABC091 Business Management for Building Industry 1 36
ABC092 Business Management for Building Industry 2 36
ABC095 Construction Planning 1 36
ABC114 Drafting Studios 3

or

ABC117 Building Studios 3 50
ABC125 Drafting Studio 4 50

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Diploma of Building Surveying (SA3473)

Career Opportunities
Building surveying assistant.

Scope of Delivery
This course is offered on a full-time basis.

Course Objective

This course provides students with building theory and surveying
related to residential, industrial and commercial building. Graduates
will have developed specialist skills and knowledge in plan
interpretation, drafting, quantities take-off estimating, scheduling,
construction technology, OH&S, site supervision, surveying, cost
control, business management, development control, surveying
procedures and practice.

Entry Requirements

To qualify for admission to this course applicants are required to:

= have successfully completed Year 11 or equivalent, and possess
sufficient literacy, numeracy and visual interpretation skills to
allow for successful completion of the course; or

« possess relevant experience and maturity necessary to succeed in
the course.

Selection Procedures/Selection Criteria
Direct entrants will be required to undertake an interview process in
relation to selection.

Course Duration

The course is offered on a full time basis. The Certificate IV is
designed to the completed in 1 year of full-time study or part-time
equivalent. The Diploma is designed to be completed in two (2) years
of full-time or part-time equivalent study. Total course hours are 1530.

Course Structure

The course has core modules and practical component. The course
structure is specified below:

[Stage 1 of this course is the Certificate IV in Building (SA3477)]

Stage 2

Core Modules

Code Hours
ABC002 Construction 2a 36
ABC002 Construction 2b 36
ABC006 Materials 2 36
ABC007 Services 1 36
ABC059 Building Quality Concepts 1 36
ABC063 Builders’ Working Drawings 2 36
ABCO084 Building Site Surveying and Set Out 2 36
ABC085 Building Staff Management 36
ABCO087 Structures 2 36
ABC089 Building Technology 2 36
ABC09% Construction Safety 36
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ABC107 Building Computing Applications 2 36
ABC301 Development Control 1 36
ABC303 Building Surveying Procedures 1 36
ABC305 Building Surveying Practice 1 36
ABC307 BCA & Standards 1 36
ABC309 Geomechanic & Footings 1 36
ABC311 Fire Technology 1 36
ABC312 Surveying Practical Experience 2 75 Days
ABC314 Legal Practices 1 50
ABC315 Legal Practices 2 50
ABC316 Communication (Building Surveying) 80
ABC317 Community Studies 40
ABC318 Mathematics (Building Surveying) 50
ABC319 Environmental Awareness 40
ABC320 Occupational Health And Safety 50
ABC321 Sociology 50
ABC322 Psychology 30
ABC323 Management 1 50
ABC325 Quality Service 40
ABC326 Land Use Planning and Management 60
ABC327 Building Fire Science 36

Some module descriptors are listed under the Module/Unit Details
section of this Handbook..

Diploma of Building Design and Technology
(40356SA)

Career Opportunities
Architectural technician, Building designer.

Scope of Delivery
Part-time, block release.

Course Objective

This course aims to provide paraprofessional technicians with the
skills to assist the current and near future needs of architects, Building
Contractors and Building Designers in preparing documentation for
residential and commercial building projects.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria

VTAC/Direct applicants are selected via an interview process.
Course Duration

The course may be offered on a full-time basis over 1580 nominal
hours or part-time equivalent.

Course Structure
Core Units (1470 nominal hours)

Module Hours
LCTA Apply drafting office administration processes 50
LCTB Apply principles of construction technology to
private residential dwellings
LCTC Carry out a site survey of an existing building 40
LCTD Create technically projected presentation views
of architectural design concepts
LCTE Evaluate materials for construction of residential
dwellings
LCTF Produce 2D architectural drawings using CAD
software 100
LCTG Produce drawing documentation for private
residential buildings
LCTH Produce orking drawings for a single storey
private residence 90
LCTK Produce working drawings for a two single
storey private residence 90
LCTL Provide design solutions for private residential
dwellings 40

LCT™M Provide design solutions for small residential

living units 40
LCTN Using sketching presentation techniques to

communicate design concepts 40
LCWN Apply principles of timber framing design to

one or two storey buildings 50
LCTP Apply drafting office project administration

processes 40
LCTR Apply principles of construction technology to

type ‘B’ and ‘C’ commercial buildings 120
LCTS Apply principles of environmental sustainability

to building design 40
LCTT Determine required services, layout and

connection methods to commercial buildings 40
LCTW Evaluate materials for construction of commercial

buildings 40
LCTX Produce 3D architectural drawings using CAD

software 50
LCTY Produce commercial working drawings for type

‘B’ building projects 90
LCTZ Produce commercial working drawings for type

‘C’ building projects 90
LCWA Produce digital renderings of architectural 3D

CAD drawings 50
LCwWB Produce drawing documentation for a

commercial building 50
LCWC Provide design solutions for type ‘C’ buildings 40
LCWD Provide design solutions for type ‘B’ buildings 40
Elective Units

Units together totalling three, selected by the student with the
approval of the Head of Department, having regard to the relevant
units detailed in the Residential Drafting Curriculum, Department of
Education, Training and Employment (SA), 2002
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Advanced Diploma of Building Design and
Project Administration (40355SA)

Career Opportunities
Architectural technician, Building designer, Project team leader.

Scope of Delivery
Part-time, block release.

Course Objective

This course aims to assist graduates in assuming the role of Project
Administrator of large jobs or in the running of their own drafting
office as a Building Designer after gaining appropriate levels of work.
Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria

VTAC/Direct applicants are selected via an interview process.

Course Duration
The course may be offered on a full-time basis over 1670 nominal
hours or part-time equivalent.

Course Structure
Core Units (1670 nominal hours)

LCTA Apply drafting office administration processes 50
LCTB Apply principles of construction technology to
private residential dwellings 120
LCTC Carry out asite survey of an existing building 40
LCTD Create technically projected presentation views
of Architectural Design Concepts 40
LCTE Evaluate materials for construction of residential
dwellings 40
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LCTF Produce 2D architectural drawings using CAD

software 100
LCTG Produce drawing documentation for private

residential buildings 40
LCTH Produce working drawings for a single storey

private residence 90
LCTK Produce working drawings for a two single

storey private residence 90
LCTL Provide design solutions for private residential

dwellings 40
LCTM Provide design solutions for small residential

living units 40
LCTN Using sketching presentation techniques to

communicate design concepts 40
LCWN Apply principles of timber framing design to

one or two storey buildings 50
LCTP Apply drafting office project administration

processes 40
LCTR Apply principles of construction technology to

type ‘B’ and ‘C’ commerecial buildings 120
LCTS Apply principles of environmental sustainability

to building design
LCTT Determine required services, layout and

connection methods to commercial buildings 40
LCTW Evaluate materials for construction of commercial

buildings
LCTX Produce 3D architectural drawings using CAD

software
LCTY Produce commercial working drawings for type

‘B’ building projects
LCTZ Produce commercial working drawings for type

‘C’ building projects 90
LCWA Produce digital renderings of architectural 3D

CAD drawings 50
LCwWB Produce drawing documentation for a commercial

building 50
LCWC Provide design solutions for type ‘C’ buildings 40
LCWD Provide design solutions for type ‘B’ buildings 40
LCWE Apply principles of design, documentation and

project administration to buildings 120
LCWF Undertake research for a building design

related project 80
Elective Units

Two units (together totalling at least 110 nominal hours), not
previously studied, selected by the student with the approval of the
Head of Department, having regard to the relevant units detailed in
the Residential Drafting Curriculum, Department of Education,
Training and Employment (SA), 2002

Department of Building Services and Special
Trades

The Department of Building Services and Special Trades-TAFE
conducts a wide range of courses that provide vocational education
for a variety of Building Services and Special Trades occupations
ranging from pre-employment through to para-professional level.
Details of the TAFE Certificate | to 1V, Diploma and Advanced
Diploma courses offered by the Department are set out below.

Code

21393VIC Certificate |1 in Buidling and Construction (21393VIC)
[Painting & Decorating Pre-Apprenticeship]

BCG30498  Certificate |11 in General Construction
(Painting & Decorating)(BCG30498)

2102ABC Certificate | in Building & Construction
(Plumbing)(2102ABC)

20085VIC Certificate |11 in Plumbing and Gasfitting(20085VIC)

2402ADC Certificate IV in Plumbing (Services Design) (2402ADC)

21398VIC Certificate I1 in Sign Industry (21398VIC)

BCF30700  Certificate I11 in Off-Site Construction (Sign
Writing/Computer Operations)(BCF30700)

21399VIC Certificate IV in Sign Technology (21399VIC)

3113TNWB  Course in Building and Engineering Trades
Orientation(3113TNWB)

UTE31199  Certificate I11 in Electrotechnology Systems
Electrician(UTE31199)

2406ANC Certificate IV in Electrical (2406ANC) [Motor Control]

In addition to these courses, the Department of Building Services and

Special Trades-TAFE conducts Traineeships, Labour Market

Programs and training courses for industry.

Neville Penny

Head, Department of Building Services and Special Trades - TAFE
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Certificate 11 in Building and Construction
[Painting & Decorating Pre-Apprenticeship]
(21393VIC)

Career Opportunities
Painter and Decorator

Scope of Delivery
Full time, Part time

Course Objective

The course aims to provide participants with the skills, knowledge and
ability required to gain an apprenticeship in the Painting and
Decorating sector of the Building and Construction Industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal and formal learning or from work and/or life
experience.

Student enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Selection Procedures / Selection Criteria

Applicants will be required to undertake an interview process in
relation to selection.

Course Duration

The course may be offered on a full time basis over 640-642 nominal
hours or part time equivalent.
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Course Structure
Core Units / Modules (204 nominal hours)

Unit Code/ Module Code Hours
VBH722 Career studies 16
VBM985 Building and construction industry induction 16
ABC504 Calculations 20
ABC505 Communications 20
ABC548 Quality principles 8
VBM986 Workplace documents and plans 20
VBM988 Workplace safety 40
VBJ037 Basic First Aid 8
VBM989 Building structures 8
VBM990 Levelling 8
VBM991 Safe handling of power tools 16
VBM992 Introduction to scaffolding 24
Stream specific modules:
VBNO035 Painting and decorating hand tools 40
VBNO036 Surface preparation 80
VBNO037 Paint principles 12
VBNO038 Paint application — Brush and roller skills 40
VBN098 Application of water based paints 70
VBNO099 Application of oil based paints 30
VBNO39 Colour mixing principles 32
VBNO040 Timber finishing, staining and preservation

principles 40
VBNO041 Paper hanging principles 20
VBNO042 Spray painting 32
VBN043 Protective metal coatings 40

Total stream specific module hours 436

Total hours (common & stream specific 640)

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in General Construction
(Painting & Decorating) (BCG30498)

Career Opportunities
Painter and decorator.

Scope of Delivery
Block release.

Course Objective

The course provides off-job training for apprentices in the Painting

Industry.

The Painting & Decorating Industry comprises:

« small Painting and Decorating businesses;

= small to very large painting contractors;

« group apprenticeship schemes;

« public institutions e.g. hospitals, schools;

« corporations and factories with maintenance departments.

The work undertaken by a Painter includes new and maintenance

painting and decorating for:

= interior and exterior of residential, commercial, industrial and
institutional buildings;

= structures, plant, machinery, equipment,
associated with the above buildings.

The Painter may do the full range of work, or concentrate on one

type of work for example

= renovation and restoration of historic buildings;

« application of specialised architectural finishes in commercial and
industrial buildings;

= new high rise commercial constructions;

= high quality interior decoration including luxury wallcoverings for
homes, offices or restaurants;

« maintenance of industrial buildings, plant and machinery
including spray application of high technology coatings.

On most jobs there is a mixture of outdoor and indoor work.

external fittings

Entry Requirements
To qualify for admission to this course, students must be employed as
Apprentices in the Painting trade.

Selection Procedures/Selection Criteria
Selection conducted by employer.

Course Duration
This course may be offered on part time block basis of 960 hours
over three years.

Course Structure

The course structure consists of basic competency standards in the
1000 series. 2000 and 3000 series all core competency standards must
be achieved. To complete the course, electives must be selected to
aggregate course total of 960 hours minimum. Each area covers a
specific area of work and is directed towards the acquisition of
practical work place skills with theory, calculations and drawing
integrated when delivery the competencies.

To obtain this qualification all core competencies plus a minimum of
two electives from the 3000 series must be achieved.

Module Code Hours
BCG1000A  Carry out Interactive Workplace Communication 20
BCG1001A  Carry out OH&S Requirements
BCG1002A  Plan and Organise Work 20
BCG1003A  Read and Interpret Plans 36
BCG1004A  Carry out Measurements and Calculations 20
BCG1005A  Use Hand and Power Tools 80
BCG1006A  Use Small Plant and Equipment 16
BCG1007A  Erect and Dismantle Restricted Height Scaffolding 40
BCG1008A  Use Simple Levelling Devices 8
BCG1011A  Handle Construction Materials and Safe Disposal

of Waste 16
BCG1019A  Prepare for the Construction Process

(Painting and Decorating) 40
BCG2001A  Prepare Surfaces 32
BCG2007A  Operate Elevate Work Platforms (EWP) 20
BCG2010A  Remove/Replace Door and Window Furniture 4
BCG3044A  Apply Decorative Finishes
BCG3045A  Apply Paint by Spray 80
BCG3046A  Apply Texture Coatings 32
BCG3096A  Apply Paint by Brush/Roller 100
BCG3097A  Match Specified Paint Colour 40
BCG3098A  Apply Clear Timber Finish 40
BCG3100A  Prepare Surfaces for Painting and Decorating 40
BCG3101A  Apply Wall Paper 50
BCG3030A  Replace Glass 20
BCG3092A  Apply Solid Render 40
BCG3103A  Apply Industrial Protective Coatings 34

Note: Electives offered will be selected by the School and dependant
upon the availability of Some module descriptors are listed under the
Module/Unit Details section of this Handbook.
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Certificate | in Building & Construction
(Plumbing) (2102ABC)

Career Opportunities

If you are looking for a career in the Plumbing Industry, this is the
course for you. This course gives you an introduction to the field of
Plumbing and could lead to your employment as an apprentice within
the Plumbing Industry.

Scope of Delivery
Full time.

Course Objectives
This is a pre-employment program to assist students who aspire to
obtain an apprenticeship or employment in the plumbing industry.
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Entry Requirements

Entry requirements are similar to those required for an apprenticeship.
Students who have completed Year 10/12 are preferred in order to
obtain utmost benefit for an apprenticeship. Recognition of Prior
learning may be available based on skills and knowledge already
acquired by a person from previous study, as in articulation, or from
work and/or life experience.

Selection Procedures/Selection Criteria

= Written Application;

= Interview.

Course Duration

The course may be offered on a full-time basis over 449 nominal
hours or part-time equivalent.

Course Structure

Module Code Hours
NCS001 Workplace Communication 40
NCS002 Writing Skills for Work 20
NCS003 Job Seeking Skills 20
VAA547 Building Construction/Penetrations 10
VAA825 Building Construction/Drawing 10
VAAS828 Fixing Devices 6
VAA923 Database/Plumbing Goods Catalogue 2
VAA%64 Calculations 6
VAB313 Fixtures & Appliances 4
VAB330 Building Construction/Services 3
VAB907 Disposal System Joints 10
VAB935 Numeracy & Problem Solving 32
VAC081 Electric Welding 16
VAC313 Occupational Health & Safety 4
VAC578 Fixtures/Appliances & Appropriate Valves 6
VAC607 Fixture Classification 1
VAC608 Building Construction/Studies 4
VAD337 Plumbing Industry Studies 68
VAE502 Oxy Acetylene Welding & Cutting 30
VAF673 Sheetmetal Practices 24
VAF725 Simple Waste Pipe 8
VAFT762 Small Diameter Tubes & Pipes 12
VAF979 Plumbing Industry 60
VAJ580 Word Processing 2
VAJ618 Role of Employers & Employees 10

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Plumbing and Gasfitting
(20085VIC)

Career Opportunities

The opportunities that lay ahead of you when you have completed
this course and an apprenticeship are wide and varied. You have the
opportunity to continue as an employee, start your own business, or
go into related employment, ie supervision or design work.

Scope of Delivery
Block release.

Course Objectives
The course aims to provide off-job training for indentured
apprentices in the plumbing and gasfitting industry.

Entry Requirements

There is no minimal educational standard required for entry to an
apprenticeship. However, employers usually prefer applicants to have
completed Year 10. Also, applicants for the course must be either
apprenticed or on probation to a registered plumber. Students
enrolled as apprentices must be employed under the Apprenticeship
Training Scheme.

Selection Procedures/Selection Criteria

Employed in industry as plumbing apprentice.

Course Duration

The course may be offered on a part-time basis over at least 1040
nominal hours.

Course Structure

Stage 1
Code Hours
VAD202 Industry Induction 38
VAES02 Oxy Acetylene Welding & Cutting 30
VAA825 Building Construction 27
VAFT762 Small Diameter Tubes & Pipes 12
VAA828 Fixing Devices 6
VAF725 Simple Waste Pipe 8
VAB907 Disposal System Joints 10
VAC578 Fixtures/Appliances & Appropriate Valves 12
VAC081 Electric Welding 16
VAF673 Sheetmetal Practices 81
Stage 2
VAJ373 Property Drain 24
VAI363 Measuring & Levelling 8
VAJ419 Unvented Branch Drains 12
VAA156 Above Ground Drain 16
VAJ418 Trench Shoring 20
VAI392 Basin & Bidet 19
VAJ391 Bath 12
VAI560 Water Service 12
VAJ334 Clothes Washing Machine 8
VAI353 Dishwashing Machine 5
VAI379 Floor Waste Gully 10
VAJ523 Shower 12
VAI452 Sink & Trough 21
VAJ522 Urinal 20
VAJ357 Flushometer 6
VAM62 Vented 50mm Discharge Pipe 12
VAJ502 Water Closet 13
VAI339 Combustion of Gases & Flame Adjustment 4
VAJ410 Flueing of Gas Appliances 8
VAJ358 Gas Controls 8
VAI370 Natural Gas Fitting Line 12
VAJ559 Space Heater 12
VANM61 Wall Furnace 12
VAI314 Cooker 8
VANM31 Twin Cylinder LPG System & Fitting Line 8
VAI387 Commissioning a Gas Appliance 8
VAJ503 Instantaneous H.WS. 8
VAM14 Mains Pressure H.WS. 12
VAI382 Flashing Pipe Penetrations through Roof 16
VANM29 Installing Eaves Gutters 24
VAJ413 Installing Down Pipes 12
VAI356 Fixing Roof Cover (Pierced Fixed Method) 10
VAJ355 Fixing Roof Cover (Concealed Fixed Method) 8
VAJA65 Flashing Roofs to Walls 14
VAI500 Installing Roof Cover on Roof Intersections 20
VAI366 Flashing Large Penetration through Roof 26
VAI380 Installing Concealed Roof Gutters 16
VAJ335 Collection & Storage of Water

Supply for Isolated Country Dwellings 4
VAJ411 Identification of Components of

Mechanical Services Equipment 6
VAJI368 Identification & Principle of Operations

of Water Heating Systems 6
VAI372 Plan Reading & ID of In-Line

Equipment on Water Heating & Ventilation 6
VANM51 Installing Heating Water Systems in Copper Tube 26
VAJA60 Installing Heating Water Systems in Mild Steel Pipe 30
VAJI369 Installing a Gas Fired Warm Air

Furnace & Ducted System
VAI360 Installing a Gas Fired Small Bore Heating System
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VAJ558 Principles of Solar Heating for

Domestic Hot Water Systems 8
VAJ582 Principles of Installation of a Low

Pressure H.WS. & Tank in a Ceiling 12
VAI371 Oxy Acetylene Plate & Pipe Welding

& Arc Welding of Mild Steel Plate 22
Stage 3 (a minimum of 190 nominal hours)
VAA131 Advanced Gas 3
VAI383 Electronics & Electricity in Gas Appliances 12
VAJ385 Component Servicing 38
VAI327 Appliance Servicing 40
VAI340 Commercial & Industrial Gas Supply 46
VAI362 LPG Installations 14
VAA149 Advanced Mechanical Services 3
VAJ524 Operation of Central Heating Systems 24
VAJ463 Operation of Single Duct

Air-Conditioning Systems 24
VAI386 Commissioning Water & Air Systems 8
VAI378 Reticulated Systems 18
VAI364 Mechanical Services Welding 24
VAJ430 Plan Reading & Site Organisation 24
VAJA64 Mechanical Services Equipment 28
VAA169 Advanced Roofing 3
VAJ501 Size & Design Industrial Roof

Draining Components 30
VAJI359 Industrial Roof Installations 30
VA12 Industrial Roof Components 30
VAI367 External Metal Ceiling & Wall Cladding 30
VAJ365 PVC Welding for Roof Plumbers 30
VAAL77 Advanced Waste Disposal & Drainage 3
VAI352 Designing Sewerage Drains 35
VAJ343 Designing Sanitary Plumbing Systems 45
VAI342 Designing Flushing Systems 15
VAJI381 Locating & Clearing Blockages in Drains 15
VAI310 Cutting a Branch into an Existing Drain 10
VAI354 Domestic Septic Tanks 15
VAJ384 Designing Storm Water Drains 15
VAA178 Advanced Water Supply 40.

Units in Stage 3 are to be selected by the student, in consultation with
his/her employer, with the approval of the Head of Department.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

The course is available to:

= those already registered with the Plumbing Industry Board;

« those currently undertaking a plumbing apprenticeship course;

« those engaged in related employment;

« those deemed by the Department to possess the ability to
complete the course.

Selection Procedures/Selection Criteria

Interview Process.

Course Duration
The course may be offered on a part-time basis over a period of 600
hours.

Course Structure

Core Units

Code Hours
C1 Communication Skills 1 80
C2 Plans and Specifications 40
Cc3 Small Business Management 40
C4 Measuring and Levelling 40
C5 Plumbing Technology 40
DP1 Sanitary Systems Design 80
DP2 Storm Water Design 40
DP3 Cold Water Design 80
DP4 Hot Water Design 40
DP5 Fire Hydrant Design 40
DP6 Solar Systems Design 40
Electives

DP7 Introduction to CAD 40
DP8 Plumbing Services CAD 40
SP1 Quantity Surveying 40
SP2 Estimating and Costing 40
SP3 Services Safety 40
SP8 Basic Wordprocessing 40
SP9 Basic Database Applications 40
SP10 Basic Spreadsheet Applications 40

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Plumbing (Services Design)
(2402ADC)

Career Opportunities

Are you working in the Plumbing Industry and looking for a change,
this could be the course for you. You may want to enter the design
industry, run your own business, or just get a better understanding of
the techniques that are currently being used in the industry.

Scope of Delivery
This course is offered on a part time basis.

Course Objectives
The course is aimed at training qualified tradespeople in the more
advanced techniques of modern sanitary installations.

Entry Requirements

To qualify for admission to the course applicants must be an
apprentice or plumber who holds journeyman registration with the
Plumbers, Drainers and Gasfitters Registration Board of Victoria or
equivalent, or be able to demonstrate an understanding of plumbing
systems and whose work is incident and peripheral to design in
relation to the plumbing industry or satisfactory completion of
identified course prerequisites or equivalent.
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Certificate 11 in Sign Writing (21398VIC)

Career Opportunities
Signwriter/Sign Industry Worker.

Scope of Delivery
Full time or part time

Course Objective
The course aims to provide participants with the skills, knowledge and
ability required to gain an apprenticeship in the Sign Writing Industry.

Entry Requirements

There are no formal entry requirements for entry to the course but
applicants may be required to demonstrate to the Head of
Department that they have communication, literacy and numeracy
skills sufficiently well developed for them to participate in the
program.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Interview or skills indicator.

Course Duration

The course may be offered on a full-time basis over 588 nominal
hours or part-time equivalent.
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Course Structure

Code Hours
BCG1000A  Carry out interactive workplace communication 20
BCG1001A  Carry out OH&S requirements 40
BCG1002A  Plan and organise work 20
BCG1003A  Read and interpret plans 36
BCG1004A  Carry out measurements and calculations 36
BCG1005A  Use small hand and power tools 80
BCG1006A  Use small plant and equipment 16
BCG1007A  Erect and dismantle restricted height scaffolding 40
BCG1008A  Use simple levelling devices 8
BCG1011A  Handle construction materials and safely

dispose of waste 16
BCG1019A  Prepare for the construction process 40
BCG2001A  Prepare surfaces 32
BCF2004A  Layout signs 40
BCF2005A  Use colour matching for sign writing 24
VBM974 Develop basic illuminated signfaces 24
VBMI75 Produce basic computer aided manufactured Signs

—vinyl 40
VBM976 Produce a basic sign 76

Some module descriptors are listed towards the end of this brochure

Certificate 111 in Off-Site Construction (Sign
Writing/Computer Operations) (BCF30700)

Career Opportunities
Signwriter/Sign Industry Worker.

Scope of Delivery
Full time, part time, block release.

Course Objective

The course aims to provide apprentices with work related practical
skills and knowledge in the sign writing/computer operations
industries and give them the skills necessary for the safe use and
maintenance of a wide range of relevant tools and equipment
generally used on-the-job.

Entry Requirements

To qualify for admission to the course, applicants must be employed
as an apprentice in the sign writing trade.

Selection Procedures/Selection Criteria

Selection conducted by employer.

Course Duration
The course may be offered on a full-time basis over 960 nominal
hours or part-time equivalent.

Course Structure

Core Units
Module Code Hours
BCG1001A  Carry Out OH&S Requirements 40
BCG1000A  Carry Out Interactive Workplace Communication 20
BCG2001A  Prepare Surfaces 32
BCF3052A  Signwrite to Simple Forms 56
BCG1007A  Erect and Dismantle Restricted Height Scaffolding 40
BCG1011A  Handle Materials and Safely Dispose of Waste 16
BCF3056A  Produce Computer Aided Manufactured

(CAM.) Signs — Vinyl 36
BCF3054A  Apply Graphics Using Pressure Sensitive Films 24
BCG1004A  Carry Out Measurements and Calculations 20
BCG1002A  Plan and Organise Work 20
BCF2004A  Layout Signs 40
BCG2012A  Make Set-Outs 8
BCF2005A  Use Colour Matching for Sign Writing 24
BCF3053A  Signwrite to Decorative Forms 72
BCG1008A  Use Simple Levelling Devices 8
BCG1005A  Use Hand and Power Tools 80
BCF3055A  Apply Graphics to Illuminated Signfaces 24

BCG1006A  Use Small Plant and Equipment 16
MEM2.5C11A Measure with Graduated Devices 20
BCF2001A  Use Static Machines 32
BCF3058A  Produce Computer Aided Manufactured

(C.AM.) Signs — 3D Dimensional 36
BCF3057A  Produce Computer Aided Manufactured

(C.AM,) Signs — Digital 36
BCG1003A  Read and Interpret Plans 36
Elective Units
BCF3022A  Apply Gilding to Signs 40
BCF3026A  Apply Line and Scroll 48
BCF3028A  Write Tickets and Showcards 36
BCF3029A  Apply Water Gilding Glass 36
BCF3030A  Screen Print 36
BCF3062A  Hand Render Pictorials 36

Fifteen units (totalling 232 nominal hours) selected by the student,
subject to the approval of the Head of Department, having regard to
the list of relevant units in:

< Off-site Construction Training Package BCF00,
Australian_National Training Authority, 2000;

= Metal &  Engineering  Training  Package =~ MEM98,
Australian_National Training Authority, November 1998;

« Transport and Distribution training Package TDT97,

Australian_National Training Authority, 1999.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 1V in Sign Technology (21399VIC)

Career Opportunities
Leads to employment in the Sign Industries.

Scope of Delivery
Full time, part time.

Course Objective

The course aims to provide participants with advanced sign writing
skills as well as business management skills to assist in their current
employment, or to set up their own business.

Entry Requirements

To qualify for admission to the course, applicants must have
completed the Certificate 111 in Off-site Construction (Sign Writing/
Computer  Operations) (BCF30700), or possess equivalent
competencies and demonstrate to the satisfaction of the Head of
Department that they are capable of successfully completing the
course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Interview; Skills Indicator.

Course Duration
The course may be offered on a full-time basis over 482 nominal
hours or part-time equivalent.

Course Structure

Core Units
Code Hours
BSBSBM402A Undertake financial planning 50
BSBSBM404A Undertake business planning 60
BSBCMN410ACoordinate implementation of

customer service strategies 40
BSBCMN411AMonitor a safe workplace 50
BSBHR402A  Recruit and select personnel 40
VBM981 Manage signage contracts 50
VBM982 Create decorative backgrounds 40
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VBM983
VBM984

Use an airbrush to create special effects on signage 76

Use advanced features of CAM applications to

produce signs 76
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Course in Building and Engineering Trades
Orientation (3113TNWB)

Career Opportunities
Further Study.

Scope of Delivery
Full-time.

Course Objectives

The course aims to enable secondary school students to undertake
pre-apprenticeship options as an alternative to completing traditional
secondary school studies.

Entry Requirements

To qualify for admission to the course, applicants must have a
demonstrated ability or stated interest in developing skills relevant to
the modules being offered. A pre-enrolment interview will take place
for each referral to determine suitability of placement.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study,
as in articulation, informal or formal learning, or from work and/or
life experience.

Selection Procedures / Selection Criteria
Interview and aptitude test.
Course Duration

The course may be offered on a part-time basis over a period of one
year.

Course Structure

Generic (20 hours)

NBB18 Occupational Health and Safety
ABC504 Calculations

BIIM National Industry Induction Module
NCS001 Workplace Communication
Electrical (80 hours)

VBH087 Introduction to Electrical Trades
EPTMOL Soldering

NE31 Electrical Drawing Interpretation and Connection
Plumbing (76 hours)

3212CDA1.2 Oxy/Acetylene Welding
3212CDA14 Small Diameter Tubes and Pipes
3212CDA15 Disposal System Joints

3212CDA1.10.2  Cutting and Joining Sheet Metal
Painting and Decorating (40 hours)

Fw41 Painting and Decorating Surface Preparation
Fw43 Paint Application/Spray Painting

Sign Writing (32 hours)

SW054 Basic Drawing/Enlarging

SW056 Introduction to Sign Computers
Carpentr (80 hours)y

BS12 Hand and Power Tools

BS07 Setting Out and Levelling

BI11 Building Materials

BI03 Planning and Document Interpretation
Cabinet Making (80 hours)

ABC508 Hand Tools and Equipment

ABC512 Drawing

ABC549 Installation Techniques

Fabrication and Welding (80 hours)

NBB10 Fabrication Techniques 1

NBB009 Welding and Thermal Cutting

NF013 Thermal Cutting and Associated Processes
Automotiv (80 hours)

NBB02 Occupational Health and Safety
NBB05 Quality Concepts

NBBO05 Workplace Communications

NCS001 Workplace Communications

NCS002 Writing Skills for Work

NCS003 Job Seeking Skills

NOS116 Keyboard Technique and Operations
NOS118 Computer Operations — Data Retrieval
VAA539 Automotive Technology

VAB395 Component Reclamation

VAD203 Industry Introduction

VAE290 Numerical and Mathematical

VAG530 Hand and Power Tools

VAG530 Vehicle Detailing

VAG822 Workshop Safety

Automotive Options

NBB09 Welding and Thermal Cutting
NOS222 Work Processing — Introduction
VAA228 Air Operated Tools

VAAS5T9 Basic Automotive Electronics
VAAT746 Body Structure

VABO13 Catalogue Reading |

VAC130 Electrical Principles—-Magnetism
VAC692 Front End Alignment

VAD806 Lubrication Service

VAE164 Minor Servicing

VAE517 Paint Technology

VAF451 Roadworthy Awareness

VAF588 Seals and Bearings

VAG682 Wheels and Tyres

MMG12 Basic Automotive Electrical

NBB06 Machine Shop Operations

VAA325 Ancillaries

VAA532 Automotive Electrical Vehicle Technology
VAAS533 Automotive Electrical Workshop Skills
VAAB40 Basic Parts Operation

VAAT64 Brakes

VAB014 Catalogue Reading 2

VAB707 Cylinder Head Servicing

VAC008 Driveline/Final Drive

VAC128 Electrical Principles and Circuits
VAC265 Engines

VACT03 Fuel Systems

VAF906 Steering and Suspension

VAG387 Transmission

BE10 Painting Plastic Components on Cars
BE11 Paint Formulation and Preparation
BE6 Spray Guns

BES8 Panel Painting in Acrylic Lacquer

BE9 Polishing and Finishing Newly Painted Surfaces
VAAB37 Basic MIG Welding and Hydraulic Body Set Up
VAD919 Manufacture of Panels and Basic Panel Repair
VAD961 Masking Techniques

VAE549 Panel Surface Preparation

VAF374 Repair Door Panels

VAF852 Spot and Plug Welding

VAG541 Vehicle Painting Tools and Equipment

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 111 in Electrotechnology Systems

Electrician (UTE31199)

Career Opportunities

The Certificate 1l in Electrotechnology Systems
Electrician(UTE31199) course provides training for students

employed as Electrical apprentices in industry and government,
including small and large business. Training provided covers electrical
competencies, core trade theory and practice together with related
subject electives appropriate to a particular specialisation in industry,
with on the job profiling. Graduates may be eleigible for an Electrical
licence by applying to the Office of the Chief Electrical Inspector.

Scope of Delivery
This course is offered part-time, flexible delivery options, one day per
week.

Course Objectives

The course aims to provide students with the knowledge and skills
required to install and maintain electrical components, wiring,
equipment and systems and work in specialised areas of the electrical
industry.

Entry Requirements

To qualify for admission to the course, applicants must be employed
as an apprentice electrical trades person.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Selection is conducted by the employer

Course Duration
The course may be offered on a part-time basis over 1060 nominal
hours.

Course Structure

Core Units
Code Hours
UTENESO009A Participate in the training of others 20

UTENES105GA Install and terminate wiring systems — cabling
/wiring support and protection
UTENES105JA Install and terminate wiring systems — power
and control — low voltage 20
UTENES106BA Install electrical/electronic apparatu —electrical 180
UTENES206BA Maintain & repair apparatus &circuits—electrical 180
UTENES301BA Undertake commissioning procedures of

apparatus and circuits — electrical 180
UTENES402BA Test apparatus and circuits — electrical 200
UTENES501BA Diagnose and rectify faults in apparatus and

circuits — electrical 180

Specialisation Units

A minimum of one unit selected by the student, with the approval of
the Head of Department, from one of the following specialisations:
(i) Control;

(i)  Energy Supply;

(iii)  Fire Protection;

(iv) Installation and Servicing;

(v)  Maritime Installation;

(vi) Mining;
(vii) Plant Servicing;
(viii) Process;

(ix)  Security;

(x)  Signalling (Rail);

having regard to the units listed in the Electrotechnology Industry
Training Package UTE99, Australian National Training Authority,
1999.

Elective Units

A minimum of one unit selected by the student, with the approval of
the Head of Department, having regard to the units listed in the
Electrotechnology Industry Training PackageUTE99, Australian
National Training Authority, 1999.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Electrical (2406ANC)
[Motor Control]

Career Opportunities

Graduates of the Certificate IV in Electrical (2406ANC) [Motor
Control] course find employment in the Electrical areas of industry
and government, including small and large business. Typically
graduates work in the area of electrical and electronic motor control,
Programmable Logic Controllers and Industrial Electronics.

Scope of Delivery

This course is offered on a part-time basis with flexible delivery
options.

Course Objectives

The course is a post-apprenticeship course designed to enhance skills
in industrial applications of motors and their control systems.

Entry Requirements

To qualify for admission to the course, applicants must have
successfully completed the Certificate 111 in Electrical or equivalent.
Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study,
as in articulation, informal or formal learning, or from work and/or
life experience.

Selection Procedures/Selection Criteria

Applicants may be required to attend an interview.

Course Duration
The course may be offered on a part-time basis over a period of 600
nominal hours.

Course Structure

The structure of the course is as follows. Within the 600 hours,
students need to complete the core modules, a minimum of 6 NE
level modules and a minimum of 9 EA level modules.

Core Modules

Code Hours
EA034 Communication Studies 40
EA045 Quality Concepts 20
EA050 Engineering Computing 40
EA090 Fault Finding & Diagnostics 20
Common Modules

VBH393 Motor Control Fundamentals 40
VBH394 Motor Control 1 60
VBH395 Motor Control 2 60
NEO05 Power Control Devices 40
NEO7 Amplifier Principles 40
NE30 Electric Motor Protection & Control 40
NE41 Control System Principles & Applications 40
NE75 Thyristor Applications 40
NE177 Programmable Logic Controllers — 1 40
EA100 Analogue Electronics 40
EA102 Establishing a Contracting Business 40
EA160 Advanced PLC 40
EB160 PLC Systems Applications 80
EA929 SCADA Systems 40
EA927 Electronic Switching 40

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

124



SCHOOL OF ENGINEERING, CONSTRUCTION AND INDUSTRIAL SKILLS

Department of Computer Systems and
Electronics

The Department of Computer Systems & Electronics — TAFE
conducts a wide variety of pre-vocational, apprentice, post-apprentice
and paraprofessional training programs Cisco and Microsoft Vendor
programs, electrical, electronics and computer technology in areas
such as consumer electronics, communications, microprocessor and
digital applications, computer networking and data communications
and computer equipment repairs. The Werribee and Melton campuses
deliver Certificate | and Il programs, while the Sunshine campus
delivers programs to the Diploma level in all Department course
areas.
The Department develops and delivers commercial courses to meet
industry and community requirements as required and also
participates in the overall University Corporate Plan. Programs
delivered from the Department will change to meet National
curriculum and Department needs.
Details of the TAFE Certificate | to IV, Diploma and Advanced
Diploma courses offered by the Department are set out below.
Code
UTE20502 Certificate II in Electrotechnology Servicing(UTE20502)
UTE30499 Certificate 111 in Electrotechnology
Communications(UTE30499)
UTE30402 Certificate |11 in Electrotechnology
Communications(UTE30402)
UTE30599 Certificate |11 in Electrotechnology Computer
Systems(UTE30599)
UTE30799 Certificate 111 in Electrotechnology Entertainment and
Servicing(UTE30799)
UTE30702 Certificate 111 in Electrotechnology Entertainment and
Servicing(UTE30702)
UTE60199 Advanced Diploma of Computer Systems
Engineering(UTE60199)
UTE60399 Advanced Diploma of Electronic Engineering(UTE60399)
In addition to these courses, the Department of Computer Systems &
Electronics ~-TAFE conducts Traineeships, Labour Market Programs
and training courses for industry.
Paul Lange
Head, Department of Computer Systems and Electronics-TAFE

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Selection is conducted by the employer.

Course Duration
The course may be offered on a full-time basis over 1020 nominal
hours or part-time equivalent.

Course Structure

Module Code Hours
UTENESO009A  Participate in the training of others 20
UTENES105GA Install and terminate wiring systems

cabling/wiring support and protection 20
UTENES105IA  Install and terminate wiring systemspower

and control extra low voltage 20
UTENES106CA Install electrical/electronicapparatus electronic 180
UTENES206CA Maintain and repair apparatus and associated

circuits electronic 180
UTENES301CA Undertake commissioning procedures of

apparatus and associated circuits electronic 180
UTENES402CA  Test apparatus and circuits electronic 200
UTENES501CA Diagnose and rectify faults in apparatus and

associated circuits electronic 180

Specialisation Units

A minimum of one unit selected by the student, with the approval of
the Head of Department, from one of the following specialisations:
() Broadcast;

(i) Microwave;

(iii)  Satellite;

having regard to the units listed in the Electrotechnology Industry
Training Package UTE99, Australian National Training Authority,
1999.

Elective Units

A minimum of one unit selected by the student, with the approval of
the Head of Department, having regard to the units listed in the
Electrotechnology Industry Training Package UTE99, Australian
National Training Authority, 1999.

Certificate 11 in Electrotechnology Servicing
(UTE20502)

For further information please contact the Department of Computer
Systems and Electronics on 9284 7140.

Certificate 111 in Electrotechnology
Communications (UTE30402)

For further information please contact the Department of Computer
Systems and Electronics on 9284 7140.

Certificate 111 in Electrotechnology
Communications (UTE30499)

Career Opportunities

The Certificate 11l in  Electrotechnology ~Communications
(UTE30499) provides training for students employed as apprentices in
the field of electronic communications in industry and government,
including small and large business.

Scope of Delivery
This course is offered part-time, flexible delivery options, one day per
week or block release.

Course Objective

The course aims to provide students with the knowledge and skills
required to install, commission, maintain and carry out maintenance
on equipment used for the transmission and reception of voice, image
and data signals.

Entry Requirements
To qualify for admission to the course, applicants must be employed
as an apprentice in the electronics communications industry.

Certificate 111 in Electrotechnology Computer
Systems (UTE30599)

Career Opportunities

The Certificate 11l in Electrotechnology Computer Systems
(UTE30599) provides training for students employed as apprentices in
the field of computers in industry and government, including small
and large business.

Scope of Delivery
This course is offered part-time, flexible delivery options, one day per
week or block release.

Course Objective

The course aims to provide students with the knowledge and skills
required to install, commission, maintain and carry out maintenance
on computer equipment used in commercial and home office
situations.

Entry Requirements
To qualify for admission to the course, applicants must be employed
as an apprentice in the computer systems industry.
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Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Selection is conducted by the employer.

Course Duration
The course may be offered on a full-time basis over 980 nominal
hours or part-time equivalent.

Course Structure

Code Hours
UTENESO009A  Participate in the training of others 20
UTENES106AA Install electrical/electronic apparatus

computer systems 180
UTENES206AA Maintain and repair apparatus and circuits

computer systems 180
UTENES301AA  Undertake commissioning procedures of apparatus

and circuits computer systems 180

UTENES402AA Test apparatus and circuits—computer systems 200
UTENES501AA Diagnose and rectify faults in apparatus and

circuits computer systems 180
Specialisation Units
A minimum of one unit selected by the student, with the approval of
the Head of Department, from one of the following specialisations:
(i)  Business Equipment;
(i)  Control;
(iii)  Data Capture;
(iv)  Networks;
having regard to the units listed in the Electrotechnology Industry
Training Package UTE99, Australian National Training Authority,
1999;
Elective Units
A minimum of one unit selected by the student, with the approval of
the Head of Department, having regard to the units listed in the
Electrotechnology Industry Training Package UTE99, Australian
National Training Authority, 1999.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Course Duration
The course may be offered on a full-time basis over 1020 nominal
hours or part-time equivalent.

Course Structure

Code Hours
UTENESO009A  Participate in the training of others 20
UTENES105GA Install and terminate wiring systems —
cabling/wiring support and protection 20
UTENESI05IA  Install and terminate wiring systems — power
and control —extra low voltage 20

UTENESI106CA Install electrical/electronic apparatus—electronic180
UTENES206CA Maintain and repair apparatus and

circuits — electronic 180
UTENES301CA  Undertake commissioning procedures of

apparatus and circuits — electronic 180
UTENES402CA Test apparatus and circuits — electronic 200
UTENES501CA Diagnose and rectify faults in apparatus and

associated circuits — electronic; 180

Specialisation Units

A minimum of one unit selected by the student, with the approval of
the Head of Department, from one of the following specialisations:
()  Audio— Analogue;

(i) Audio - Digital;

(iii)  Electronic Appliances;

(iv) Video;

having regard to the units listed in the Electrotechnology Industry
Training Package UTE99, Australian National Training Authority,
1999.

Elective Units

A minimum of one unit selected by the student, with the approval of
the Head of Department, having regard to the units listed in the
Electrotechnology Industry Training Package UTE99, Australian
National Training Authority, 1999.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Electrotechnology
Entertainment and Servicing (UTE30799)

Career Opportunities

The Certificate 11l in Electrotechnology Entertainment and
Servicing(UTE30799) provides training for students employed as
apprentices in the field of consumer electronics in industry and
government, including small and large business.

Scope of Delivery
This course if offered part-time, flexible delivery options, one day per
week, or block release.

Course Objectives

The course aims to provide students with the knowledge and skills
required to install, commission, maintain and carry out maintenance
on equipment used for audio and video recording, processing and
reproduction.

Entry Requirements

To qualify for admission to the course, applicants must be employed
as an apprentice in the entertainment and servicing industry.
Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Selection is conducted by the employer.

Certificate 111 in Electrotechnology
Entertainment and Servicing (UTE30702)

For further information please contact the Department of Computer
Systems and Electronics on 9284 7140.

Advanced Diploma of Computer Systems
Engineering (UTE60199)

Career Opportunities

Graduates find employment in industry, commerce and government,
including small and large business. They work in the areas of
computer network development, network administration and support,
and computer hardware and software.

Scope of Delivery
This course is offered on a full-time and part-time basis, with the
option of flexible delivery.

Course Objectives

The course aims to provide students with the knowledge and skills
required to design, select, install, commission, maintain and carry out
repairs on advanced equipment and systems using computers,
computer peripherals and networking components.

Entry Requirements

To qualify for admission to the course, applicants must:

= have successfully completed year 11 or equivalent, including
Mathematics (Units 1 and 2 or 3 and 4); or

« be of mature age and demonstrate to the satisfaction of the Head
of Department that they are capable of successfully completing
the course.
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Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures / Selection Criteria

Applicants are selection through VTAC. Selection may be based on an
interview process.

Course Duration

The course may be offered on a full-time basis over 2140 nominal
hours or part-time equivalent.

Course Structure

Core Units

Code Hours

UTENES304AA-Undertake Commissioning of Advanced 220
Systems and apparatus - Computer Systems

UTENES406AA-Develop Complex Testing and Evaluation 480
Procedures—Computer Systems

UTENES504AA-Diagnose Faults in Advanced Systems and 4380

Apparatus—-Computer Systems
UTENESO008AAProvide Technical Leadership in the Workplace 280
UTENES712AADesign Electronic Apparatus and Systems 680
Elective Units (40 nominal hours)
A minimum of one unit selected by the student, with the approval of
the Head of Department, having regard to the units listed in the
Electrotechnology Industry Training Package UTE99, Australian
National Training Authority, 1999.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Electronic Engineering
(UTE60399)

Career Opportunities

Graduates find employment in industry, commerce and government,
including small and large business. They work in the areas of
communications, industrial and consumer electronics, and computer
hardware and software.

Scope of Delivery
This course is offered on a full-time and part-time basis, with the
option of flexible delivery.

Course Objectives

The course aims to provide students with the knowledge and skills
required to design, select, install, commission, maintain and carry out
repairs on advanced electronic equipment and systems used in
assembly, entertainment and defence situations.

Entry Requirements

To qualify for admission to the course, applicants must:

« have successfully completed year 11 or equivalent, including
Mathematics (Units 1 and 2 or 3 and 4); or

« be of mature age and demonstrate to the satisfaction of the Head
of Department that they are capable of successfully completing
the course.

Recognition of prior learning may be available based on skills and

knowledge acquired by the applicant through previous study, as in

articulation, informal or formal learning, or from work and/or life

experience.

Selection Procedures/Selection Criteria

Applicants are selection through VTAC. Selection may be based on an
interview process.

Course Duration

The course may be offered on a full-time basis over 2140 nominal
hours or part-time equivalent.
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Course Structure

Core Units
e Hours
UTENES304CA Undertake commissioning of advanced
systems and apparatus — electronic 220
UTENES406CA Develop complex testing and evaluation
procedures — electronic 480
UTENES504CA  Diagnose faults in advanced systems and
apparatus — electronic 480

UTENES008CAProvide Technical Leadership in the Workplace 280
UTENES702CADesign Electronic Apparatus and Systems 680

Specialisation Unit (20 nominal hours)

A minimum of one unit selected by the student, with the approval of
the Head of Department, from the following specialisation streams :
« Analogue and Digital ;

= Communications;

« Medical Equipment.

having regard to the units listed in the Electrotechnology Industry
Training Package UTE99, Australian National Training Authority,
1999.

Elective Units (20 nominal hours)

A minimum of one unit selected by the student, with the approval of
the Head of Department, having regard to the units listed in the
Electrotechnology Industry Training Package UTE99, Australian
National Training Authority, 1999.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Department of Engineering Technology

The Department of Engineering Technology-TAFE conducts a wide
range of courses that provide vocational education for a variety of
Engineering Technology occupations ranging from pre-employment
through to para-professional level.

Details of the TAFE Certificate | to IV, Diploma and Advanced
Diploma courses offered by the Department are set out below:.

Code

14309VIC Advanced Diploma of Engineering Technology
(Principal Technical Officer)(14309VIC) [Civil]

20020VIC Advanced Diploma of Engineering Technology
(20020VIC) [Civil]

20019VIC Diploma of Engineering Technology (20019VIC) [Civil]

11409VIC Certificate | in Engineering Technology (11409VIC)

MEM10198  Certificate | in Engineering(MEM10198)

MEM20198  Certificate |1 in Engineering (Production)(MEM20198)

MEM20298  Certificate II in Engineering
(Production Technology)(MEM20298)

MEM30198  Certificate |11 in Engineering
(Production Systems)(MEM30198)

MEMB30598  Certificate |11 in Engineering(Technician)(MEM30598)

MEM30298  Certificate 111 in Engineering
(Mechanical Trade)(MEM30298)

20018VIC Certificate IV in Engineering Technology (20018VIC)

20020VIC Advanced Diploma of Engineering Technology
(20020VIC)

20019VIC Diploma of Engineering Technology (20019VIC) [Streams
in Mechanical, Manufacturing & Mechatronics]

14309VIC Advanced Diploma of Engineering Technology (Principal
Technical Officer) (14309VIC)[Streams in Mechanical,
Manufacturing & Mechatronics]

AUM20100  Certificate Il in Automotive Manufacturing(AUM20100)

AUM30100  Certificate |11 in Automotive Manufacturing —
Frontline Management(AUM30100)

AUM40100  Certificate IV in Automotive Manufacturing —
Frontline Management(AUM40100)

AUM40200  Certificate 1V in Automotive Manufacturing —
Manufacturing Maintenance(AUM40200)

MEM10198F Certificate | in Engineering(MEM10198F)

MEM20198F Certificate |1 in Engineering—Production(MEM20198F)

MEM20298F  Certificate |1 in Engineering— Production
Technology(MEM20298F)

MEMB30198F Certificate |11 in Engineering — Production
Systems(MEM30198F)

MEMB30398  Certificate |11 in Engineering— Fabrication
Trade(MEM30398) [Light & Heavy]

20018VICF  Certificate IV in Engineering Technology(20018VICF)

20019VICF  Diploma of Engineering
Technology(20019VICF)[Fabrication]

20020VICF  Advanced Diploma of Engineering

Technology(20020VICF)[Fabrication/Supervision,
Inspection]

In addition to these courses, the Department of Engineering

Technology-TAFE conducts Traineeships, Labour Market Programs
and training courses for industry.

Graeme Barry

Head, Department of Engineering Technology-TAFE

Advanced Diploma of Engineering
Technology (Principal Technical Officer)
(14309VIC) [Civil]

Career Opportunities
Trainer, Supervisor, Coordinator, Technical Officer, Engineering
Assistant, Design Draftperson.

Scope of Delivery
This course is offered on a full-time and part-time basis.

Course Objectives

The Advanced Diploma of Engineering Technology (Principal
Technical Officer)(14309VIC) aims to meet the needs of persons at
or aspiring to the Metals and Engineering Award Classification C2b
Principal Trainer/Supervisor/Co-ordinator. It has applications to
engineers and managers in both public and private sectors across all
engineering streams in small, medium and large enterprises.

The Advanced Diploma of Engineering Technology (Principal
Technical Officer) (14309VIC) — Civil Stream, is acceptable as a
suitable academic qualification for Technical Officer, Engineering
Assistant, Design Draftperson and similar classifications in
Government departments, semi Government instrumentalities and
private industry. People employed in the positions are required to have
a high degree of skill and specialist knowledge in order to provide
support to professional engineers in a wide variety of tasks.

Entry Requirements

To qualify for admission to the course, applicants must have Year 11
or industrial training/experience or be of mature age and assessed by
the Head of Department as being capable of successfully completing
the course.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study,
as in articulation, informal or formal learning or through work and/or
life experience.

Selection Procedures/Selection Criteria
ENTER and/or interview.

Course Duration

Full-time — 1800 nominal hours.

Part-time — Dependent upon number of modules undertaken each
year.

Course Structure

The Advanced Diploma of Engineering Technology (Principal

Technical Officer)(14309VIC) consists of fifteen modules of

nominally 40 hours duration each, additional to modules completed in

the Advanced Diploma and Diploma, comprising:

» Advanced Diploma Level (Principal Technical Officer) Modules
(either technical or non technical): 6 modules (240 hrs) minimum

 Research Project: 1-3 modules

« Advanced Diploma of Engineering Technology Modules: six
maximum (240 hours)

ADVANCED DIPLOMA OF ENGINEERING

(Principal Technical Officer) (Civil Stream)

(minimum of 600 hours required)

Code Hours
ED046 Research Project A 40
ED047 Research Project B 40
EDO048 Research Project C 40
EDO062 Research Project D 20

ADVANCED DIPLOMA (Principal Technical Officer)
Level Technical And Non Technical Modules
(minimum of 240 hours in this group)

Civil Stream

EA852 Engineering Hydrology 40
EB073 Structural Masonary Design 40
EB353 Foundations 2 40
EB363 Civil Materials Concrete 2 40
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EB367
EB379
EB830
EB83L
EB832
EB851
EB852
EB854
EB855
EB856
EB858
EB859
EB860
EB865
EB866
EB869
EB870
EB872
EB874
EB875
EB877
EB878
EDO049
ED050
VABS507
VAB919
VAB963
VAC375
VAD292
VAE670
VAET704
VAET705
VAET751
VAC376
VAF448
VAF989
VAF990
VAF991
VAF992
VAF997
VAG505
EDO043
ED053
EDO055
EDO056
EDO058
EDO059
ED060
EDO61

Civil Materials Soils B

Commercial Building Construction
Reinforced Concrete Design 1
Reinforced Concrete Design 2

Beam and Column Analysis
Environmental Engineering
Foundations 1

Storm Water Drainage

Structural Steel Design 1

Structural Timber Design

Waste Water Engineering

Water Engineering

Geometric Road Design

Municipal Design

Pavement Design

Land Information Systems
Engineering Surveying 1

Frame Analysis

Structural Steel Design 2

Drafting Reinforced Concrete 2
Drafting Precast & Prestressed Concrete Elements
Civil Engineering Computer Applications
Advanced Engineering Maths A
Advanced Engineering Maths B
Concrete Technology and Applications
Documentation and Supervision

ER5858583555585585558585585855858558585885888

Drainage Design

Fabrication Methods 1A

Integrated Traffic

Photogrammetry 2AB

Physics A

Physics B

Planning and Administration

Fabrication Methods 1B

Road Design

Structural Mechanics 2A 20
Structural Mechanics 2B 20
Structural Mechanics 2C 20
Structural Mechanics 2D 20
Structures 4 40
Urban Road Design 40
Total Quality Management 60
Introduction to Environmental Management 60
Project Management 80
Customer/Client Relations 60
Introduction to Financial Management 60
Introduction to Marketing 60
Improving Workplace Performance 60
Managing Occupational Health & Safety

in the Workplace 40

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Engineering
Technology (20020VIC) [Civil]

incorporating

Diploma of Engineering Technology
(20019VIC) [Civil]

Career Opportunities

Technical Officer, Engineering Assistant, Design Draftperson.

Scope of Delivery
This course is offered on a full-time and part-time basis.
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Course Objectives

This course is designed to be job orientated while still providing
soundly based theoretical knowledge to equip students to work in an
area of rapidly changing technology. Flexible structuring of this
course caters for the needs and the interests of students and
employers. Entrance requirements are also flexible and qualifications
and experience gained in industry are taken into consideration.

The Advanced Diploma of Engineering(20020VIC) [Civil] is
acceptable as a suitable academic qualification for Technical Officer,
Engineering Assistant. Design Draftperson and similar classifications
in Government departments, semi government instrumentalities and
private industry. People employed in the positions are required to have
a high degree of skill and specialist knowledge in order to provide
support to professional engineers in a wide variety of tasks.

Entry Requirements

To qualify for admission to the course, applicants must have Year 11
or completion of the Certificate |11 in Engineering — Production
Systems(MEM30198) or Certificate 11l in Engineering —
Technician(MEM30598) or industrial training/experience or be of
mature age and assessed by the Head of Department as being capable
of successfully completing the course.

Selection Procedures/Selection Criteria
ENTER and/or interview.

Course Duration

Total course hours — 1200. The course is designed to be completed in
two years of full-time study or approximately five years of part-time
study.

Modules are selected according to structural or municipal stream
selection requirements. The course provides the student with the
opportunity to study a clearly defined stream that suits the particular
needs and interests of both the student and the employer.

The Advanced Diploma of Engineering consists of 30 modules (21
EA modules and 9 EB modules).

Course Structure
Structural Stream
Year One — Common Modules

Code Hours
EA002 Engineering Mathematics A 40
EA030 Workplace Communications 40
EA050 Engineering Computing 40
EA059 Statics 60
EA061 Engineering Graphics 40
EA064 Computer Aided Drafting A 40
EA065 Computer Aided Drafting B 40
EA071 Planning/Estimating and Costing 20
EA801 Civil Materials Concrete 1 20
EA804 Intro to Strength of Materials 40
EA805 Load Analysis 20
EA812 Drafting Reinforced Concrete 1 40
EA813 Drafting Roads 1 40
EA815 Drafting Steelwork 1 40
EA820 Survey Measurement 2 40
EA854 Geoscience Geology 40
EA855 Hydraulics Mechanics 20
EA856 Intro to Road Engineering 40
EA860 Survey Compulations 40
EA861 Survey Measurement 1 40
Year Two — Environmental Stream Modules

EA040 Occupational Health and Safety 20
EA065 Computer Aided Drafting B 40
EA066 Computer Aided Drafting C 40
EAO070 Engineering Organisations 40
EA803 Civil Materials, Soils A 40
EA810 Drafting Pipelines 40
EA814 Drafting Roads 2 40
EA850 Civil Construction Techniques A 20
EA851 Civil Construction Techniques B 20
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EA857 Pipe and Channel Flow 20
EA858 Site Investigation 40
EA868 Traffic Control 40
EB851 Environmental Engineering 40
EB854 Storm Water Drainage 40
EB858 Waste Water Engineering 40
EB859 Water Engineering 40
EB860 Geometric Road Design 40
EB861 Minor Civil Engineering Projects A 20
EB862 Minor Civil Engineering Projects B 20
EB863 Minor Civil Engineering Projects C 20
EB864 Minor Civil Engineering Projects D 20
EB866 Pavement Design 40
EB868 Municipal Design 40
EB870 Enginering Surveying 40
EBO71 Project Management 40
EB878 Civil Engineering Computer Applications 40
Year Two — Structural Stream Modules

EA040 Occupational Health and Safety 20
EA066 Computer Aided Drafting C 40
EA067 Computer Aided Drafting D 40
EA070 Engineering Organisations 40
EA803 Civil Material, Soils A 40
EA850 Civil Construction Techniques A 40
EA851 Civil Construction Techniques B 40
EA858 Site Investigation 40
EB830 Reinforced Concrete Design 1 40
EB831 Reinforced Concrete Design 2 40
EB832 Beam and Column Analysis 40
EB840 Advanced Strength of Materials 40
EB850 Civil Estimating 40
EB852 Foundations 1 40
EB853 Foundations 2 20
EB855 Structural Steel Design 1 60
EBB856 Structural Timber Design 20
EB861 Minor Civil Engineering Projects A 20
EB862 Minor Civil Engineering Projects B 20
EB863 Minor Civil Engineering Projects C 20
EB864 Minor Civil Engineering Projects D 20
EBO071 Project Management 40
EB874 Structural Steel Design 2 40
EB878 Civil Engineering Computer Applications 40

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate | in Engineering Technology
(11409VIC)

Career Opportunities
Prepare students for Traineeships, Apprenticeships or Production
Training Programs.

Scope of Delivery
This course is offered on a full-time and part-time basis.

Course Objectives

The main aim of the Certificate | in Engineering Technology is
designed to assist a person to develop competencies in Australian
Qualifications Framework Level 1. The Learning outcomes provide a
broad range of foundation studies preparing the student for
employment and or leading to further pathways, for example a
Traineeship, Apprentice or production training program.

Entry Requirements
The Certificate | in Engineering Technology is designed for
participants with a minimum educational background of Year 9 and
targeted for Year 10 to Year 12 male and female students. There are
no barriers to entry in relation to age, gender, physical ability, social or
educational background.

The Certificate | in Engineering Technology is not intended to be
used for people currently employed in the metal and engineering
industry.

Selection Procedures/Selection Criteria
Applicants for this course are selected via an interview process.

Course Duration

400 nominal hours. Intakes in February, May and September.
Full-time — thirteen weeks.

This course may be offered on a fee for service basis and as a VET in
Schools program.

Course Structure

The Certificate | in Engineering Technology is a one year, full-time
course that involves 400 hours of provider-based training, consisting
of 10 equivalent modules of 40 Hours. The course is designed as a
broad based skilling program with the emphasis in preparing the
student for a career in engineering, further study and the work
environment. The Certificate | in Engineering Technology comprises
280 nominal hours of course modules plus 120 hours of elective
modules and 10 days in work placement.

Compulsory Core Modules (equivalent to 7 full modules)

Code Hours
EPC173 Functional Mathematics 20
NBBO01 Communications and Industrial Relations 40
NBB02 Occupational Health and Safety 20
NBB05 Quality Concepts 20
NBB06 Machining 40
NBB07 Hand and Power Tools 40
NBB09 Welding and Thermal Cutting 40
NBB12 Engineering Drawing Interpretation 40
NBB14 Introduction to Electricity & Electronics 20

Elective Modules (equivalent to 3 full 40 hrs modules)
Select a minimum of 3 equivalent full 40 hrs modules from the
following

NMo1 Milling 1 40
NM16 Dirills and Drilling Machines 40
NM25 Turning 1 - Parallel Turning 40

Note: Electives offered will be selected by the School and dependant
upon the availability of suitable teaching resources.

Requirements for the Credential

The Certificate | in Engineering will be awarded on satisfactory
completion of the course outcomes (400 hours), plus a submission of
a portfolio of evidence showing a minimum of ten (10) days of
workplacement activities/projects be submitted.

Recognition of Credential
The course has the endorsement of the Engineering Industry
Training Board (E.S.T.B).

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Engineering (Certificate 1-111)
[New Apprenticeships]

Career Opportunities
Prepare students for Traineeships, Apprenticeships or Production
Training Programs.

Scope of Delivery
Day release.

Course Objectives

The courses leading to qualifications described in this brochure are
based upon the Metal and Engineering Training Package which has
been developed by the Manufacturing, Engineering and Related
Services Industry Training Advisory Body Ltd. (MERS ITAB) to meet
the training and skills recognition needs of the manufacturing and
engineering industry in Australia.
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All qualifications in the Training Package are based on the National
Metal and Engineering Competency Standards. These standards focus
on what is expected of people in workplaces rather than on the
learning process. The standards reflect realistic workplace practices
across a broad range of situations. This includes the specification of
knowledge and skills and the application of that knowledge and skill
in the workplace as well as the ability to transfer and apply the
competency in new situations, environments and contexts.

Summary of Training Package qualifications

Minimum Industrial
points ‘C'level
required outcome
Certificate | in Engineering(MEM10198) 16 C13
Certificate Il in Engineering (Production)(MEM20198) 32  C12
Certificate |1 in Engineering
(Production Technology)(MEM20298) 64 C11
Certificate 111 in Engineering
(Production Systems)(MEM30198) 9% C10
Certificate |11 in Engineering
(Mechanical Trade)(MEM30298)* c10

Certificate |11 in Engineering (Technician)(MEM30598)Yr12+40 C9
or

AQF I11+12

*This course is offered to industry-based clients only.

Entry Requirements

Certificate I in Engineering(MEM10198)

Certificate 11 in Engineering (Production)(MEM20198) or (Production
Technology)(MEM20298)

Certificate 111 in Engineering (Production Systems)(MEM30198)

To participate in these courses a person must be employed in a
production occupation, and possess Basic English language, literacy
and numeracy skills.

Certificate 111 in Engineering (Technician)(MEM30598)
Either Certificate 111 in Engineering (Production
Systems)(MEM30198) or Year 12.

Certificate 111 in Engineering (Mechanical Trade)(MEM30298)
Year 11 or 12 and current employment as an apprentice.

Selection Procedures/Selection Criteria
Selection is conducted by Employer.

Course Structure

The Metal and Engineering Competency Standards units are divided
into three (3) categories, which are used to describe the necessary
components of a particular skill profile for jobs within the industry.
The three categories are:

Foundation Units — competencies that are a necessary part of the skill
profile of every job in the industry. Foundation competencies do not
carry a points weighting, however they are necessary pre-requisites to
higher level units and will form part of the skills profile of all
employees.

Core Units — define competencies which are common and necessary
across a range of classifications and positions in the Metal and
Engineering Industry.

Specialisation Units — describe the diverse range of competencies
needed across the industry. The Specialisation units are also divided
into ‘bands’, with some overlap between them. Band B skills are more
difficult than band A skills. Some Specialisation units are regarded
both band A and band B units.

Band A - represents a range of competencies which may be used for
career progression up to classification C8.

Band B-represents a range of competencies, which may be used for
career progression between classifications C10 to C5, and must be
used above C8.
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Each unit of competency has an allocated weight shown as ‘unit
weight points’. Each qualification includes an identified number of
points. The units selected for the qualification must have a combined
points value no less than the points value specified for the
qualification. The combined points total also includes the points for
any pre-requisite units involved. Note that the points for any
particular unit can only be counted once in each qualification.

Foundation and Core Competencies
Foundation competency units

Code

MEML1.1FA Undertake interactive workplace communication

MEM1.2FA Apply principles of occupational health and safety in a
work environment

MEM1.3FA Apply quality procedures

MEMZ14FA Plan to undertake a routine task

Note:: Foundation units do not carry unit weight points

Core competency units - Band 1

At Certificate 11 in Engineering — Production (C12), the Foundation

units and the C12 Core unit is needed.

The C12 Core unit is: Unit Weight Points

MEM2.1C12  Apply quality systems 2
Total Core points at C12 = 2

At Certificate 11 in Engineering — Production Technology (C11), the

Foundation units, C12 Core unit and C11 Core units are required.

The C11 Core unit is: Unit Weight Points
MEM2.2C11  Organise and analyse information 2
MEM23C11 Operate in a work based team environment 2
MEM24C11  Assist in the provision of on the job training 2
MEM25C11  Measure with graduated devices 2

Add C12 Core points 2

Total Core points at C11 = 10

At Certificate 111 in Engineering — Trade/Production (C10), the

Foundation units, C12 Core unit, C11 Core units and C10 Core units

are required.

The C10 Core unitis:

MEM2.6C10 Plan a Complete Activity

MEM2.7C10  Perform Computations — Basic 2

MEM2.8C10 Perform Computations 2

MEM2.9C10 Perform Computer Operations 2
0
0

Unit Weight Points

Add C12 and C11 Core points 1
Total Core points at C10 = 2
Core Competency Units — Band 2
Total of 16 points to be gained by C5
(see notes attached to qualifications above 96 points)
MEM2.10C5 Write Reports
MEM2.11C5  Research and Prepare Presentations and Reports
MEM2.13C5  Perform Mathematical Computations
MEM2.14C5A Use Graphical Techniques & Perform Simple
Statistical Computations
MEM2.15C5A Operate in an Autonomous Team Environment
MEM2.16C5A Interpret Quality Specifications and Manuals
Total Core points in band 2 =
Note: C12, C11, C10 and C5 refer to industrial classifications.
« For a complete list of the available Competency Standards refer
to the Metal and Engineering Industry National Competency
Standards — available through the teaching department.
« Competency standards units for Certificate 111 “Production’ and
“Trade’ qualifications listed by Stream
= Units of at least 40 points value must be drawn from specified
fields and/or units to obtain the particular stream outcome. Any
combination may be selected from within a specified stream
provided pre-requisite requirements are met.
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Examples of Training Package Programs appropriate
for a person working in Fitting and Machining

EXAMPLE ONE: EXAMPLE TWO:

MEM30298 Certificate 111 in Engineering — Mechanical Trade MEM30298  Certificate I11 in Engineering — Mechanical Trade
Foundation Units (Maintenance & Fluid Power)

Code Hours Foundation Units

MEML1FA  Undertake interactive workplace communication
MEM1.2FA  Apply Principles OH&S in work environment
MEML1.3FA  Apply quality procedures MEM1.3FA  Apply quality procedures
MEML4FA  Plan to undertake a routine task MEM1.4FA  Plan to undertake a routine task
Core Units MEM2.1C12  Apply quality systems

MEMLIFA  Undertake interactive workplace communication 0
0
0
0
2
MEM2.2C11  Organise and analyse information 2
2
2
2
4
2
2

MEML2FA  Apply Principles OH&S in work environment

ocooo

MEM2.1C12  Apply quality systems 2
MEM2.2C11  Organise and analyse information 2 MEM2.3C11  Operate in a work based team environment
MEM2.3C11  Operate in a work based team environment 2 MEM24C11  Assist in the provision of on the job training
MEM24C11 Assist in the provision of on the job training 2 MEM25C11  Measure with graduated devices
MEM25C11  Measure with graduated devices 2 MEM2.6C10  Plan a complete activity
MEM2.6C10  Plan a complete activity 4 MEM2.7C10  Perform computations — basic
MEM2.7C10  Perform computations — basic 2 MEM2.8C10  Perform computations
MEM2.8C10  Perform computations 2 Pre-requisites — 2.7C10
Pre-requisites —2.7C10 MEM2.9C10  Perform computer operations 2
MEM2.9C10  Perform computer operations 2 MEM2.13C5  Perform mathematical computations 4
MEM2.13C5  Perform mathematical computations 4 Pre-requisites — 2.7C10, 2.8C10
Pre-requisites — 2.7C10, 2.8C10 Elective Units
Elective Units MEM5.12A  Perform routine M.A and/or GMAAW 2
MEM21C12  Apply quality systems 2 MEM75A  Perform general machining 4
MEM5.12A  Perform routine M.A and/or GMAAW 2 Pre-requisites — 2.5C11, 9.2A, 18.1A
MEM6.7AA  Perform basic heat/quench.,temp, and anneal. 2 MEM7.6A  Perform lathe operations 8
MEM?7.1AA  Operational maintance machines/equipment 2 Pre-requisites — 7.5A, 9.2A, 18.1A
MEM?7.2AA  Perform precision shaping/planning/ MEM7.7A  Perform milling operations 4
slotting operation 4 Pre-requisites — 7.5A, 9.2A, 18.1A
Pre-requisites - 7.5A, 9.2A, 18.1A MEM7.8 Perform grinding operations 4
MEM7.5AA  Perform general machining 8 Pre-requisites — 7.5A, 9.2A, 18.1A
Pre-requisites - 25C11, 9.2A, 18.1A MEM9.IA  Draw and interpret sketch 2
MEMT7.6AA  Perform lathe operations 4 MEM9.2A  Interpret technical drawing 4
Pre-requisites —7.5A, 9.2A, 18.1A MEMI2.1A  Use comparison & basic measuring devices 2
MEM?7.7AA  Perform milling operations 4 MEMI2.3A  Precision mechanical measurement 2
Pre-requisites - 7.5A, 9.2A, 18.1A MEMI26A  Mark out/off (general engineering) 4
MEM?7.8AB  Perform grinding operations 4 Pre-requisites — 9.2A
Pre-requisites — 7.5, 9.2A, 18.1A MEM18.1AB  Use hand tools 2
MEM7.9AA  Perform precision jig boring operations 4 MEM18.2AA Use hand tools/hand held operations 2
Pre-requisites —9.2A, 12.3A, 75A, 7.7A, 18 1A MEM18.3AB  Use tools for precision work 4
MEM?7.10AA  Perform tool and cutter grinding operations 4 Pre-requisites — 18.2A
Pre-requisites — 12.3A, 9.2A, 18.1A, 7.8A, 7.5A MEM185AA Bearings-fault Diagnose Installation & Removal 4
MEM7.11AA  Complex milling operations 4 Pre-requisites — 25C11, 9.1A, 9.2A, 18.1A,
Pre-requisites — 2.13C5, 7.5A, 7.7A, 18.2A, 18.3A, 18.55A, 18.6A
9.2A, 123A, 181A i MEM18.6AA Dismantle/Repair/Replace/
MEM?7.12AA  Complex grinding operations 4 Assemble & Fit Engineering Components 6
Pre-requisites — 7.5A, 9.2A, 18.1A, 12.3A, 7.8A Pre-requisites — 2.5C11, 9.1A, 9.2A, 18.1A,
MEM?7.21AA  Perform Complex lathe operations 4 18.2A, 18.3A, 1855A
Pre-requisites —2.13C5, 7.5A, 7.6A, MEM18.18AB Maintain Pneumatic System Components 4
9.2A,123A, 181A Pre-requisites — 9.1A, 9.2A, 18.1A, 18.2A,
MEM9.1A Draw and interpret sketch 2 18.3A, 18.6A
MEM9.2A  Interpret technical drawing 4 MEM18.19AA Maintain and Repair Pneumatic Systems 4
MEM12.1A  Use comparison & basic measuring devices 2 Pre-requisites — 9.1A, 9.2A, 18.1A, 18.2A,
MEM12.3AA Precision mechanical measurement 2 18.3A, 18.6A1 8.55A, 18.18A
MEM126A  Mark out/off (general engineering) 4 MEM?18.20AB Maintain Hydraulic System Components 4
Pre-requisites — 9.2A Pre-requisites — 9.1A, 9.2A, 18.1A, 18.2A,
MEM16.1BA  Give formal presentations & take part in meetings 2 18.3A, 18.6A
MEM18.1AB  Use hand tools 2 MEM?18.21AA Maintain and Repair Hydraulic Systems 4
MEM18.2AA  Use hand tools/hand held operations 2 Pre-requisites — 9.1A, 9.2A, 18.1A, 18.2A,
MEM18.3AB  Use tools for precision work 4 18.3A, 18.6A,1 8.20A
Pre-requisites — 18 2A MEM18.55AA Dismantle, Replace & Assemble
Total Points 9% Engineering Components 3
Pre-requisites — 2.5C11, 9.1A, 18.1A, 18.2A
Total Points 97

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 1V in Engineering Technology
(20018VIC)

Career Opportunities
Supervisors, Technicians

Scope of Delivery
Part-time, day release.

Course Objectives

The course aims to meet the needs of persons at, or aspiring to, the
Metals and Engineering Award Classification C7. The course is also
intended to have application to engineers and managers in both the
public and private sectors, across all engineering streams and in small,
medium and large enterprises.

Entry Requirements

To qualify for admission to the course, applicants must have
completed the Certificate IIl in  Engineering-Mechanical
Trade(MEM30298) or Certificate 11l in Engineering—Fabrication
Trade(MEM30398).

Selection Procedures/Selection Criteria
Applicants are selected via an interview process.

Course Duration
The course may be offered on a full-time basis over a period of 360
nominal hours or part-time equivalent.

Course Structure

The course requires completion of a range of modules drawn from a
number of streams including:

« Fabrication;

= Mechanical.

There is no requirement for rigid adherence to any stream. A student
may develop a course combining a range of modules to suit his/her
preferred vocational outcome. This might include such occupational
specialisations as training, human resource management or
environmental engineering.

The course consists of 9 modules, at nominally 40 hours per module.
Fluid Power Stream

Industrial Maintenance Stream

Code Hours
EB714 Electro Fluid Power Control 2* 40
EB755 Fluid Power System Project 80
NBB08 Electrical Fundamentals 40
NBB09 Hand and Power Tools 40
NBB13 Engineering Science 40
NM30 Fluid Power 40
NM31 Pneumatics 1 40
NM32 Hydraulics 1 40
NM33 Fluid Power Control 1* 40
NM34 Air Compression and Distribution 40
NM57 Hydraulics 2 40
NM58 Hydraulics 3* 40
NM59 Hydraulics 4* 40
NM60 Pneumatics 2 40
NM61 Pneumatics 3* 40
NM62 Pneumatics 4* 40
NM63 Fluid Power Control 2* 40
EAT11 Mechanical Drive Components 40
EAT760 Lubrication 40
EAT762 Mechanical Equipment 40
EAT763 Vibration Monitoring Condition 40
NBB11 Mechanical components 40
NM15 Fitting Techniques 1 40
NM22 Mechanical Repair and Installation 40
NM23 Plant Condition Monitoring* 40
NM28 Fitting Techniques 2 40

NM29 Mechanical Power Transmission 40
NM39 Engines 1 40
NM42 Water Pumping 40
NM43 Pumps Applications and Installation 40
Toolmaking Stream

NM45 Electrical Discharge Machining 1 40
NM46 Press Tool 1-Introduction 40
NM47 Press Tool 2-Blank and Pierce 40
NM48 Press Tool 3-Bend 40
NM49 Press Tool 4-Draw Dies 40
NM50 Press Tool 5-Progressive Dies 40
NM64 Press Tool Drawing 40
NM88 Press Tool Maintenance 40
NM96 Precision Fitting and Assembly 40
Numerical Control Stream

NMO09 Computer Numerical Control Machining 40
NM10 Computer Numerical Control Turning 40
NM11 Computer Numerical Control Turning 2 40
NM12 Computer Numerical Control Milling 1 40
NM13 Computer Numerical Control Milling 2 40
NM81 CAM 1-Concepts* 40
NM82 CAM 2-2D Programming* 40
NMI1 CAM 3-2D CNC Mill Operations* 40
NM92 CAM 4-CNC Lathe Operations* 40

* Dual status EA module, recognised as EA Level.

Note: Modules offered may vary from semester to semester. Students
should consult the Department regarding availability of the above
listed modules.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Engineering
Technology (20020VIC)

incorporating:

Diploma of Engineering Technology
(20019VIC) [Streams in Mechanical,
Manufacturing and Mechatronics]

Career Opportunities
Technical Officer, Engineering Assistant.

Scope of Delivery
This course is conducted on a full-time and part-time basis.

Course Objectives

The Advanced Diploma of Engineering Technology provides high
level training for the engineering industry at the engineering advanced
level. The skills gained may be used in solving practical and theoretical
problems, and supervising and training technical, trade and unskilled
staff. Engineering associates are responsible to engineers or
management for carrying out engineering operations and devising
better practices to improve the quality of products and processes in
workshops, research laboratories and in the field.

Entry Requirements

To qualify for admission to the course, applicants must have Year 11
or completion of the Certificate 11l in Engineering — Production
Systems(MEM30198) or Certificate 111 in Engineering—Mechanical
Trade(MEM30298) or Certificate Il in Engineering—Fabrication
Trade(MEM30398) or Certificate Il in  Engineering -
Technician(MEM30598) or industrial training/experience or be of
mature age and assessed by the Head of Department as being capable
of successfully completing the course.

Selection Procedures/Selection Criteria
Applicants are selected via an interview process.
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Course Duration Computer-Aided Drafting (CAD) Stage 2:

Full-time — Two years (or 1 year after completion of Diploma) EB0GO Managing CAD Systems 40

Part time — Dependent on the number of modules undertaken each EES:&CS Managing CAD Utiities 0

e 600h EBTT0 Robotics 2 4

Iploma — 650 hours Dimensional Metrology

Advanced Diploma (Stages 1 and 2) — 1200 hours. EA710 Dimensional Metrology, Basic 20

Course Structure EAT73 Dimensional Metrology, Measuring and Testing 40

Stage 1 of the Advanced Diploma is the Diploma of Engineering EB785 D!mens!onal Metrology, Advanced Tech. 4
EB786 Dimensional Metrology, Complex Forms 40

Technology (15 modules). Stage 2 consists of 15 Advanced Diploma
modules selected for the chosen area of specialisation. The 15
modules must include at least 9 EB designated modules and may

MECHANICAL MODULES
Engineering Design, Applied Mechanics

include up to six additional Advanced Certificate (EA) modules. Basic ch«AeOOI Calculus HOZS
Modules Recommended (Manufacturing and Mechanical) EA1%6 Introduction to Programming 40
Code S Hours EA703 Engineering Drawing (Structural and Mech) 40
v B e s A o EAT06 Fluid Mechanics 1 0
gineering EA711 Mechanical Drive Components 40
EA003 Engineering Maths B 40 EAT714 Thermodynamics 1 40
o) SMCf;ﬁgg's Science o EATI5 Mechatronics 1-Process Model 2
EA027 Presenting Reports 20 EAT716 Mechatronics 2-PLC Automation 40
_— EATT2 Introductory Dynamics 40
EA030 Workteam Communications 40 EA780 Design for Manufacture 40
EA032 Witing Technical Documents 2 EA804 Introductory Strength of Materials 40
EA040 OHA&S for Supervisors 40 EA805 Load Analysis 2
EA050 Engineering Computing 40 EABS9 Statics 60
EA060 Engineering DESign. Concepts 2 EB030 Advanced Quality Concepts 40
EA06L Eng!neer!ng Graph_|cs . 4 EBO050 Engineering Project 80
EA070 Engineering Organisations 4 EB650 Materials for Engineering 40
EAGE0 Engineering Measurement 2 EB701 Advanced Machine Design 40
EAS06 Gauge Design Concepts 4 EB702 Dynamics of Industrial Machines 40
EA701 Engineering Drawing (Detail) 40 EB703 Machine Design 40
EA710 Dimensional Metrology — Basic 40 EB704 Mechanical Design 40
Eﬁ;‘;’é \Il\nkt)rrkghotp Prtoce’asets (:\/Iachlne Shop) 38 EB705 Project Mechanical Design Sythensis 80
ocuction o Vetrology EB709 Mechatronics 4-Analogue Automation 80
EA790 Manufacturing Processes 40 EB711 Thermodynamics 2 20
u’LA&l‘t)FACTURRIozgl:\:ISIéDULES “ EB712 Plant Layout 40
. EB720 Fluid Mechanics 2 40
Computer Numerical Control (CNC) EB771 Advanced Dynamics 40
NMO09 Computer Numerical Control Machining 40 ER83? Beam and Column Analysis 20
NM10 Computer Numerical Control Turning 1 40 EB840 Advanced Strength of Materials 0
NM11 Computer Numerical Control Turning 2 40 ER8SS5 Structural Steel Design 1 0
NM12 Computer Numerical Control Milling 1 40 ER874 Structural Steel Design 2 2
NM13 Computer Numerical Control Milling 2 40 Fluid Power
Computer-Aided Manufacturing (CAM) Code Hours
NM81 CAM1-Concepts 40 EAL60 Advanced PLCs 40
NM82 CAM 2-2D Programming 40 EA706 Fluid Mechanics 1 40
NM9L CAM 3-2D CNC Mill Operations 40 EAT08 Industrial Fluid Power 1 40
NM92 CAM 4-CNC Lathe Operations 40 EAT09 Industrial Fluid Power 2 40
NM93 CAM 5-3D Programming 40 EA904 Control Concepts 40
NM94 CAM 6-3D CNC Mill Operations 40 EB714 Electro Fluid Power Systems 40
CAD/CAM Stage 1 ) ) EB723 Fluid Power Systems Concepts 40
EA069 Computer-Aided Drafting Systems 2 EB724 Fluid Power Component Selection and Testing 40
EA517 Computer Apps to Plastic Tool Design 40 EB725 Fluid Power Component Testing and System/
EA518 CAD Tool Design Project 40 Space Analysis 40
EA700 Computer-Aided Manufacturing Systems 40 EB755 Fluid Power Systems Project 80
EAT705 Computer Based Modelling and App System 40 NM33 Fluid Power Control 1 40
CAD/CAM Stage 2: ) NM34 Air Compression Distribution 40
EB122 Computer Graphics 40 NM57 Hydraulics 2 40
EB123 Computer Systems Management 40 NM58 Hydraulics 3 40
EB722 Computer Based Modelling NM59 Hydraulics 4 20
Design and Drafting Project: 40 NM60 Pneumatics 2 40
EB050 Engineering Project 80 NM61 Pneumatics 3 40
Computer-Aided Drafting (CAD) Stage 1 NM62 Pneumatics 4 40
EA062 Computers and Apps to CAD 40 NM63 Fluid Power Control 2 40
EA065 Computer-Aided Drafting B 4 Contact Department for details on Mechatronics stream.
EA066 Computer-Aided Drafting C 40 Some module descriptors are listed under the Module/Unit Details
EA067 Computer-Aided Drafting D 40 section of this Handbook
EA068 Computer-Aided Drafting 3D 40 '
EA074 CAD Modelling Concepts 40
NMO06 Computer-Aided Drafting A 40
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Advanced Diploma of Engineering
Technology (Principal Technical
Officer)(14309VIC) [Streams in Mechanical,
Manufacturing and Mechatronics]

Career Opportunities
Principal Technical Officer, Trainer, Supervisor, Coordinator.

Scope of Delivery
This course is offered on a full-time and part-time basis.

Course Objectives

The Advanced Diploma of Engineering (Principal Technical

Officer)(14309VIC) aims to meet the needs of persons at, or aspiring,

to the Metals and Engineering Award Classification C2b Principal

Trainer/Supervisor/Co-ordinator. It has applications to engineers and

managers in both public and private sectors across all engineering

streams in small, medium and large enterprises.

Entry Requirements

To qualify for admission to the course, applicants must have:

« Year 11 or completion of the Certificate 111 in Engineering —
Production Systems(MEM30198)

or

= Certificate 111 in Engineering—Mechanical Trade(MEM30298)

or

= Certificate I11 in Engineering—Fabrication Trade(MEM30398)

or

« Certificate 11 in Engineering — Technician(MEM30598)

or

« industrial training/experience

or

= be of mature age and assessed by the Head of Department as
being capable of successfully completing the course.

Selection Procedures/Selection Criteria
Applicants are selected via an interview process.

Course Duration

Full time — One year

Part time — Dependent upon number of modules undertaken each
year.

Course Structure

« The Advanced Diploma of Engineering Technology (Principal
Technical Officer)(14309VIC) consists of 15 modules of
nominally 40 hours duration each, additional to modules
completed in the Advanced Diploma and Diploma.

« Advanced Diploma of Engineering Technology (Principal
Technical Officer)(14309VIC) Level Modules (either technical or
non technical): 6 modules (240 hrs) minimum.

« Research Project: 1-3 modules

ADVANCED DIPLOMA OF ENGINEERING TECHNOLOGY
MODULES:

Six maximum (240 hours)

Advanced Diploma Of Engineering

(Principal Technical Officer)(14309Vic)

(Mechanical, Manufacturing, Mechatronics and Civil Streams)
(minimum of 600 hours required)

Code Hours
ED046 Research Project A 40
EDO047 Research Project B 40
ED048 Research Project C 40
ED062 Research Project D 20
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Advanced Diploma (Principal Technical Officer) Level
Technical and Non Technical modules

(minimum of 240 hours in this group)
Mechanical/Manufacturing Stream

EDO058
EDO053
EDO060
EDO003
EDO008
EDO009
EDO010
EDO11
EDO043
EDO049
ED055
EDO050
EDO51
ED052
EDO054
EDO012
EDO013
EDO014
EDO001
EDO006
EDO015
EDO016
EDO056
EBO079
EDO061

Intro to Financial Management
Intro to Environment Management
Improving Workplace performance
Design 3A-Prod and Mech Plant
Fluid Power Design 2

Installation and Commissioning

Product Liability & Product Recall Management

Reliahility and Prototype Testing

Total Quality Management (TQM)
Advanced Engineering Maths A

Project Management

Advanced Engineering Maths B

Physics A

Physics B

Computer Applications

Applied Mechanics 3A

Applied Mechanics 3B

CADD Systems Engineering

Computer Aided Process Planning (CAPP)
Design 3B — Prod & Mech Plant

Flexible Manufacturing Systems (FMS) Design
Interchangeable Manufacture

Customer Client Relations

Introduction to Marketing

Managing Occupational Health &

Safety in the Workplace

Mechatronics Stream

EA002
EA010
EA032
EA050
EA061
EA065
EA068
EA160
EA183
EA184
EA187
EAT11
EAT15
EAT16
EAT722
EA804
EA859
EA929
EBO050
EB160
EB177
EB178
EB650
EBT704
EB709
EB724
NUE052
NUE054
NE177
NE179
NMO006
NMO014
NMO031
NMO033

Mathematics A

Materials Science

Writing Technical Documents
Engineering Computing
Engineering Graphics

CADB

CAD 3D

Advanced Programmable Logic Controllers
Microprocessor Fundamentals 1
Microprocessor Fundamentals 2
Introduction to ‘C’ Programming
Mechanical Drive Components
Mechatronics 1

Mechatronics 2 (PLC Automation)
Introductory Dynamics
Introductory Strength of Materials
Statics

SCADA

Engineering Project

PLC Applications

Microprocessor Applications 1
Microprocessor Applications 2
Materials for Engineering
Mechanical Design

Mechatronics 4 (Analog Automation)
Robotics 2

Applied Electricity 1

Applied Electricity 2
Programmable Logic Controllers 1
Digital Electronics 1

CAD A

Robotics 1

Pneumatics 1

Fluid Power Control 1

40

40
40
20
40
40
40
40
40
40
40
40

40
40
40
40
60
40
80
40
40
40
40
40
80
40
40
40
40
40
40
40
40
40
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NMO058 Hydraulics 3 40
VBH393 Motor Control Fundamentals 40
VBH3% Motor Control 1 60
VBH395 Motor Control 2 60
EAT762 Mechanical Equipment 40
Advanced Diploma Level Modules
(Maximum of 240 hours in this group)
EAS501 Production Planning and Control Main Function 20
EB031 Quality Management 40
EB040 Quality Control and Computing 20
EB041 Quality Manual Development Writing 40
Code Hours
EB060 Managing CAD Systems 40
EBO070 Engineering Management 40
EB072 Critical Path and Project Analysis 40
EB073 Project Planning 20
EB122 Computer Graphics 40
EB123 Computer Systems Management 40
EBS507 Production Planning and Control —

Charting Techniques 20
EB508 Production Planning and Control Estimating and

Planning Techniques 40
EB509 Production Planning and Control-Forecasting 40
EB520 Statistical Quality Control 1 40
EB521 Statistical Quality Control 2 40
EB701 Advanced Machine Design 40
EB702 Dynamics of Industrial Machines 40
EB703 Machine Design 40
EB704 Mechanical Design 40
EB705 Project Mechanical Design Synthesis 80
EB712 Plant Layout 40
EB714 Electro-Fluid Power Systems 40
EB720 Fluid Mechanics 2 40
EB770 Robotics 2 40
EB771 Advanced Dynamics 40
EB785 Dimensional Metrology—Adv Tech 40
EB786 Dimensional Metrology-Complex Forms 40
EB840 Advanced Strength of Materials 40
ED024 Instrumentation and Controls 1A 0
EDO025 Instrumentation and Controls 1B 40
EDO028 Total Quality Control 80
EDO032 Industrial Maintenance 2A 40
EDO033 Fluid Power Installation and Maintenance 80
EDO039 Fluid Power Design 1 80
ED040 Computer Aided Drafting 1 80
EDO041 Computer Aided Drafting 2 80
ED042 Statistics 40
EDO053 Introduction to Environmental Management 60
EDO058 Introduction to Financial Management 60
EA717 Human Factors 40
EB030 Advanced Quality Concepts 40

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Automotive
Manufacturing(AUM20100)

Career Opportunities
Vehicle Manufacturing Industry.

Scope of Delivery
This course is delivered to Industry, on-site.

Course Objectives

The course aims to provide students with training in the vehicle
manufacturing industry and to enable employment/progression in
respective manufacturing areas.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Selection Procedures/Selection Criteria
Applicants will be required to attend an interview.
Course Duration

The course may be offered on a full-time basis over 410 nominal
hours or part-time equivalent.

Course Structure

AUM9001A  Monitor and maintain workplace environment

AUMO9002A  Receive and dispatch materials, equipment and tools

AUMO003A  Prepare and process materials and components

AUMO9004A  Prepare and use/operate equipment, tools and/or
machinery

AUMO9005A  Monitor and maintain continuous improvement of systems
and processes

AUM9006A  Monitor and maintain equipment, tools and machinery

AUM9007A  Manage personal work priorities

AUMO9008A  Manage effective workplace relationships

AUMOI009A  Work effectively with others in teams.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 111 in Automotive Manufacturing
— Frontline Management(AUM30100)

Career Opportunities
Vehicle Manufacturing industry.

Scope of Delivery
This course is delivered to Industry, on-site.

Course Objectives

The course aims to provide students with training in the vehicle
manufacturing industry and to enable employment/progression in
respective manufacturing areas.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.
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Selection Procedures/Selection Criteria
Applicants will be required to attend an interview.

Course Duration
The course may be offered on a full-time basis over at least 240
nominal hours or part-time equivalent.

Course Structure

A minimum of four units selected by the student, with the approval

of the Head of Department, from -

BSXFMI301A Manage personal work priorities and professional

development

BSXFMI302A Provide leadership in the workplace

BSXFMI303A Establish and manage effective workplace relationships

BSXFMI305A Manage operations to achieve planned outcomes

BSXFMI308A Develop and maintain a safe workplace environment;

A minimum of two units (together totalling at least 80 nominal hours)

selected by the student, with the approval of the Head of

Department, having regard to the list of relevant units in:

= Automotive Industry Manufacturing Training Package AUMOO,
Australian National Training Authority, 2000;

« Victorian Purchasing Guide AUMO00 Automotive Industry
National Training Package Manufacturing Sectors: Passenger
Motor Vehicle, Bus, Truck & Trailer, Version 2, DEET, 2001.

Some module descriptors are listed under the Module/Unit Details

section of this Handbook.

A minimum of three units (together totalling at least 200 nominal
hours) selected by the student, with the approval of the Head of
Department, having regard to the list of relevant units in:

« Automotive Industry Manufacturing Training Package AUMOO,
Australian National Training Authority, 2000;

« Victorian Purchasing Guide AUMO00 Automotive Industry
National Training Package Manufacturing Sectors: Passenger
Motor Vehicle, Bus, Truck & Trailer, Version 2, DEET, 2001.

Some module descriptors are listed under the Module/Unit Details

section of this Handbook.

Certificate 1V in Automotive Manufacturing
— Frontline Management(AUM40100)

Career Opportunities
Vehicle Manufacturing Industry.

Scope of Delivery
This course is delivered to Industry, on-site.

Course Objectives

The course aims to provide students with training in the vehicle
manufacturing industry and to enable employment/progression in
respective manufacturing areas.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Applicants will be required to attend an interview.

Course Duration
The course may be offered on a full-time basis over at least 400
nominal hours or part-time equivalent.

Course Structure

BSXFMI301A Manage personal work priorities and professional
development

BSXFMI302A Provide leadership in the workplace

BSXFMI303A Establish and manage effective workplace relationships

BSXFMI305A Manage operations to achieve planned outcomes

BSXFMI308A Develop and maintain a safe workplace environment
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Certificate 1V in Automotive Manufacturing
— Manufacturing Maintenance(AUM40200)

Career Opportunities
Vehicle Manufacturing Industry.

Scope of Delivery
This course is delivered to Industry, on-site.

Course Objectives

The course aims to provide students with training in the vehicle
manufacturing industry and to enable employment/progression in
respective manufacturing areas.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria

Applicants will be required to attend an interview.

Course Duration

The course may be offered on a full-time basis over at least 694
nominal hours or part-time equivalent.

Course Structure

Nine units from —

(i) A maximum of six units from —

AUMI601IA  Install plant, equipment or systems-Basic 50
AUM1701A  Test components of plant, tooling,

equipment or systems — basic 40
AUM1801A  Test plant, tooling, equipment or systems — basic ~ 70
AUM2101A  Maintain plant, tooling, equipment

or systems — basic 80
AUM2201A  Repair plant, tooling, equipment

or systems — basic 80
AUM2301A  Manufacture or modify plant, tooling,

egquipment or systems — basic 75
AUM2401A  Apply qualify assurance techniques — basic 60
AUM3201A  Plan, organise and coordinate work activities

in a team — basic 40
AUM4601A  Monitor computers and computerized

equipment using displays — basic 70
AUMB001IA  Assess competence — basic 40
(i) A minimum of three units from —
AUM1602A  Install plant, equipment or systems—advanced 55
AUM1702A  Test components of plant, tooling, equipment

or systems — advanced 60
AUM1802A  Test plant, tooling, equipment

or systems — advanced 90
AUM2102A  Maintain plant, tooling, equipment

or systems — advanced 90
AUM2202A  Repair plant, tooling, equipment

or systems — advanced 5
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AUM2302A  Manufacture or modify plant, tooling,

equipment or systems — advanced 85
AUM2402A  Apply quality assurance techniques—advanced 60
AUM3202A  Plan, organise and coordinate work

activities in a team — advanced 40
AUMA4702A  Program and monitor PLCs, robots and other

computerised equipment-advanced 60
AUMB5802A  Communicate information-advanced 80
AUMB002A  Assess competence — advanced 40
(iii) a maximum of four units from—
MEM18.18AB Maintain pneumatic system components 60
MEM18.19AA Maintain and repair pneumatic systems 90
MEM18.20AB Maintain hydraulic components 80
MEM18.21AA Maintain and repair hydraulic systems 70

which units are to be selected by the student with the approval of the
Head of Department.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificates in Engineering
(Fabrication/Structural Steel/Sheetmetal
Worker) Metal & Engineering Training
Package [Fabrication Stream]

Career Opportunities
Fabrication, structural steel, sheetmetal worker.

Scope of Delivery
Part-time only.

Objectives of Training Package

The courses leading to qualifications described in this brochure are
based upon the Metal and Engineering Training Package which have
been developed by the Manufacturing, Engineering and Related
Services Industry Training Advisory Body Ltd. (MERS ITAB) to meet
the training and skills recognition needs of the manufacturing and
engineering industry in Australia

All qualifications in the Training Package are based on the National
Metal and Engineering Competency Standards. These standards focus
on what is expected of people in workplaces rather than on the
learning process. The standards reflect realistic workplace practices
across a broad range of situations. This includes the specification of
knowledge and skills and the application of that knowledge and skill
in the workplace as well as the ability to transfer and apply the
competency in new situations, environments and contexts.

Entry Requirements

Students must be employed as trainees or apprentices in their
respective trade areas.

Selection Procedures/Selection Criteria

Interview process.

Course Duration

The complete course consists of three years part time schooling. The
employer provides the trainee/apprentice with eight hours per work
release for off the job training.
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Course Structure

The course is studied on a competency basis; where
trainees/apprentices select competencies from the National Metal and
Engineering Competency Standards. Each competency deals with
knowledge and practical skills that match the National Competency
Standards.

Certificates in Engineering (Fabrication)

Code

MEM10198 (F) Certificate | in Engineering(MEM10198)

MEM20198 (F) Certificate 11 in EngineeringProduction (Level
1)(MEM20198)

MEM20298 (F) Certificate 11 in Engineering Production
Technology (Level 2)(MEM20298)

MEM30198 (F) Certificate 111 in Engineering Production
Systems (Level 3)(MEM30198)

MEM30398 (F) Certificate 111 in Engineering Fabrication (Light
and Heavy)(MEM30398)

MEM30598 (F) Certificate 111 inEngineering Technician Level
3(MEM30598)

20018VICF Certificate IV in Engineering(20018VICF)

20019VICF Diploma of Engineering
Technology(20019VICF) [Fabrication]

20020VICF Advanced Diploma of Engineering Technology

(20020VICF)[[Fabrication/Supervision/ Inspecti
on]
All of the above qualifications are derived from a bank of National
Competency Standard Units, and careful selection and numbers will
determine the Certificate/Diploma Level and (AQF) Framework.

Structure of Training Package

The Metal and Engineering Competency Standards units are divided
into three (3) categories, which are used to describe the necessary
components of a particular skill profile for jobs within the industry.
The three categories are:

Foundation Units — competencies that are a necessary part of the skill
profile of every job in the industry. Foundation competencies do not
carry a points weighting, however they are necessary pre-requisites to
higher level units and will form part of the skills profile of all
employees.

Core Units — define competencies, which are common and necessary
across a range of classifications in the Metal and Engineering
Industry.

Specialisation Units — describe the diverse range of competencies
needed across the industry. The Specialisation units are also divided
into 'bands', with some overlap between them. Band B skills are more
difficult than band A skills. Some Specialisation units are regarded
both band A and band B units.

Band A represents a range of competencies which may be used for
career progression up to classification C8.

Band B represents a range of competencies, which may be used for
career progression between classifications C10 to C5, and must be
used above C8.

Each unit of competency has an allocated weight shown as 'unit
weight points'. Each qualification includes an identified number of
points. The units selected for the qualification must have a combined
points value no less than the points value specified for the
qualification. The combined points total also includes the points for
any pre-requisite units involved. Note that the points for any
particular unit can only be counted once in each qualification.
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ining Pack lification: MEM5.19AB  Weld Using GTAW Proc_ess ] 6
Summary of Training Package Qua ﬁa}mﬁpﬂsim ndustia'c~ MEMS5.20AB  Perform Advanced Welding Using GTAW Process 8

requied  leveloucome ~ MEM5.21A  Weld Using FGW 6
. . - MEM5.22AB  Perform Advanced Welding Using OAW Process 8
Certificate | in Engineering(MEM10198) 16 Cl4 MEM523AB  Weld Using SAW Process 6
Certificate 11 in Engineering — Production(MEM20198) 32 C13 MEMS.24BA  Perform Welding Supervision 12
Certificate 11 in Engineering-Production MEMS.25BB  Perform Welding/Fabrication Inspection 12
§ . Tech(MEMZOZQS) . 64 cL2 MEMS5.26AA  Apply Welding Principles 4
Certificate 111 in Engineering-Production MEMS5.36AB  Repair/Replace/Modify Fabrications 4
. . Syste'zms(MEM30198)' 9% 2 MEM5.37AA  Geometric Developments
Certificate 111 in Engineering-Mechanical MEM5.38AA  Advanced Geometric Development Cylindrical/
Trade(MEM30298) 96 C10 Rectangular 2
Certificate 111 in Engineering-Fabrication MEM 5.39AA Advanced Geometric Development —Conical 2
. . Trad_e(MI_EM30398)_ % C10 MEM 5.40AA Advanced Geometric Development —Transitions 4
Certificate 111 in Engineering—Electrical/ MEM 5.41AA Weld Using Powder Flame Spraying 4
. . Eleqronip Trade (MEM30498) % 10 MEM6.3AB  Carry Out Heat Treatment 6
Certificate 11l in Engln_ee_nng— MEM 6.4AA  Select Heat Treatment Process and
Technician (MEM30598) Year 12+40 Test Finished Product 6
o CAQRIN+12 o MEM 6.7AA  Perform Basic Incidental Heat/
Certificate IV in Engineering — Higher

Quenching Tempering & Annealing

Engineering Trade(20018VICF) 132 MEM 9.1AA  Draw and Interpret Sketch
o . AQF Il + 36 cr MEM 9.2AA  Interpret Technical Drawing
Diplomain E”gx‘ée'g'rl‘lgl(zogéng':) Year 12+ 804 s MEM 9.3AA  Prepare Basic Engineering Drawing
or + i ineeri i i

MEM 9.5AA  Basic Engineering Detail Draftin

Advanced Diploma in Engineering (20020VICF)* 6 C3Ca  \EMO96BA Advanr,eg Engingering Detail Dr%fting
*Proposed —to be finalised. MEM 9.7BA  Advanced Mechanical Detail Drafting
Listed below are the Engineering Industry Competency Standards  \jEpM 9.8BA  Advanced Structural Detail Drafting
(Fabrication). MEM 9.11AA Apply Basic Engineering Design Concepts
MEML.1FA  Undertake Interactive Work Place Communication 2 MEM 10.1AB Erect Structures
MEML12FA  Apply Principles of OH&S in Work Environment 2 MEM 10.6AA Install Machine/Plant

MEML3FA  Apply Quality Procedures

MEML4FA  Plan to Undertake a Routine Task
MEM2.1C12A Apply Quality Systems

MEM2.2C11A Organise and Analyse Information
MEM2.3C11B Operate in a Work Based Team Environment
MEM24C11A Assist in the Provision of on-the-job training
MEM25C11A Measure with Graduatied Devices
MEM2.6C10A Plan a Complete Activity

MEM2.7C10A Perform Communications Basic
MEM2.8C10A Perform Computations

MEM2.9C10A Perform Computer Operations
MEM2.10C5A Write Reports

MEM2.13C5A Perform Mathematical Computations
MEM31AA  Manual Production Assembly MEM 155AA Perform Inspection (Advanced)

MEMB32AA  Precision Assembly MEM 15.10BA Perform Laboratory Procedures

MEMS.IAA  Manual Soldering/Desoldering — MEM 17.1AA Assist in Development and Deliver Training in

MEM 10.10AA Install Pipe-Work and Pipe-Work Assembles
MEM 11.4AA Undertake Dogging/Crane Chasing

MEM 11.11AAManual Handling

MEM 12.1AA Use Comparison and Basic Measuring Devices
MEM 12.6AA Mark/Off/Out (General Engineering)

MEM 12.7AA Mark/Off/Out Structural Fabrication and Shapes
MEM 13.1AA Perform Emergency First Aid

MEM 13.2AA Undertake OH&S Activities in the Workplace
MEM 13.3AA Work Safely with Industrial Chemicals & Materials
MEM 14.1BA Schedule Material Deliveries

MEM 14.2BA Basic Process Planning

MEM 14.3BA Undertake Basic Production Scheduling

MEM 15.4AA Perform Inspection (Basic)

OBEANOOOWNFREARNNARLERADEDRR®®OENN
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electrical/electronic components 4 the workplace 2
MEMS.3AA  Soft Soldering (Basic) 2 MEM 17.2AA Conduct Workplace Assessments 2
MEMS5.4AB  Perform Routine FG.W 2 MEM 18.1AB Use Hand Tools 2
MEMS5AA  Carry Out Mechanical Cutting 2 MEM 18.2AA Use Power Tools/Hand Held Operations 2
MEMS5.6AA  Perform Brazing and/or Silver-Soldering 2 MEM 18.3AB Use Tools For Precision Work 4
MEM5.7AB  Manual Heating and Thermal Cutting 2 Welding Certificates
MEM5.8AB  Advanced Manual Thermal Cutting, NF65 Welding Certificate 1/1E 60
Gouging, Shaping 2 NF66 Welding Certificate 2 60
MEM5.9AB  Automated Thermal Cutting 2 NF67 Welding Certificate 3/3E 60
MEMS5.10AA  Undertake Fabrication, Forming, Bending NF68 Welding Certificate 4 60
and Shaping 8 NF69 Welding Certificate 5 60
MEM5.11AB  Assemble Fabricated Components 8 NF70 Welding Certificate 6 60
MEMS5.12AB  Perform Manual Metal Arc Welding (MMAW) 4 NF71 Welding Certificate 7 60
MEM5.13AB  Perform Manual Production Welding 2 NF72 Welding Certificate 8G 60
MEMB5.14AB - Monitor Quality of Production NF73 Welding Certificate 9 60
Welding/Fabrication 2 NF74 Welding Certificate 8 Flux Cored 60
MEM5.15AB  Weld Using MMAW Process 6 SUPER Welding Supervision 240
MEMB5.16AB  Perform Advanced Welding Using MMAW Process 8 SUPER Welding Inspection 240
MEMS5.17AB  Weld Using GMAW Process 6 Some module descriptors are listed under the Module/Unit Details
MEMS5.18AB  Perform Advanced Welding Using GMAW Process 8 section of this Handbook.
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Metal and Engineering Training Package
[Fabrication Stream]

Objectives of Training Package

The courses leading to qualifications described below are based upon
the Metal and Engineering Training Package which has been
developed by the Manufacturing, Engineering and Related Services
Industry Training Advisory Body Ltd. (MERS ITAB) to meet the
training and skills recognition needs of the manufacturing and
engineering industry in Australia

All qualifications in the Training Package are based on the National
Metal and Engineering Competency Standards. These standards focus
on what is expected of people in workplaces rather than on the
learning process. The standards reflect realistic workplace practices
across a broad range of situations. This includes the specification of
knowledge and skills and the application of that knowledge and skill
in the workplace as well as the ability to transfer and apply the
competency in new situations, environments and contexts.

Summary of Training Package Qualifications

Minimum Industrial
points ‘C'level
required outcome
MEM10198  Certificate | in Engineering
(MEM10198) 16 c13
MEM20198  Cert Il in Engineering—
Production(MEM20198) 32 C12
MEM20298  Cert Il in Engineering—Production
Technology(MEM20298) 64 Cl1
MEM30198  Cert Il in Engineering—
Production Systems(MEM30198) 96 Cc10
MEM30298  Cert Il in Engineering—
Fabrication Trade(MEM30298) 96 Cc10
or
AQF 111+12

Entry Requirements

« Certificate | in Engineering(MEM10198)

« Certificate 11 in Engineering—Production(MEM20198)

= Certificate I1 in Engineering—Production
Technology(MEM20298)

= Certificate I11 in Engineering—Fabrication Trade
(Light & Heavy)(MEM30298)

« Certificate IV in Engineering—Higher Engineering
Trade(MEMA40198)

= To participate in these courses a person must be employed in a
production occupation, and possess Basic English language,
literacy and numeracy skills.

« Certificate I11 in Engineering—Fabrication
Trade(MEM30298)[Light & Heavy Stream]

= Year 11 or 12 and current employment as an apprentice.

Structure of Training Package

The Metal and Engineering Competency Standards units are divided
into three (3) categories, which are used to describe the necessary
components of a particular skill profile for jobs within the industry.
The three categories are:

Foundation Units competencies that are a necessary part of the skill
profile of every job in the industry. Foundation competencies do not
carry a points weighting, however they are necessary pre-requisites to
higher level units and will form part of the skills profile of all
employees

Core Units define competencies, which are common and necessary
across a range of classifications in the Metal and Engineering Industry
Specialisation Units describe the diverse range of competencies needed
across the industry. The Specialisation units are also divided into
‘bands’, with some overlap between them. Band B skills are more
difficult than band A skills. Some Specialisation units are regarded
both band A and band B units.

Band A represents a range of competencies which may be used for
career progression up to classification C8.

Band B represents a range of competencies, which may be used for
career progression between classifications C10 to C5, and must be
used above C8.

Each unit of competency has an allocated weight shown as ‘unit
weight points’. Each qualification includes an identified number of
points. The units selected for the qualification must have a combined
points value no less than the points value specified for the
qualification. The combined points total also includes the points for
any pre-requisite units involved. Note that the points for any
particular unit can only be counted once in each qualification.

Certificate I in Engineering (MEM10198F)

Course Structure

Participants must complete all foundation units plus 16 points in units
drawn from Specialisation band A as listed below.

Foundation Competency Units

Code Unit Weight Points
MEMLIFA  Undertake interactive workplace

communication 0
MEM1.2FA  Apply principles of occupational health

& safety in a work environment 0
MEML3FA  Apply quality procedures 0
MEMLA4FA  Plan to undertake a routine task 0
Note: Foundation units do not carry unit-weight points
Elective Units
MEMS.4AB  Perform routine oxyacetylene

welding (fuel gas welding) 2
MEMB.6AA  Perform brazing &/or silver soldering 2
MEMS5.7AB  Manual heating, thermal cutting & gouging 2
MEMS5.21A  Weld using oxyacetylene welding

process (OAW) fuel gas welding 4
MEMZ13.3AA Work safely with industrial chemicals & materials 2

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 11 in Engineering — Production
(MEM20198F)

Course Structure

Participants must complete all Foundation units plus 2 points of band
1 Core units required for C12, plus 30 points in units drawn from
Specialisation band A.

Foundation Competency Units
Code Unit Weight Points

MEMLIFA  Undertake interactive workplace communication 0
MEML2FA  Apply principles of occupational health &

safety in a work environment 0
MEML3FA  Apply quality procedures 0
MEML1.4FA  Plan to undertake a routine task 0
Note that Foundation units do not carry unit weight points
Core Units Band 1
MEM2.5C11A Measure with graduated devices 2
MEM2.7C10A Perform computations—basic 2
Elective Units
MEMS5.4AB  Perform routine oxyacetylene

welding (fuel gas welding) 2
MEMS.6AA  Perform brazing/silver soldering 2
MEMS5.7AB  Manual heating and thermal cutting 2
MEM5.8AB  Advanced manual thermal cutting,

gouging & shaping 2
MEMS5.12AB  Perform routine manual gas metal arc welding 4
MEMS.13AB  Perform manual production welding 2
MEMS5.14AB  Monitor quality of production welding/fabrications 2



SCHOOL OF ENGINEERING, CONSTRUCTION AND INDUSTRIAL SKILLS

MEMS.15AB  Weld using manual metal arc

welding process (MMAW) 6
MEMS5.17AB  Weld using gas metal arc
welding process (GMAW) 6

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Engineering — Production
Technology (MEMZ20298F)

Course Structure

Participants must complete all Foundation units plus 10 points of
required band 1 Core units for C11, plus 54 points in units drawn
from Specialisation band A as listed below.

Foundation Competency Units
Code Unit Weight Points

MEMLIFA  Undertake interactive workplace communication 0
MEML2FA  Apply principles of occupational health &

safety in awork environment 0
MEML3FA  Apply quality procedures 0
MEM1.4FA  Plan to undertake a routine task 0

Note that Foundation units do not carry unit weight points
Core Units Band 1

MEM2.1C12A Apply Quality Systems 2
MEM2.3C11B Operate in a Workbased Team Environment 2
Elective Units
MEMB5.16AB  Perform advanced welding using

manual metal arc welding process (MMAW) 8
MEMS5.19AB  Weld using gas tungsten arc welding

process (GTAW) 6
MEMS5.20AB  Perform advanced welding using gas

tungsten arc welding process (GTAW) 8
MEMS5.21A  Weld using oxyacetylene welding process

(OAW) fuel gas welding 4

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Engineering — Production
Systems (MEM30198F)

Course Structure

Participants must complete all Foundation units plus 20 points of
band 1 Core units required for C10, plus 40 points in units drawn
from the ‘Production’ stream Specialisation band A units, plus 36
points in units drawn from Specialisation band A units (including dual
band A/band B units)

Foundation Competency Units
Code Unit Weight Points

MEMLIFA  Undertake interactive workplace communication 0
MEML2FA  Apply principles of occupational health &

safety in awork environment 0
MEML3FA  Apply quality procedures 0
MEM1.4FA  Plan to undertake a routine task

Note: Foundation units do not carry unit weight points

Core Units Band 1

MEM2.4C11A Assist in the provision of on the job training 2
MEM2.6C10A Plan a complete activity 4
MEM2.8C10A Perform computations 2
MEM2.9C10A Perform computer operations 2

Elective Units
MEMS.18AB  Perform advanced welding using gas

metal arc welding process (GMAW) 8
MEM5.22AB  Perform advanced welding using

oxyacetylene welding process (OAW) 8
MEMS5.23AB  Weld using submerged arc welding process 6

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Engineering — Fabrication
Trade (MEM30398) [Light & Heavy]

Course Structure

Participants must complete all foundation units plus 20 of band 1
Core units required for C10, plus 40 points in units drawn from the
‘Electrical/Electronic’ stream Specialisation band A units, plus 36
points in units drawn from Specialisation band A units (including dual
band A/band B units)

Foundation Competency Units
Code Unit Weight Points

MEML.1FA  Undertake interactive workplace communication 0
MEM1.2FA  Apply principles of occupational health &

safety in a work environment 0
MEML13FA  Apply quality procedures 0
MEML4FA  Plan to undertake a routine task

Note: that Foundation units do not carry unit weight points
Core Band 1 Units

MEM2.1C12A Apply quality systems

MEM2.2C11A Organise & Analyse Information

MEM2.3C11B Operate in a Work Based Team Environment
MEM2.4C11A Assist in the Provision of On-the-JobTraining
MEM25C11A Measure with Graduated Devices
MEM2.6C10A Plan a Complete Activity

MEM2.7C10A Perform Computations-Basic

MEM2.8C10A Perform Computations

MEM2.9C10A Perform Computer Operations

MEM2.13C5A Perform Mathematical Computations
MEM13.3AA Work safely with industrial chemicals & materials
Elective Units
MEM5.4AB

NENRRNENRNND NN

Perform routine oxyacetylene

welding (fuel gas welding)

Carry out mechanical cutting

Manual heating and thermal cutting

Undertake fabrication, forming, bending & shaping

Assemble fabricated components

Weld using manual metal arc welding

process (MMAW) 6

Weld using gas metal arc welding

process (GMAW) 6

Weld using gas tungsten arc welding

process (GTAW) 6

MEMS5.37AA  Geometric development 6

MEM5.38AA  Advanced geometric development
—Cylindrical/Rectangular 2

MEMB5.39AA - Advanced geometric development-Conical 2

MEMS5.40AA  Advanced geometric development-Transition 4

Drawing, Drafting & Design

MEM5.5AA
MEM5.7AB
MEM5.10AA
MEMS.11AB
MEM5.15AB

@ 0 NN RN

MEMS5.17AB

MEMS5.19AB

Elective Units

MEM9.1AA  Draw & interpret sketch 2
MEMO9.2AA  Interpret technical drawing 4
Materials Handling

Elective Units

MEM11.11AA Manual handling 2
Measurement

Elective Units

MEM12.7AA  Mark off/out structural fabrications & shapes 4
Mechanical

Elective Units
MEM18.1AB  Use hand tools 2
MEM18.2AA  Use power tools/hand held operations 2

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate IV in Engineering Technology
(20018VICF)

Career Opportunities
Engineering Industry.

Scope of Delivery
Part-time only.

Course Objective

The course aims to meet the needs of persons at, or aspiring to, the
Metals and Engineering Award Classification C7. The course is also
intended to have application to engineers and managers in both the
public and private sector, across all engineering streams and in small,
medium and large enterprises.

Entry Requirements

To qualify for admission to the course applicants must have
completed the Certificate Il in Engineering — Mechanical Trade
(MEM30298) or Certificate 111 in Engineering — Fabrication Trade
(MEM30398).

Selection Procedures/Selection Criteria
Compliance with pre-requisites.

Course Duration
The course is offered over a period of 360 nominal hours.

Course Structure

The course requires completion of a range of management and

commercial modules (non-technical) and a range of technical modules

drawn from a number of streams including:

< Civil;

= Fabrication;

« Manufacturing;

= Mechatronics;

= Mechancial.

There is no requirement for rigid adherence to any stream. A student

may develop a course combining a range of modules to suit his/her

preferred vocational outcome. This might include such occupational

specializations as training, human resource management, or

environmental engineering.

« The course consists of 9 modules, at nominally 40 hours per
module.

The choice of modules will be determined by the Head of the

Department in consultation with the student and his/her employer

having regard to the list of relevant modules in -

= Diploma of Engineering Module Reference Manual (Published
April 1994)

= Engineering Technician and Engineering Associate Module
Reference Manual (Published March 1995),

« National Metals/Engineering Curriculum Module Reference
Manual (Published March 1997).

Foundation Competency Units

Code Unit Weight Points

MEMLIFA  Undertake interactive workplace communication 0

MEML2FA  Apply principles of occupational health &

safety in a work environment 0
MEML3FA  Apply quality procedures 0
MEM1.4FA  Plan to undertake a routine task 0

Note that Foundation units do not carry unit weight points
Elective Units

MEMS5.24BA  Perform welding supervision 12
MEM5.25BB  Perform welding/fabrication inspection 12
MEMS5.26AA  Apply welding principles 4
MEM9.3AA  Prepare basic engineering drawing 8

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Advanced Diploma of Engineering
Technology (20020VICF) [Fabrication/
Welding Supervision, Inspection]
incorporating —

Diploma of Engineering Technology
(20019VICF) [Fabrication/Welding]

Career Opportunities
Engineering Industry.

Scope of Delivery
Part-time only.

Course Objective

The Advanced Diploma of Engineering Technology(20019VICF)
[Fabrication/Welding Supervision, Inspection] provides high level
training for the engineering industry at the engineering advanced level.
The skills gained may be used in solving practical and theoretical
problems, and supervising and training technical, trade and unskilled
staff. Engineering associates are responsible to engineers or
management for carrying out engineering operations and devising
better practices to improve the quality of products and processes in
workshops, research laboratories and in the field.

Entry Requirements

VCE with passes in English (Units 3 and 4), Mathematics (Units 1 and
2 or 3 and 4), Physics (Units 1 and 2 or 3 and 4) OR completion of
Diploma of Engineering OR Engineering Technology Production
Certificate OR Industrial training/experience OR mature age entry.]

Selection Procedures/Selection Criteria
Compliance with pre-requisites. Must be working in the trade.

Course Duration

Full-time: Two years (or 1 year after completion of Diploma)

Part time: Dependent on the number of modules undertaken each
year. Diploma 800 hours/Advanced Diploma (Stages land 2) 1200
hours.

Course Structure

Stage 1 of the Advanced Diploma is the Diploma of Engineering
Technology (15 modules). Stage 2 consists of 15 Advanced Diploma
modules selected for the chosen area of specialisation. The 15
modules must include at least 9 EB designated modules and may
include up to six additional Advanced Certificate (EA) modules.

Code Unit Weight Points
EA010 Material Science

EA031 Writing in plain English 20
EA040 Occupational Health & Safety 20
EA042 Quality Functions—Receiving Inspection 20
EA045 Quality Concepts 20
EA047 Quality Improvement in the Workplace 40
EA050 Computing in Engineering 40
EA061 Engineering Graphics 40
EA063 Technical Drawing Interpretation 40
EA070 Engineering Organisations 40
EA071 Planning Estimating & Costing 20
EA080 Engineering Measurement 20
EAG01 Maintenance Processes 40
EA602 Maintenance Systems 40
EA603 Preventative Maintenance 20
EA604 Supervision of Materials Handing System 40
EA606 Liquid Penetrant 40
EA607 Magnetic Particle 80
EA608 Non-Destructive Testing Methods 60
EA609 Penetrant Testing 60
EA610 Radiographic Testing 10
EA611 Radiographic Testing Methods 40
EA612 Radiography & Radiation Safety 40
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EA613 Ultrasonic Testing 10
EA614 Ultrasonic Testing Methods 40
EA618 Non Destructive Testing 40
EA701 Engineering Drawing (Detail) 40
EAT702 Engineering (Development & Pipework) 40
EA703 Engineering Drawing (Structural) 40
EA740 Workshop Practice 40
EA804 Introduction to Strength of Materials 40
EA815 Drafting Steel Work 40
EA817 Radiographic Interpretation 20
EA818 Weld Inspection Practices 60
EA819 Weld Procedure Development 20
EA821 Weld Processes & Economics 20
EA822 Boilers & Pressure Vessel Codes 40
EA823 Welding Technology 1 40
EA853 Fabrication D—(Structural Steel) 40
EA862 Weld Testing & Inspection 40
EB022 Developing Instructional Materials 40
EB030 Advanced Quality Concepts 40
ED031 Quality Management 40
ED046 Research Project A 40
EBO041 Quality-Manual Development Writing 40
EB050 Engineering Projects 80
EB070 Engineering Management 40
EBO071 Project Management 40
EB076 Introduction Environment Management 60
EBO078 Improving Workplace Performance 60
EB504 Material Handling System Designs 1 40
EB650 Materials for Engineering 40
EB676 Metal Joining Processes 20
EB712 Plant Layout 40
EB833 Advanced Joining Techniques 40
EB834 Welded Joint Design 40
EB836 Welding Technology 2 40
EDO15 Flexible Manufacturing Systems (FMS) Designs 80
EDO016 Interchangeable Manufacturing Technology 80
ED023 History & Impact of Technological Change 40

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Industrial Skills Training Centre

The Industrial Skills Training Centre is located at Gate 4, Hoppers

Lane, Werribee (Melway Ref 206, J6) in a $20 million purpose-built

complex with large indoor and outdoor work areas and modern

classrooms.

Over sixty items of plant including trucks, cars, forklifts, cranes and

earthmoving equipment are used in the training programs. For driver

training there is a 1.2 kilometre road circuit and maneuvering area.

The Centre also includes a library, canteen and student amenity area.

Over four thousand trainees attend courses at the Centre annually.

The Industrial Skills Training Centre provides training to regulation

standards and serves the needs of the building and civil construction,

transport and materials handling and storage industries.

The courses train personnel in all areas of operation, safety and

efficiency and to accord with relevant Government legislation and

regulations requiring Certificates of Competence or special licences.

The Centre’s Driver Education Unit’s driver training courses range

from pre-learners to heavy vehicle training and license assessment.

The Unit also provides specialised courses to suit clients’ specific

needs. The Unit has VicRoads’ quality assurance certification and is an

accredited VicRoads' service provider of heavy vehicle license training

and testing

The Centre is the largest provider of Victorian Workcover Authority

(VWA) Certificate Assessments. Assessments are conducted to VWA

guidelines using National Competency Standards and Instruments of

Assessment and can be conducted on-site, or on-campus using the

Centre's equipment.

The Industrial Skills Training Centre provides Assessor Training

consistent with the National Competency Standards for workplace

competency training, and training for the Transport and Warehousing

industries. Recognition of Prior Learning (RPL) Assessments are

available and a consulting service for its wide range of courses.

The Industrial Skills Training Centre offers the following services:

Flexible Training:

« Delivery tailored to industry needs;

« Delivered at the Centre or on-site using Industry or the Centre’s
equipment;

« Self-paced delivery options;

« Basic, refresher or advanced training.

Modern Equipment:

« Extensive range of training equipment;

« Industry relevant;

« Undercover training areas;

« Up-to-Date Courses;

« Training based on nationally endorsed competencies;

= Training and assessment combined.

Skilled trainers:

« Accredited Skills Assessors;

« Qualified instructors in a broad range of industries;

« All instructors have extensive industry experience.

Up-to-date courses:

« Training based on nationally endorsed competencies;

« Training and assessment combined.

Courses developed:

« Courses designed and developed for Industry needs;

= Existing courses customized.

Assessment services:

« Qualification cards for earthmoving operators;

= Workcover National Certificates of Competence;

« VicRoads Heavy Vehicle license Assessment;

= General assessment of operators in the workplace.

Consultancy services:

= Training needs analysis;

= Addressing problems in the workplace;

= Equipment operation safety advice;

« Workcover licensing advice;
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= On-site delivery;

« Training as part of a construction project;

« Combination of delivery by TAFE and workplace instructors;

« Recognition of workplace competencies achieved.

All courses in this section are subject to change. Applicants should
contact the Industrial Skills Training Centre to verify course details.
Code

BCC30198  Certificate 111 in Civil Construction (Plant)(BCC30198)

BCG31398  Certificate |11 in General Construction(BCG31398)

TDT11102  Certificate | in Transport and Distribution
(Administration) (TDT11102)

TDT21102  Certificate Il in Transport and Distribution
(Administration) (TDT21102)

TDT31102  Certificate Il in Transport and Distribution
(Administration) (TDT31102)

TDT41102  Certificate IV in Transport and Distribution
(Administration) (TDT41102)

TDT10102  Certificate | in Transport and Distribution (Warehousing
and Storage)(TDT10102)

TDT20102  Certificate Il in Transport and Distribution (Warehousing
and Storage)(TDT20102)

TDT30102  Certificate I11 in Transport and Distribution (Warehousing
and Storage)(TDT30102)

TDT40102  Certificate IV in Transport and Distribution (Warehousing
and Storage)(TDT40102)

21387VIC Course in Taxi Driving (21387VIC)

TDT10202  Certificate | in Transport and Distribution
(Road Transport)(TDT10202)

TDT20202  Certificate Il in Transport and Distribution
(Road Transport)(TDT20202)

TDT30202  Certificate |11 in Transport and Distribution
(Road Transport)(TDT30202)

TDT40202  Certificate IV in Transport and Distribution
(Road Transport)(TDT40202)

TDT51002  Diploma of Logistics Management (TDT51002)

TDT61002  Advanced Diploma of Logistics Management (TDT61002)

TDT30902  Certificate |11 in Transport and Distribution
(Mobile Cranes Operations)(TDT30902)

TDT40902  Certificate IV in Transport and Distribution
(Mobile Cranes Operations)(TDT40902)

21370VIC Certificate 111 Motor Vehicle Driver
Trainer (21370VIC)

21381VIC Certificate |11 in Motor Vehicle Driver
Trainer (Heavy Vehicles)(21381VIC)

TDT10702  Certificate | in Transport and Distribution (Rail
Infrastructure) (TDT10702)

TDT20702  Certificate Il in Transport and Distribution (Rail
Infrastructure) (TDT20702)

TDT30702  Certificate I11 in Transport and Distribution (Rail
Infrastructure) (TDT30702)

TDT40702  Certificate IV in Transport and Distribution (Rail
Infrastructure) (TDT40702)

TDT10402  Certificate | in Transport and Distribution
(Rail Operations)(TDT10402)

TDT20402  Certificate Il in Transport and Distribution
(Rail Operations)(TDT20402)

TDT30402  Certificate I11 in Transport and Distribution
(Rail Operations)(TDT30402)

TDT40202  Certificate IV in Transport and Distribution
(Rail Operations) (TDT40202)

TDT10302  Certificate | in Transport and Distribution

(Stevedoring) (TDT10302)

TDT20302  Certificate Il in Transport and Distribution
(Stevedoring) (TDT20302)

TDT30302  Certificate I11 in Transport and Distribution
(Stevedoring) (TDT30302)

TDT40302  Certificate IV in Transport and Distribution
(Stevedoring) (TDT40302)

TDT11102  Certificate | in Transport and Distribution
(Administration) (TDT11102)

TDT21102  Certificate Il in Transport and Distribution
(Administration) (TDT21102)

TDT31102  Certificate I11 in Transport and Distribution
(Administration) (TDT31102)

TDT41102  Certificate IV in Transport and Distribution
(Administration) (TDT41102)

WFS10202  Certificate | in Funeral Services (WFS10202)

WFS20402  Certificate |1 in Funeral Services
(Grounds and Maintenance) (WFS20402)

WFS30402  Certificate |11 in Funeral Services

(Gravedigging, Grounds & Maintenance) (WFS30402)

In addition to the courses outlined in this handbook the following

courses are also available:

Building & Construction Industry Courses

« Course in Rigging—Basic;

= Course in Rigging—Intermediate;

= Course in Rigging—Advanced;

« Course in Scaffolding-Basic;

« Course in Scaffolding-Limited Height;

« Course in Scaffolding—Intermediate;

« Course in Scaffolding—Advanced;

« Course in Dogging;

« Course in Safe Lifting (load slinging);

« Course in Elevating Work Platform;

« Course in Mobil Cranes (Slewing & Non Slewing); Vehicle
Loading;

« Course in Overhead Travelling Crane.

Civil Construction Industry Courses

« Course in Earthmoving — Earthmoving Equipment Operator;
Front-End Loader; Front-End Loader/Backhoe; Excavator, Skid
Steer Loader;

« Course in Basic Grading;

« Course in Trench Shoring and Safety.

Warehousing Industry

« Courses in Forklift Operating;

« Course in Order Picker.

Road Transport Industry

= Course in Light Rigid Truck;

« Course in Medium Rigid Truck;

« Course in Heavy Rigid Truck;

« Course in Heavy Combination Truck;

= Course in Multi-Combination Truck;

« Dangerous Goods Licence Training.

Driver Education Courses

« School Driver Education Program;

« Defensive/Advanced Driving;

« VicRoads Heavy Vehicle Administration Course;

« VicRoads Interception Techniques;

For details contact the Industrial Skills Training Centre by telephone

on: (03) 9284 7600 or fax: (03) 9284 7606.

Graeme Barry
Head, Department of Industrial Skills Training Centre-TAFE
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Certificate 111 in Civil Construction
(Plant)(BCC30198)

Career Opportunities
Civil Construction Industry.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective

The course aims to provide participants with the skills and knowledge
to undertake work in the civil construction industry. Specific units of
study provide participants with the skills and knowledge to undertake
assessments for National Health and Safety Council (NOHSC)
licensing.

Entry Requirements

To qualify for admission to the course applicants must be employed
within the Civil Construction Industry and must be able to
demonstrate to the satisfaction of the Head of Department that they
can read, comprehend, discuss and write complex information in
English.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600.
Course Duration

The course may be offered over 3 years part- time, 948 nominal hours.
This course is available as an apprenticeship or traineeship.

Course Structure

Core Units
Code Hours
BCG1000A  Carry out interactive workplace communication 20
BCG1001A  Carry out OH&S requirements 40
BCG1002A  Plan & organise work 20
BCG1003A  Read & interpret plans 40
BCG1004A  Carry out measurements & calculations 20
BCG1005A  Use hand & power tools 80
BCG1006A  Use small plant & equipment 16
BCG1008A  Use simple levelling devices 8
BCG1011A  Handle construction materials & safely dispose

of waste 16
BCC1003A  Drain/de-water site 12
BCC1009A  Carry out manual excavation 8
BCG1010A  Carry out concreting to simple forms 40
BCC1012A  Spread & compact materials manually 2
BCC1013A  Monitor machine operations 8
BCC1014A  Control construction traffic 4
BCC2003A  Assist with excavation & support installation 8
BCC2005A  Repair pavement 36
BCC2009A  Carry out concrete work 40
Elective Units

() 3 units from Series 1000 and/or Series 2000 Elective Units;

(i) 1 unit from Group A Elective Units and 2 units from Group B
Elective Units; or

(iii) 2 units from Group A Elective Units and 1 unit from Group B
Elective Units.

Elective units will be selected by the student in consultation with
his/her employer, with approval of the Head of Department.

Group A

BCC3002A  Conduct Backhoe/Loader operations 200
BCC3003A  Conduct Dozer operations 240
BCC3004A  Conduct Excavator operations 200
BCC3005A  Conduct Front End Loader operations 160
BCC3006A  Conduct Grader operations 240
BCC3007A  Conduct Scraper operations 160

BCC3008A  Conduct Skid Steer Loader operations 80
BCC3014A  Conduct Pipelayer operations 80
BCC3015A  Conduct Recycler operations 80
Group B

BCC3001A  Conduct Tip Truck operations 60
BCC3009A  Conduct Roller operations 80
BCC3010A  Conduct Water Cart operations 40
BCC3012A  Conduct Dump Truck operations 60
BCC3013A  Conduct Forklift operations 32
BCC3017A  Conduct Telescopic Materials Handler Operations 80
BCC3018A  Conduct Materials Spreader operations 80
BCC3019A  Conduct Profile Planer operations 80

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate I11 in General
Construction(BCG31398)

Career Opportunities
General Construction Industry.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective

The course aims to provide participants with the skills and knowledge
to undertake work in the general construction industry. Specific units
of study provide participants with the skills and knowledge to
undertake assessments for National Health and Safety Council
(NHSC) licensing.

Entry Requirements

Applicants for this course must be employed within the General
Construction Industry and must be able to demonstrate to the
satisfaction of the Head of Department that they can read,
comprehend, discuss and write complex information in English.
Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600.

Course Duration

This course is offered on a flexible delivery basis in the workplace. It
may be completed over a two-year year period at the participants own
pace. It is available as an Apprenticeship or Traineeship. The course is
680-1054 nominal hours. This course is also available as an
apprenticeship or traineeship.

Course Structure

Core Units
Code Hours
BCG1000A  Carry out interactive workplace communication 20
BCG1001A  Carry out OH&S requirements 40
BCG1002A  Plan & organise work 20
BCG1003A  Read & interpret plans 40
BCG1004A  Carry out measurements & calculations 20
BCG1005A  Use hand & power tools 80
BCG1006A  Use small plant & equipment 16
BCG1008A  Use simple levelling devices 8
BCG1011A  Handle construction materials

& safely dispose of waste 16
BCG1007A  Erect & dismantle restricted height scaffolding 40
BCG1009A  Carry out excavation & install support 16
BCG1010A  Carry out concreting to simple forms 40
BCG2001A  Prepare surfaces 32
BCG2003A  Carry out general demolition 32
BCG2004A  Carry out levelling 16
BCG2007A  Operate elevated work platforms (EWP) 20
BCG2008A  Use explosive power tools (EPT) 16
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BCG2009A  Carry out concrete work 40
BCG3011A  Carry out basic setting out 12
BCG3013A  Conduct forklift operations 32
BCG3041A  Undertake dogging 80
BCG3043A  Operate hoist 24

Elective Units

Three units from Series 3000 elective units selected by the student in
consultation with his/her employer, with approval of the Head of
Department.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate | in Transport and Distribution
(Warehousing & Storage)(TDT10102)

Career Opportunities
Warehousing Industry.

Scope of Delivery
Flexible Delivery.

Course Objective

This course aims to develop the knowledge and skills of students
wishing to advance their skills and gain a trade equivalent qualification
in the warehousing industry.

Entry Requirements

Applicants for this course must be employed within the Warehousing
Industry and must be able to read, comprehend and discuss printed
information in English, write simple statements, recognise numbers
and perform basic numeric calculations.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600.

Course Duration

This course is offered on a flexible delivery basis in the workplace. It
may be completed over a two-year year period at the participants own
pace. It is available as an Apprenticeship or Traineeship.

Course Structure

A successful assessment outcome for a total of 7 units aligned at AQF

1 comprising:

« At least 5 units and up to 7 units from those listed below, and

= Up to 2 suitable units drawn with appropriate contextualisation
from either other Transport and Distribution Certificate |
qualifications, or other relevant endorsed Training Packages.

Code Hours
TDTA197B  Secure Cargo 20
TDTB2801A Maintain and Use Hand Tools 20
TDTB3001A Undertake General Site Maintenance 40
TDTB3101A Clean Up Plan, Equipment and Worksite 20
TDTC197B  Drive Vehicle 30
TDTC1398B Ride Courier/Delivery Bicycle 20
TDTD197B  Shift Materials Safely Using Manual Handling
Methods 20
TDTD297B  Shift a Load Using Manually-Operated Equipment 20
TDTE397B  Participate in Basic Workplace Communication 40
TDTES97B  Carry Out Workplace Calculations 20
TDTF197B  Follow OHS Procedures 20
TDTF997B  Conduct Cleaning in Enclosed Spaces 20
TDTG197B  Work Effectively with Others 40
TDT1297C  Apply Customer Service Skills 30
TDTL197B  Complete Workplace Orientation/Induction
Procedures 30
TDTO297B  Follow Security Procedures 40

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate Il in Transport and Distribution
(Warehousing & Storage)(TDT20102)

Career Opporunities
Warehousing Industry.

Scope of Delivery
Contact the department on 9284 7600

Course Objective
This course aims to develop the knowledge and skills of students
wishing to advance in the Warehousing Industry.

Entry Requirements

To qualify for admission students must have successful completion of
seven (7) units aligned at AQF level 1 consistent with the Transport
and Distribution Training Package Assessment Guidelines and must
be employed within the Warehousing Industry

Selection Procedures/Selection Criteria
Contact the department on 9284 7600

Course Duration

This course is offered on a flexible delivery basis in the workplace. It
may be completed over a two-year year period at the participants own
pace. It is available as an Apprenticeship or Traineeship.

Course Structure

A successful assessment outcome for a total 14 units, comprising:

(a) 7 units aligned at AQF 2 made up of:

= at least 5 units and up to 7 units from those listed below (aligned
at AQF 2), and

< up to 2 suitable units (aligned at AQF 2) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate 11 qualifications, or other relevant endorsed Training
Packages.

(b) 7 units at AQF 1 made up of:

« at least 5 units and up to 7 units from those listed for the
Certificate | in Transport and Distribution (Warehousing and
Storage) (aligned at AQF 1), and

= up to 2 suitable units (aligned at AQF 1) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate | qualifications, or other relevant endorsed Training

Packages.

Code Hours
TDTA397B  Connect and Disconnect Reefer Units 40
TDTA997B  Complete and Check Import/Export

Documentation 20
TDTA1197B  Package Goods 20
TDTA1297B  Pick and Process Orders 20
TDTAI1397B  Receive Goods 20
TDTA1497B  Use Product Knowledge to Complete

Work Operations 20
TDTA2097B  Replenish Stock 20
TDTA2197B  Despatch Stock 20
TDTA2297B  Participate in Stocktakes 20
TDTA4101A Manually Sort Mail and Parcels 20
TDTA4201A  Despatch Mail 20
TDTA4301A Consolidate Mail 20
TDTA4401A Carry Out Delivery Operations 20
TDTA4501A Process International Parcels and Letters 20
TDTA4601A  Process Parcels and Letters 20
TDTA4T701A  Stream Mail 20
TDTB197B  Check and Assess Operational Capabilities of

Equipment
TDTB998B  Check Conveyor Operational Status 20
TDTB2901A Use and Maintain Minor Mechanical Equipment 20
TDTD397C  Handle Dangerous Goods/Hazardous Substances 40
TDTD497B  Load and Unload Goods/Cargo 30
TDTD797B  Prepare Cargo for Transfer with Slings 40
TDTD1097B Operate a Forklift 40
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TDTD1297B Operate Specialised Load Shifting Equipment 40

TDTD1397B Move Materials Mechanically Using Automated Certificate _I Ilin Transport and Distribution
Equipment 40 (Warehousing & Storage)(TDT30102)
TDTD1697B Load and Unload Explosives and Dangerous .
Goods 30 Career Opportunities
TDTD2198B Use Specialised Bulk Transfer Equipment (Dry) 40 Warehousing Industry.
TDTD2298B Conduct weighbridge Operations 20 :
TDTDA4501A Operate Specialised Light Load Shifting Equipment40 Scope of Delivery
TDTE197B  Present Routine Workplace Information 40 Contact the department on 9284 7600
TDTE701A  Use Communication Systems 20 Course Objective
TDTEB97B  Process Workplace Documentation 2 This course aims to develop the knowledge and skills of students
TDTF697B  Apply Accident-Emergency Procedures 20 wishing to advance their skills and gain a trade equivalent qualification
TDTF1097B  Apply Fatigue Management Strategies 30 in the warehousing industry.
TDTF1297B  Apply Safe Procedures when Handling/ Transporting )
Dangerous Goods or Explosives 30 Entry Requirements
TDTF1801A Operate and Maintain Fire-Fighting Equipment 20 Successful completion of seven (7) units aligned at AQF level 1 and a
HLTFA1A  Apply Basic First Aid 10 minimum of seven and a maximum of nine (9) units aligned at AQF
TDTG701A  Work in a Socially Diverse Environment 20 level 2, consistent with the Transport and Distribution Training
TDTHI97C  Interpret Road Maps and Navigate Pre-Determined Package Assessment Guidelines and must be employed within the
Routes 20 Warehousing Industry
TDTH398B  Prioritise Courier/Delivery Operations 30 . : .
TDTGCSO01A Create Customer Relationship 10 Selection Procedures/Selection Criteria
TDTGCSO02A Deal with Customer Feedback 10 Contact the department on 6284 7600
TDTGCSO04A Meet Customer Needs and Expectations 10 Course Duration
TDTGCSO06A Address Customer Needs 10 This course is offered on a flexible delivery basis in the workplace. It
TDTIL978  Apply Quality Procedures 2 may be completed over a two-year year period at the participants own
TDTI398B  Apply grain Protection Measures 2 pace. It is available as an Apprenticeship or Traineeship.
TDTJ498B  Implement Grain Monitoring Measures 20
TDTKI197B  Use Infotechnology Devices and Computer Course Structure
Applications in the Workplace 40 A successful assessment outcome for a total of 21 units, comprising:
TDTK397B  Apply Keyboard Skills 20 (a) at least 5 units and up to 7 units aligned at AQF 3 made up of: |- - . .
TDTK7988  Perform Electronics Data Interchange (EDI) to — at least 3 units and up to 7 units from those listed below | ;E:an:;;edétN;mgeLedc+ Lileslt';t;t.
Transmit Shipping Documentation 10 (aligned at AQF 3), and 1+ Al 9 ¥ L ﬁ +’AI" dat 0 .
TDTL898B  Complete Routine Administrative Tasks 10 — up to 2 suitable units (aligned at AQF 3) drawn with \gnment. L& lgned at: O.cm
TDTL3101A  Monitor and Process Attendance Records 20 appropriate contextualisation from either other Transport and + Tab after: 0.63 cm + Indent at:
TDTO1398B  Administer Security of Assets and Facilities 2 Distribution Certificate 111 qualifications, or other relevant 0.63 cm, Tab stops: 0.32 cm, List tab
TDTQI197C  Conduct Financial Transactions 20 endorsed Training Packages. + Not at 0.63 cm
TDTQ798B  Prepare and Process Financial Documents 30 (b) and at least 7 units and up to 9 untis at AQF 2 made up of: |- = 4 Formatted: Numbered + Level: 1 +
TDTQUOIA Maintain Petty Cash Account 10 — at least 5 units and up to 9 units from those listed fro the Numberi S le:a. b S. .
TDTQL201A  Sell Products and Services 30 Certificate 11 in Transport and Distribution (Warehousing and umpering ty.e. oot tz.:lrt at
TDTT198B  Capture Records into a Records Keeping System 20 Storage) (aligned at AQF 2), and 1 + Alignment: Left + Aligned at: 0 cm
TDTT4988  Maintain Control of Records 2 — up to 2 suitable units (alignéd at AQF 2) drawn with + Tab after: 0.63 cm + Indent at:
TDTI5%B  Provide InformaFion from and about Records 2 appropriate contextualisation from either other Transport and 0.63 cm, Tab stops: 0.32 cm, List tab
TDTU70LA  Care for th_e Environment 2 Distribution Certificate 11 qualifications, or other relevant + Notat 0.63 cm
TDTV198B  Cutand Join Materials 20 endorsed Trainin g Packages
TDTV298B  Operate Hand Held Air/Power Equipment for the - y '
Production Processes 20 (c) and 7 units allgn_ed at AQF 1 madg up of: )
TDTV398B  Apply Surface Coating Using a Spray gun 20 - at Iegs} 5 unt]s andupto7 unltslfrqm those listed for Fhe
TDTV4988  Undertake Pallet Repairs 20 Certificate | in Transport and Distribution (Warehousing and
TDTV5988  Clean and Inspect Pallets 20 Storage) (aligned at AQF 1), and )
TDTV698B  Manufacture Pallets Using Automated Methods 20 = up to 2 suitable units (aligned at AQF 1) drawn with
TDTV7988  Manufacture Pallets Using Manual Methods 20 appropriate conte_x_tuallsatlon _fr_om_ either other Transport and
TDTV898B  Dock Boards Using Computer Programmed Distribution (}eftlflcate | qualifications, or other relevant
Machinery 20 e endorsed Training Packages. o
TDTVQQB.B DO.Ck Boards on i ) 2 h TDTA497B  Process Receipt adn Delivery of Containers and
Some unit (jescnptors are listed under the Module/Unit Details Cargo 40
section of this Handbook. TDTA1097B  Coordinate Goods to Bond Premises 20

TDTAI1597B  Complete Receival/Despatch Documentation 40
TDTA1697B  Use Inventory Systems to Organise Stock Control 30
TDTA1797B  Apply Product Knowledge to Organise Work

Operations 40
TDTA1897B  Organise Despatch Operations 40
TDTA1997B  Organise Receival Operations 40
TDTA2497B  Organise Warehouse Records Operations 30
TDTA2698B Monitor Storage Facilities 30
TDTAB3801A Control and Order Stock 40
TDTA3901A Receive and Store Stock 40
TDTB297B  Test Equipment and Isolate Faults 20
TDTD1197B  Conduct Specialised Forklift Operations 40

TDTD1497B Load and Unload Vehicles Carrying Special Loads 20
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TDTD1597B  Identify and Label Explosives and Dangerous

Goods 20
TDTD2398B  Use Specialised Liquid Bulk Gas Transfer

Equipment 40
TDTD2498B Use Specialised Liquid Bulk Transfer Equipment

(Gravity/Pressurised)
TDTD2798B Prepare for Transport of Packaged Dangerous

Goods
TDTD2898B Prepare for Transport of Dangerous Goods in

Bulk
TDTD3198B Rig Load 40
TDTD3397B Operate a \ehicle-Mounted Loading Crane 40
TDTD3598B Operate a Boom Type Elevating Work Platform 30
TDTD3698B Lift and Move Load Using Mobile Crane Up to and

Including 20 Tonnes 40
TDTD4098B Control Lift and Movement of Crane 20
TDTD4301A Shift Loads Using Gantry Equipment 80
TDTD4401A Shift Loads Using Cranes 80
TDTE297B  Estimate/Calculate Mass, Area and Quanify

Dimensions 30
TDTE497B  Prepare Workplace Documents 20
TDTE1298B Consolidate Manifest Documentation 20
TDTE1598B  Undertake Rigger/Dogger and Driver

Communication 20
TDTE1698B Estimate/Calculate Load Shifting Requirements

For a Mobile Crane 20
TDTF397B  Implement and Monitor OHS Procedures 30
TDTF497B  Organise Occupational Health and Safety

Procedures in the Workplace 30
TDTF2201A  Implement and Monitor Safe Procedures when

Warehousing/Storing Dangerous Goods and/or

Hazardous Substances 60
HLTFA2A  Provide Advanced First Aid 30
TDTG297B  Lead a Work Team or Group 40
TDTGCSTO3A Process Customer Complaints 10
BSBCMN310A Deliver and Monitor a Service to Customers 35
TDTJ297B  Apply Quality Systems 40
TDTJ598B  Sample, Inspect and Test Products to Specifications 20
TDTJ698B  Implement Grain Protection Procedures 40
TDTL297B  Undertake Employee Payroll Activities 20
TDTL397B  Conduct Induction Process 20
BSBCMN302AOrganise Personal Work Priorities and

Devleopment 30
BSZ404A Train Small Groups 30
BSZ402A Conduct Assessment 15
TDTO498B  Conduct Safety and Hazard Control Procedures for

Transferring Explosives and Dangerous/Specialised

Goods
TDTO1601A Apply and Monitor Workplace Security Procedures 40
TDTQ397B  Maintain Financial Records in a Small Business 40
TDTT298B  Document a Records System 30
TDTT398B  Identify and Classify Records to be Captured 40
TDTT698B  Provide Records Retrieval Service 20
TDTT798B  Sentence Records 60
TDTT898B  Undertake Disposal Program 30
TDTT998B  Undertake Movement of Records 20
TDTT1098B Destroy Records 30
TDTW601A  Operate Computerised Mail and Parcels Sorting

Equipment 40
TDTWT701A Code and Coordinate Video-Coding Operations 40
TDTW801A Carry Out Facer canceller (CFC) Operations 20

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate IV in Transport and Distribution
(Warehousing & Storage)(TDT40102)

Career Opportunities
Warehousing Industry.

Scope of Delivery
Contact the department on 9284 7600

Course Objective

This course aims to provide vocational training for people at the
operative and supervisory level in the warehousing industry.

It is a further aim to develop new criteria and procedure for
performing current practices and provision of leadership and
guidance to others in the application and planning of skills.

Entry Requirements

To qualify for admission to the course, an applicant generally must

have:

« successfully completed Certificate 111 in Transport & Distribution
(Warehousing)

« or successful recognition of seven (7) competencies from
Certificate 11l in Transport & Distribution (Warehousing)
achieved through a Recognition of Prior Learning process.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600

Course Duration
This course is conducted part time, in Industry over a period of 18
months.

Course Structure
A successful assessment outcome for a total of 28 units, comprising:
(a) 7 units aligned at AQF 4 made up of:
— at least 5 units and up to 7 units from those listed below
(aligned at AQF 4), and
— up to 2 suitable units (aligned at AQF 4) drawn with
appropriate contextualisation from either other Transport and
Distribution Certificate 1V qualifications, or other relevant
endorsed Training Packages.
(b) and at least 5 units and up to 7 untis at AQF 3 made up of:

— at least 3 units and up to 7 units from those listed fro the
Certificate 111 in Transport and Distribution (Warehousing
and Storage) (aligned at AQF 3), and
up to 2 suitable units (aligned at AQF 3) drawn with
appropriate contextualisation from either other Transport and
Distribution Certificate 111 qualifications, or other relevant
endorsed Training Packages.

(c) and 7 units and up to 9 units at AQF 2 made up of:

— at least 5 untis and up to 9 units from those listed for the
Certificate 11 in Transport and Distribution (Warehousing and
Storage) (aligned at AQF 2), and
up to 2 suitable units (aligned at AQF 2) drawn with
appropriate contextualisation from either other Transport and
Distribution Certificate 11 qualifications, or other relevant
endorsed Training Packages.

(d) and 7 units aligned at AQF 1 made up of:

— at least 5 units and up to 7 untis from those listed for the
Certificate | in Transport and Distribution (Warehousing and
Storage) (aligned at AQF 1), and
up to 2 suitable units (aligned at AQF 1) drawn with
appropriate contextualisation from either other Transport and
Distribution Certificate I qualifications, or other relevant
endorsed Training Packages.

Code Hours
TDTAS597B  Check and Evaluate Records and Documentation 20
TDTA2397B  Coordinate Stocktakes 20
TDTA2597C  Regulate Temperature Controlled Stock 20
TDTA2898B  Assess and Monitor Optimum Stock Levels 40
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TDTA3198B Consolidate Freight 30
TDTA3298B  Organise Transport of Freight or Goods 20
TDTD897B  Monitor Crane Operations 40
TDTD997B  Direct Crane Operations 40
TDTD3098B  Supervise Mobile Crane Operations 40
TDTE697C  Collect, Analyse and Present Workplace Data
and Information 30
TDTE1398B  Apply Workplace Statistics 20
TDTF797B  Implement and Coordinate Emergency/Accident
Procedures 40
TDTF1498B Develop and Maintain a Safe Workplace 50
TDTG598B  Organise Transport Workload 10
TDTG698B  Facilitate Work Teams 50
TDTI197C  Coordinate Quality Customer Service 30
TDTI59B  Market Services and Products to Clients 40
TDTL597C  Apply Conflict/Grievance Resolution Strategies 40
TDTL998B  Manage Personal Work Priorities and Professional
Development 50
TDTL1098B  Assess and Confirm Customer Transport
Requirements
TDTL2198B Coordinate the Erection and Dismantling of
Temporary Storage Facilities
TDTL3001A Control a Furtniture Warehouse 60
TDTL3201A  Implement Equal Employment Equity Strategies 20
TDTL3301A Promote Effective Workplace Practice 20
TDTL3601A Develop Rosters 20
TDTL3701A  Apply and Amend Rosters 20
BSZ406A Plan a Series of Training Sessions 30
BSZ407A Delivery Training Sessions 50
BSZ408A Review Training 15
BSZ401A Plan Assessment 15
BSZ403A Review Assessment 5
BSZ506A Develop Assessment Procedures 25
BSZ507A Develop Assessment Tools 25
TDTP197B  Develop Plans to Meet Customer and Organisation
Needs 30
TDTP297B  Facilitate and Capitalise on Change in the Workplace50
TDTP598B  Manage Workplace Information 60
TDTQI001A Maintain Customer Credit Accounts and Services 20
TDTR198B  Monitor Supplier Performance 30
TDTR298B  Source Goods/Services and Evaluate Contractors 30
TDTU101A  Implement and Monitor Environmental Protection

Policies and Procedures 20
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Course Duration
The course may be offered on a full-time basis over 90 nominal hours
or part-time equivalent.

Course Structure

TDTC997B  Drive taxicab

VBNO079 Complete orientation to the taxi industry

VBNO080 Comply with safety and security procedures

VBNO081 Use communication systems in a taxi cab

VBN082 Carry out financial transactions and maintain records
VBN083 Plan and navigate route and identify places and landmarks
VBNO084 Provide customer service

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Course in Taxi Driving (21387VIC)

Career Opportunities
Taxi Driver.

Scope of Delivery
Contact the department on 9284 7600

Course Objectives
The course is an entry level training program for metropolitan taxi
drivers.

Entry Requirements

To qualify for admission to the course, applicants must:

(i) have obtained a skills passport from the Victorian Taxi
Directorate; and

(i) demonstrate competence in reading, writing, numeracy and oral
communication to at least National Report System 2 (NRS2) or its
equivalent International Second Language Proficiency Rating (ISLPR)
profile of at least S2, L2, R1 + W1.

Sele Contact the departtment on 9284 7600.

Certificate | in Transport and Distribution
(Road Transport)(TDT10202)

Career Opportunities
Road Transport Industry.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective
The course aims to provide students with the knowledge and skills
required to undertake work in the road transport industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria

Contact the department on 9284 7600.

Course Duration
The course may be offered on a full-time basis over 120-230 nominal
hours or part-time equivalent.

Course Structure

A successful assessment outcome for a total 7 units aligned at AQF 1

comprising:

« at least 5 units and up to 7 units from those listed below, and

« up to 2 suitable units drawn with appropriate contextualisation
from either other Transport and Distribution Certificate |
qualifications, or other relevant endorsed Training Packages.

Code Hours
TDTA197B  Secure Cargo 20
TDTB2401A  Clean Transportation Units and Facilities for
Passenger Use 20
TDTB2801A Maintain and Use Hand Tools 20
TDTB3101A Clean Up Plant, Equipment and Worksite 20
TDTC197B  Drive Vehicle 30
TDTC1398B  Ride Courier/Delivery Bicycle 20
TDTD197B  Shift Materials Safely Using Manual Handling
Methods 20
TDTD297B  Shift a Load Using Manually-operated Equipment 20
TDTE397B  Participate in Basic Workplace Communication 40
TDTES97B  Carry Out Workplace Calculations 20
TDTF197B  Follow OHS Procedures 20
TDTF297B  Conduct Housekeeping Activities 20
TDTF997B  Conduct Cleaning Operations in Enclosed Spaces 20
TDTG197B  Work Effectively with Others 40
TDT1297C  Apply Customer Service Skills 30
TDTL197B  Complete Workplace Orientation/Induction
Procedures 30
TDTO297B  Follow Security Procedures 40

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate Il in Transport and Distribution
(Road Transport)(TDT20202)

Career Opportunities
Road Transport Industry.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective

This course aims to develop the knowledge and skills of students
wishing to enter into and gain work skills for the Road Transport
Industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600.

Course Duration
The course may be offered on a full-time basis over 210-510 nominal
hours or part-time equivalent.

Course Structure

A successful assessment outcome for a total 14 units comprising:

(a) 7 units aligned at AQF 3 made up of:

« at least 5 units and up to 7 units from those listed below (aligned
at AQF 2), and

= up to 2 suitable units (aligned at AQF 2) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate 11 qualifications, or other relevant endorsed Training
Packages and

(b) 7 units aligned at AQF 1 made up of:

= at least 5 units and up to 7 units from those listed from the
Certificate | in Tranpsort and Distribution (Road Transport)
(aligned at AQF 1) and

= up to 2 suitable units (aligned at AQF 1) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate | qualifications, or other relevant endorsed Training

Packages.
Code Hours
TDTA397B  Connect And Disconnect Reefer Units 40
TDTA997B  Complete and Check Import/Export
Documentation 20
TDTA1L197B Package Goods 20
TDTA1397B  Receive Goods 20
TDTAI1497B  Use Product Knowledge to Complete Work
Operations 20
TDTA2197B  Despatch Stock 20
TDTA2297B  Participate in Stocktakes 20
TDTB197B  Check and Assess Operational Capabilities of
Equipment 40
TDTB397B  Carry Out Vehicle Servicing and Maintenance 30
TDTB497B  Carry Out Vehicle Inspection 20
TDTB797B  Carry Out Maintenance of Trailers 40
TDTB897B  Carry Out Inspection of Trailers 30
TDTB2901A Use and Maintain Minor Mechanical Equipment 20
TDTC297B  Drive Light Rigid Vehicle 40
TDTC397B  Drive Medium Rigid Vehicle 40
TDTC997B  Drive Taxicab 40
TDTD397C  Handle Dangerous Goods/Hazardous Substances 40
TDTD497B  Load and Unload Goods/Cargo 30
TDTD797B  Prepare Cargo for Transfer with Slings 40
TDTD1097B Operate a Forklift 40
TDTD1297B Operate Specialised Load Shifting Equipment 40
TDTD1397B  Move Materials Mechanically Using Automated
Equipment 40

TDTD1697B Load and Unload Explosives and Dangerous

Goods 30
TDTD1897B Handle Furniture and Effects 30
TDTD1997B Pack and Unpack Cartons during a Removal 20
TDTD2198B  Use Specialised Bulk Transfer Equipment (Dry) 40
TDTD2298B Conduct Weighbridge Operations 20
TDTD2998B Prepare Articles for Delivery 10
TDTD4501A Operate Specialised Light Load Shifting Equipment40
PRMWM15A Move Waste Using Load Shifting Equipment 40
PRMWMA44A  Identify Wasters and Hazards 15
TDTE197B  Present Routine Workplace Information 40
TDTE701A  Use Communication Systems 20
TDTE897B  Process Workplace Documentation 20
TDTE1498B Compile and Process Export Documentation 20
TDTEL701A Undertake Initial Removal Survey 20
TDTF697B  Apply Accident-Emergency Procedures 20
TDTF1097B  Apply Fatigue Management Strategies 30

TDTF1297B  Apply Safe Procedures when Handling/Transporting

Dangerous Goods or Explosives 30
TDTF1801A Operate and Maintain Fire-Fighting Equipment 20
HLTFA1A  Apply Basic First Aid 10
PRMWM11A Respond to Waste Management 20
TDTG701A  Work in a Socially Diverse Environment 20
TDTH197C  Interpret Road Maps and Navigate

Pre-determined Routes 20
TDTH398B  Prioritise Courier/Delivery Operations 30
TDTI698B  Provide Freight Forwarding Services to Customers 30
TDTGCSOO1A Create Customer Relationship 10
TDTGCSO02A Deal with Customer Feedback 10
TDTGCSO04A Meet Customer Needs and Expectations 10
TDTGCSO06A Address Customer Needs 10
TDTJ197B  Apply Quality Procedures 20
TDTK197B  Use Infotechnology Devices and Computer

Applications in the Workplace 40
TDTK397B  Apply Keyboard Skills 20
TDTK798B  Perform Electronic Data Interchange (EDI) to

Transmit Shipping Documentation
TDTL898B  Complete Routine Administrative Tasks 10
TDTL3101A Monitor and Process Attendance Records 20
TDTO398B  Undertake Loading and Unloading in a

Designated Secured Environment 20
TDTO1198B Provide Revenue Protection Measures 20
TDTO1398B Administer Security of Assets and Facilities 20
TDTQ197C  Conduct Financial Transactions 20
TDTQ798B  Prepare and Process Financial Documents 30
TDTQ998B  Conduct Courier/Delivery Cash Transactions 10
TDTQ1101A Maintain Petty Cash Account 10
TDTQ1201A Sell Products and Services 30
TDTUT701A  Care for the Environment 20

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 111 in Transport and Distribution
(Road Transport)(TDT30202)

Career Opportunities
Road Transport Industry.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective
The course aims to provide students with the knowledge and skills
required to undertake work in road transport industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.
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Selection Procedures/Selection Criteria
Contact the department on 9284 7600.

Course Duration
The course may be offered on a full-time basis over 325-970 nominal
hours or part-time equivalent.

Course Structure

A successful assessment outcome for a total 21 units, comprising:

(a) at least 5 units and up to 7 units aligned at AQF 3 made up of:

= at least 3 units and up to 7 units from those listed below (aligned
at AQF 3), and

« up to 2 suitable units (aligned at AQF 3) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate 111 qualifications, or other relevant endorsed Training
Packages.

(b) and at least 7 units and up to 9 untis at AQF 2 made up of:

« at least 5 units and up to 9 units from those listed fro the
Certificate 11 in Transport and Distribution (Road Transport)
(aligned at AQF 2), and

« up to 2 suitable units (aligned at AQF 2) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate 11 qualifications, or other relevant endorsed Training
Packages.

(c)and 7 units aligned at AQF 1 made up of:

« at least 5 untis and up to 7 units from those listed for the
Certificate | in Transport and Distribution (Road Transport)
(aligned at AQF 2), and

« up to 2 suitable units (aligned at AQF 1) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate | qualifications, or other relevant endorsed Training

Packages.

Code Hours
TDTA297B  Maintain Container/Cargo Records 20
TDTA497B  Process Receipt and Delivery of Containers and

Cargo 40
TDTA897B  Transfer Cargo 40
TDTA1097B  Coordinate Goods to Bond Premises 20
TDTA1597B  Complete Receival/Despatch Documentation 40
TDTAI1797B  Apply Product Knowledge to Organise Work

Operations 40
TDTAI1897B  Organise Despatch Operations 40
TDTA1997B  Organise Receival Operations 40
TDTA2497B  Organise Warehouse Records Operations 30
TDTAB3801A Control and Order Stock 40
TDTA3901A Receive and Store Stock 40
TDTB297B  Test Equipment and Isolate Faults 20
TDTB597B  Carry Out Maintenance of Vehicles Designed to

Carry Special Loads 30
TDTB697B  Carry Out Inspection of Vehicles Designed to

Carry Special Loads 30
TDTB1198B  Set Up and Rig Crane for Lift 30
TDTB1298B  Plan Job and Set Up Work Areas 40
TDTB1398B  Maintain Mobile Cranes 40
TDTB1498B Load and Unload Wheeled or Tracked Crane 20
TDTB1598B  Undertake Site Inspection 20
TDTB1698B  De-rig, Pack and Store Tools and Equipment 10
TDTB1798B  Assemble and Dismantle Boom or Jib 80
TDTC497C  Drive Heavy Rigid Vehicles 40
TDTC597C  Drive Heavy Combination Vehicle 40
TDTC797B  Operate Vehicle Carrying Special Loads 40
TDTC897B  Drive Coach/Bus 40
TDTC1097B Pilot or Escort Oversized and/or Overmassed

Loads 20
TDTC1197B  Transport Passengers with Disabilities 40
TDTD1197B  Conduct Specialised Forklift Operations 40
TDTD1497B Load and Unload Vehicles Carrying Special Loads 20
TDTD1597B  Identify and Label Explosives and Dangerous

Goods 20
TDTD2097B  Care for Livestock in Transit 30

TDTD2398B
TDTD2498B
TDTD2798B
TDTD2989B
TDTD3198B
TDTD3397B
TDTD3498B

TDTD3598B

Use Specialised Liquid Bulk Gas Transfer
Equipment

Use Specialised Liquid Builk Transfer Equipment
(Gravity/Pressurised) 40
Prepare for Transport of Packaged Dangerous

Goods 40
Prepare for Transport of Dangerous Goods in

Bulk 40
Rig Load 40
Operate a \ehicle-Mounted Loading Crane 40
Operate a Mobile Crane Up to and Including 20
Tonnes on a Demolition Site 60
Operate a Boom Type Elevating Work Platform 30

TDTD3698B  Lift and Move Load Using Mobile Crane Up to and

Including 20 Tonnes 40
TDTD4098B Control Lift and Movement of Crane 20
TDTDA4198B Undertake Cash-in Transit Loading and Unloading

In an Unsecure Environment 30
TDTD4301A Shift Loads using Gantry Equipment 80
TDTDA4410A Shift Loads using Cranes 80
TDTE297B  Estimate/Calculate Mass, Area and Quantify

Dimensions 30
TDTE497B  Prepare Workplace Documents 20
TDTE997B  Use Pilot and Escort Communication 20
TDTE1097B  Estimate Furniture Removals Jobs 30
TDTE1298B Consolidate Manifest Documentation 20
TDTE1598B  Undertake Rigger/Dogger and Driver

Communication 20
TDTE1698B Estimate/Calculate Load Shifting Requirements

For a Mobile Crane 20
TDTE1801A Maintain Freight Records 20
TDTF397B  Implement and Monitor OHS Procedures 30
TDTF1397B  Coordinate Breakdowns and Emergencies 30
HLTFA2A  Provide Advanced First Aid 30
TDTG297B  Lead a Work Team or Group 40
TDTH297C  Plan and Navigate Routes 20
TDTH401A  Identify Major Roads, Services and Attractions 40
TDT1397B  Provide Customer Service in Passenger Vehicles/

Vessels
TDT1497B  Manage Camping Procedures for Coaches

and Buses 40
TDT1797C  Provide Freight Forwarding Information to

Customers 40
TDT1998C  Provide On-Board Services to Customers 20
TDTGCSTO3A Process Customer Complaints 10
BSBCMN310ADeliver and Monitor a Service to Customers 35
TDTJ297B  Apply Quality Systems 40
TDTJ598B  Sample, Inspect and Test Products to Specifications 20
TDTL297B  Undertake Employee Payroll Activities 20
TDTL397B  Conduct Induction Process 20
BSBCMN302AOrganise Personal Work Priorities and

Development 30
BSZ404A Train Small Groups 30
BSZ402A Conduct Assessment 15
TDTO498B  Conduct Safety and Hazard Control Procedures

For Transferring Dangerous/Specialised Goods 40
TDTO798B  Undertake Emergency Response Action to a

Security Threat 20
TDTOB898B  Implement Cash-in Transit Security Equipment 40
TDTO998B  Test and Inspect Cash-in Transit Security Incidents 30
TDTO1098B Respond to Cash-in Transit Security Incidents 60
TDTO1298B Manage Disruptive and/or Unlawful Behaviour 20
TDTO1601A Apply and Monitor Workplace Security Procedures 40
TDTQ397B  Maintain Financial Records in a Small Business 40
TDTQ498B  Organise Freight Invoicing and Payment 30
TDTT298B  Document a Records System 30
TDTT398B  Identify and Classify records to be Captured 40
TDTT698B  Provide Records Retrieval Service 20
TDTT798B  Sentence Records 60
TDTT898B  Undertake Disposal Program 30
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TDTT998B  Undertake Movement of Records 20
TDTT1098B Destroy Records 30
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Transport and Distribution
(Road Transport)(TDT40202)

Career Opportunities
Transport Industry.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective
The course aims to provide students with the knowledge and skills
required to undertake work in the road transport industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600.

Course Duration
The course may be offered on a full-time basis over 430-1350
nominal hours or part-time equivalent.

Course Structure

A successful assessment outcome for a total of 28 units, comprising:

(a) 7 units aligned at AQF 4 made up of:

= at least 5 units and up to 7 units from those listed below (aligned
at AQF 4), and

< up to 2 suitable units (aligned at AQF 4) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate 1V qualifications, or other relevant endorsed Training
Packages.

(b) and at least 5 units and up to 7 untis at AQF 3 made up of:

« at least 3 units and up to 7 units from those listed fro the
Certificate 111 in Transport and Distribution (Warehousing and
Storage) (aligned at AQF 3), and

= up to 2 suitable units (aligned at AQF 3) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate 111 qualifications, or other relevant endorsed Training
Packages.

(c) and 7 units and up to 9 units at AQF 2 made up of:

« at least 5 untis and up to 9 units from those listed for the
Certificate 11 in Transport and Distribution (Warehousing and
Storage) (aligned at AQF 2), and

= up to 2 suitable units (aligned at AQF 2) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate 11 qualifications, or other relevant endorsed Training
Packages.

(d) and 7 units aligned at AQF 1 made up of:

« at least 5 units and up to 7 untis from those listed for the
Certificate | in Transport and Distribution (Warehousing and
Storage) (aligned at AQF 1), and

« up to 2 suitable units (aligned at AQF 1) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate | qualifications, or other relevant endorsed Training

Packages.
Code Hours
TDTA597B  Check and Evaluate Records and Documentation 20
TDTA2597C  Regulate Temperature Controlled Stock 20
TDTA3098B Organise Cargo for Export 40
TDTA3198B Consolidate Freight 30
TDTAB3298B  Organise Transport of Freight or Goods 20
TDTA3398B  Organise International Transport of Freight 40

TDTC697B  Drive Multi-Combination Vehicle 40
TDTD897B  Monitor Crane Operations 40
TDTD997B  Direct Crane Operations 40
TDTD3098B Supervise Mobile Crane Operations 40
TDTD3298B Plan and Conduct Specialised Lift 40
TDTEG97C  Collect, Analyse and Present Workplace Date
and Information 30
TDTE1398B  Apply Workplace Statistics 20
TDTF797B  Implement and Coordinate Emergency/Accident
Procedures 40
TDTF1498B Develop and Maintain a Safe Workplace 50
TDTG598B  Organise Transport Workload 10
TDTG698B  Facilitate Work Teams 50
TDTI197C  Coordinate Quality Customer Service 30
TDTI1601A  Service Freight Customers 40
TDTI1701A  Develop Freight Customers 40
TDTI598B  Market Services and Products to Clients 40
TDTI898B  Monitor Transport Activities at Interchanges 40
TDTL597C  Apply Conflict/Grievance Resolution Strategies 40
TDTL797C  Coordinate Fleet Control Logistics 40
TDTL998B  Manage Personal Work Priorities and Professional
Development
TDTL1098B  Assess and Confirm Customer Transport
Requirements 40
TDTL3001A Control a Furniture Warehouse 60
TDTL3201A Implement Equal Employment Equity Strategies 20
TDTL3301A Promote Effective Workplace Practice 20
TDTL3601A Develop Rosters 20
TDTL3701A Apply and Amend Rosters 20
BSZ406A Plan a Series of Training Sessions 30
BSZ407A Deliver Training Sessions 50
BSZ408A Review Training 15
BSZ401A Plan Assessment 15
BSZ403A Review Assessment 5
BSZ506A Develop Assessment Procedures 25
BSZ507A Develop Assessment Tools 25
TDTP197B  Develop Plans to Meet Customer and Organisation
Needs 40
TDTP297B  Facilitate and Capitalise on Change in the Workplace50
TDTP598B  Manage Workplace Information 60
TDTP1098B  Assess Lift Requirements and Provide Quotation 30
TDTQ698B  Administer International Trading Accounts 60
TDTR198B  Monitor Supplier Performance 30
TDTR298B  Source Goods/Services and Evaluate Contractors 30
TDTU101A  Implement and Monitor Environment Protection

Policies and Procedures 20
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Logistics Management
(TDT51002)

Career Opportunities
Management of a warehouse or distribution system.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective

The course aims to equip students with the skills and knowledge
required to manage a warehouse or distribution system.

Entry Requirements

To qualify for admission applicants must have successfully completed
the Certificate 1V in Transport and Distribution (Warehousing) or
Certificate 1V in Transport and Distribution (Road Transport) or
equivalent relevant industry experience.

Selection Procedures/Selection Criteria

Contact the department on 9284 7600.
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Course Duration
The course will be offered on a part-time basis over 630 nominal
hours

Course Structure

A successful assessment outcome for:

(a) 7 units aligned at AQF 5 made up of:

« at least 5units and up to 7 units from those listed below (aligned
at AQF 5), and

« up to 2 suitable units (aligned at AQF 5) drawn with appropriate
contextualisation from other relevant endorese training packages.

(b) plus, successful assessment against the underpinning knowledge

component of 28 units (aligned at levels up to and including AQF 4),

made up of:

« at least 20 units and up to 28 units (aligned at levels up to AQF 4)
from other Transport and Distribution qualifications, and

= up to 8 suitable units (aligned at levels up to and including AQF
3) drawn with appropriate contexualisation from other endorsed
Training Packages.

Code

Hours

TDTA2798B  Evaluate and Select Bulk Handling and Storage

Resources 40
TDTA2998B Plan and Manage Storage of Dangerous Goods

and Hazardous Substances 40
TDTA3501A Manage International Freight Transfer 60
TDTAB3601A Manage Handling and Storage of Perishable Food

Products 60
TDTB1098B Plan and Implement Maintenance Schedules 30
TDTD2598B Plan Loading of Dangerous Goods 50
TDTD2698B Plan and Organise Movement and Storage of

Bulk Materials 30
TDTF1701A Investigate Rail Safety Incidents 40
TDTF2001A Manage Emergencies 30
TDTF5701A  Apply the ‘Code of Practice for the Defined

Interstate Rail Network’

To Interface Coordination Management 20
Apply the ‘Code of Practice for the Defined

Interstate Rail Network’ to the Management of
Operations, Human Resources and Safeworking 20
BSBMGT505A Establish and Maintain an OHS System to

TDTF5901A

Ensure a Safe Workplace 60
TDTJ798B  Conduct Internal Quality Audits 20
TDTJ698B  Evaluate Software Requirements and Hardware

Enhancements 40
TDTL1298B  Apply Workplace Knowledge to Plan

Improvements to Operations 40
TDTL1398B  Establish and Manage Effective Workplace

Relations 60
TDTL1498B Evaluate and Select Warehouse Resources 60
TDTL1598B Manage Change Processes Within the Organisation 60
TDTL1898B  Select Employees 60
TDTL1998B  Implement and Monitor Transport Logistics 40
TDTL2098B Develop and Maintain Operational Procedures for

Transport and Distribution Enterprises 30
TDTL2601A Manage Export Logistics 100
BSBMGT502AManage People Performance 60
BSBHR505A  Manage Remuneration and Employee Benefits
BSBHR509A  Manage Rehabilitation/Return to Work Programs
TDTO598B  Plan and Manage Security Procedures for the

Enterprise 50
TDTO698B  Plan and Manage Security Procedures for

Transferring and Transporting Dangerous Goods 40
TDTP698B  Establish International Distribution Networks 130
TDTP798B  Contribute to the Development of a Workplace

Learning Environment 60
TDTQ298B  Setand Achieve Budget 40
TDTR398B  Negotiate a Contract 40
TDTUB01A  Conduct Environmental Audits 80

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Logistics Management
(TDT61002)

Career Opportunities
Management of domestic and international distribution systems.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective

The course aims to equip students with the skills and knowledge
required to manage both domestic and international distribution
systems

Entry Requirements
To qualify for admission applicants must have successfully completed
the Diploma of Logistics Management or equivalent.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600.

Course Duration
The course will be offered on a part-time basis over 700 nominal
hours.

Course Structure

A successful assessment outcome for a total of 14 units, comprising:

(@) 7 units aligned at AQF 6 made up of:

« at least 4 units and up to 7 units from those listed below (aligned
at AQF 6), and

« up to 3 suitable units (aligned at AQF 6) drawn with appropriate
contextualisation from other relevant endorsed Training
Packages, and

(b) 7 units aligned at AQF 5 made up of:

« at least 5 units and up to 7 units from those listed below (aligned
at AQF 5), and

= up to 2 suitable units (aligned at AQF 5) drawn with appropriate
contexualisaion from other relevant endorsed Training Packages,
plus

(c) successful assessment against the underpinning knowledge

component of 28 units (aligned at levels up to and including AQF 4),

made up of:

« at least 20 units and up to 28 units (aligned at levels up to AQF 4)
from other Transport and Distribution qualification, and

= up to 8 suitable units (aligned at levels up to and including AQF
4) drawn with appropriate contextualisation, from other relevant
endorsed Training Packages.

Code Hours

TDTAB3401A Manage Global Freight Operations 80

BSBMGT606AManage Customer Focus

BSBMGT608AManage Innovation and Continuous Improvement

BSBEBUS603A Evaluate New Technologies for Business

TDTL1798B  Plan Domestic Transport Logistics 60

BSBMGT609AManage Risk

BSBMGT604AManage Business Operations

TDTP398B  Implement, Maintain and Evaluate Dangerous

Goods Transport Procedures within the Workplace 60
TDTP498B  Develop a Transport and Distribution Business

Plan 150
TDTP898B  Manage a Transport and Distribution Business

Unit 60
TDTP998B  Plan and Maintain Warehouse Layouts and

Inventory Locations 60
TDTP1198B  Develop and Evaluate Strategies for Transport

and Distribution Enterprises
TDTP1201A Plan Train Support Activities 160
TDTQ598B  Set, Monitor and Evaluate Budgets for

Business Units 60

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 111 in Transport and Distribution
(Mobile Cranes Operations)(TDT30902)

Career Opportunities
Road Transport Industry, specialising in Mobile Cranes.

Scope of Delivery
Contact the department on 9284 7600

Course Objective

This course aims to develop the knowledge and skills of students
wishing to advance their skills and gain a trade equivalent qualification
in the Road Transport industry specialising in mobile cranes.

Entry Requirements

To qualify for admission to this course students must be able to read,
comprehend and discuss printed information in English, write simple
statements, recognise numbers and perform basic numeric
calculations.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600

Course Duration

This course is offered on a flexible delivery basis in the workplace. It
may be completed over a two-year year period at the participants own
pace. It is available as an Apprenticeship or Traineeship.

Course Structure

A successful assessment outcome for a total of 21 units, comprising:

(a) the 17 compulsory units * below, and

(b)4 other units made up of:

« at least 2 untis and up to 4 untis from the remaining units listed
below and

= up to 2 suitable units (aligned at AQF 3,2 or 1) drawn with
appropriate contextualisation from either other Transport and

Distribution Certificate 111 qualifications, or other relevant
endorsed Training Packages.
Code Hours
*TDTB197B  Check and Assess Operational Capabilities of
Equipment 40
*TDTB1198B Set Up And Rig Crane For Lift 30
*TDTB1298B Plan Job and Set Up Work Areas 40
*TDTB1398B Maintain Mobile Cranes 40
TDTB1498B Load And Unload Wheeled or Tracked Crane 20
TDTB1598B  Undertake Site Inspection 20
*TDTB1698B De-rig, Pack and Store Tools and Equipment 10
*TDTB1798B Assemble and Dismantle Boom or Jib 80
*TDTC497C  Drive Heavy Rigid Vehicle 40
TDTC597C  Drive Heavy Combination Vehicle 40
TDTC1097B  Pilot or Escort Oversize and/or Overmassed Loads20
TDTD197B  Shift Materials Safely Using Manual Handling
Methods 20
TDTD1097B Operate a Forklift 40
TDTD1397B  Move Materials Mechanically Using Automated
Equipment 40
*TDTD3198B Rig Load 40
TDTD3397B Operate a Vehicle-Mounted Loading Crane 40
TDTD3498B Operate a Mobile Crane Up to and Including
20 Tonnes on a Demolition Site 60

TDTD3598B Operate a Boom Type Elevating Work Platform 30
*TDTD3698B Lift and Move Load Using Mobile Crane Up To

and Including 20 Tonne 40
*TDTD4098B Control Lift and Movement of Crane 20
TDTE897B  Process Workplace Documentation 20
TDTE997B  Use Pilot and Escort Communication 20
*TDTE1598B Undertake Rigger/Dogger and Driver

Communication 20

*TDTE1698B Estimate/Calculate Load Shifting Requirements

for a Mobile Crane 20
*TDTF197B  Follow OHS Procedures 20
*TDTF297B  Conduct Housekeeping Activities 20
*TDTF697B  Apply Accident-Emergency Procedures 20
HLTFA2A  Provide Advanced First Aid 30
*TDTG197B  Work Effectively with Others 40
*TDTI297C  Apply Customer Service Skills
TDTJ197B  Apply Quality Procedures 30
TDTK197B  Use Infotechnology Devices and Computers

Applications In the Workplace 40
TDTL197B  Complete Workplace Orientation/Induction

Procedures 30

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Transport and Distribution
(Mobile Cranes Operations)(TDT40902)

Career Opportunities
Road Transport Industry, specialising in Mobile Cranes.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective

This course aims to develop the knowledge and skills of students
wishing to advance their skills and gain a trade equivalent qualification
in the Road Transport industry specialising in mobile crane
operations.

Entry Requirements

To qualify for admission to this course students must have completed
the Certificate I11 in Transport & Distribution (Mobile Cranes), or its
equivalent and be employed within the industry.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600.

Course Duration

This course is offered on a flexible delivery basis in the workplace. It
may be completed over a two-year year period at the participants own
pace.

Course Structure

A successful assessment outcome for a total of 28 units, comprising:

(a) 7 units aligned at AQF 4 made up of:

« at least 5 units and up to 7 units from those listed below (aligned
at AQF 4), and

< up to 2 suitable units (aligned at AQF 4) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate 1V qualifications, or other relevant endorsed Training
Packages.

(b) and the 17 compulsory units listed for the Certificate Il in

Transport and Distribution (Mobile Cranes Operations)

(c) and 4 other units made up of:

= at least 2units and up to 4 units from the remaining units listed
below for the Certificate 11l in Transport and Distribution
(Mobile Cranes Operations) (aligned at AQF 3), and

« up to 2 suitable units (aligned at AQF levels 3,2 or 1) drawn with
appropriate contextualisation from either other Transport and
Distribution Certificate qualifications, or other relevant endorsed
Training Packages.

Code Hours
TDTD3098B  Supervise Mobile Crane Operations 40
TDTD3298B Plan And Conduct Specialised Lift 40
TDTF797B  Implement and Coordinate Accident-

Emergency Procedures 40
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TDTI197C  Coordinate Quality Customer Service 30
TDTJ297B  Apply Quality Systems 40
TDTL397B  Conduct Induction Process 20
BSZ404A Train Small Groups 30
BSZ402A Plan Assessment 15
BSZ403A Review Assessment 5
TDTP1098B  Assess Lift Requirements And Provide Quotation 30

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Motor Vehicle Driver Trainer
(Car)(21370VIC)

Career Opportunities
Motor vehicle driving instruction.

Scope of Delivery
This course is offered on a part-time basis

Course Objective

The course aims are to:

« provide a program of structured competency based training for
the motor vehicle driving instruction industry;

« prepare people entering or already employed in the industry to
meet the requirements of the national competency standards for
instructors;

= meet the requirements of the state and territory regulatory bodies
for the motor vehicle driving instruction industry;

« provide a system for formally recognising the skills and
knowledge of new entrants to the industry, and those already in
the industry, through the recognition of prior learning;

« improve the quality of service provided by motor vehicle driving
instructors to their clients;

= raise the level of professionalism of the motor vehicle driving
instruction industry throughout Australia.

This State accredited course provides appropriate training for persons

to apply for a Driving Instructor licence, where they are issued by

State and Territory regulatory bodies.

Entry Requirements

Applicants must hold a current full Victorian Drivers Licence.

Applicants with English as a second language will be expected to

demonstrate an ability to speak, listen, write and read English to a

specified level using the National Reporting System (NRS) level 3.

Selection Procedures/Selection Criteria

Contact the Department on 9284 7600.

Course Duration
175 hours part time.

Course Structure

Code Hours
VBN089 Orientation to Motor Vehicle Instruction Industry 10
TDTCI197B  Drive Vehicles 30
VBNO083 Implement Driver Training 65
BSBCMN310ADeliver and Monitor Service To Customers 35
TDTF197B  Follow OH & S Procedures 20
VBNO090 Vehicle Presentation and Left Seat Controls 5
VBNO087 Financial Transactions and Records Maintenance 5

SRSCOPO003A Demonstrate Personal Image and Presentation Skills 5
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Motor Vehicle Driver Trainer
(Heavy Vehicle) (21381VIC)

Career Opportunities
Heavy Vehicle Driver Trainers

Scope of Delivery
This course is offered on a part-time basis.

Course Objective
The course aims to provide training for those seekig to become heavy
vehicle driver trainers in Victoria.

Entry Requirements

To qualify for entry into this course applicants must:

« have completed the Certificate 11l in Motor Vehicle Driver
Trainer (Car)

= hold a current full Australian drivers license endorsed for the
appropriate vehicle classification in Victoria, with demonstrated
industry experience or similar experience driving the vehicle
under that category

Applicants with English as a second language will be expected to

demonstrate an ability to speak, listen, write and read in English to a

specified level using the National Reporting System (NRS) level 3.

Selection Procedures/Selection Criteria
Contact the Department on 9284 7600.
Course Duration

255 hours part time.

Course Structure
Code Hours

VBN089 Orientation to Motor Vehicle Instruction Industry 10
TDTC197B  Drive Vehicles 30
VBNO088 Implement Driver Training 65
BSBCMN310ADeliver and Monitor Service to Customers 35
TDTF197B  Follow OHS Procedures 20
VBNO090 Vehicle Presentation and Left Seat Control 5
VBNO087 Financial Transactions and Records Maintenance 5
SRSCOPO003A Demonstrate Personal Image and Presentation Skills 5
TDTC497B  Drive Heavy Rigid Vehicles 40
TDTC597B  Drive Heavy Combination Vehicles 40

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate | In Transport And Distribution
(Rail Infrastructure) (TDT10702)

Course Objective

The course aims to provide students with the knowledge and skills
required to undertake work in the infrastructure sector of the rail
industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Course Duration
The course may be offered on a full-time basis over 260-540 nominal
hours or part-time equivalent.

Course Structure

The structure of the course comprises 7 units at Australian

Qualifications Framework level 1 selected by the student, with the

approval of the Head of Department of which —

« a minimum of 5 units having regard to the list of relevant units
on page 6 of the Transport & Distribution Training Package
TDTO02(V1), published by the Australian National Training
Authority, 2002;
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(b) a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

Certificate Il In Transport And Distribution
(Rail Infrastructure) (TDT20702)

Course Objective

The course aims to provide students with the knowledge and skills
required to undertake work in the infrastructure sector of the rail
industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Course Duration
The course may be offered on a full-time basis over 260-540 nominal
hours or part-time equivalent.

Course Structure

The structure of the course comprises a minimum of 14 units

selected by the student, with the approval of the Head of Department

of which—

(@) 7 units and a maximum of 9 units at Australian Qualifications

Framework level 2 of which:

< a minimum of 5 units having regard to the list of relevant units
on pages 7 & 8 of the Transport & Distribution Training Package
TDTO02(V1), published by the Australian National Training
Authority, 2002.

< a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

(b) 7 units at Australian Qualifications Framework level 1 of which:

= a minimum of 5 units having regard to the list of relevant units
on page 6 of the Transport & Distribution Training Package
TDTO02(V1), published by the Australian National Training
Authority, 2002;

« a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

Training Authority, 2002.

« a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

(b) a minimum of 7 units and a maximum of 9 units at Australian

Qualifications Framework level 2 of which:

« -a minimum of 5 units having regard to the list of relevant units
on pages 7 & 8 of the Transport & Distribution Training Package
TDTO02(V1), published by the Australian National Training
Authority, 2002.

« -a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

(c) 7 units at Australian Qualifications Framework level 1 of which:

= -a minimum of 5 units having regard to the list of relevant units
on page 6 of the Transport & Distribution Training Package
TDTO02(V1), published by the Australian National Training
Authority, 2002.

= -a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

Certificate 111 In Transport And Distribution
(Rail Infrastructure) (TDT30702)

Course Objective

The course aims to provide students with the knowledge and skills
required to undertake work in the infrastructure sector of the rail
industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Course Duration
The course may be offered on a full-time basis over 385-940 nominal
hours or part-time equivalent.

Course Structure

The structure of the course comprises a minimum of 21 units

selected by the student, with the approval of the Head of Department

of which:

(@) @ minimum of 5 units and a maximum of 7 units at Australian

Qualifications Framework level 3 of which:

< a minimum of 3 units having regard to the list of relevant units
on pages 9 & 10 of the Transport & Distribution Training
Package TDTO02(V1), published by the Australian National
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Certificate IV In Transport And Distribution
(Rail Infrastructure) (TDT40702)

Course Objective

The course aims to provide students with the knowledge and skills
required to undertake work in the infrastructure sector of the rail
industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Course Duration
The course may be offered on a full-time basis over 500-1290
nominal hours or part-time equivalent.

Course Structure

The structure of the course comprises a minimum of 28 units

selected by the student, with the approval of the Head of Department

of which—

(a) 7 units at Australian Qualifications Framework level 4 of which:

< -a minimum of 5 units having regard to the list of relevant units
on pages 11 & 12 of the Transport & Distribution Training
Package TDTO02(V1), published by the Australian National
Training Authority, 2002.

< -a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

(b) a minimum of 5 units and a maximum of 7 units at Australian

Qualifications Framework level 3 of which:

« -a minimum of 3 units having regard to the list of relevant units
on pages 9 & 10 of the Transport & Distribution Training
Package TDTO02(V1), published by the Australian National
Training Authority, 2002.

= -a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

(c) a minimum of 7 units and a maximum of 9 units at Australian

Qualifications Framework level 2 of which:

= -a minimum of 5 units having regard to the list of relevant units
on pages 7 & 8 of the Transport & Distribution Training Package
TDTO02(V1), published by the Australian National Training
Authority, 2002.

« -a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
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Authority.

(d) 7 units at Australian Qualifications Framework level 1 of which:

« -a minimum of 5 units having regard to the list of relevant units
on page 6 of the Transport & Distribution Training Package
TDTO02(V1), published by the Australian National Training
Authority, 2002.

« -a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

Certificate I in Transport and Distribution
(Rail Operations)(TDT10402)

Career Opportunities
Operations sector of the rail industry.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective

The course aims to provide students with the knowledge and skills
required to undertake work in the operations sector of the rail
industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600.

Course Duration
The course may be offered on a full-time basis over 140-230 nominal
hours or part-time equivalent.

Course Structure

A successful assessment outcome for a total of 7 units aligned at AQF

1 comprising:

« At least 5 units and up to 7 units from those listed below, and

= Up to 2 suitable units drawn with appropriate contextualisation
from either other Transport and Distribution Certificate |
qualifications, or other relevant endorsed Training Packages.

Code Hours
TDTA197B  Secure Cargo 20
TDTB2401A Clean Transportation Units and Facilities for
Passenger Use
TDTB2801A Maintain and Use Hand Tools 20
TDTC197B  Drive Vehicle 30
TDTD197B  Shift Materials Safely Using Manual Handling
Methods 20
TDTD297B  Shift A Load Using Manually-Operated Equipment 20
TDTE397B  Participate in Basic Workplace Communication 40
TDTES97B  Carry Out Basic Workplace Calculations 20
TDTF197B  Follow OHS Procedures 20
TDTF297B  Conduct Housekeeping Activities 20
TDTF997B  Conduct Cleaning Operations in Enclosed Spaces 20
TDTGI197B  Work Effectively with Others 40
TDTI297C  Apply Customer Service Skills 30
TDTL197B  Complete Workplace Orientation/Induction
Procedures 30
TDTO297B  Follow Security Procedures 40

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate Il in Transport and Distribution
(Rail Operations)(TDT20402)

Career Opportunities
Operations sector of the rail industry.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective

The course aims to provide students with the knowledge and skills
required to undertake work in the operations sector of the rail
industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600.

Course Duration
The course may be offered on a full-time basis over 210-510 nominal
hours or part-time equivalent.

Course Structure

A successful assessment outcome for a total 14 units, comprising:

(a) 7 units aligned at AQF 2 made up of:

« at least 5 units and up to 7 units from those listed below (aligned
at AQF 2), and

= up to 2 suitable units (aligned at AQF 2) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate 11 qualifications, or other relevant endorsed Training
Packages.

(b) 7 units at AQF 1 made up of:

« at least 5 units and up to 7 units from those listed for the
Certificate | in Transport and Distribution (Rail Operations)
(aligned at AQF 1), and

= up to 2 suitable units (aligned at AQF 1) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate | qualifications, or other relevant endorsed Training

Packages.

Code Hours
TDTA397B  Connect and Disconnect Reefer Units 40
TDTA1497B  Use Product Knowledge to Complete

Work Operations 20
TDTB197B  Check and Assess Operational Capabilities of

Equipment 40
TDTB2201A Diagnose and Rectify Minor Faults 30
TDTB2301A Provide Sanitation and Water Services Support

To Passenger Transportation Units 20
TDTB2901A Use and Maintain Minor Mechanical Equipment 20
TDTD397C  Handle Dangerous Goods/Hazardous Substances 40
TDTD497B  Load and Unload Goods/Cargo 30
TDTD797B  Prepare Cargo for Transfer with Slings 40
TDTD1097B Operate a Forklift 40
TDTD1297B Operate Specialised Load Shifting Equipment 40
TDTD1397B  Move Materials Mechanically Using Automated

Equipment 40
TDTD1697B Load and Unload Explosives and Dangerous

Goods 30
TDTD2298B Conduct Weighbridge Operations 20
TDTD4501A Operate Specialised Light Load

Shifting Equipment 40
TDTE197B  Present Routine Workplace Information 40
TDTE701A  Use Communication Systems 20
TDTE897B  Process Workplace Documentation 20
TDTF697B  Apply Accident-Emergency Procedures 20
TDTF1097B  Apply Fatigue Management Strategies 30
TDTF1297B  Apply Safe Procedures when Handling/
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Transporting Dangerous Goods or Explosives 30
TDTF1801A Operate and Maintain Fire-Fighting Equipment 20
TDTF1901A Ensure a Safe On-Board Passenger and

Working Environment 30
TDTF5801A  Apply Safeworking Rules and Regulations to

Rail Operations 40
HLTFA1A  Apply Basic First Aid 10
TDTG701A  Work in a Socially Diverse Environment 20
TDTGCSOO01A Operate the On-Train Buffet Car 40
TDTGCSO02A Deal with Customer Feedback 10
TDTGCSO04A Meet Customer Needs and Expectations 10
TDTGCSO06A Address Customer Needs 10
TDTJ197B  Apply Quality Procedures 20
TDTK197B  Use Infotechnology Devices and Computer

Applications in the Workplace 40
TDTK397B  Apply Keyboard Skills 20
TDTK798B  Perform Electronic Data Interchange (EDI) to

Transmit Shipping documentation 10
TDTL898B  Complete Routine Administrative Tasks 10
TDTL3101A Monitor and Process Attendance Records 20
TDTL4101A Monitor and Record Rolling Stock Locations 30
TDTL4601A Handle Customer Luggage/Property 20
TDTLA4801A Prepare for Train Departure 20
TDTO1198B Provide Revenue Protection Measures 20
TDTO1398B Administer the Security of Assets and Facilities 20
TDTQI101A Maintain Petty Cash Account 10
TDTQI201A Sell Products and Services 30
TDTUT701A  Care for the Environment 20

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Transport and Distribution
(Rail Operations)(TDT30402)

Career Opportunities
Operations sector of the rail industry.

Scope of Delivery
Contact the department on 9284 7600.

Course Objective

The course aims to provide students with the knowledge and skills
required to undertake work in the operations sector of the rail
industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600.

Course Duration

The course may be offered on a full-time basis over 335-1260
nominal hours or part-time equivalent.

Course Structure

A successful assessment outcome for a total of 21 units, comprising:

(a) at least 5 units and up to 7 units aligned at AQF 3 made up of:

« at least 3 units and up to 7 units from those listed below (aligned
at AQF 3), and

< up to 2 suitable units (aligned at AQF 3) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate 111 qualifications, or other relevant endorsed Training
Packages.

(b) and at least 7 units and up to 9 untis at AQF 2 made up of:

« at least 5 units and up to 9 units from those listed fro the
Certificate Il in Transport and Distribution (Rail Operation)
(aligned at AQF 2), and
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= up to 2 suitable units (aligned at AQF 2) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate 11 qualifications, or other relevant endorsed Training
Packages.

(c) and 7 units aligned at AQF 1 made up of:

« at least 5 untis and up to 7 units from those listed for the
Certificate | in Transport and Distribution (Warehousing and
Storage) (aligned at AQF 1), and

= up to 2 suitable units (aligned at AQF 1) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate | qualifications, or other relevant endorsed Training

Packages.

Code Hours
TDTA297B  Maintain Container/Cargo Records 20
TDTA497B  Process Receipt and Delivery of Containers

and Cargo 40
TDTA897B  Transfer Cargo 40
TDTAL797B  Apply Product Knowledge to Organise Work

Operations 40
TDTAB3801A Control and Order Stock 40
TDTA3901A Receive and Store Stock 40
TDTB297B  Test Equipment and Isolate Faults 20
TDTB1801A Conduct Full Train Examination 40
TDTB1901A Test Train Braking Equipment 30
TDTB2001A Visually Inspect Stationary Train 80
TDTB2101A Conduct Train Roll By Inspection 20
TDTB2501A Prepare, Start and Shut Down Motive Power Unit 150
TDTB2601A Prepare for Train Operation 40
TDTB2701A Set Up and Shut Down On-Train Remote

Control System 30
TDTC1197B  Transport Passengers with Disabilities 40
TDTC1701A Shunt Rolling Stock 120
TDTC1801A Operate On-Train Remote Control System 40
TDTC2101A Drive Tram 40
TDTD1197B Conduct Specialised Forklift Operations 40
TDTD1597B  Identify and Label Explosives and Dangerous

Goods 20
TDTD2398B  Use Specialised Liquid Bulk Gas Transfer

Equipment 40
TDTD2498B Use Specialised Liquid Bulk Gas Transfer

Equipment (Gravity/Pressurised) 40
TDTD3198B Rig Load 40
TDTD3397B Operate a \Vehicle-Mounted Loading Crane 40
TDTD3698B Operate a Boom Type Elevating Work Platform 30
TDTDA4098B Control Lift and Movement of Crane 20
TDTD4301A Shift Loads Using Gantry Equipment 80
TDTD4401A Shift Loads Using Cranes 80
TDTE297B  Estimate/Calculate Mass, Area and Quantify

Dimensions 30
TDTE497B  Prepare Workplace Documents 20
TDTE1298B  Consolidate Manifest Documentation 20
TDTE1598B Undertake Rigger/Dogger and Driver

Communication 20
TDTE1698B Estimate/Calculate Load Shifting Requirements

for a Mobile Crane 20
TDTE180la Maintain Freight Records 20
TDTE1901A Work with Travel Agencies and Sales Outlets 40
TDTF397B  Implement and Monitor OHS Procedures 30
TDTF1397B  Coordinate Breakdowns and Emergencies 30
TDTF5401A  Apply ‘Code of Practice for the Defined Interstate

Rail Network’

To Shunting on the Network 20
TDTFA2A  Apply Advanced First Aid 30
TDTG297B  Lead a Work Team or Group 40
TDTI397B  Provide Customer Service in Passenger

Vehicles/Vessels 20
TDTI797C  Provide Freight Forwarding Information to

Customers 40
TDTI998B  Provide On-Board Services to Customers 20
TDTGCSTO3A Process Customer Complaints 10
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BSBCMN310ADeliver and Monitor a Service to Customers 35
TDTL297B  Undertake Employee Payroll Activities 20
TDTL397B  Conduct Induction Process 20
TDTL3501A Allocate Motive Power 20
TDTL3901A Assist with Train Operations 200
TDTL4501A Organise Services for Special Events 20
TDTL5101A  Plan Train Consists 20
BSBCMN302AOrganise Personal Work Priorities

and Development 30
BSZ404A Train Small Groups 30
BSZ402A Conduct Assessment 15
TDTO1298B Manage Disruptive and/or Unlawful Behaviour 20
TDTO1501A Maintain Security of Railway Property and Revenue30
TDTO1601A Apply and Monitor Workplace Security Procedures 40
TDTQ498B  Organise Freight Invoicing and Payment 30
TDTQI301A Advise on and Construct Fares for Customers 30

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV In Transport And Distribution
(Rail Operations) (TDT40402)

Career Opportunities
Contact the department on 9284 7600.

Course Objective

The course aims to provide students with the knowledge and skills
required to undertake work in the operations sector of the rail
industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria
Contact the department on 9284 7600.

Course Duration
The course may be offered on a full-time basis over 450-1710
nominal hours or part-time equivalent.

Course Structure

A successful assessment outcome for a total of 28 units, comprising:

(a) 7 units aligned at AQF 4 made up of:

« at least 5 units and up to 7 units from those listed below (aligned
at AQF 4), and

« up to 2 suitable units (aligned at AQF 4) drawn with appropriate
contextualisation from either other Transport and Distribution
Certificate IV qualifications, or other relevant endorsed Training
Packages.

(b) and the 17 compulsory units listed for the Certificate Il in

Transport and Distribution (Mobile Cranes Operations)

(c) and 4 other units made up of:

« at least 2units and up to 4 units from the remaining units listed
below for the Certificate 11l in Transport and Distribution
(Mobile Cranes Operations) (aligned at AQF 3), and

« up to 2 suitable units (aligned at AQF levels 3,2 or 1) drawn with
appropriate contextualisation from either other Transport and
Distribution Certificate qualifications, or other relevant endorsed
Training Packages.

Code Hours
TDTAS597B  Check and Evaluate Records and Documentation 20
TDTA697B  Organise and Monitor Terminal/Wharf

Operations 40
TDTA2597C  Regulate Temperature Controlled Stock 20
TDTA3198B Consolidate Freight 30
TDTAB3298B  Organise Transport of Freight or Goods 20
TDTC1401A Prepare, Operate, Monitor and Stable Steam

Locomotive 80

TDTC1501A Prepare, Operate, Monitor and Stable Motive

Power Unit 160
TDTC1601A Conduct Marshalling Operations 20
TDTC1901A Drive Train to Operational Requirements 200
TDTC2201A Operate Passenger Train 120
TDTC2301A Operate Train with Due Consideration of Route

Conditions 200
TDTC2401A Operate Urban Passenger Train 200
TDTD897B  Monitor Crane Operations 40
TDTD997B  Direct Crane Operations 40
TDTE697C  Collect, Analyse and Present Workplace Date and

Information 30
TDTE1398B  Apply Workplace Statistics 20
TDTF797B  Implement and Coordinate Accident-Emergency

Procedures 40
TDTF1498B  Develop and Maintain a Safe Workplace 50
TDTF2101A Respond to Train-Driving Emergencies and

Abnormal Situations 40
TDTF5101A  Apply ‘Code of Practice for the Defined

Interstate Rail Network’ To Train Driving 20
TDTF5201A  Apply ‘Code of Practice for the Defined

Interstate Rail Network’ To Train Controlling 20
TDTG698B  Facilitate Work Teams 50
TDTI197C  Coordinate Quality Customer Service 30
TDTI598B  Market Services and Products to Clients 40
TDTI898B  Monitor Transport Activities at Interchanges 40
TDTI1601A  Service Freight Customers 40
TDTI1701A  Develop Freight Customers 40
TDTL597C  Apply Conflict/Grievance Resolution Strategies 40
TDTL998B  Manage Personal Work Priorities and

Professional Development 50
TDTL1098B Assess and Confirm Customer Transport

Requirements 40
TDTL3201A  Implement Equal Employment Equity Strategies 20
TDTL3301A Promote Effective Workplace Practice 20
TDTL3401A  Arrange Alternative Passenger Transport 20
TDTL3601A Develop Rosters 20
TDTL3701A  Apply and Amend Rosters 20
TDTL3801A Organise Marshalling and Shunting Operations 40
TDTLA4001A  Plan and Control Daily Train Operations 30
TDTL4201A Control Rail Traffic Movement 30
TDTL4301A  Allocate Freight 20
TDTL4401A  Organise Freight Yard Movement 40
TDTLA4701A Coordinate Train Movement Activities 30
TDTL4901A Develop Train Plans and Schedules 30
TDTL5001A  Allocate Rolling Stock 20
BSZ406A Plan a Series of Training Sessions 30
BSZ407A Deliver Training Sessions 50
BSZ408A Review Training 15
BSZ401A Plan Assessment 15
BSZ403A Review Assessment 5
BSZ506A Develop Assessment Procedures 25
BSZ507A Develop Assessment Tools 25
TDTP197B  Develop Plans to Meet Customer and

Organisation Needs 40
TDTP297B  Facilitate and Capitalise on Change in the

Workplace 50
TDTP598B  Manage Workplace Information 60
TDTQI001A Maintain Customer Credit Accounts and Services 20
TDTU101A  Implement and Monitor Environment Protection

Policies and Procedures 20

Some wunit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate | In Transport And Distribution
(Stevedoring) (TDT10302)

Career Opportunities
Contact the Department on 9284 7600.
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Course Objective
The course aims to provide students with the knowledge and skills
required to undertake work in the stevedoring industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria
Contact the Department on 9284 7600.

Course Duration
The course may be offered on a full time basis over 140-230 nominal
hours or part time equivalent.

Course Structure

The structure of the course comprises 7 units at Australian
Qualifications Framework level 1 selected by the student, with the
approval of the Head of Department of which:

(@) @ minimum of 5 units having regard to the list of relevant units on
page 6 of the Transport & Distribution Training Package
TDTO02(V1), published by Australian National Training Authority,
2002.

(b) a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

Certificate Il In Transport And Distribution
(Stevedoring) (TDT20302)

Career Opportunities
Contact the Department on 9284 7600.

Course Objective
The course aims to provide students with the knowledge and skills
required to undertake work in the stevedoring industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria
Contact the Department on 9284 7600.

Course Duration
The course may be offered on a full time basis over 240-510 nominal
hours or part time equivalent.

Course Structure

The structure of the course comprises a minimum of 14 units

selected by the student, with the approval of the Head of Department

of which -

(@) @ minimum of 7 units and a maximum of 9 units at Australian

Qualifications Framework level 2 of which

= a minimum of 5 units having regard to the list of relevant units
on pages 7 & 8 of the Transport & Distribution Training Package
TDTO02(V1), published by Australian National Training Authority,
2002.

= a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

(b) 7 units at Australian Qualifications Framework level 1 of which

« a minimum of 5 units having regard to the list of relevant units
on page 6 of the Transport & Distribution Training Package
TDTO02(V1), published by Australian National Training Authority,
2002.

« a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

Certificate 111 In Transport And Distribution
(Stevedoring) (TDT30302)

Career Opportunities
Contact the Department on 9284 7600.

Course Objective
The course aims to provide students with the knowledge and skills
required to undertake work in the stevedoring industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria
Contact the Department on 9284 7600.

Course Duration
The course may be offered on a full time basis over 355-910 nominal
hours or part time equivalent.

Course Structure

The structure of the course comprises a minimum of 21 units

selected by the student, with the approval of the Head of Department

of which:

(@) @ minimum of 5 units and a maximum of 7 units at Australian

Qualifications Framework level 3 of which

= a minimum of 3 units having regard to the list of relevant units
on pages 9 & 10 of the Transport & Distribution Training
Package TDT02(V1), published by Australian National Training
Authority, 2002.

= a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

(b) a minimum of 7 units and a maximum of 9 units at Australian

Qualifications Framework level 2 of which:

« a minimum of 5 units having regard to the list of relevant units
on pages 7 & 8 of the Transport & Distribution Training Package
TDTO02(V1), published by Australian National Training Authority,
2002.

= a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

(c) 7 units at Australian Qualifications Framework level 1 of which:

« a minimum of 5 units having regard to the list of relevant units
on page 6 of the Transport & Distribution Training Package
TDT02(V1), published by Australian National Training Authority,
2002.

« a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

160

Certificate IV In Transport And Distribution
(Stevedoring) (TDT40302)

Career Opportunities
Contact the Department on 9284 7600.

Scope of Delivery
Contact the Department on 9284 7600.

Course Objective

The course aims to provide students with the knowledge and skills
required to undertake work in the stevedoring industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.



SCHOOL OF ENGINEERING, CONSTRUCTION AND INDUSTRIAL SKILLS

Selection Procedures/Selection Criteria
Contact the Department on 9284 7600.

Course Duration
The course may be offered on a full-time basis over 460-1260
nominal hours or part-time equivalent.

Course Structure

The structure of the course comprises a minimum of 28 units

selected by the student, with the approval of the Head of Department

of which:

(a) 7 units at Australian Qualifications Framework level 4 of which

« a minimum of 5 units having regard to the list of relevant units
on pages 11 & 12 of the Transport & Distribution Training
Package TDT02(V1), published by Australian National Training
Authority, 2002.

= a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

(b) a minimum of 5 units and a maximum of 7 units at Australian

Qualifications Framework level 3 of which

= a minimum of 3 units having regard to the list of relevant units
on pages 9 & 10 of the Transport & Distribution Training
Package TDT02(V1), published by Australian National Training
Authority, 2002.

= a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

(c) @ minimum of 7 units and a maximum of 9 units at Australian

Qualifications Framework level 2 of which

« a minimum of 5 units having regard to the list of relevant units
on pages 7 & 8 of the Transport & Distribution Training Package
TDTO02(V1), published by Australian National Training Authority,
2002.

« (ii) a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

(d) 7 units at Australian Qualifications Framework level 1 of which

< a minimum of 5 units having regard to the list of relevant units
on page 6 of the Transport & Distribution Training Package
TDTO02(V1), published by Australian National Training Authority,
2002.

< a maximum of 2 units having regard to any relevant industry
training package endorsed by the Australian National Training
Authority.

Certificate IV In Transport And Distribution
(Administration) (TDT41102)

For further information please contact the Industrial Skills Training
Centre on 9284 7600.

Certificate | in Funeral Services (WFS10202)

Career Opportunities
Contact the Department on 9284 7600.

Course Objective

This course aims to provide an induction for people wishing to gain
entry into the Funeral Services industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
to the satisfaction of the Head of Department that they are capable
of successfully completing the course.

Selection Procedures/Selection Criteria

Contact the Department on 9284 7600.

Course Duration

The course may be offered on a part-time basis over 140 nominal
hours

Course Structure

Core Units (totalling 140 nominal hours)

WFSCCR101A  Communicate appropriately with colleagues

and clients 40
WFSCCR102A  Deal with grief and trauma 20
WFSPCS101A  Work effectively in the funeral services industry 30

WFSABO101A  Process funeral services industry

documentation 20
WFSPCS103A  Carry out gravedigging and grounds

maintenance OHS procedures 30
WFSPCS102A  Carry out general OHS procedures 30

Certificate | In Transport And Distribution
(Administration) (TDT11102)

For further information please contact the Industrial Skills Training
Centre on 9284 7600.

Certificate Il In Transport And Distribution
(Administration) (TDT21102)

For further information please contact the Industrial Skills Training
Centre on 9284 7600.

Certificate 111 In Transport And Distribution
(Administration) (TDT31102)

For further information please contact the Industrial Skills Training
Centre on 9284 7600.

Certificate Il in Funeral Services
(Grounds and Maintenance)(WFS20402)

Career Opportunities
Contact the Department on 9284 7600.

Course Objective
This course aims to provide entry-level training for people wishing to
work as general grounds maintenance workers.

Entry Requirements

To qualify for admission to the course, applicants must be employed
in the funeral services industry and demonstrate to the satisfaction of
the Head of Department that they are capable of successfully
completing the course.

Selection Procedures/Selection Criteria

Contact the Department on 9284 7600.

Course Duration

The course may be offered on a part-time basis over 344-356 nominal
hours.

Course Structure

Core Units (totalling 334 nominal hours)

WFSCCR101A  Communicate appropriately with colleagues
and clients
WFSCCR102A  Deal with grief and trauma 20
WFSPCS101A  Work effectively in the funeral services industry 30
WFSPCS103A  Carry out gravedigging and grounds
maintenance OHS procedures 30
WFSTVM201A  Carry out workplace measurements and
calculations 20
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WFSTVM203A  Inspect and maintain vehicles and equipment 20
WFSTVM204A  Operate ride-on vehicles and

trailed/mounted equipment 20
MEM18.1AB Use hand tools 20
MEM18.2AA  Use power tools/hand held operations 20
TDTC197A Drive vehicle 30
WFSBGM204A  Carry out general maintenance activities 20
RUHHRT203A  Plant trees and shrubs 22
RUHHRT208A  Prune shrubs and small trees 22
WFSBGM201A  Provide general grounds care 20
Elective units

One elective unit (totalling a minimum of 10 nominal hours) selected

by the student with the approval of the Head of Department having

regard to:

= the list of relevant units in the Funeral Services Industry Training
Package FWS02 (Version 1.01, 2002);

= any other Training Package endorsed by the Australian National
Training Authority at Australian Qualifications Framework Level
2 or higher.

Certificate 11 in Funeral Services
(Gravedigging, Grounds &
Maintenance)(WFS30402)

Career Opportunities
Contact the Department on 9284 7600.

Course Objective

This course aims to provide training for people wishing to work as
gravediggers and / or grounds maintenance workers.

Entry Requirements

To qualify for admission to the course, applicants must be employed
in the funeral services industry and demonstrate to the satisfaction of
the Head of Department that they are capable of successfully
completing the course.

Selection Procedures/Selection Criteria

Contact the Department on 9284 7600.

Course Duration

The course may be offered on a part-time basis over 562—811 nominal
hours.

Course Structure
Core Units (totalling 266 nominal hours)

WFSCCR101A  Communicate appropriately with colleagues
and clients
WFSCCR102A  Deal with grief and trauma 20
WFSPCS101A  Work effectively in the funeral services industry 30
WFSPCS103A  Carry out gravedigging and grounds maintenance
OHS procedures 30
WFSTVM201A  Carry out workplace measurements and
calculations 20
WFSTVM203A  Inspect and maintain vehicles and equipment 20
WFSTVM204A  Operate ride-on vehicles and trailed/mounted
equipment 20
MEM18.1AB Use hand tools 20
MEM18.2AA Use power tools/hand held operations 20
TDTCI197A Drive vehicle 30
BCC1006A Use small plant and equipment 16

Specialist units (totalling @ minimum of 180 nominal hours)

Students must complete all units from one of the following specialist
streams:

Gravedigging Stream

WFSABO101A Process funeral services industry documentation 20

WFSBCR310A Perform grave probes 10
WFSBCR311A Prepare for gravedigging 10
WFSBCR312A Perform manual gravedigging 20
WFSBCR314A Backfill and make good graves 10
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WFSBCR315A Perform a grave collapse consolidation 30
WFSBCR316A Re-open a grave 30
WFSBCR317A Perform exhumations 30
WFSCCR201A Provide service to customers 20
Grounds Maintenance Stream

BCG2009A  Carry out concrete work 40
RUHHRT203A Plant trees and shrubs 22
RUHHRT208A Prune shrubs and small trees 22
RUHHRT345A Install metal structures and features 65
WFSBGM201A Provide general grounds care 20
WFSBGM204A Carry out general maintenance activities 20
WFSBGM302A Install brick or block structures and features 65
WFSBGMB303A Carry out plaster work 30

Elective units (totalling a minimum of 116 nominal hours) -

(i) Students undertaking the Gravedigging specialist stream must
complete five elective units

(ii) Students undertaking the Ground Maintenance specialist stream
must complete three elective units.

All units are to be selected by the student with the approval of the
Head of Department having regard to the list of relevant units in the
Funeral Services Industry Training Package FWS02 (Version 1.01,
2002), with a maximum of one unit selected from units at Australian
Qualifications Framework Level 2 or higher from any other training
package endorsed by the Australian National Training Authority.



School of Further Education, Arts & Employment Services

The School of Further Education, Arts and Employment Services
consists of seven Departments/Units offering the following programs:

Department of Adult Literacy and Work Education
Includes Work Education Programs; Adult General Education
Programs; Concurrent Assistance and Communication Skills servicing
across the TAFE Division; as well as the management of the Maths
Learning Centre, Literacy Learning Centre and Study Labs.

Department of Arts, VCE and Preparatory Programs
Includes Adult \VCE offering Units 1 to 4 and Pre VCE/VET for 15—
17 year olds; VCAL; Liberal Arts and Preparatory Programs which
include Preparation for Tertiary Studies and Science for Nurses;
Women’s Education Programs which offers a range of ESL, Literacy
and Access courses, and Professional Writing courses. Most courses
can be undertaken either on a part-time or full-time basis. Modules in
some of the courses are available in flexible mode.

Department of Employment and Training Services
Manages a number of significant Service Contracts funded by the
Commonwealth Government. These include New Apprenticeships
Support Services (NASS) managed through the Department's Jobs
Plus New Apprenticeships Centre (NAC); Employment Services
delivered through the Jobs Plus Employment Services unit; and the
Work for the Dole Program Community Work Coordinator (CWC)
delivered by the Community Initiatives Program team. The
Department's assessment team services University contracts with the
Victorian Taxi Directorate, Victoria Police and others together with
offering language, literacy and numeracy assessments to a range of
enterprises. The Department focuses on identifying new employment
initiatives as they are developed at local, state and federal levels and
responding to these opportunities to ensure the University plays a key
role in assisting employment growth in the community and enhancing
the employability of its clients.

Department of Language Studies

Offers a broad range of English Language Programs. The
Department’s Language and Literacy Self Access Centres provide
unique opportunities for students within the TAFE Division to access
individual learning support using self-paced learning packages. The
Department has received national recognition for its student outcomes
in the prestigious English for Health Professional course, funded by
AEMP sources. The Department is also recognised for its expertise in
the delivery of programs to disadvantaged youth and pathways to
mainstream TAFE and Higher Education courses. Bridging programs
into VET mainstream courses (Aged Care, Hospitality) and a new
Clinical Bridging program for Overseas Qualified Medical Practitioners
are also being offered. Languages Other Than English (LOTE) are
offered as short courses on a fee-paying basis.

Library and Cultural Studies Unit
Includes courses in Library and Information Services.

Department of Music

The only provider in the Western Region of Melbourne of courses in
Contemporary Performance, Music Business and Technical Production
which commenced in 1999 at the Sunbury Campus. The Head of
Department is also responsible for managing the Bachelor of Music
Degree program in accord with the University’s affiliation with the
Melba Conservatorium of Music, in addition to ensuring the expansion
of music programs through liaison with the Melba Conservatorium of
Music, higher education faculties and industry to support the
University in the establishment of Sunbury Campus as a significant site
for music education and training.

Department of Visual Arts, Design and Multimedia
Includes courses in Applied Design, Graphic Arts; Multimedia and
Visual Art.
The School of Further Education, Arts and Employment Services
courses are delivered at City Flinders, City King, Footscray Nicholson,
Melton, St Albans, Sunbury, Sunshine and Werribee campuses.
A considerable proportion of students enrolled in the School’s
programs are adults returning to study and from a Non-English
Speaking Background. These students are predominantly enrolled in
the School’s further education programs. A major role of the School is
the provision of specialised educational services to the TAFE Division
and industry. These include the provision of student learning support
(concurrent assistance) and general preparatory programs through
well-equipped Language and Literacy Self Access Centres and Literacy
and Maths Learning Centres. As well, specialised tuition is provided to
students in all mainstream departments in literacy, numeracy and study
skills, which supports the University’s PASII Policy.
Innovation in delivery and development of programs remains an
important focus of the School of Further Education, Arts and
Employment Services to ensure that it retains its status as a provider of
quality education and training. The School ensures that its educational
initiatives provide a model of best practice in flexible delivery and use
of new learning technologies. The establishment of a multi-media
centre utilising learning technologies in the Women’s Education
Programs; the launch of the Certificates in General Education for
Adults (CGEA) Online Assessment and Moderation Home Page; the
development of a web-site Maths Connexions for Adults (Online) as
well as a Home Page for the Adult General Education Programs, are
examples of initiatives undertaken by the School.
The School, as part of its commercial operations, has a history of
tendering for a broad range of government funded projects and
programs to complement and enrich its recurrently funded program
profile. Successful tenders include: ANTA-Innovative Adult Literacy
Projects; OTTE development of on-line modules within the Diploma
of Liberal Arts; DEWR for Job Network services and Work for the
Dole Programs; and DEST for New Apprenticeships Services;
Department of Human Services with the Futures program for people
with special needs and preliminary VET in Schools initiatives relevant
to year 10 students not yet ready for the conventional VETIS.
Nel Cook
Associate Director
School of Further Education & Employment Services
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Department of Adult Literacy & Work Education

The Department of Adult Literacy and Work Education-TAFE
conduct a wide range of courses from entry level to Certificate level in
the fields of language, literacy, access and preparatory to serve the
communities of the central and western metropolitan region of
Melbourne.

Many Adult Literacy and Work Education courses are designed to
build on the existing skills and experience of adults who wish to return
to study or enter/re-enter the paid workforce. They offer alternative
entry pathways into TAFE and Higher Education, Certificate, Diploma
and degree courses at Victoria University of Technology or other
Institutes and Universities.

Many programs operate as preparatory or bridging programs into
TAFE or Higher Education, through a re-orientation to study and/or
skill development in the general areas of language, literacy and
numeracy and/or in specific vocational/academic areas.

Code

21249VIC Certificate | in General Education for Adults (Introductory)
(21249VIC)

21250VIC Certificate | in General Education for Adults (21250VIC)

21251VIC Certificate 11 in General Education for Adults (21251VIC)

21252VIC Certificate 111 in General Education for Adults (21252VIC)

21352VIC Victorian Certificate of Applied Learning (Foundation)
(21352VIC)

21353VIC Victorian Certificate of Applied Learning (Intermediate)
(21353VIC)

21353VICA  Victorian Certificate of Applied Learning (Themed)
(21353VICA)

CUF10101  Certificate | in Media (CUF10101)

21263VIC Certificate | in Vocational Studies (Media)(21263VIC)

15598VIC Certificate | in Vocational Studies (Transport and
Distribution)(15598VIC)

21015VIC Diploma of Further Education (21015VIC)

21014VIC Certificate IV in Further Education (21014VIC)

21108VIC Certificate | in Work Education (21108VIC)

30064QLD  Certificate 11 in Workplace Practices (30064QLD)

15494VIC Certificate | in Transition Education(15494VIC)

21204VIC Course in Concurrent Study(21204VIC)

LMT10800  Certificate | in Laundry Operations (LMT10800)

LMT21400  Certificate Il in Laundry Operations (LMT21400)

LMT31100  Certificate I11 in Laundry Operations (LMT31100)

LMT11000  Certificate | in Dry Cleaning Operations (LMT11000)

LMT21500  Certificate 11 in Dry Cleaning Operations (LMT21500)

LMT31200  Certificate I11 in Dry Cleaning Operations (LMT31200)

Department of Adult Literacy and Work Education-TAFE

Certificates in General Education
for Adults

Entry Requirements

There are no formal entry requirements for students wishing to
undertake Certificate . Student would be expected to have competency
in oral English language at Certificate | level.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

All applicants who wish to study within the Certificate | in General
Education for Adults (Introductory)(21249VIC) will be asked to meet
with a teacher for an initial assessment and placement interview.

Course Duration
The course may be offered on a full-time basis over 360 nominal hours
or part-time equivalent.

Course Structure
Core Modules

Code Hours
VVBM685 Reading and Writing—Introductory 100
VBM686 Numeracy and Mathematics — Introductory 100

160 Hours of Elective Modules will be offered by the Program of
Adult General Education. Electives may be made up of:

Elective Modules
VBM563
VBM687

or

160 Hours of Elective Modules at the same AQF level, drawn from
other accredited courses or units of competency endorsed by Training
Packages, may be offered by the Program of Adult General Education.
Electives will be selected by the Program Area.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Oral Communications—Introductory 80
General Curriculum Options — Introductory 80

Certificate | in General Education for Adults
(Introductory) (21249VIC)

Career Opportunities
Further education and training.

Scope of Delivery
Full time, Part-time and Flexible delivery

Course Obijective

The course aims to provide learners with:

= an accredited general education course at AQF level I;

« skill development in reading, writing and numeracy;

« skill development in a variety of areas to meet personal needs and
facilitate participation in the community, or other workplace and
further education and training.

Certificate | in General Education for Adults
(21250VIC)

Career Opportunities
Further education and training.

Scope of Delivery
Full time, Part-time and Flexible delivery

Course Obijective

The course aims to provide learners with:

= an accredited general education course at AQF level |

« skill development in reading, writing and numeracy

« skill development in a variety of areas to meet personal needs and
facilitate participation in the community, or other workplace and
further education and training.

Entry Requirements

There are no formal entry requirements for students wishing to
undertake Certificate I. Student would be expected to have competency
in oral English language at Certificate | level.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
All applicants who wish to study within the Certificate | in General
Education for Adults(21250VIC) will be asked to meet with a teacher
for an initial assessment and placement interview.
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Course Duration
The course may be offered on a full-time basis over 360 nominal hours
or part-time equivalent.

Course Structure
Core Modules

Code Hours
VBM688 Reading & Writing 1 100
VBCM689  Numeracy & Mathematics 1 100

160 Hours of Elective Modules will be offered by the Program of
Adult General Education. Electives may be made up of:

Elective Modules
VBM564
VBM690

or

160 Hours of Elective Modules at the same AQF level may be drawn
from other accredited courses or units of competency endorsed by
Training Packages, may be offered by the Program of Adult General
Education. Electives will be selected by the Program Area.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Oral Communications 1 80
General Curriculum Options 1 80

Elective Modules
VBM565

or

VBM693

or

80 Hours of Elective Modules at the same AQF level, drawn from
other accredited courses or units of competency endorsed by Training
Packages, may be offered by the Program of Adult General Education.
Further education and training. Electives will be selected by the
Program Area.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Oral Communications 11 80

General Curriculum Options 11 80

Certificate 11 in General Education for Adults
(21251VIC)

Career Opportunities
Further education and training.

Scope of Delivery
Full time, Part-time and Flexible delivery

Course Objectives

The course aims to provide learners with:

= an accredited general education course at AQF level I1;

« skill development in reading, writing and numeracy;

« skill development in a variety of areas to meet personal needs and
facilitate participation in the community, or other workplace and
further education and training.

Entry Requirements

To qualify for admission to the course students must have successfully
completed Certificate | Level or be assessed by the Program Manager
as competent at Certificate | Level.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
All applicants who wish to study within the Certificate Il in General
Education for Adults(21251VIC) will be asked to meet with a teacher
for an initial assessment and placement interview.

Course Duration

The course may be offered on a full-time basis over 280 nominal hours
or part-time equivalent.

Course Structure
Core Modules

Code Hours
VBM691 Reading and Writing 11 100
VBM692 Numeracy and Mathematics 11 100

80 Hours of Elective Modules will be offered by the Program of Adult
General Education. Electives may be made up of:

Certificate 111 in General Education for Adults
(21252VIC)

Career Opportunities
Further education and training.

Scope of Delivery
Full time, Part-time and Flexible delivery

Course Objectives

The course aims to provide learners with:

« an accredited general education course at AQF level I1I;

= skill development in reading, writing and numeracy;

« skill development in a variety of areas to meet personal needs and
facilitate participation in the community, or other workplace and
further education and training.

Entry Requirements

To qualify for admission to the course students must have successfully
completed Certificate 11 Level or be assessed by the Program Manager
as competent at Certificate 11 Level.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

All applicants who wish to study within the Certificate 111 in General
Education for Adults(21252VIC) will be asked to meet with a teacher
for an initial assessment and placement interview.

Course Duration
The course may be offered on a full-time basis over 260 nominal hours
or part-time equivalent.

Course Structure
Core Modules

Code Hours
VBM694 Reading and Writing 111 100
or

VBM695 Numeracy and Mathematics 111 100

160 Hours of Elective Modules will be offered by the Program of
Adult General Education. Electives may be made up of:

Core modules
VBM566
VBM696

or

160 Hours of Elective Modules at the same AQF level drawn from
other accredited courses or units of competency endorsed by Training
Packages, may be offered by the Program of Adult General Education.
Electives will be selected by the Program Area.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Oral Communications 111 80
General Curriculum Options 111 80
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Victorian Certificate of Applied Learning
(VCAL)

Foundation VCAL (21352VIC)
Intermediate VCAL (21353VIC)

Themed VCAL (21353VICA)

The Victorian Certificate of Applied Learning (VCAL) is a senior
school certificate for students 15-19years.

It is a one year, full-time course which has been designed to meet the
needs of students in Year 11 and 12 who prefer a course based on
practical experience.

The VCAL aims to develop skills by concentrating on literacy and
numeracy; work related skills; industry specific skills; and personal and
employability skills.

The VCAL has three levels—Foundation, Intermediate and Senior.
Student entry point is dependant on a pre-course assessment and
would start at the level which matches needs and abilities.

Victorian Certificate of Applied Learning is offered at Footscray
Nicholson Campus and Werrribee (dependent on numbers). For
further information contact (03)9284 8926.

Certificate I in Media(CUF10101)

For further information please contact the Department of Adult
Literacy & Work Education on 9284 8856

Certificate I in Vocational Studies(21263VIC)

For further information please contact the Department of Adult
Literacy & Work Education on 9284 8856

Certificate I in Vocational Studies (Transport
and Distribution)(15598VIC)

Career Opportunities
Further education and training, traineeships and apprenticeships

Scope of Delivery
This course is offered on a full-time basis.

Course Obijective

The course aims to provide students who have specific learning
difficulty or disability with basic vocational education and training.
Students are assisted through case management and individualised
programs to develop the social and personal skills necessary for
transitioning to work or further education. It provides knowledge and
skills for students to make informed choices about vocational and
career paths, and enhances employment prospects across a range of
occupations.

Entry Requirements

To qualify for admission to the course, applicants must be 16 years and
over, have specific learning difficulty, and are able to travel
independently. Student must be able to demonstrate their commitment
to employment or further education.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Selection is conducted via individual interviews.

Additional Information

Certificate 1 in Vocational Studies (Transport and Distribution)
participants may move onto Certificate Il Vocational Studies,
Certificate 11 in General Education for Adults, or Vocational Courses
at AQF levels 1 & 2.

Students completing the Certificate 1 in Vocational Studies (Transport
and Distribution) will concurrently complete qualifications within the
Course in Planning for Employment and Training (21109VIC) and
Transport and Distribution (Warehousing) Training Package.

Course Duration

The course may be offered on a full-time basis over 240-250 nominal
hours or part-time equivalent.

Course Structure

Core Units

Code Hours
VBHT722 Career Planning 40
VBH723 Industry Familiarisation 40
VBHT724 Workplace Skills 40
Stream Units

Warehousing Stream

TDTD197  Shift Material Safely

TDTD297  Use Manual Safely

Electives

80 hours of elective units selected from the following:

VBK137 Personal Effectiveness 30
VBK138 Orientation to Learning 25
VBK139 Orientation to Work 25
NCS001 Workplace Communication 40
NCS003 Job Seeking Skills 20
VBH726 Workplace Research Project 40
NOS118 Computer Operations — Data Operations 10
NOS143 Computer Operations — Fundamentals 5
VBM687 General Curriculum Options (Driver Education)
VBC858 Numeracy and Mathematics 1 80

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.

Diploma of Further Education(21015VIC)

Certificate 1V in Further Education (21014VIC)

Career Opportunities
TAFE Entry.

Scope of Delivery

This course is offered full time at Footscray Nicholson Campus, and
part-time at Werribee Campus.

Course Objectives

This course provides an alternative pathway into tertiary education
programs for those whose personal, geographical, family, educational
history and other circumstances means that they are disadvantaged
and/or unable to gain entry to courses via existing entry mechanisms.
The Diploma of Further Education(21015VIC) is a nested framework
curriculum in which there is an exit point at Certificate 1\V/(21014VIC).
Through its core modules, it provides a mechanism for learners to
explore their own learning needs and to map a learning program using
modules from accredited vocational education and training and higher
education programs and courses. The learning program will be
negotiated with staff to ensure that it meets adult entry requirements
and selection process criteria.

The course recognises that a relaxed atmosphere of enquiry combined
with opportunity to work on an individual study pathway for the future
offers a good beginning point for students who wish to go further into
mainstream study.

Entry Requirements
Applicants should be 16 years and over. Adults who have left school
without a Year 12 pass are particularly suitable.
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Selection Procedures/Selection Criteria
Applicants should demonstrate skills in literacy and numeracy
equivalent to Certificate Il in General Education for
Adults(21251VIC). Skills equivalent to Certificate 111 in General
Education for Adults (21252VIC) are preferable.

Course Duration

This course is offered on a full-time basis over one year (total of 420
hours). To achieve the Diploma in Further Education(21015VIC) an
additional 600 hours will need to be undertaken in a second year.

Course Structure
Certificate 1V in Further Education
Core Modules

Code Hours
BBJ506 Reflective Learning and Practice 1A 70
BBJ507 Reflective Learning and Practice 1B 70

Negotiated Modules [some stream examples may include]
(at least four modules to be completed at AQF level 4 or higher)

Oral Communication 40
Written Communication 40
Interpersonal Skills 40
Use of Internet40

Computing Skills 40
Mathematical Skills 40
Specific Skills (needed for Adult Entry into targeted course) 40
Study Skills 40

Elective Modules
(to be selected from currently accredited VET modules or

endorsed units of competency) 120
420 hours

Diploma of Further Education

Core Modules

Code Hours

BBJ508 Reflective Learning and Practice 2A 60

BBJ509 Reflective Learning and Practice 2B 60

Elective Modules

(To be selected from currently accredited VET modules

or endorsed units of competency and may include at

least one higher education subject). 480 hours

Elective modules may be taken from the

framework or from any accredited course. 600 hours

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate I in Work Education (21108VIC)

Career Opportunities
Various or further study.

Scope of Delivery
This course is offered on a full-time basis over 2 years.

Course Obijective

This is a post secondary course designed to prepare people with a

range of special learning needs for competitive mainstream

employment involving routine tasks under supervision, or further
vocational training.

The course introduces students to full-time adult learning in a valued,

mainstream setting.

Course aims are:

= To develop confidence in a university and industry based valued
learning environment;

« To develop effective communication skills through a range of
verbal and non-verbal strategies;

« To develop confidence, skills and strategies to competently
manage pathways in future employment and/or education and
training;

= To develop personal organisational skills related to employment
and vocational education and training.

Entry Requirements

= Minimum age 16;

= Have special learning needs (associated with intellectual, learning,
psychological disability);

= Have potential and motivation for employment;

= Have the support of his or her family or advocate.

Selection Procedures/Selection Criteria
Selection is conducted via individual interviews/group workshops.

Course Duration

This course is offered on a full-time basis over two years. Flexible
learning arrangements may include off-campus study, workshops or
workplace delivery.

Course Structure
Core Modules

Code Hours
VBC858 Numeracy and Mathematics 1 80
VBK156 Induction 10
VBK157 Individual Vocational Plan 80
VBK158 Interpersonal Communication Skills 30
VBK159 Workplace Communication Skills 30
VBK160 Team Work 30
VBK161 Personal Management Skills 65
VBK162 Community Skills 95
VBK163 Career Planning 80
VBK164 Workplace Education 300
VBK165 Vocational Electives 400
Electives

An additional 400 hours of electives is offered over the two-year
period.

Students select trade electives from a range of areas. Electives may be
chosen from areas such as Horticulture, Carpentry and Joinery,
Automotive, Commercial Cleaning, Retail Skills, Office Skills,
Mailhousing and Kitchen Attending, but not inclusive.

Practical Placement

Practical Placement is a central part of the course. All students
undertake a minimum of ten (10) weeks of Practical Placement during
the course.

Note: Electives offered will be selected by the School and dependent
upon the availability of suitable teaching resources.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Workplace Practices
(30064QLD)

Career Opportunities
Various or further study.

Scope of Delivery
This course is offered on a full-time basis.

Course Objective

The course aims to provide students with the knowledge and skills to

gain:

= experience of workplace culture;

e an appreciation and understanding of generic workplace
expectations; and

= requirements to gain employment.

Entry Requirements

There are no formal entry requirements for entry to the course but
students must possess basic literacy skills.

Selection Procedures/Selection Criteria

Selection is conducted via individual interviews.
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Course Duration
The course may be offered on a full-time basis over 320-400 nominal
hours or part-time equivalent.

Course Structure
Core Modules (at least 275 nominal hours)

Code Hours
GENWCC201 Analyse work —culture characteristics 10
GENIWR201 Demonstrate knowledge of industrial and

workplace relations 15
GENOHS201 Work safely according to OHS principles and

procedures 15
GENPAS201 Project workplace behaviour and image 5
GENPMG201 Manage personal work performance 10
GENIEW?201 Interact effectively in a workplace 10
GENPCD201 Access employment and training options 15
GENJAS201 Develop job acquisition strategies 15
GENENP201 Demonstrate an enterprising approach in

an approved project 20
GENSWL201 Structured Workplace Learning 2 160- 240

Electives (cumulatively at least 45 nominal hours)

At least one unit (at or above Australian Qualifications Framework
Level 11) selected by the student, with the approval of the Head of
Department, having regard to any nationally endorsed Training
Package or any endorsed competency standard accredited by the
Australian National Training Authority.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Course Duration
The course is offered on a full-time basis over 900 nominal hours or
part-time equivalent.

Course Structure
Core units (450 nominal hours)

Unit Code Hours
VBGT758 Individual Learning Plan 100
VBGT759 Personal Development 100
VBGT760 Travel, Orientation and Mobility 100
VBGT761 Exploring Adult Options 150
Electives units (450 Hours)

VBGT762 Functional Communication and Numeracy Skills 100
VBGT764 Technology for Life 50
VBG766 Driver Permits 50
VBGT767 Community Access 100
VBG 768 Recreation and Leisure 50
VBG 769 Creative Options 50
VBG 774 Formal Letters 25
NOS250 Introduction to the Internet 25
or

Any modules/electives units at AQF level I and Il selected by the
student with the approval of the Head of Department drawn from
other accredited vocational courses or Training Packages.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate I in Transition Education(15494VIC)

Career Opportunities
Further Education and Training

Scope of Delivery
This course is offered on a full-time or part-time basis.

Course Obijective

The course aims to provide young people who have special leaning
needs (associated with intellectual and learning disability) with the skills
to access a preferred option/s such as:

= Further education and/or training

= Entry into paid employment or voluntary work

or

= Other adult service providers

Entry Requirements

To qualify for admission to the course, applicants must be post school
age (18+ of age and eligible Futures Funding) and must be able to
demonstrate to the satisfaction of the Head of Department that they
are in search of an adult option/s.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Selection is conducted via individual interviews.

Additional Information

Certificate 1 in Transition Education participants may move onto
Certificate 1 in Work Education, Certificate 1 in General Education for
Adults (Foundation), or Vocational Course at AQF levels 1 & 2

Course in Concurrent Study(21204VIC)

Career Opportunities
Further Study.

Scope of Delivery
Flexible delivery.

Course Obijective

The course aims to provide learning that can be delivered flexibly to
adult learners returning to study or undertaking a program of
vocational training and who have identified a need to gain extra generic
skills while undertaking their study.

Entry Requirements

To qualify for admission to the course the learner should be enrolled in
a program of vocational or other further education study at Victoria
University.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Students may self select of be referred by teachers.

Course Duration

This course may be offered up to 200 nominal hours or part-time
equivalent.

Course Structure

VBJ717 Concurrent Study 1 50
VBJ718 Concurrent Study 2 50
VBJ719 Concurrent Study 3 50
VBJ720 Concurrent Study 4 50

Upon successful completion of any unit students will be eligible to
receive a statement of attainment.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate | in Laundry Operations
(LMT10800)

Career Opportunities
Laundry Operations.

Scope of Delivery

This is a fee-for-service course. This course is generally offered as
workplace based delivery to industry/corporations.

Course Objectives

The course aims to provide students with the practical and theoretical
knowledge required to work as an assistant under direct supervision in
a sector of the laundry industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Course Duration

The course may be offered on a full-time basis over 230 nominal hours
or part-time equivalent.

Course Structure

Core Units

LMTQAGNO1A  Apply quality standards

LMTHRGNOBA  Follow defined OH&S policies and procedures
LMTPRLAOLA Collect, receive and sort product

Elective Unit

One unit (100 nominal hours) from a relevant production field, which
unit is to be selected by the student, in consultation with his/her
employer, with the approval of the Head of Department, having
regard to the relevant units listed in the relevant training package.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Course Duration
The course may be offered on a full-time basis over 440 nominal hours
or part-time equivalent.

Course Structure

Core Units

LMTQAGNO1A Apply quality standards

LMTHRGNO8SA Follow defined OH&S policies and procedures
LMTPRLAO1A Collect, receive and sort product;

Elective Units

() two units (together totalling 210 nominal hours) at Australian
Qualifications Framework Level 2, of which one unit must be
from a relevant production field; and

(ii) one further unit (100 nominal hours) from a relevant production
field;

which units are to be selected by the student, in consultation with

his/her employer, with the approval of the Head of Department,

having regard to the relevant units listed in the relevant training

package.

Some unit descriptors are listed under the Module/Unit Details section

of this Handbook.

Certificate 11 in Laundry Operations
(LMT21400)

Career Opportunities
Laundry Operations.

Scope of Delivery

This is a fee-for-service course. This course is generally offered as
workplace based delivery to industry/corporations.

Course Objectives

The course aims to provide students with the practical and theoretical
knowledge required to work as a standard operator in a sector of the
laundry industry.

Certificate 111 in Laundry Operations
(LMT31100)

Career Opportunities
Laundry Operations.

Scope of Delivery
This is a fee-for-service course. This course is generally offered as
workplace based delivery to industry/corporations.

Course Objectives

The course aims to provide students with the practical and theoretical
knowledge required to work as a leading hand/supervisor in the
laundry industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.
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Course Duration

The course may be offered on a full-time basis over 790 nominal hours
or part-time equivalent.

Course Structure

Core Units

LMTQAGNO1A Apply quality standards

LMTHRGNO8SA Follow defined OH&S policies and procedures
LMTPRLAOLA Collect, receive and sort product;
BSXFMI304A Participate in, lead and facilitate work teams;

Elective Units

(i)  three units (together totalling 310 nominal hours) at Australian
Qualifications Framework Level 3, of which two units must be
from a relevant production field;

(i) two units (together totalling 210 nominal hours) at Australian

Qualifications Framework Level 2, of which one unit must be

from a relevant production field; and

one further unit (100 nominal hours) from a relevant production

field;

which units are to be selected by the student, in consultation with

his/her employer, with the approval of the Head of Department,

having regard to the relevant units listed in the relevant training

package.

Some unit descriptors are listed under the Module/Unit Details section

of this Handbook.

(i)

Certificate I in Dry Cleaning Operations
(LMT11000)

Career Opportunities
Dry Cleaning Operations.

Scope of Delivery
This is a fee-for-service course. This course is generally offered as
workplace based delivery to industry/corporations.

Course Objectives

The course aims to provide students with the practical and theoretical
knowledge required to work as a trainee under direct supervision in the
dry cleaning industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Course Duration

The course may be offered on a full-time basis over 270 nominal hours
or part-time equivalent.

Course Structure

Core Units
LMTQAGNO1A Apply quality standards
LMTHRGNO8SA Follow defined OH&S policies and procedures;

Elective Units

Two units (together totalling 200 nominal hours) from a relevant
production field, which units are to be selected by the student, in
consultation with his/her employer, with the approval of the Head of
Department, having regard to the relevant units listed in the relevant
training package.

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.

Certificate 11 in Dry Cleaning Operations
(LMT21500)

Career Opportunities
Dry Cleaning Operations.

Scope of Delivery
This is a fee-for-service course. This course is generally offered as
workplace based delivery to industry/corporations.

Course Objectives

The course aims to provide students with the practical and theoretical
knowledge required to work as a machine operator in the dry cleaning
industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Course Duration
The course may be offered on a full-time basis over 490 nominal hours
or part-time equivalent.

Course Structure

Core Units
LMTQAGNO1A Apply quality standards
LMTHRGNOBA Follow defined OH&S policies and procedures;

Elective Units

(i) two units (together totalling 220 nominal hours) at Australian
Qualifications Framework Level 2, of which one unit must be from
a relevant production field; and

(iftwo further units (together totalling 200 nominal hours) from a
relevant production field;

which units are to be selected by the student, in consultation with

his/her employer, with the approval of the Head of Department,

having regard to the relevant units listed in the relevant training

package.

Some unit descriptors are listed under the Module/Unit Details section

of this Handbook.

Certificate 111 in Dry Cleaning Operations
(LMT31200)

Career Opportunities
Dry Cleaning Operations.

Scope of Delivery
This is a fee-for-service course. This course is generally offered as
workplace based delivery to industry/corporations.

Course Objectives

The course aims to provide students with the practical and theoretical
knowledge required to work as an owner-operator or manager in the
dry cleaning industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.
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Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Course Duration
The course may be offered on a full-time basis over 790 nominal hours
or part-time equivalent.

Course Structure

Core Units
LMTQAGNO1A Apply quality standards
LMTHRGNO8A Follow defined OH&S policies and procedures;

Elective Units

()  four units (together totalling 300 nominal hours) at Australian
Qualifications Framework Level 3, of which two units must be
from a relevant production field;

(i) two units (together totalling 220 nominal hours) at Australian

Qualifications Framework Level 2, of which one unit must be

from a relevant production field; and

two further units (together totalling 200 nominal hours) from a

relevant production field;

which units are to be selected by the student, in consultation with

his/her employer, with the approval of the Head of Department,

having regard to the relevant units listed in the relevant training

package.

Some unit descriptors are listed under the Module/Unit Details section

of this Handbook.

(il

Department of Arts, VCE and Preparatory
Programs

The Department of Arts, VCE and Preparatory Programs—-TAFE
conducts a wide range of courses which provide vocational education
for a variety of Arts and Preparatory occupations ranging from pre-
employment through to para-professional level.

Code

21123VIC Certificate 1V in Professional Writing and Editing
(21123VIC)

21124VIC Diploma of Arts (Professional Writing and Editing)
(21124VIC)

21047VIC Certificate | in English Language Literacies (21047VIC)

21048VIC Certificate 11 in English Language Literacies (21048VIC)

14795VIC Course in Women's Access (14795VIC)

21379VIC Course in Gateway to Nursing and the Health Sciences
(21379VIC)

21380VIC Course in Preparation for Tertiary Studies (Arts)( 21380VIC)

14378VIC Certificate | in ESL Access (14378VIC)

14379VIC Certificate 11 in ESL Access (14379VIC)

21249VIC Certificate | in General Education for Adults (Introductory)
(21249VIC)

21250VIC Certificate | in General Education for Adults (21250VIC)

21251VIC Certificate 11 in General Education for Adults (21251VIC)

21220VIC Diploma of Liberal Arts (21220VIC)

21219VIC Certificate IV in Liberal Arts (21219VIC)

21352VIC Victorian Certificate of Applied Learning (Foundation)
(21352VIC)

21353VIC Victorian Certificate of Applied Learning (Intermediate)
(21353VIC)

21353VICA  Victorian Certificate of Applied Learning (Themed)
(21353VICA)

2200LZV Victorian Certificate of Education (2200LZV)

Jacinta Richards
Head, Department of Arts and Preparatory Programs-TAFE

Certificate IV in Professional Writing and
Editing (21123VIC)

Career Opportunities
Creative writing, journalism, editing and publishing.

Scope of Delivery

The course is offered either full-time or part-time, on campus. Most
subjects are offered at St Albans only. There are currently no modules
available through flexible delivery.

Course Objectives

The course aims to:

= provide participants with a theoretical base and practical skills in
technical, business and/or creative writing, to pursue either para-
professional level employment or further tertiary study;

= promote writing as a vocation, with the development of suitable
communication skills which are transferable either within industry
or freelance;

= improve participants’ writing skills and awareness of industry
standards and demands, developing communication and cultural
skills and adding to the cultural productivity in the community;

= provide participants with pathways to formal graduate and post
graduate courses.

Entry Requirements
To qualify for admission to the course, applicants must have completed
Year 12 or an equivalent or be of mature age. Applicants need to
submit a folio of writing and a statement of interest before being
selected for an interview.
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Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

Applicants must provide a 250 word statement of why they want to do
the course, plus a folio of writing pieces totalling 1000-2000 words
(fiction and/or non-fiction—no poetry accepted). Applicants will also
be required to attend an interview and complete a grammar test and a
further piece of writing.

Course Duration

The course may be offered on a full-time basis over one year or part-
time equivalent (680 nominal hours).

Course Structure
Core modules

Code Points
VAC4T74 Industry Overview 1 1
VBK382 Computer Skills for Writers & Editors 1
VBK383 Editing 1A 1
VBK384 Editing 1B 1

Elective Modules

At least two points from (i). The remaining six points may be chosen
from (i), (ii) and modules with asterisk * as indicated. Electives to be
selected by the student with the approval of the Head of Department:

(i) at least two points must be selected from the following group

VAA408 Applied Writing for Public Relations 1 1
VAA409 Applied Writing for Public Relations 2 1
VAE344 Corporate Writing 1A 1
VAN041 Corporate Writing 1B 1
VBK385 Introduction to Fiction Writing 1 1
VAE272 Non Fiction 1A 1
VANO37 Non Fiction 1B 1
VAE281 Novel 1A 1
VANO039 Novel 1B 1
VAES31 Poetry 1A 1
VANO043 Poetry 1B 1
VAES63 Popular Fiction 1A 1
VANO44 Popular Fiction 1B 1
VANO042 Screenwriting 1B 1
VAES552 Screenwriting 1A 1
VBK386 Script Writing 1A 1
VBK387 Script Writing 1B 1
VANO045 Short Story 1B 1
VAE913 Short Story 1A 1
VBK388 Writing for Children (Young Readers) A *1
VBK389 Writing for Children (Young Readers) B *1
VBK390 Writing for Radio *1
(i)

VAC412 Desktop Publishing 1 *1
VAD964 Design and Layout *1
VAC391 Internet Skills for Writers & Editors *1
VBK392 Literature for Writers A *1
VBK393 Literature for Writers B *1
VBK394 Photography for Writers *1
VAE919 Practical Placement *1
VBK395 Role of the Editor *1
VAG831 Writer and Research *1

Notes: — One point equals nominal duration 68 hours
— Modules with asterisk after points may be undertaken as
part of a Certificate IV or Diploma.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Arts
(Professional Writing and Editing)(21124VIC)

Career Opportunities
Creative writing, journalism, editing and publishing.

Scope of Delivery

The course is offered either full-time or part-time, on campus. Most
subjects are offered at St Albans only. There are currently no modules
available through flexible delivery.

Course Objectives
The course aims to:

= provide students with an awareness of marketing in terms of their
own work, and to develop knowledge of the markets available to
the professional writer and editor.

« promote students’ analytical and problem solving skills in relation
to both written work and communication aspects of the industry

« develop skills in the and application of research, design and
implementation principles within both freelance and industry
projects.

« provide a knowledge of the process of following through more
detailed and lengthy projects to successful conclusion.

Entry Requirements

To qualify for admission to the course, applicants must have completed
Year 12 or an equivalent or be of mature age. Applicants need to
submit a folio of writing before being selected for an interview. Pre-
requisite for the course is the Certificate 1V in Professional Writing and
Editing(21123VIC).

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

Applicants must provide a 250 word statement of why they want to do
the course, plus a folio of writing pieces totalling 1000-2000 words
(fiction and/or non-fiction—no poetry accepted). Applicants will also
be required to attend an interview and complete a grammar test and a
further piece of writing.

Course Duration
The course may be offered on a full-time basis over one year or part-
time equivalent (544 nominal hours).

Course Structure

Elective Modules

At least two points from (i) the remaining four points may be chosen
from (i) or (ii) and modules with asterisk * as indicated. Electives to be
selected by the student with the approval of the Head of Department:
(i) At least two points must be selected from the following group:

(i)

Code Points
VAC412 Desktop Publishing 1 *1
VAD964 Design and Layout *1
VAC391 Internet Skills for Writers & Editors *1
VBK392 Literature for Writers A *1
VBK393 Literature for Writers B *1
VBK394 Photography for Writers *1
VAE919 Practical Placement *1
VBK395 Role of the Editor *1
VAG831 Writer and Research *1
VBK388 Writing for Children (Young Readers) A *1
VBK389 Writing for Children (Young Readers) B *1
VBK390 Writing for Radio *1
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At least 5 points must be selected from the following group

VAA209 Advanced Novel 2 1
VBK397 Authoring a Multimedia Product 2 1
VAA410 Applied Writing for Public Relations 3 1
VAA411 Applied Writing for Public Relations 4 1
VBK396 Advanced Screenwriting Project 2 1
VAA910 Corporate Writing 2A 1
VANO28 Corporate Writing 2B 1
VAA980 Desktop Publishing 2A 1
VAN029 Desktop Publishing 2B 1
VAD728 Editing 2A 1
VANO35 Editing 2B 1
VBK398 Industry Overview 2 *1
VBK399 Literary Non Fiction Project 2 1
VAB933 Myths & Symbols A *1
VANO031 Myths & Symbols B *1
VAE273 Non Fiction Project 2A 1
VANO038 Non Fiction Project 2B 1
VAE282 Novel 2A 1
VAN040 Novel 2B 1
VAC389 Performance Workshop 2 1
VAD260 Playwriting 2A 1
VANO034 Playwriting 2B 1
VBK400 Poetry 2A 1
VBK401 Poetry 2B 1
VAES544 Scientific/ Technical Writing 2 1
VBK402 Screenwriting 2A 1
VBK403 Screenwriting 2B 1
VAF066 Short Story 2A 1
VANO46 Short Story 2B 1
VAF128 Small Press Publishing 2 1
VAM123 Writing Histories 2A 1
VAM131 Writing for Young Adults A *1
VANO48 Writing Histories 2B 1
VANO50 Writing for Young Adults B *1
VBK404 Writing for Children (Older Readers) A *1
VBK405 Writing for Children (Older Readers) B *1
VBK406 Writing an Interactive Multimedia Sequence 2 1

The three remaining elective points may be selected from paragraph (i)
and/or (i), as indicated by asterisk(*). Electives to be selected by the
student with the approval of the Head of Department.

Notes: 1 point equals nominal duration 68 hours

Modules with asterisk after points may be undertaken as part of a
Certificate IV or Diploma.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Selection Procedures/Selection Criteria

Applicants are required to attend an interview and are assessed to
determine their language levels.

Course Duration

The course is offered on a full-time basis over 200 nominal hours or
part-time equivalent.

Course Structure

Code Hours
VBJ707 Oral Communication 1B 40
VBJ708 Reading & Writing 1B 40
VBJ709 Numeracy 1B 40
VBJ710 Electronic Texts 1B 40
VBJ711 Diagrammatic Texts 1B 40

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate | in English Language Literacies
(21047VIC)

Career Opportunities
Various— further study.

Scope of Delivery
Delivered full-time only at Footscray Nicholson Campus.

Course Obijective

The course aims to provide a flexible English language pathway for
adult Language Background Other Than English (LBOE) learners
who prefer a less formal approach to learning and assessment.

Entry Requirements

There are no formal entry requirements for the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Certificate 11 in English Language Literacies
(21048VIC)

Career Opportunities
Various—further study

Scope of Delivery
Delivered full-time only at Footscray Nicholson Campus.

Course Obijective

The course aims to provide a flexible English language pathway for
adult Language Background Other Than English (LBOE) learners
who prefer a less formal approach to learning and assessment.

Entry Requirements

There are no formal entry requirements for the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

Applicants are required to attend an interview and are assessed to
determine their language levels.

Course Duration

The course is offered on a full-time basis over 400 nominal hours or
part-time equivalent.

Course Structure

Code Hours
VBJ712 Oral Communication 2 80
VBJ713 Reading & Writing 2 80
VBJ714 Numeracy 2 80
VBJ715 Electronic Texts 2 80
VBJ716 Diagrammatic Texts 2 80

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Course in Women'’s Access (14795VIC)

Career Opportunities

These programs are designed to meet the needs of women wanting to
return to study or the workforce, or in other ways wanting to improve
their skills.

Scope of Delivery
This course is offered on a full time and part-time basis.

Course Obijective

Women’s Access programs provide training and educational services
for women in a supportive and non-threatening environment. The
staff are committed to encouraging womens growth and
empowerment.
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The course is an access course and will provide a pathway for women
who are returning to study or upgrading their skills before re-entering
the workforce.

Entry Requirements
There are no formal entry requirements for the course but students
would be expected to have basic literacy skills.

Selection Procedures/Selection Criteria

As part of the selection process students attend an interview or
information session. After assessment to determine their literacy levels,
students are placed in appropriate classes.

Course Duration

The course is offered on a part-time basis with students selecting
modules, according to their own needs, with the approval of the Head
of Department. The minimum number of nominal hours for the
course would range from 40 hours (2 hours per week for one semester)
to a maximum of 234 hours for students selecting the maximum
number of modules.

Course Structure

BSBCMN107A  Operate a personal computer 20
BSBCMN108A  Develop keyboard skills 40
BSBCMN213A  Produce simple word processed documents 60
BSBCMN214A  Create and use simple spreadsheets 20
BSBADM306A  Create electronic presentations 20
BSBADMB305A  Create and use databases 20
WE226 Desktop Publishing 20
WE189 Introduction to Learning to Learn 2
WE212 Stories Online 72
WE209 Work Preparation 90

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Course Structure
Core Units (190 nominal hours)

Code Hours
VBM510 Learning to Learn 90
VBM692 Numeracy & Mathematics 100
VBNO049 Human Biology for Health Sciences 70
Elective Units

VBNO050 Chemistry for the Life of Sciences 50
Assessment

Assessment is based on attendance, completion of essays, assignments,
reports and tests.

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.

Course in Gateway to Nursing and the Health
Sciences (21379VIC)

Career Opportunities

This is a bridging course that leads to nursing and other health
sciences.

Scope of Delivery
This course is offered on a part-time basis.

Course Objectives
This course aims to provide students with the knowledge, skills and
confidence required to successfully participate in nursing and other
health sciences courses.

Entry Requirements

To qualify for admission to the course applicants must demonstrate

that they have:

= competency in reading, and writing, equivalent to the National
Reporting System Level 4, and

= numeracy skills equivalent to the National Reporting System Level
2.

The general English language proficiency of students entering the

course will be a minimum of the Australian Second Language

Proficiency Rating 2+ or IELTS 6.

Selection Procedures/Selection Criteria

All applicants will be interviewed and required to take a literacy and
numeracy test.

Course Duration

The course may be offered on a full-time basis over at least 260
nominal hours or part-time equivalent.

Course in Preparation for Tertiary Studies
(Arts) (21380VIC)

Career Opportunities
This is a bridging course leading into Arts Degrees.

Scope of Delivery
This course is offered on a part-time basis over one year.

Course Obijective

This course will provide a pathway for students wishing to study in the
Humanities, Education and Community Development fields. It is
designed to equip students with the language and literacy skills required
to undertake both certificate and undergraduate courses. It also
provides introductory content in a range of disciplines within the
Humanities.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate
competency in speaking, reading and writing at a minimum of Level 3
of the Certificate of General Education for Adults or Level 3
Certificate in English as a Second Language (Academic
Purposes)(14373VIC).

Applicants seeking mid-year entry to the Preparation for Tertiary
Studies (Arts)(21380VIC) program must be able to demonstrate
competency in speaking, reading and writing at a minimum Level 4 of
the Certificate of General Education for Adults or Level 4 of the
Certificate in English as a Second Language (Academic
Purposes)(14374VIC).

Recognition of Prior Learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Applicants will be assessed via an interview for suitable literacy levels.

Course Duration

The course may be offered on a part-time basis over 180 nominal
hours.

Course Structure

VBM510 Learning to Learn 90
VBM511 Inquiry and Presentation 54
VBNO048 Humanities Lecture Program Theory and Practicum36

Elective Modules 36 nominal hours of an elective module, comprising
the following: Lecture Program Practicum

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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English as a Second Language
Access

Certificates in General Education
for Adults

Certificate I in ESL Access (14378VIC)
Certificate 11 in ESL Access (14379VIC)

Career Opportunities
Various further study.

Scope of Delivery
Full-time or part-time at the Footscray Nicholson Campus.

Course Obijective

The ESL Access courses aim to provide participants from non English

speaking backgrounds with:

= an opportunity to improve their English language skills in the four
macro skills for reading, writing, speaking and listening;

= employment and living skills;

« a knowledge of Australian society;

= strategies for successful transition into work or further study in
Australia.

Entry Requirements

Access to the courses contained on the ESL framework is not limited
on the basis of age, gender, social or educational background.
Participants entering any course must have the following:

A level of English that is commensurate with the demands of the
course they are entering into. In most cases this will mean that the
student entering a certificate course will have preceding level of
English as measured on the NRS. For example, a student wishing to
enter a Certificate 111 course on the ESL framework should have
completed a Certificate I from the framework or should be assessed at
least at level 2 on NRS.

Selection Procedures/Selection Criteria
Applicants are required to attend an interview and are assessed to
determine their language levels.

Course Duration

This course may be offered on a full-time basis or part-time equivalent.
Certificate 1 and IV in ESL courses under the Framework are 600
nominal hours. Certificate I1 and 111 courses are 450 nominal hours.

Course Structure
Certificate | - Compulsory

Code Hours
VBH475 Oral Communication 1 100
VBH476 Listening Skills 1 100
VBH477 Writing Skills 1 100
VBH478 Reading Skills 1 100
Two or more electives

Certificate 11 — Compulsory

VBH482 Oral Communication 2 50
VBH483 Listening Skills 2 50
VBH484 Writing Skills 2 100
VBH485 Reading Skills 2 100

Two or more electives

Note: Electives offered will be selected by the Department and
dependant upon the availability of suitable teaching resources and
appropriacy.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate | in General Education for Adults
(Introductory) (21249VIC)

Career Opportunities
Further education and training.

Scope of Delivery
Full-time; part-time; flexible delivery.

Course Obijective

The course aims to provide learners with:

« an accredited general education course at AQF level I;

= skill development in reading, writing and numeracy;

« skill development in a variety of areas to meet personal needs and
facilitate participation in the community, or other workplace and
further education and training.

Entry Requirements

There are no formal entry requirements for students wishing to
undertake Certificate I. Student would be expected to have competency
in oral English language at Certificate | level.

Selection Procedures/Selection Criteria

All applicants who wish to study within the Certificate | in General
Education for Adults (Introductory)(21249VIC) will be asked to meet
with a teacher for an initial assessment and placement interview.
Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Course Duration
The course may be offered on a full-time basis over 360 nominal hours
or part-time equivalent.

Course Structure
Core Modules

Code Hours
VBM685 Reading and Writing—Introductory 100
VVBM686 Numeracy and Mathematics — Introductory 100

160 Hours of Elective Modules will be offered by the Program of
Adult General Education. Electives may be made up of:

Elective Modules
VBM563
VBM687

or

160 Hours of Elective Modules at the same AQF level, drawn from
other accredited courses or units of competency endorsed by Training
Packages, may be offered by the Program of Adult General Education.
Electives will be selected by the Program Area.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Oral Communications—Introductory 80
General Curriculum Options — Introductory 80
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Certificate | in General Education for Adults
(21250VIC)

Career Opportunities
Further education and training.

Scope of Delivery
Full-time; part-time; flexible delivery.

Course Obijective

The course aims to provide learners with:

« an accredited general education course at AQF level |

« skill development in reading, writing and numeracy

« skill development in a variety of areas to meet personal needs and
facilitate participation in the community, or other workplace and
further education and training.

Entry Requirements

There are no formal entry requirements for students wishing to
undertake Certificate I. Student would be expected to have competency
in oral English language at Certificate I level.

Selection Procedures/Selection Criteria

All applicants who wish to study within the Certificate | in General
Education for Adults(21250VIC) will be asked to meet with a teacher
for an initial assessment and placement interview.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Course Duration
The course may be offered on a full-time basis over 360 nominal hours
or part-time equivalent.

Course Structure
Core Modules

Code Hours
VBM688 Reading and Writing 1 100
VBM689 Numeracy and Mathematics 1 100

160 Hours of Elective Modules will be offered by the Program of
Adult General Education. Electives may be made up of:

Elective Modules
VBM564
VBM670

or

160 Hours of Elective Modules at the same AQF level may be drawn
from other accredited courses or units of competency endorsed by
Training Packages, may be offered by the Program of Adult General
Education. Electives will be selected by the Program Area.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Oral Communications 1 80
General Curriculum Options 1 80

Entry Requirements

To qualify for admission to the course students must have successfully
completed Certificate | Level or be assessed by the Program Manager
as competent at Certificate | Level.

Selection Procedures/Selection Criteria

All applicants who wish to study within the Certificate 11 in General
Education for Adults(21251VIC) will be asked to meet with a teacher
for an initial assessment and placement interview.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Course Duration
The course may be offered on a full-time basis over 280 nominal hours
or part-time equivalent.

Course Structure
Core Modules

Code Hours
VBM691 Reading and Writing 1 100
VBM692 Numeracy and Mathematics |1 100

80 Hours of Elective Modules will be offered by the Program of Adult
General Education. Electives may be made up of:

Elective Modules
VBM565

or

VBM693

or

80 Hours of Elective Modules at the same AQF level, drawn from
other accredited courses or units of competency endorsed by Training
Packages, may be offered by the Program of Adult General Education.
Further education and training. Electives will be selected by the
Program Area.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Oral Communications 11 80

General Curriculum Options 11 80

Certificate 11 in General Education for Adults
(21251VIC)

Career Opportunities
Further education and training.

Scope of Delivery
Full-time; part-time; flexible delivery.

Course Objectives

The course aims to provide learners with:

= an accredited general education course at AQF level 11

« skill development in reading, writing and numeracy

= skill development in a variety of areas to meet personal needs and
facilitate participation in the community, or other workplace and
further education and training.

Diploma of Liberal Arts (21220VIC)

incorporating

Certificate 1V in Liberal Arts (21219VIC)

Career Opportunities
Further studies.

Scope of Delivery

This course is offered on a full time and part-time basis. Some modules
are offered via flexible delivery.

Course Objectives

This course aims to develop skills in areas such as: complex writing;
cultural analysis; research; communication and presentation; social
inquiry; information technology; and inter-cultural communication.
The course enables adults, including young adults, to develop a
confident sense of identity, extends the range of possibilities learners
can imagine for themselves and provides alternative and additional
pathways into further study.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the Department competencies in reading and writing
equivalent to Certificate 1ll level in General Education for
Adults(21252VIC).

Selection Procedures/Selection Criteria

Applicants to the course will be interviewed and required to undertake
a literacy assessment in order to demonstrate competency at the above
level.
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Course Duration

This course will be offered over 1228 nominal hours or part-time
equivalent.

Course Structure

Stage One Certificate 1V
Core Modules

Code Hours
VBM510 Learning to Learn 90
VBM511 Inquiry and Presentation 54
Stream Modules
BSBCMN107AOperate a personal computer 10
BSBCMN108ADevelop Keyboard skills 10
BSBCMN213AProduce simple word-processed documents 10
BSBCMN306AProduce business documents 10
VBM512 Public Life—Past and Present 90
VBM513 Stories Cultures Tell Themselves 90
VBM514 Nature and its Human Transformations 0
VBM515 Economy and Society 90
VBM516 Text and Culture | 72
Total 616

*Stream modules may be substituted as per Curriculum Document,
Diploma of Liberal Arts (21220VIC) accreditation January 1 to 31
December 2006.

Stage Two Diploma

Core Module

Code Hours

VBM517 Tradition and Modernity 180

VBM518 Research Project 90

Stream Modules*

VBM519 History and Sociology of Human Relationships 90

VBM520 Urban Studies 90

VBM521 Introduction to Theories of Human Personality 90

VBM522 Textand Culture 11 72
Total 612

Stream modules may be substituted as per Curriculum Document,
Diploma of Liberal Arts (21220VIC) accreditation January 1 to 31
December 2006.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Victorian Certificate of Applied Learning
(VCAL)

Foundation VCAL (21352VIC)
Intermediate VCAL (21353VIC)

Themed VCAL (21353VICA)

The Victorian Certificate of Applied Learning (VCAL) is a senior
school certificate for students 15-19years.

It is a one year, full-time course which has been designed to meet the
needs of students in Year 11 and 12 who prefer a course based on
practical experience.

The VCAL aims to develop skills by concentrating on literacy and
numeracy; work related skills; industry specific skills; and personal and
employability skills.

The VCAL has three levels—Foundation, Intermediate and Senior.
Student entry point is dependant on a pre-course assessment and
would start at the level which matches needs and abilities.

Certificate of Applied Learning is offered at Footscray Nicholson
Campus. For further information contact (03)9284 8926.

Victorian Certificate of Education (2200LZV)

Career Opportunities
Various, Further Education.

What is VCE?

VCE stands for the Victorian Certificate of Education that is the Year
11 and 12 taught at most Victorian Secondary Institutes.

The Victorian Curriculum and Assessment Authority issues the VVCE.
All students throughout the state do the same course.

The VCE is the entrance requirement for most TAFE and tertiary
(university) courses and is increasingly becoming a pre-requisite for
employment in many areas.

How do I qualify for VCE?

Satisfactory Completion

The VCE will be awarded to adult students returning to study who
have satisfactorily completed 6 units at 3 and 4 level plus 2 units of
English. Each unit is a half year (semester) of study.

Students may take as many years as they require satisfying this
requirement. Units 3 and 4 in a subject must be completed in the same
year

Students can combine subjects from full-time and part-time attempts.
Subjects obtained prior to the introduction of VCE can also be
counted. Subjects can be done at more than one institution in the same
year.

Continuing students, i.e. students who have completed Units 1 and 2 in
the previous year, require 16 units: details on request.

Definition of ‘Adult’

BOS considers an adult student to be one who is at least 18 years of
age at 1st January and at least one year out of school.’

Scope of Delivery
This course is offered on a full-time and part-time basis.

Course Duration
Adult VCE is offered on a full-time basis over one-year or equivalent
part-time.

Selection Procedures/Selection Criteria

Students are expected to attend an interview prior to enrolment. At
that interview literacy and numeracy may be assessed in response to
student course selection. Students over 18 may enrol directly into Units
3and 4. However if students wish to study Maths and Science subjects
at: Unit 3 and 4, prerequisite courses of Units 1 and 2 must be
completed. All students over 18 are eligible for enrolment.

Course Structure

For full-time secondary students, the VCE is a two-year award for
Years 11 and 12. It comprises four semesters (of half-year length) of
study. Full-time secondary students may study up to 24 units over the
two-year course.

Units are broken into two levels: Units 1 and 2 levels correspond to the
old Year 11. Units are of a semester (half-year) length. One or both
units can be studied at this level. Units 3 and 4 levels are of equivalent
standard to the old Year 12. Students have to do both units sequentially
at this level. Adult students returning to study can gain their VCE by
completing 8 units, 6 units at 3 and 4 level, plus 2 units of English at
either Unit 1 and 2 level or Unit 3 and 4 level.

If students intend to undertake tertiary study in the future they would
be well advised to do some units at 1 and 2 level in preparation for
tackling Units at 3 and 4 level. This is essential for Mathematics and
Science subjects. Students should check the pre-requisites suggested
for units in the information brochure.

VCE DAY CLASS CODES

Year 11

Code Hours
VA020 English 1 72
VA020 English 2 72
VA028 Information Technology 1 72
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VA028 Information Technology 2 72
VA030 Physics 1 72
VA030 Physics 2 72
VA032 Chemistry 1 72
VA032 Chemistry 2 72
VA034 Biology 1 72
VA034 Biology 2 72
VA036 History 1 72
VA036 History 2 72
VA038 Accounting 1 72
VA038 Accounting 2 72
VA046 Psychology 1 72
VA046 Psychology 2 72
VA054 English (ESL) 1 108
VA054 English (ESL) 2 108
VA060 Legal Studies 1 72
VA060 Legal Studies 2 72
VA253 General Maths 1 72
VA253 General Maths 2 72
VA255 Maths Method | 72
VA255 Maths Method 2 72
VA307 Business Management 1 72
VA307 Business Management 2 72
VA353 Foundation Maths 1 72
VA353 Foundation Maths 2 72
VA402 Health & Human Development 1 72
VA402 Health & Human Development 2 72
Year 12

VA052 Business Management 3 68
VA052 Business Management 4 68
VA056 English (ESL) 3 102
VA056 English (ESL) 4 102
VA210 English 3 68
VA210 English 4 68
VA221 Accounting 3 68
VA221 Accounting 4 68
VA223 Biology 3 85
VA223 Biology 4 85
VA225 Chemistry 3 85
VA225 Chemistry 4 85
VA231 Health & Human Development 3 68
VA231 Health & Human Development 4 68
VA239 Legal Studies 3 68
VA239 Legal Studies 4 68
VA241 Physics 3 85
VA241 Physics 4 85
VA245 Psychology 3 68
VA245 Psychology 4 68
VA247 Australian History 3 68
VA247 Australian History 4 68
VA249 Information Technology 3 (IP & M) 85
VA249 Information Technology 4 (IP & M) 85
VA257 Further Maths 3 68
VA257 Further Maths 4 68
VA259 Maths Method 3 68
VA259 Maths Method 4 68
VA271 Literature 3 68
VA271 Literature 4 68
VCE EVENING CLASS CODES

Year 11

VA285 Information Technology 1 72
VA285 Information Technology 2 72
Year 12

VA249 Information Technology (IP&M) 68
VA249 Information Technology (IP&M) 68
VA289 Specialist Maths 3 595
VA289 Specialist Maths 4 595

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Department of Employment & Training Services

The Department of Employment and Training Services delivers and
manages a range of services in response to community, business and
government needs, including educational and training services,
community and business support, and strategic partnerships and
alliances. Current services and programs include:

Jobs Plus New Apprenticeships Centre

Provides New Apprenticeships Support Services in the Melbourne
metropolitan area. As a New Apprenticeships Centre (NAC), Jobs Plus
is contracted by the Commonwealth Government to provide support
services, including advice, information and administration, to
employers, apprentices, trainees, registered training organisations and
others in the New Apprenticeships system. For more information
contact: 03 9284 8533.

Jobs Plus Employment Services

Provides Job Placement services in the Melbourne Metropolitan area.
Job Placement is an employer-focused recruitment service and assists
eligible job seekers access many diverse jobs. For more information
contact: 03 9248 1148.

Community Initiatives Program

A work-experience scheme funded under the Commonwealth
Government's Community Work Coordinator Services Contract,
develops work skills and provides recent field experience for
unemployed people. The Program works with organisations such as
Rotary, councils, neighbourhood houses, researchers and other non-
government organisations to develop and conduct projects of benefit
to the local community. For more information contact; 03 9284 7311.

Community Jobs Program

The Community Jobs Program - Jobs and Training (CjP) is a
component of the State Government's employment and training
initiative to enhance the employment prospects of long-term
unemployed people, and those at risk of becoming long-term
unemployed. Participants receive up to 15 weeks paid employment
and nationally accredited training. CjP funds government and not-for-
profit organisations in projects that provide local employment and
skills development linked to ongoing employment opportunities. For
more information contact: 03 9284 7002.

Youth Pathways Program

Provides transitional support and guidance to young people 15-19
years ‘at risk’ of leaving education and training. Program participants
complete a customised pathways plan which maps out the steps to be
undertaken by the young person to achieve their training and
vocational goals. Participants are followed up six months after they
have completed their initial training. The Program is an initiative
funded by the Victorian Office of Training and Tertiary Education.
For more information contact: 03 9284 8755.

Training and Assessment Services

The Department offers training and assessment services, including the

New Apprenticeships Access Program (NAAP). NAAP is an

introductory training program offered in various disciplines, combining

accredited training with practical placement in industry. Training has

been conducted in the areas of Building and Construction, Retalil,

Hospitality and Administration. The Program is designed as a pathway

into traineeships and apprenticeships. A range of career selection

programs is offered through Victoria University’s Short Course Centre:

= Victoria Police Education Entrance Exam

« Preparation for Police Entrance Exam Program

= Metropolitan Ambulance Services Standard Entry Aptitude Test,
and

« Preparation for Career Selection Tests Program

For further enquiries, please call: 03 9248 1121.

Maree Wheelens
Head, Department of Employment and Training Services-=TAFE
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Department of Language Studies

The Department of Language Studies—-TAFE offers an extensive
range of courses to develop English language proficiency and socio-
cultural knowledge of Australia to a level sufficient to access work
and/or further education or training.

Code
14372VIC
14373VIC
14373VIC

Certificate 11 in ESL (Academic Purposes)(14372VIC)

Certificate 111 in ESL (Academic Purposes)(14373VIC)

Certificate 111 in ESL (Academic Purposes)(14373VIC)
[English for Health Professionals]

Certificate 1V in ESL (Academic Purposes)(14374VIC)
[English for Health Professionals]

Certificate 1V in ESL (Academic Purposes)(14374VIC)

Certificate 11 in ESL (Vocational Purposes)(14375VIC)

Certificate 111 in ESL (Vocational Purposes)(14376VIC)

Certificate 111 in ESL (Vocational Purposes)(14376VIC)
[Aged Care Work]

Certificate IV in ESL (Vocational Purposes)(14377VIC)

Certificate 1 in ESL Access (14378VIC)

Certificate 11 in ESL Access (14379VIC)

Certificate 111 in ESL Access (14380VIC)

Certificate IV in ESL Access (14381VIC)

Course in Concurrent Study(21204VIC)

14374VIC

14374VIC
14375VIC
14376VIC
14376VIC

14377VIC
14378VIC
14379VIC
14380VIC
14381VIC
21204VIC

90989NSW Course in Preliminary Spoken and Written English (90989NSW)

90994NSW Certificate | in Spoken and Written English (90994NSW)
90993NSW Certificate 11 in Spoken and Written English (90993NSW)
90992NSW  Certificate 111 in Spoken and Written English (90992NSW)
Margaret Cook
Head, Department of Language Studies-TAFE

English as a Second Language
(Academic Purposes)

Certificate 11 in ESL
(Academic Purposes)(14372VIC)

Certificate 111 in ESL
(Academic Purposes)(14373VIC)

Certificate 111 in ESL
(Academic Purposes)(14373VIC)
[English for Health Professionals]

Certificate IV in ESL (Academic Purposes)
(14374VIC) [English for Health Professionals]

Certificate 1V in ESL
(Academic Purposes)(14374VIC)

Career Opportunities
Further study.

Scope of Delivery
Full-time or part-time basis.

Course Obijective

The courses on the ESL for Academic Purposes courses aim to
provide participants from non English speaking backgrounds with the
knowledge and English language skills to study in higher education in
Australia.

Entry Requirements
Access to the courses contained on the ESL Framework is not limited
on the basis of age, gender, social or educational background.

Participants entering any course must have the following:

= A level of English that is commensurate with the demands of the
course they are entering into. In most cases this will mean that the
student entering a certificate course will have preceding level of
English as measured on the NRS. For example, a student wishing
to enter a Certificate 111 course on the ESL Framework should
have completed a Certificate Il from the Framework or should be
assessed at least at level 2 on NRS.

Selection Procedures/Selection Criteria

Applicants undergo a pre-course English Language Assessment to
determine appropriate course placement.

If the number of external applicants exceeds available places, then the
applicants are ranked according to their date of application.

Course Duration
This course may be offered on a full-time basis or part-time equivalent.

Certificate 1V is 600 nominal hours..
Certificate 11 and 111 are 450 nominal hours.

Course Structure
Certificate 11 — Compulsory

Code Hours
VBH445 Oral Communication and Listening Skills 2 150
VBH446 Academic Writing 2 150
VBH447 Academic Reading 2 100
One or more electives

Certificate 111 — Compulsory

VBH449 Oral Communication and Listening Skills 3 150
VBH450 Academic Writing 3 150
VBHA451 Academic Reading 3 100
Certificate 1V — Compulsory

VBH453 Oral Communication and Listening Skills 4 150
VBH454 Academic Writing 4 200
VBH455 Academic Reading 4 200

One or more electives

Elective modules may be taken from the Framework or from any
accredited course.

Note: Electives offered will be selected by the Department and depend
upon the availability of suitable teaching resources and appropriacy.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

English as a Second Language
(Vocational Purposes)

Certificate 11 in ESL
(Vocational Purposes)(14375VIC)

Certificate 111 in ESL
(Vocational Purposes)(14376VIC)

Certificate 111 in ESL
(Vocational Purposes)(14376VIC)
[Aged Care Work]

Certificate IV in ESL
(Vocational Purposes)(14377VIC)

Career Opportunities
Various.

Scope of Delivery
Full-time or part-time basis.
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Course Obijective

The ESL for Vocational Purpose courses aim to provide participants

from non English speaking backgrounds with:

« the knowledge and English language skills needed to obtain
employment within their occupational fields;

« the knowledge and skills to function effectively in a work
environment in Australia;

« an understanding of the Australian workplace and culture;

= a pathway for students with low levels of English language skills
to enter the workforce.

Entry Requirements

Access to the courses contained on the ESL Framework is not limited

on the basis of age, gender, social or educational background.

Participants entering any course must have the following:

= A level of English that is commensurate with the demands of the
course they are entering into. In most cases this will mean that the
student entering a certificate course will have preceding level of
English as measured on the NRS. For example, a student wishing
to enter a Certificate 111 course on the ESL Framework should
have completed a Certificate Il from the Framework or should be
assessed at least at level 2 on NRS.

Selection Procedures/Selection Criteria

Applicants undergo a pre-course English Language Assessment to
determine appropriate course placement.

If the number of external applicants exceeds available places, then the
applicants are ranked according to their date of application.

Course Duration

This course may be offered on a full-time basis or part-time equivalent.
Certificate 11 and 111 courses are 450 nominal hours, Certificate IV is
600 nominal hours.

Course Structure
Certificate 11 — Compulsory

Code Hours
VBH457 Communication in the Workplace 2 100
VBH458 Job Seeking Skills 2 100
VBH459 Language of Problem Solving in the Workplace 2 100

One or more electives
Certificate 111 — Compulsory

VBH463 Communication in the Workplace 3 100
VBH464 Job Seeking Skills 3 100
VBH465 Language of Problem Solving in the Workplace 3 100

One or more electives
Certificate 1V — Compulsory

VBH469 Communication in the Workplace 4 100
VBH470 Job Seeking Skills 4 100
VBH471 Language of Problem Solving in the Workplace 4 100

One or more electives

These elective modules may be taken from the Framework or from any
accredited course.

Note: Electives offered will be selected by the Department and
dependant upon the availability of suitable teaching resources and
appropriacy.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

English as a Second Language Access
Certificate | in ESL Access (14378VIC)
Certificate 11 in ESL Access (14379VIC)
Certificate 111 in ESL Access (14380VIC)

Certificate 1V in ESL Access (14381VIC)

Career Opportunities
Various further study.

Scope of Delivery
Full-time or part-time basis.

Course Obijective

The ESL Access courses aim to provide participants from non English

speaking backgrounds with:

= an opportunity to improve their English language skills in the four
macro skills for reading, writing, speaking and listening;

« employment and living skills;

« a knowledge of Australian society;

= strategies for successful transition into work or further study in
Australia.

Entry Requirements

Access to the courses contained on the ESL Framework is not limited

on the basis of age, gender, social or educational background.

Participants entering any course must have the following:

= A level of English that is commensurate with the demands of the
course they are entering into. In most cases this will mean that the
student entering a certificate course will have preceding level of
English as measured on the NRS. For example, a student wishing
to enter a Certificate 111 course on the ESL Framework should
have completed a Certificate 11 from the Framework or should be
assessed at least at level 2 on NRS.

Selection Procedures/Selection Criteria

Applicants undergo a pre-course English Language Assessment to
determine appropriate course placement.

If the number of external applicants exceeds available places, then the
applicants are ranked according to their date of application.

Course Duration

This course may be offered on a full-time basis or part-time equivalent.
Certificate 1 and IV in ESL courses under the Framework are 600
nominal hours. Certificate I1 and 111 courses are 450 nominal hours.

Course Structure
Certificate | - Compulsory

Code Hours
VBH475 Oral Communication 1 100
VBH476 Listening Skills 1 100
VBH477 Writing Skills 1 100
VBH478 Reading Skills 1 100
Two or more electives

Certificate 11 — Compulsory

VBH482 Oral Communication 2 50
VBH483 Listening Skills 2 50
VBH484 Writing Skills 2 100
VBH485 Reading Skills 2 100

Two or more electives
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Certificate 111 — Compulsory

VBH489 Oral Communication 3 50
VBH490 Listening Skills 3 50
VBH491 Writing Skills 3 100
VBH492 Reading Skills 3 100
Two or more electives

Certificate 1V — Compulsory

VBH496 Oral Communication 4 50
VBH497 Listening Skills 4 50
VBH498 Writing Skills 4 100
VBH499 Reading Skills 4 100

Two or more electives

Elective modules may be taken from the Framework or from any
accredited course.

Note: Electives offered will be selected by the Department and
dependant upon the availability of suitable teaching resources and
appropriacy.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Course in Concurrent Study(21204VIC)

Career Opportunities
Further education and general employment.

Scope of Delivery
This course is available only to students concurrently enrolled in other
courses with Victoria University.

Course Obijective

The course aims to provide learning that can be delivered flexibly to
adult learners returning to study or undertaking a program of
vocational training and who have identified a need to gain extra generic
skills while undertaking their study.

Entry Requirements

To qualify for admission to the course the learner should be enrolled in
a program of vocational or other further education study at Victoria
University.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
To qualify for selection into this course the learner should be enrolled
in a program of vocational or further education at Victoria University.

Course Duration
Up to 200 nominal hours or part-time equivalent.

Course Structure

Code Hours
VBJ717 Concurrent Study 1 50
VBJ718 Concurrent Study 2 50
VBJ719 Concurrent Study 3 50
VBJ720 Concurrent Study 4 50

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Course in Preliminary Spoken and Written
English (90989NSW)

Certificate I in Spoken and Written English
(90994NSW)

Certificate 11 in Spoken and Written English
(90993NSW)

Certificate 111 in Spoken and Written English
(90992NSW)

Career Opportunities:
Further education and general employment.

Scope of Delivery:
The course/s may be offered on a full time or part-time basis.

Course Objective:
The courses aim to develop language level and literacy skills.

Entry Requirements:

To qualify for admission to the course, applicants must demonstrate at
interview that they are capable of successfully completing the course.

Selection Procedure/Selection Criteria:

Applicants undergo a pre-course English Language Assessment to
determine appropriate course placement. If the number of external
applicants exceeds available places, then the applicants are ranked
according to their date of application.

Course Duration:

These courses may be offered on a full time or part-time basis.

Course in Preliminary Spoken and Written English is 200 nominal
hours.

Certificate I in Spoken and Written English is 300 nominal hours.
Certificate 11 in Spoken and Written English is 300 nominal hours
Certificate 111 in Spoken and Written English is 300 nominal hours

Course Structure:
Course in Preliminary Spoken and Written English - Compusory:

90989NSWA  Orientation to Literacy and Numeracy 100
90989NSWB  Orientation to Communication Skills 100
Certificate | - Compusory:

90994NSWA  Beginner Strategies for Learnin 75
90994NSWB  Beginner Communication Skills 75
Certificate 11 Compusory:

90993NSWA  Building Listening and Speaking Skills 75
90993NSWB  Beginning Reading and Witing Skills 75
Certificate 111 Compusory:

90992NSWA  Developing Listening and Speaking Skills 75
90992NSWB  Developing Reading and Writing Skills 75

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Library and Cultural Studies

The Library and Cultural Studies Unit offers a range of courses to train
students to become Library Assistants and Library Technicians who
work under the direction and guidance from an experienced Technician
or Librarian. The courses are recognised by the Australian Library and
Information Association.

Code

CUL50199  Diploma of Library and Information Services (CUL50199)

CUL30199  Certificate 11 in Library and Information Services
(CUL30199)

CUL20299  Certificate Il in Museum Practice (CUL20299)

lan Rogers
Head of Unit, Library and Cultural Studies— TAFE

Elective Units

CULLB303A  Accession and Process Resources 20
CULLB304A Contribute to Promotional Programs

and Activities for Clients 30
CULLB305A  Process Orders 30
Note: The Certificate Il in Library and Information

Services(CUL20199) is nested within the Certificate 111 in Library and
Information Services(CUL30199).

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.

Diploma of Library and Information Services
(CUL50199)

incorporating:

Certificate 111 in Library and Information
Services (CUL30199)

Career Opportunities
Library assistant, library technician.

Scope of Delivery
Library studies offer a range of study options, full-time, part-time, on
campus, flexible delivery, workshops, workplace delivery, traineeships
and distance education.

Course Obijective

These courses aim to train students to become Library Assistants and
Library Technicians who work under the direction of a Librarian,
performing a variety of tasks and requiring a combination of clerical
and library skills. The course is recognised by the Australian Library
and Information Association.

Entry Requirements

To qualify for entry to the course applicants must generally have
successfully completed an approved course at Year 12 level or
equivalent, or be of mature age and be assessed as being capable of
successfully completing the course.

Consideration may also be given to applicants whose educational
opportunities have been affected by economic hardship, disability,
iliness, family problems, geographic isolation or non English speaking
background.

Selection Procedure/Selection Criteria
Full-time students must apply through VTAC. Selection may involve an
interview process.

Course Duration

These courses may be offered on a full-time or part-time basis over
one year 400 maximum nominal hours — Certificate 111 or two years
1155 maximum nominal hours — Diploma or by non-campus flexible
delivery.

Course Structure
Certificate 111 in Library & Information Services (CUL30199)

Code Hours
CULLB201A Assist Clients to use an Information

Service Effectively 40
CULLB202A  Assist with the Maintenance of Service Area 40
CULLB203A Develop own Information Literacy Skills 20
CULLB204A Manage own Work Performance and Learning 40
CULLB205A Prepare, Process and Store Resources 30
CULLB301A Participate in a Work Team 40
CULLB302A  Use Bibliographic Methods 40
CULLB307A  Use Multimedia Equipment 40
BSZ404A Train Small Groups 30

Diploma of Library and Information Services

(CUL50199)

Core Units

Code Hours
CULLB401A Contribute to Client Access to Information 60
CULLB402A  Contribute to Effective Working Relationships 60

CULLB403A Develop and apply own Information

Literacy Skills in Working with Clients 60
CULLB405A Manage own Work Development and Learning 50
CULLB406A  Organise and Coordinate Work Activities 50
CULLB407A  Use Networked Services Effectively to

Provide Access to Information 50
CULLB501A Contribute to the Organisation and

Coordination of the Work of Others 60
CULLB502A  Deliver Information Literacy Programs for Clients 80
CULLB503A  Organise Information for Client Access 100
CULLB504A  Provide Clients with Access to

Required Information 80
CULLB307A  Use Multimedia Equipment 40
BSZ404A Train Small Groups 30
BSZ401A Plan Assessment 15
BSZ402A Conduct Assessment 15
BSZ403A Review Assessment 5
Elective Units
CULLB505A  Analyse and Describe Material 50
CULLB506A  Catalogue and Classify Material 50
CULLB507A  Contribute to Collection Development 50
CULLB508A  Develop and Improve Systems and Processes

to Increase Access to Information 50
CULLB509A  Coordinate Selection & Acquisition of Information50
CULLB510A  Establish and Maintain Consultation with, and

Promotion to, Client Groups 50
CULLB511A Lead a Team 50
CULLB512A  Maintain and Modify Technological Applications

in the Library 50
CULLB411A Provide Promotion and Programs and Activities

for Clients 30
CULLB513A Manage Maintenance of Physical Resources and

Environment 50
CULLB514 A Provide Assistance for Research and Projects 50
CULMS501A  Apply Basic Preservation Techniques 60
ICAITU006B Operate Computing Packages 60
Note: The Certificate IV in Library and Information

Services(CUL40199) is nested within the Diploma of Library and
Information Services(CUL50199).

Electives offered will be selected by the School and dependent upon
the availability of suitable teaching resources.

The Advanced Diploma of Library and Information Services
(CUL60199) is also available upon demand.

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.

Certificate 11 in Museum Practice (CUL320299)

For further information please contact the Library and Cultural Studies
Unit on 9284 8633.
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Music Programs

TAFE Music currently offers six courses in the areas of Music
Performance, Technical Production and Music Business. These
vocational courses provide education and training to equip students
with industry standard skills.

Course Codes

CUS40101  Certificate IV in Music(CUS40101)

CUS40201  Certificate IV in Music Industry (Technical
Production)(CUS40201)

CUS40301  Certificate IV in Music Industry (Business) (CUS40301)

CUS50101 Diploma of Music (CUS50101)

CUS50201 Diploma of Music Industry (Technical Production)
(CUS50201)

CUS50301 Diploma of Music Industry (Business)(CUS50301)

Jennifer Turner
Head of Department, Music Department.

CUSMPF11A Perform music as part of a group 69
CUSMPF12A Plan, prepare and present a live audition program 70
CUSMPFO4A Prepare self for performance 35
CUSMGE14A Read Music for performance and analysis 60

CUSMGE10A Use MIDI devices or software to compose music 30
Certificate IV Unit Bank
Units to be selected by the School.

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.

Certificate IV in Music (CUS40101)

Career Opportunities
Comtemporary performer, composer or arranger. Music technology,
self management, promotion and marketing.

Scope of Delivery
This course is offered on a full-time basis.

Course Objectives

This course aims to meet the needs of the contemporary music
industry for the preparation of musicians capable of being employed
in a variety of workplace environments. Students are provided with a
solid grounding in ensemble and solo performance craft, analysis,
critical listening, composition and music technology including live
sound and MIDI.

Entry Requirements

The entry requirements are consistent with the Australian
Qualifications Framework. For Certificate 1V courses this is generally
the successful completion of Year 12 (or equivalent) or mature age
entry. Apply through VTAC. All applicants must lodge a completed
Victoria University Supplementary Information form.

Selection Procedures/Selection Criteria
An interview and audition are also required for this course.

Course Duration

This course is offered on a full-time basis for 1 year, over a nominal
duration of 561 hours.

Course Structure

To attain the Certificate IV in Music (CUS40101) 14 units of
competency must be achieved. All units in Group A, at least seven
units in Group B and four other units selected from Group B or the
Certificate IV Unit Bank. Selection of units will be made by the school.

Group A
Code Hours
CUSADMO8A Address copyright requirements 18
CUSSAF02A  Follow health, safety and security

procedures in the music industry 9
CUSBGEL7A Maintain and apply music

industry knowledge 69
Group B
CUSMCPO02A Compose a simple song or tune 36
CUSMPF08A Contribute to backup accompaniment

for a performance 35
CUSMCPO3A Create a simple accompaniment for a song or tune 35
CUSMPF03A Develop and maintain stagecraft skills 70
CUSMPF10A Develop and practise improvisation 36
CUSMPF09A Evaluate and extend performance technique 33
CUSMGE12A Maintain and expand music knowledge and critical

listening skills 69
CUSMPF15A  Perform music as a soloist 70

Certificate IV in Music Industry
(Technical Production) (CUS40201)

Career Opportunities
Sound engineer or producer in the studio, live or theatre settings.

Scope of Delivery
This course is offered on a full-time basis.

Course Objectives

The course aims to provide students with a wide range of knowledge
and skills to be able to work in the music industry, either as small
business (freelance) operators in a variety of music technology and
related fields including the home studio, live sound, MIDI, digital audio
editing, collaboration and management, or as practitioners in medium
to large production facilities. This course provides training in both live
and studio recording practices, and is suitable for students wanting to
work with performers operating at the local/National level.

Entry Requirements

The entry requirements for this course are consistent with the
Australian Qualifications Framework. For Certificate 1V courses this is
generally the successful completion of Year 12 (or equivalent) or
mature age entry. Apply through VTAC. All applicants must lodge a
completed Victoria University Supplementary Information form.

Selection Procedures/Selection Criteria
Selection is via an interview.

Course Duration

This course is offered on a full time basis for one year, over a nominal
duration of 561 hours.

Course Structure

To attain the Certificate 1V in Music Industry (Technical Production)
(CUS40201) 14 units of competency must be achieved. At least five
units in Group A, five units in Group B and four other units from
group A or B and/or the unit bank for Certificate IV. Selection of
units will be made by the school.

Group A
Code Hours
CUSTGEO1A Supervise technical operations 36
CUETEMB3A Establish and manage resources

and technical requirements 30
CUEOHSIA  Implement workplace health,

safety and security procedures 9
CUSADMO3A Manage a project 48
THHGLE16A Manage physical assets 39
CUETEM2A Manage systems 30
BSXFMI404A Participate in, lead and facilitate work teams 50
Group B
CUSSOU14A Breakdown soundtracks 35
CUSSOU12A Edit sound using digital systems 84
CUSSOUO5A  Install, align and test sound equipment 36
CUSMGE12A Maintain and expand music knowledge and

critical listening skills 85
CUSSOU11A Operate sound mixing console 69
CUSSOUOBA  Operate sound reinforcement system 40
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CUESOU1A Repair and maintain sound equipment 39
CUSSOU23A  Specify sound systems 33
Certificate IV Unit Bank

Units to be selected by the School.

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.

Certificate IV in Music Industry (Business)
(CUS40301)

Career Opportunities
Event, artist or band manager.

Scope of Delivery
This course is offered on a full-time basis..

Course Objectives

This course aims to provide students with a wide range of business
skills necessary for successful participation in the music industry,
including promotion, marketing, publishing, copyright, contracts,
licensing, technology, self-promotion and health and safety.

Entry Requirements

The entry requirements are consistent with the Australian
Qualifications Framework. For Certificate 1V courses this is generally
the successful completion of Year 12 (or equivalent) or mature age
entry. Apply through VTAC. All applicants must lodge a completed
Victoria University Supplementary Information Form.

Selection Procedures/Selection Criteria
An interview is required.

Course Duration

The course is offered on a full-time basis for one year, over nominal
duration of 561 hours.

Course Structure

To attain the Certificate 1V in Music Industry (Business)(CUS40301)
14 units of competency must be achieved. All units in Group A, at
least six units from Group B and four other units, and/or the unit
bank for Certificate 1V, or from another endorsed industry training
package at Certificate 1V level. Selection of units will be made by the
school.

Group A
Code Hours
CUSADMO8A Address copyright requirements 20
CUSADMOT7A Establish and maintain work and

contractual relationships 70
CUSSAF02A  Follow health, safety and security

procedures in the music industry 10

CUSBGEL7A Maintain and apply music industry knowledge 85
Group B

CUSBAD13A Assess performing and recording deals 35
CUSBFI12A  Calculate, collect and distribute publishing income 35
CUSBGE16A Maintain self or group in business 35
CUSADMO03A Manage a project 50
CUSBMA14A Manage, promote and negotiate licensing

on published works 35
BSXFMI404A Participate in, lead and facilitate work teams 50
CUSBGE11A Plan a career in music 35
CUSMARO1A Promote products and services 85
CUEMARS3A  Undertake marketing activities 40

Certificate IV Unit Bank

Selection from this Unit Bank to be made by the School.

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.

Diploma of Music (CUS50101)

Career Opportunities
Performer, composer or arranger.

Scope of Delivery
The course is offered on a full-time basis.

Course Objectives

The course focuses on building the technical, compositional and
performance skills of the contemporary artist including music analysis,
craft, improvisation, technology, touring and self-promotion skills, to
professional standards and to meet requirements of entry into
university and the workplace.

Entry Requirements

Applicants for the Diploma of Music (CUS50101) are expected to
have attained the general competencies pertaining to a relevant
Certificate 1V level award. Applicants apply through VTAC. Applicants
without formal educational qualifications may apply and in such cases
entry to the course may be granted after interview and audition, having
regard to the applicants prior life and work experiences. All applicants
must lodge a completed Victoria University Supplementary
Information form.

Selection Procedures/Selection Criteria
An interview and audition are required.

Course Duration

The course is offered on a full-time basis for 1 year, over a nominal
duration of 855 hours.

Course Structure

To attain a Diploma of Music (CUS50101) 16 units of competency
must be achieved. All of the units in Group A plus at least seven other
units from Group B and the unit bank for Diploma or from another
endorsed industry training package at Diploma level. Selection of units
will be made by the school.

Group A
Code Hours
CUSADMO8A Address copyright requirements 18
CUSSAF02A  Follow health, safety and security procedures in the
Music Industry 9
Group B
CUSMGE13A Apply music knowledge and artistic judgment 85
CUSMGEOQ7A Analyse harmony 81
CUSMGEO4A Analyse music 69
CUSMCPO8A Arrange music for a brief 35
CUSMCPO6A Compose music for screen using electronic media 36
CUSMCPO4A Compose songs or tunes in a range of styles 36
CUSMGEOQ2A Develop self as artist 70
CUSMPF17A Develop technical skills and expand repertoire 69
CUSMPF14A  Perform accompaniment 36
CUSMPF16A Perform improvisation for audience 36
CUSMPF13A Plan and prepare a program for performance 70
CUSLRNO1A Provide musical leadership in performance 35

Diploma Unit Bank

Units to be selected by the School.

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.
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Diploma of Music Industry
(Technical Production) (CUS50201)

Career Opportunities
Engineer or producer in the large or small studio, live venue, theatre,
post-production/multimedia facility or the broadcast area.

Scope of Delivery
This course is offered on a full-time basis.

Course Objectives

This course aims to provide students with a wide range of skills
necessary for successful participation in the music industry, including
live sound, studio engineering, audio post-production, multimedia, the
internet, music analysis, small business management and working in
teams.

Entry Requirements

Applicants are expected to have attained the general competencies
pertaining to a relevant Certificate IV level award. Apply through
VTAC. Applicants without formal educational qualifications may apply
and, in such cases, entry to the course may be granted after interview
having regard to the applicant’s prior life and work experiences. All
applicants must lodge a completed Victoria University Supplementary
Information form.

Selection Procedures/Selection Criteria
An interview is required.

Course Duration

The course is offered on a full-time basis for 1 year, over a nominal
duration of 855 hours.

Course Structure

To attain the Diploma of Music Industry (Technical Production)
(CUS50201) 14 units of competency must be achieved. All units in
Group A, at least four units in Group B and eight other units selected
from the Unit bank for Diploma or another endorsed industry training
package at Diploma level. Selection of units will be made by the
school.

Group A
Code Hours
CUEOSH1A Implement workplace health, safety and security
procedures 9
CUSBGEL7A Maintain and apply music industry knowledge 84
Group B
CUSMGE13A Apply music knowledge and artistic judgement 85
CUSSOU15A Create a final sound balance 84
CUSSOU16A Develop sound design 51
CUSSOU17A Develop and implement sound production for a
recording 102
CUESMT6A  Follow scores 100
CUSSOU22A  Implement sound design 51
CUSSOU23A  Specify sound systems 35

Diploma Unit Bank

Units to be selected by the School.

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.

Diploma of Music Industry
(Business)(CUS50301)

Career Opportunities
Event, artist or band manager. A & R representative. Label manager,
promoter, agent or production/tour manager.

Scope of Delivery
The course is offered on a full-time basis.

Course Objectives

This course aims to provide students with a wide range of business
skills necessary for successful participation in the music industry
including touring, budgets, legal issues, recording and distribution deals,
market research, multimedia, planning, promotion and risk
management.

Entry Requirements

Applicants are expected to have attained the general competencies
pertaining to a relevant Certificate IV level award. Apply through
VTAC. Applicants without formal educational qualifications may apply
and, in such cases, entry to the course may be granted after interview
having regard to the applicants prior life and work experiences. All
applicants must also lodge a completed Victoria University
Supplementary Information Form.

Selection Procedure/Selection Criteria
An interview is required.

Course Duration

This course is offered on a full time basis for 1 year, over a nominal
duration of 855 hours.

Course Structure

To attain the Diploma of Music Industry (Business) (CUS50301),
sixteen units of competency must be achieved. All units in Group A,
six units on Group B and five other units selected from the Unit bank
for Diploma or another endorsed industry training Package at Diploma
level. Selection of units will be made by the school.

Group A

Code Hours
CUSADMO9A Address legal and administrative requirements 50
CUSBAD13A Assess performing and recording deals 35
CUSADMI0A Establish and manage contracts 70
CUSSAF02A  Follow health, safety and security procedures in the

music industry 10
CUSBGEL7A Maintain and apply music industry knowledge 85
Group B
CUSMGE13A Apply music knowledge and artistic judgement 85

CUEFINIA Develop a budget 30
CUSADMO6A Develop and implement an operational plan 70
CUSBRA19A Develop artists and repertoire 70
CUEFIN2A  Manage a budget 30
CUSBAD18A Manage artists and their careers 35
CUSBAD15A Manage risk and crises for an act or show 35
CUSMARO1A Promote products and services 85
CUEMARS3A  Undertake marketing activities 40
Diploma Unit Bank

Units to be selected by the School.
Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.
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Department of Visual Arts, Design and
Multimedia

The Department of Visual Arts, Design and Multimedia—TAFE
conducts a wide range of courses which provide vocational education
for a variety of Art and Multimedia occupations ranging from pre-
employment through to para-professional level.

Code

12862VIC Advanced Diploma of Arts (Graphic Design) (12862VIC)
12861VIC Diploma of Arts (Graphic Arts) (12861VIC)

15727VIC Certificate 1V in Arts (Applied Design) (15727VIC)
CUF60501  Advanced Diploma of Multimedia (CUF60501)
CUF50701  Diploma of Multimedia (CUF50701)

CUF40801  Certificate IV in Multimedia (CUF40801)

CUF30601  Certificate 111 in Multimedia (CUF30601)

CUF20601  Certificate I1 in Multimedia (CUF20601)

12857VIC Diploma of Arts (Visual Art) (12857VIC)

In addition to these courses, the Department of Visual Arts, Design
and Multimedia—TAFE conducts training courses for Industry.

John Barmhy
Head, Department of Visual Arts, Design and Multimedia-TAFE

Course Structure
All modules are compulsory..
Generic Modules

Code Hours
VBS644 Drawing Level 2 48
VBS647 Life Drawing Level 2 32
VBS758 History of Design 48
VBS759 Design Process Level 2 96
VBS760 Design Process Level 3 96
VBS761 3D Studies 48
VBS762 Design for New Media 96
VBS763 Vocational Studies 96
VBS764 Critical Analysis 48
Elective Modules

VBD266 Research Project: Specialisation 1 48
VBS689 Electronic Design Level 2 48

Total course hours
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Arts
(Graphic Design) (12862VIC)

Career Opportunities
Graphic Design, Web Design and production, Graphic Art, Graphic
Designer.

Scope of Delivery
This course if offered on a full-time basis.

Course Objectives

Upon completion of the Diploma of Arts (Graphic Art) successful or
equivalent graduates are eligible to enter into the Advanced Diploma
of Graphic Design.

A further year of study is undertaken in Design for Interactive Media
with the emphasis on Web Production.

The course promotes development of skills in design for interactive
and print based media with a focus on:

= visual design;

= interface design; and

= information design.

Whilst technical prepress expertise is consolidated, graduates are also
equipped with an elite mix of creative and technical new media
abilities, ensuring that they are truly “industry-ready”.

Entry Requirements

Extensive pre-press knowledge is required, therefore entry is limited to
students who have successfully completed the Diploma of Arts
(Graphic Art) or equivalent course.

Selection Procedures/Selection Criteria

Applicants need to apply through VTAC, contact the department to
arrange an interview (see Application Procedure), attend an interview
and present a folio representing these major components: typrography,
pre-press design, illustration, electronic media.

At interview preference will be given to students demonstrating a
professional attitude to personal growth in the areas of design and new
media.

Campus Location
City-South Melbourne.

Course Duration
The course is offered on a full-time basis over one year.

Diploma of Arts (Graphic Arts) (12861VIC)

Career Opportunities
Graphic Avrtist, Further education opportunities.

Scope of Delivery
Full-time basis.

Course Objectives

The Diploma of Arts (Graphic Art) is a two year full time course in
which students learn the skills necessary to produce artwork for
commercial purposes using both traditional and electronic means. The
workload includes theory and practical elements.

Throughout the course, close industry ties are maintained with
frequent visits to sites including printers, advertising and design
agencies, in addition to exhibitions and trade shows.

These strong industry links allow our Graphic Art students the benefit
of a well-established and extensive Work Placement program.

Entry Requirements

To qualify for entry to the course applicants must generally have
successfully completed an approved course of study at Year 12 level or
equivalent, or be of mature age and be assessed by the School as being
capable of successfully completing the course.

Selection Procedures/Selection Criteria

Applicants will be required to attend an interview and submit a folio
which includes a range of design and practical works, which may
include technical and product drawings, illustrations, layouts and
sketches. However, other material which indicates an ability to
undertake the course can be included. At the interview students should
demonstrate an understanding of the course and work in this field.

Campus Location
City-South Melbourne and St Albans

Course Duration
This course is offered on a full-time basis over two years.

Course Structure
All modules are compulsory.
Generic Modules

Code Hours
NCS007 Presenting Information 20
VBS635 Occupational Health & Safety 16
VBS636 Business Practices 16
VBS637 Focus on Industry 16
VBS638 Design Principles & Elements 48
VBS639 Contemporary Art and/or Design 32
VBS640 Computer Aided Design 32
VBS641 Drawing 48
VBS642 Life Drawing 32

186



SCHOOL OF FURTHER EDUCATION ARTS AND EMPLOYMENT SERVICES

Compulsory Modules
VBS744 Design Process Level 1 48
VBS6838 Electronic Design Level 1 48
VBS746 Reprographics & Prepress Level 1 128
VBS747 Reprographics & Prepress Level 2 128
VBS748 Finished Art Level 1 80
VBS749 Finished Art Level 2 80
VBS750 Finished Art Level 3 80
VBS752 Technical Colour Applications 32
VBS753 Technical lllustration 80
VBS754 Commercial Product lllustration 32
VBS755 Typography Level 1 80
VBS756 Typography Level 2 80
VBS757 Extended Practical Placement 224
Electives
VBS633 Drawing for lllustration 48
VBS643 Photography 48
Total course hours 1476

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Elective Modules

VBH344 lllustration Elements & Techniques 48
VBH347 Typography Elements & Techniques 48
VBH352 Introduction to Photography 48
VBH354 Introduction to Computers 48

Total course hours
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 1V in Arts (Applied Design)
(15727VIC)

Career Opportunities
Further education opportunities—TAFE and Higher Education.

Scope of Delivery
Full-time basis.

Course Obijective

This course is designed to develop the entry level skills necessary for
further education in Graphic Arts, Graphic Design and Multimedia at
the Diploma level. The content has been tailored to bridge the gap that
exists between Year 12 and the Diploma level courses. This preliminary
year of study is a combination of practical and theory based modules.

Entry Requirements

To qualify for entry to the course applicants must generally have
successfully completed an approved course of study at Year 11 or 12
level or equivalent, or be of mature age and must demonstrate the
capacity to meet the requirements of the course.

Selection Procedures/Selection Criteria
Applicants will be required to attend an interview and submit a folio of
recent art work.

Course Duration
This course is offered on a full-time basis over one year.

Campus Location
City-South Melbourne and St Albans

Course Structure
All modules are compulsory.
Core Modules

Code Hours
VBS638 Design Principles & Elements 48
NCS007 Presenting Information 20
VBH332 Thematic Studies in Art & Design 48
VBH336 Consumer Psychology & Marketing 16
VBS641 Drawing 48
VBH338 Introduction to 3D Studies 48
VBH339 Design Principles & Elements 2 48
VBH340 Design Law 16
VBH341 Design & the Environment 16
VBH342 Colour 48
VBS744 Introduction to the Design Process 48
VBS635 Occupational Health & Safety 16
VBS637 Focus on Industry 16

Advanced Diploma of Multimedia (CUF60501)

incorporating

Diploma of Multimedia (CUF50701)

Career Opportunities
Studio based art practice, web design and development, animation and
special effects production.

Scope of Delivery
This course is offered on a full-time and part-time basis.

Course Objectives

This qualification is designed to reflect the role of people working in
the multimedia industry who perform technical, design, managerial or
executive duties. At this level it is possible to specialise in instructional
design, project management, production, games or web site design
depending on the units selected. Common duties may include:

= Designing multimedia products;

= Managing major projects;

= Coordinating the production of multimedia products;

« Business management;

= Evaluating multimedia products;

= Managing the design process for multimedia

= Managing multimedia projects;

= Writing for multimedia;

= Undertaking instructional design;

= Editing on-line;

= Designing games;

= Testing games;

= Designing for multimedia;

= Producing animation;

= Designing web sites/pages.

Entry Requirements
Entry to these courses is via an interview and submission of a foilo.

Selection Procedures/Selection Criteria

Applicants will be required to attend an interview and submit a folio
which demonstrates strong creative, conceptual and technical abilities.
At the interview applicants should demonstrate an understanding of
the Multimedia Industry.

Previous work and life experience of mature age applicants may be
considered. Consideration may also be given to applicants whose
educational opportunities have been affected by economic hardship,
disability, illness, family problems, geographic isolation or non-English
speaking background.

Course Duration

The Advanced Diploma of Multimedia is offered on a full-time basis
over two years with an exit point for the Diploma qualification after 18
month. The courses are also offered part-time. (The Advanced
Diploma of Arts Electronic Design and Interactive Media is no longer
offered and is replaced by the Film, Television, Radio Multimedia
Industry Training Package).

Campus Location
City-South Melbourne and St. Albans.
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Course Structure

Code Hours
CUFGENO1A Develop And Apply Industry Knowledge 15
CUEFIN1A  Develop a Budget 30
CUEOHSIA  Implement Workplace Health, Safety and

Security Procedures 10
CUFMEMO09A Apply Principles Of Game Design to a

Multimedia Product 30
CUFMEMO8A Apply Principles Of Instructional Design

to a Multimedia Product 40
CUFMEMO06A Design a Multimedia Product 50
CUSFRADO1A Originate and Develop the Concept 60
CUFMEMO02A Author a Multimedia Product 50
CUFIMAO5A Create 3D Digital Models and Images 75
CUFMEMZ10A Design and Create a Multimedia Interface 70
CUFMEM11A Design the Navigation for a Multimedia

Product 70
CUFMEMO3A Integrate And Use Scripting Language in

Authoring a Multimedia Product 60
CUFEDTO01A Make Creative and Technical Editing Decisions 60
ICPMM61DA Prepare Multimedia for Different Platforms 50
CUFMEMO4A Test A Multimedia Product 40
CUFWRTO7A Write An Interactive Sequence for Multimedia 50
CUFADMAO2A Address Copyright Requirements 20
CUFPOP09A Conduct A Briefing 30
THHGLE16A Manage Physical Assets 40
CUFADMO1A Prepare A Proposal 50
CUFMEMO7A Apply Principals of Visual Design and

Communication to the Development of a

Multimedia Product 40
CUFEDTO5A Operate a Non-linear Editing System 50
CUFIMAO7A Create Titles for Screen Production 30
CUSADMO04A Manage a Major Project 35
CUSRADO2A Conduct Research 35
CUSSOU12A Edit Sound using Digital Systems 85

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.

Certificate IV in Multimedia (CUF40801)

Career Opportunities
Further Education opportunities— TAFE and Higher Education.

Scope of Delivery
Full-time basis.

Course Objectives

This qualification is designed to reflect the role of personnel producing
multimedia products who perform a range of artistic, administrative
and technical duties such as:

= Producing animation;

= Producing graphics;

= Editing multimedia material;

= Developing web/intranet/sites/pages;

= Authoring/developing CD ROMs;

« Testing games;

= Designing interfaces.

Entry Requirements

To qualify for entry to the course applicants must generally have
successfully completed an approved course of study at Year 11 or 12
level or equivalent, or be of mature age and must demonstrate the
capacity to meet the requirements of the course.

Selection Procedures/Selection Criteria

Applicants will be required to attend an interview and submit a folio of
recent art work.

Course Duration

This course is offered on a full-time basis over one year.

Course Structure

To attain a Certificate IV in Multimedia, 15 units must be achieved:

« Three core units from Group A, plus

= Five specialist units from Group B, plus

« Three elective units from Group C, plus

« Two elective units from the Certificate 1V unit bank or from

another industry training package at Certificate 1V level.

Group A Core Units

CUSGENO3A Collaborate with colleagues in planning and producing a
project

CUFGENO1A Develop and apply industry knowledge

CUFSAF01A Follow health, safety and security procedures

Group B Specialist Units

CUFMEMO2A Author a multimedia product

CUFIMAO5A Create 3D digital models and images

ICAITBO70A Create code for applications

ICAITBO60A Identify physical database requirements

ICAITI0O97A  Install and configure a network

CUFMEMO3A Integrate and use a scripting language in authoring a
multimedia product

CUFMEMO5A Manage multimedia assets

ICAITBO61A Monitor physical database implementation

ICAITBO75A Use library pre-existing components

CUFWRTO7A Write an interactive sequence for multimedia

Group C Elective Units

CUSADMO8A Address copyright requirements

CUFMEMO7A Apply principles of visual design and communication to the
development of a multimedia product

CUFPOP02A Break down a script

CUSRADO2A Conduct research

CUFIMAO3A Create 2D digital animation

CUFIMAO4A Create 3D digital animation

ICPMM65DA Create web pages with multimedia

CUFLGTO3A Determine lighting requirements and operate lighting

CUSSOU12A  Edit sound using digital systems

CUSADMO7A Establish and maintain work/contractual relationships

ICPMM11BA  Identify components of multimedia

CUSGENO5A Make presentations

CUSADMAO3A Manage a project

CUFEDTO5A Operate a non-linear editing system

ICAITU127A Operate a system software

CUSGENO4A Participate in negotiations

CUFIMAOLA Produce and manipulate digital images

ICAITU126A Use advanced features of computer applications

CUFWRTO5A Write content and/or copy

Some unit descriptors are listed under the Module/Unit Details section

of this Handbook.

Certificate 111 in Multimedia (CUF30601)

Career Opportunities
Further Education opportunities — TAFE and Higher Education.

Scope of Delivery
This course is offered as a VET in Schools program auspiced by
Victoria University.

Course Objectives

While Certificate 1V is the main entry point to the multimedia industry,
this qualification is designed to reflect the role of employees who
perform such duties as:

= Assisting with graphics

= Producing and updating basic web pages

< Producing multimedia components

= Editing multimedia material

« Producing animation.
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Entry Requirements
Current enrolment in VCE Year 12.

Course Duration
This course is offered on a part-time basis over two years.

Course Structure
To attain a Certificate 11 in Multimedia, 13 units must be achieved:

« 2 core units from Group A, plus

= 6 specialist units from Group B, plus

« 3 elective units from Group C, plus

« 2 elective units from the Certificate 111 unit bank or from another
industry training package at Certificate 111 level.

Group A Core Units

CUFGENO1A Develop and apply industry knowledge

CUFSAFO01A Follow Health, Safety and Security Procedures

Group B Specialist Units

CUFMEMAO7A Apply principles of visual design and communication to the

development of a multimedia product

CUFIMAOQ3A Create 2D digital animation

ICPMM65DA Create web pages with multimedia

ICPMM15DA Develop a multimedia script

CUSSOU12A  Edit sound using digital systems

CUFEDTO5A Operate a non-linear editing system

ICAITU127A Operate system software

ICAITU126A Use advanced features of computer applications

CUFWRTO5A Write content and/or copy

Group C Elective Units

CUSADMO8A Address copyright requirements

CUsRADO1A Collect and organise information

CUFMEM14A Create, manipulate and incorporate 2D graphics

ICPMM11BA  Identify components of multimedia

ICPMMA41CA Incorporate text into multimedia presentations

CUFMEMZ13A Incorporate, design and edit digital video

ICPMM44CA  Incorporate audio into multimedia presentations

CUFIMAOLA Produce and manipulate digital images

CUSSOU4A  Record sound

CUFCAMO1A Set up and operate a basic video camera

CUFMEMZ12A Update webpages

CUSGENO1A Use and adapt to changes in technology

CULMS413A  Use information technology

Some unit descriptors are listed under the Module/Unit Details section

of this Handbook.

Course Structure
To attain a Certificate 11 in Multimedia, 9 units must be achieved:

« 2 core units from Group A, plus

= 7 specialist units from Group B, plus

Group A Core Units

CUFGENO1A Develop and apply industry knowledge
CUFSAFO01A  Follow Health, Safety and Security Procedures

Group B Specialist Units

ICPMM63BA  Access and use the internet

CUSRADO1A Collect and organise information

CUFMEMZ14A Create, manipulate and incorporate 2D graphics
ICPMM11BA  Identify components of multimedia

ICPMM41CA Incorporate text into multimedia presentations
CUFMEMZ13A Incorporate, design and edit digital video
ICPMM44CA  Incorporate audio into multimedia presentations
ICAITUO05B  Operate computer hardware

ICAITUO06B Operate computing packages

CUFPOPO1A Prepare and participate in an electronic media activity
CUFIMAO1A Produce and manipulate digital images
CUFCAMO1A Set up and operate a basic video camera
CUFMEMZ12A Update Webpages

CUFMEMO1A Use an authoring tool to create an interactive sequence
CULMS413A  Use information technology

Some unit descriptors are listed under the Module/Unit Details section
of this Handbook.

Certificate 11 in Multimedia (CUF20601)

Career Opportunities
Further Education opportunities — TAFE and Higher Education.

Scope of Delivery
This course is offered as a VET in Schools program auspiced by
Victoria University.

Course Objectives

This qualification is designed to reflect the role of people working in
the multimedia industry as assistants who perform basic duties such as:
= Assisting in updating a web page

« Assisting with a project

« Assisting with animation

« Capturing and manipulating images

= Assisting with production

Entry Requirements
Current enrolment in VCE Year 12.

Course Duration
This course is offered on a part-time basis over one year.

Diploma of Arts (Visual Art) (12857VIC)

Career Opportunities
Visual Artist. Further education opportunities

Scope of Delivery
This course is offered on a full-time or part-time basis. Part-time
programs are normally conducted during the day.

Course Objectives

This course aims to prepare students for a career in the Visual Arts,
particularly painting, by studying relevant practical and theoretical
subjects.

The course has been developed in conjunction with industry with the
intention of training personnel who will be able to operate as self-
sufficient artists.

Entry Requirements

To qualify for entry to the course applicants must have successfully
completed an approved course of study at Year 12 level or equivalent,
or be of mature age.

Selection Procedures/Selection Criteria

Applicants will be required to attend an interview and submit a folio of
recent art work.

Course Duration

This course is offered on a full-time basis over two years or part-time
equivalent. Part-time programs are normally conducted during the day.
Campus Location

City-South Melbourne.

Course Structure
All modules are compulsory.
Generic Modules

Code Hours
NCS007 Presenting Information 20
VBS635 Occupational Health & Safety 16
VBS636 Business Practice 16
VBS637 Focus on Industry 16
VBS639 Contemporary Art and/or design 32
VBS641 Drawing 48
VBS642 Life Drawing 32
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Compulsory Modules

VBS644
VBS645
VBS646
VBS647
VBS648
VBS649
VBS650
VBS651
VBS652
VBS653
VBS654
VBS655
VBS656

Drawing Level 2

Drawing Level 3

Drawing Level 4

Life Drawing Level 2

Art Business Level 2

Art Business Level 3
Contemporary Art Studies Level 2
Contemporary Art Studies Level 3
Context & Culture Level 2
Context & Culture Level 3
Context & Culture Level 4

Studio & Materials Studies
Context & Culture Level 1

Stream Options — Painting

VBS657
VBS658
VBS659
VBS660
VBS661
VBS662
Electives
VBS663
VBS664
VBD259
VBD264

Painting Level 1
Painting Level 2
Painting Minor Study 1
Painting Minor Study 2
Painting Major Study 1
Painting Major Study 2

Printmaking Level 1
Printmaking Level 2
Electronic Imaging 1
Electronic Imaging 2

Some module descriptors are listed under the Module/Unit
Details section of this Handbook.
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School of Human Services, Science and Technology

The School of Human Services, Science and Technology consists of
six Departments:
= Child Studies;
= Health Services;
= Information Technology;
= Science and Biotechnology;
« Social and Community Studies;
« Sport, Recreation and Performance.
The School offers courses from Certificate |1 to Advanced Diploma
level, as well as customised professional development programs
developed specifically for industry. The School maintains close links
with industry and bases its courses on industry-endorsed competency
standards so the vocational education and training students receive is
up-to-date and relevant to the world of work.
A major focus of the School is to provide support for individuals and
enterprises in the workplace, and the provision of on-the-job training
to a range of industries. Using flexible teaching and learning materials,
enterprises are able to utilise both the University and their own
workplaces to deliver training which complements individual
enterprise training schedules and work patterns. The School has
developed a range of flexible materials to support the delivery of
training, which include CD ROM interactive, web-based and distance
education.
The School of Human Services, Science and Technology is Victoria’s
biggest provider of Health Services training, with a facility at the
Sunbury campus, and is also a major provider of Aged Care and Sport
and Recreation training. The School is the only provider of Performing
Arts courses in the Western Region of Melbourne, which are delivered at
both Footscray Nicholson and Sunbury campuses. These courses
provide young people with an opportunity to commence training for
employment in the Performing Arts Industry. The School is a major
provider of animal technology education and training, a feature of which
is the animal house development at the Werribee campus together with
first class laboratory research facilities.
In Information Technology, the School offers Apprenticeship courses
(generally Certificate 111 level). However, the majority of IT students
undertake Certificate 1V or Diploma courses which provide skills for
employment in areas such as web page development and multimedia,
computer hardware and software sales, PC/user support, network
support/administration, or computer operations/programming.
The School’s courses are delivered at the University’s St Albans,
Sunbury, Melton, Werribee, Sunshine, Footscray Nicholson, Footscray
Park, City King and South Melbourne campuses. A significant number
of courses are also delivered in industry settings. Programs are also
delivered on-the-job in enterprises including hospitals, nursing homes
and aged care facilities, and sporting clubs.
The School of Human Services, Science and Technology is also
involved in industry consultancy and research. During 2003-2004 the
School continues to be involved in research and development projects
in biotechnology, aged care, community work, youth work, and
disability work. The Department of Sport, Recreation and
Performance continues its relationship with the AFL as the major
provider of the outstandingly successful AFL traineeship.
Continuous professional development of staff is a high priority with
the School continually developing its staff’s industry and training
expertise. The teaching and administrative staff attend and present
papers at numerous conferences and workshops each year. All staff
are involved in curriculum and learning materials development and the
development of materials and approaches to support the flexible
delivery of programs. A number of staff from the School are involved
in the development of internet-based courses and learning materials.
Anne Jones
Associate Director
School of Human Services, Science & Technology

Department of Child Studies

The Department of Child Studies-TAFE offers a range of courses at
Certificate and Diploma levels at Melton, Footscray, Werribee and
industry based locations.
The Child Studies Department offers courses which provide
vocational education for a variety of Child Studies occupations ranging
from pre-employment through to para-professional level.
The courses provide graduates with good employment prospects,
particularly in the western metropolitan region where there is a high
level of demand for qualified workers in the Children’s Services sector.
The Child Stuides Training Package was under review at the time this
material was prepared. Up-to-date information can be obtained by
attending the Child Studies Department course information sessions
for 2004 courses. Details of these sessions can be obtained by calling
the Child Studies Department on 9216 8060.
Code
CHC60399 Advanced Diploma of Community Services
(Children’s Services)(CHC60399)
CHC50399 Diploma of Community Services
(Children's Services)(CHC50399)
CHCA40399 Certificate 1V in Community Services
(Children’s Services)(CHC40399)
CHC30399 Certificate 111 in Community Services
(Children’s Services)(CHC30399)
CHC20399 Certificate 11 in Community Services
(Children's Services) (CHC20399)
In addition to these courses, the Department of Child Studies-TAFE
conducts professional development programs for Industry and
research and consultancies for children’s services programs.
Teresa Durka
Acting Head, Department of Child Studies—-TAFE

Advanced Diploma of Community Services
(Children’s Services)(CHC60399)

[In 2004 this course is to be replaced by Advanced Diploma of Children’s
Services (CHC60202)]

Career Opportunities

Qualified worker, leadership and management roles in the children’s
services industry.

Scope of Delivery
Industry.

Course Obijective

This course aims to equip students with leadership and management
skills, knowledge and understanding to provide for the social,
emotional, physical and educational needs of infants and children up
to the age of twelve.

The course has National Accreditation which allows graduates the
opportunity to apply for work throughout Australia.

Entry Requirements

To qualify for admission to the course, applicants must have
successfully completed an approved year 12 or equivalent, or be of
mature age and assessed by the Department as being capable of
completing the course.

Admission will be restricted to applicants who hold a recognised two-
year minimum early childhood qualification. These applicants will
usually complete Core Units plus some Electives, dependent upon the
content of their previous qualification.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning or from work and/or life
experience.
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Some agencies require that participants provide a police check
clearance before undertaking workplace training.

Course Duration

The course may be offered on a full-time basis over 1760 nominal
hours or part-time equivalent.

The course will be available through part-time studies. Part-time
programs are normally conducted in the evenings, via flexible learning
arrangements. Flexible learning arrangements may include off-campus
study, workshops or workplace facilitation.

Course Structure

Core Units
Code Hours
CHCCD3A  Meet information needs of the community 70
CHCCD7A  Support community resources 30
CHCCOMA4A Develop, implement and promote effective

communication techniques 75
CHCINF2A  Maintain organisation’s information systems 50
CHCORGS5A  Maintain an effective work environment 50
CHCORG7A Manage workplace issues 75
CHCORG11A Lead and develop others 90
CHCORG17A Implement and monitor occupational health

and safety policies, procedures and programs 60
CHCORG19A Develop and maintain the quality of service

outcomes 90
CHCPR10A  Facilitate the design of programs of the service 70
CHCPR12A  Monitor and evaluate programs 70
CHCPR13A  Facilitate the development of programs for

children with additional needs 40
CHCRF11A  Work in partnership with families to

care for the child 70
CHCRF23A  Respond to problems and complaints

about the service 40
CHCSD12A  Act as a resource to workers 40

Elective and Optional Units

Twelve elective units and one optional unit selected from one of the
following three specialisations:

= Centre Based Care Workers;

= Out of School Hours Care Workers;

« Family Day Care Personnel.

Prerequisites are required for some core, elective and optional units.
Elective and optional units are selected with the approval of the Head
of Department, having regard to the relevant units listed in the
Community Services Training Package, Children’s Services National
Competency Standards (CHC99), published 1999.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Community Services
(Children's Services)(CHC50399)

[In 2004 this course is to be replaced by Diploma of Children’s Services
(CHC50302)]

incorporating

Diploma of Out of School Hours Care (CHC50202)
Career Opportunities

Qualified worker, management of a range of children’s services.
Scope of Delivery

On Campus and Industry.

Course Obijective

This course aims to assist students to develop the skills, knowledge
and understanding to provide for the social, emotional, physical and

educational needs of infants and children up to the age of twelve, and
to work closely with parents in fostering children’s development.

This course combines both classroom teaching and supervised
workbased techniques. Students gain “hands-on” experience working
with infants and young children in children’s centres, kindergartens,
and other relevant settings. Great importance is attached to the
student’s performance during workbased teaching which constitutes
about thirty per cent of the course.

This course has National Accreditation which allows graduates the
opportunity to apply for work throughout Australia. Many graduates
also work for a period overseas.

Entry Requirements

To qualify for entry to the course applicants must generally have
successfully completed an approved course of study at Year 12 level or
equivalent, or be of mature age or working in Children’s services, and
be assessed by the Department as being capable of successfully
completing the course.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

All applicants must:

e Attend a central test/information sessions/open days and
interview conducted by the University;

= Some agencies require that participants provide a police check
clearance before undertaking workplace training.

Where demand for student places exceeds the number of places

available, special consideration will be given to applicants who live or

work in the western metropolitan region.

Course Duration

This course may be offered on a full-time basis over two years or part-
time equivalent. Part-time programs are normally conducted in the
evenings, via flexible learning arrangements. Flexible learning
arrangement may include off-campus study, workshops or workplace
facilitation.

Course Structure
Compulsory Units of Competency, common to all streams

Core
Code Hours
CHCCHILD2A  Support the Rights and Safety of Children

within Duty of Care Requirements 70
CHCCN10A Support the Emotional Needs of Children 20
CHCCN11A Guide the Establishment and

Maintenance of a Safe Environment 40
CHCCNB8A Plan Care Routines 70
CHCFC5A Foster Children's Cognitive Development 40
CHCFC6A Foster Children's Language Development 40
CHCFC7A Foster Children's Aesthetic and

Creative Development 40
CHCIC10A Establish Plans for Developing

Responsible Behaviour 40
CHCIC11A Implement and Promote Inclusive Policies

and Practices 40
CHCIC12A Plan the Inclusion of Children with Special Needs 40
CHCIC14A Facilitate Children's Communication Skills 40
CHCPR4A Provide Opportunities and Experiences

to enhance Children's Development 70
CHCPR5A Enhance Children's Play and Leisure 70
CHCPRYA Use Observations and Records 70
CHCSD10A Develop New Approaches for providing Service 40

Elective and optional units

Thirteen elective units and one optional unit selected from the
following four specialisations:

= Centre Based Care Workers;

= Out of School Hours Care Workers;

« Family Day Care — Care Providers;

= Family Day Care — Field Workers.
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Additional prerequisite units may be required for some core, elective
and optional units. Elective and optional units are selected with the
approval of the Head of Department having regard to the relevant
units listed in the Community Studies Training Package, Children’s
Services National competency standards (CHC99), published 1999.
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Community Services
(Children’s Services)(CHC40399)

[In 2004 this course is to be replaced by Certificate 1V in Out of School
Hours Care (CHC40202)]

Career Opportunities

Out of school programs, childcare worker, childcare assistant level 11,
kindergarten assistant and family day care worker.

Scope of Delivery
Industry.

Course Obijective

This course aims to equip students with the skills, knowledge and
understanding to provide for the social, emotional, physical and
educational needs of infants and children up to the age of twelve.

The course has National Accreditation which allows graduates the
opportunity to apply for work throughout Australia and overseas.

Entry Requirements

To qualify for admission to the course, applicants must have
successfully completed an approved year 12 or equivalent, or be of
mature age and assessed by the Department as being capable of
completing the course.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning or from work and/or life
experience.

Some agencies require that participants provide a police check
clearance before undertaking workplace training.

Course Duration

The course may be offered over one year on a full-time basis for 760
nominal hours or part-time equivalent.

The course will normally be available through part-time studies. Part-
time programs are normally conducted in the evenings, via flexible
learning arrangements. Flexible learning arrangements may include
off-campus study, workshops or workplace facilitation.

Course Structure

Core Units
Code Hours
CHCFC2A  Foster the physical development of children 40
CHCFC3A  Foster the social development of children 40
CHCFC4A  Foster the emotional and psychological

development of children 40

Elective and Optional Units:

Nine elective units and one optional unit selected from one of the
following three specialisations:

= Centre Based Care Workers

= Out of School Hours Care Workers

« Family Day Care Workers

Additional prerequisite units may be required for some core, elective
and optional units. Elective and optional units are selected with the
approval of the Head of Department, having regard to the relevant
units listed in the Community Services Training Package, Children’s
Services National Competency Standards (CHC99), published 1999.
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Community Services
(Children’s Services)(CHC30399)

[In 2004 this course is to be replaced by Certificate 111 in Children’s
Services (CHC30202)]

Career Opportunities

Out of school programs, childcare worker, childcare assistant level 11,
kindergarten assistant, and family day care worker.

This course has three specialist streams:

= Centre Based Care Workers;

= Out of School Hours Care Workers;

= Family Day Care Workers.

Scope of Delivery
Full-time, on campus study.

Course Obijective

The Certificate 11l in Children’s Services, is designed for people
working on a full-time, part-time or voluntary basis as assistants in a
range of early childhood settings.

This course aims to help students develop their knowledge and
understanding of early childhood development and school age
children’s development, and to provide students with skills necessary
to meet the needs of these age groups.

The course has National Accreditation which allows graduates the
opportunity to apply for work throughout Australia and overseas.

Entry Requirements

No formal qualifications are required, but applicants must be: at least

16 years of age on the first day of course commencement; and have

successfully completed Year 11 or equivalent.

Special consideration will be given to certain groups of applicants who

fit into the following categories:

= Persons working in Children’s Services who have worked the
equivalent of six months full-time or who have had substantial
voluntary work;

= Persons from a non-English-speaking background;

« Persons who have successfully completed other relevant
qualifications e.g. Certificate in Child Care Home Based,
Certificate in Occupational Studies Social and Community
Services.

« Persons who are of mature age.

Recognition of prior learning may be available based on skills and

knowledge already acquired by the applicant through previous study, as

in articulation, informal or formal learning or from work and/or life
experience.

All applicants must attend an interview and testing before undertaking

workplace training.

Selection Procedures/Selection Criteria

Application is made via a Direct Application Form.

All applicants must:

e Attend a central test/information sessions/open days and
interview conducted by the University.

= Some agencies require that participants provide a police check
clearance before undertaking workplace training.

Where demand for student places exceeds the number of places

available, special consideration will be given to applicants who live or

work in the western metropolitan region.

Course Duration

This course may be offered on a full-time basis over one year or part-
time equivalent. Part-time programs are normally conducted in the
evenings, via flexible learning arrangements. Flexible learning
arrangements may include off-campus study, workshops or workplace
facilitation.
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Course Structure
Compulsory units of competency (common to all streams)

Code Hours
CHCCN4A  Respond to lliness, Accidents and Emergencies 30
CHCCNGA  Travel with Children Safely 10
CHCCNT7A  Foster Children's Self Help Skills 20
CHCFC1A  Support the Development of Children in the Service 30
CHCIC1A Interact Positively with Children 30
CHCIC2A  Guide Children’s Behaviour 30
CHCIC4A  Work Collaboratively with Children 20
CHCORG3A Participate in the Work Environment 20
CHCPR1A  Facilitate Play and Leisure 30
CHCPR2A  Organise Experiences for Children 30
CHCPR3A  Observe Children 20
CHCRF1A  Communicate with Family Members about

their Child 20

Children's Services Specialisation Electives

CHCAL7A  Fulfil Family Day Care Administration

Requirements ## 20
CHCCN3A  Prepare Food ## 20
CHCCNSA  Support the Emotional Wellbeing

of Babies/Infants** 20
CHCCN10A Support Emotional Needs of Children 20
CHCCNAA  Support Babies Needs ##** 20
CHCFC2A  Foster the Physical Development of Children 40
CHCFC3A  Foster the Social Development of Children++ 40
CHCFC4A  Foster the Emotional and Psychological

Development of Children 40
CHCGROUP2A  Support Group Activities++ 20
Compulsory units of competency (common to all streams)
CHCCN1A  Maintain a Healthy & Safe Environment 20
CHCCN2A  Provide Physical Care 30
CHCICAA  Communicate with Children 30
CHCORG4A Follow the Organisation's OH&S Policies 30

**compulsory units for Centre Based care workers

++compulsory units for Out of School Hours Care workers
##compulsory units for Family Day Care workers

Additional prerequisite units may be required for some core, elective
and optional units. Elective and optional units are selected with the
approval of the Head of Department having regard to the relevant
units listed in the Community Studies Training Package, Children’s
Services National competency standards (CHC99), published 1999.
Note: Electives offered will be selected by the Department and
dependent upon the availability of suitable teaching resources.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Community Services
(Children’s Services)(CHC20399)

[In 2004 this course is to be replaced by the Certificate 11 in Community
Services Work (CHC20202)]

Career Opportunities

Family day care worker.

Scope of Delivery
Industry.

Course Objective

The course aims to help students develop their knowledge and
understanding of early childhood development and school age
children’s development, and to provide students with skills necessary
to meet the needs of these age groups.

The course has National Accreditation which allows graduates the
opportunity to apply for work throughout Australia.

Entry Requirements

There are no formal entry requirements but applicants must have
successfully completed Year 11 or equivalent and be at least 16 years
of age when they start the course.

Some agencies require that participants provide a police check
clearance before undertaking workplace training.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Currently working in relevant Children’s Services position.

Course Duration
The course may be offered on a full-time basis over a period of one
year or part-time equivalent. Part-time programs are normally
conducted in the evenings, via flexible learning arrangements. Flexible
learning arrangements may include off-campus study, workshops or
workplace facilitation.

Course Structure

The course consists of a total of 10 units of competency, 7
compulsory 2 electives and 1 option. Electives may be chosen from
the Children's Services specialisation electives, the common
competency elective, options may be chosen from elective or from the
bank of competencies in the Victorian Implementation Guide,
Community Services Training Package published by the Department
of Education, Victoria, June 1999.

Additional prerequisite units may be required for some core, elective
and optional units.

Compulsory competencies
Code Hours
CHCCN1A Maintain a Healthy and Safe Environment 30
CHCCN2A Provide Physical Care 30
CHCICAA Communicate with Children 30
CHCCHILD1A Work within Legislative and Ethical

Requirements 30
CHCORG4A Follow the Organisation's Occupational

Health and Safety Policies 30
CHCORG2A  Work with Others 15
CHCCOM1A  Communicate with People Accessing the

Services of the Organisation 15
Children's Services Specialisation electives
CHCFC1A Support the Development of Children in

the Service 30
CHCCNAA Support Babies Needs ** 20
CHCCN4A Respond to lliness, Accidents and Emergencies 30
CHCCNT7A Foster Children's Self Help Skills 20
CHCIC1A Interact Positively with Children 30
CHCIC2A Guide Children's Behaviour 30
Common competency elective
CHCADMINIA Undertake Basic Administrative Duties 15

**compulsory unit for centre based care workers.
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Department of Health Services

The Department of Health Services conducts a range of courses
which provide vocational education and training to satisfy the
demands of the Health Services industry.

Code

21358VIC Certificate 1V in Health (Nursing) ( 21358VIC)
20003VIC Course in Cardiopulmonary Resucitation (20003VIC)
20004VIC Course in Emergency First Aid (20004VIC)
20005VIC Course in Basic First Aid (20005VIC)

20006VIC Course in Paediatric Aid (20006VIC)

In addition to these courses, the Health Services Unit conducts
Traineeships and training courses for Industry.

Sue Philpott
Head, Health Services Unit-TAFE

Certificate IV in Health (Nursing)(21358VIC)

Career Opportunities

There are excellent employment opportunities for Division 2
Registered Nurses, particularly in Hospitals, Nursing Homes and
Community Based Centres. Those seeking careers, as Division 2
Nurses should enjoy working with a diverse range people with varied
medical conditions. Division 2 Nurses work under the direct or
indirect supervision of a Division 1 Registered Nurse within the
hospital, residential aged care or community health setting.

Scope of Delivery
This course is offered on a full time and part time basis.

Course Obijective

The course is designed to provide a broad-based training program for
students to become Division 2, Registered Nurses, working in
Hospital, Medical, Aged Care or Community Health Care facilities.

Entry Requirements

To qualify for entry to the course applicants must generally have
successfully completed an approved course of study at Year 12 level or
equivalent, or be of mature age and be assessed by the School as being
capable of successfully completing the course. All applicants will be
required to sit an English literacy/numeracy test and achieve a passing
grade of 80% in order to be eligible to enrol in the course.

Selection Procedures/Selection Criteria

All applicants will be required to sit an English literacy/numeracy test
and achieve a passing grade of 80% in order to be eligible to enrol in
the course. This selection test indicates achievement in reading and
writing equivalent to National Report System level 4 in English and
NRS 3 in Maths.

Course Duration
The course is 850 hours and is offered on a full-time basis over one
year or part-time over two years.

Campus Location
This course is available at Sunbury Campus.

Course Structure
Core Units (830 nominal hours)
VBM585 Work effectively as a professional nurse 90
HLTCOMA4A Communicate effectively with clients/patients 30
CHCORGA4A Follow the organisation’s Occupational Health

and Safety policies 30
BSBCMN205AUse business technology 30
VBM587 Undertake client assessment 90
VBM588 Deliver nursing care to clients 140
VBM589 Develop research skills to support nursing practice 20
VBM591 Implement infection prevention and undertake

wound management 80
VBM590 Apply professional nursing practice to client care

in residential aged care facilities 50
VBM592 Provide individualised health education to clients 60

VBM593 Contribute to the health and wellbeing of patients

and clients (Rehabilitation and Community) 30
VBM594 Participate in providing palliative care; 50
VBM595 Participate as a preceptor in a work team 30
CHCDIS3A  Provide services to people with disabilities 50
VBM596 Participate in providing therapeutic interventions

for clients experiencing alterations to mental health

and mental disorders 50
Elective Unit

One unit selected by the student, with the approval of the Head of
Unit, from:

HLTIR3A Work effectively with culturally diverse patients,
clients, customers and co-workers 20
HLTIR4A Work effectively in a cross-cultural context with

Aboriginal and Torres Strait Islander people

and organisations 20
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Course in Cardiopulmonary Resucitation
(20003VIC)

For further information please contact the Health Services Unit on
9218 3231

Course in Emergency First Aid (20004VIC)

For further information please contact the Health Services Unit on
9218 3231.

Course in Basic First Aid (20005VIC)

For further information please contact the Health Services Unit on
9218 3231.

Course in Paediatric Aid (20006VIC)

For further information please contact the Health Services Unit on
9218 3231.
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Department of Information Technology

The Department of Information Technology-TAFE conducts
courses that provide vocational education for Information Technology
occupations ranging from pre-employment through to para-
professional level.

Details of the TAFE Certificate | to IV, Diploma and Advanced
Diploma courses offered by the Department are set out below.

Code
ICA10101
1CA30199

Certificate | in Information Technology (ICA10101)
Certificate 111 in Information Technology

(Software Applications)(ICA30199)[Web Pages]

Certificate 111 in Information Technology (General)
(ICA30299)

Certificate 111 in Information Technology

(Network Administration)(ICA30399)

Certificate IV in Information Technology (21103VIC)
Certificate IV in Information Technology

(Network Management) (ICA40399)

Certificate 1V in Information Technology

(Client Support) (ICA40199)

Certificate IV in Information Technology

(Database Administration) (ICA40299)

Certificate IV in Information Technology (Programming)
(ICA40699)

Certificate 1V in Information Technology

(Technical Support) (ICA40599)

Certificate IV in Information Technology

(Website Administration) (ICA41001)

Certificate IV in Information Technology

(Website Design) (ICA41101)

Diploma of Information Technology (Computer Science)
(21378VIC)

Diploma of Information Technology

(Software Development) (ICA50299)

Diploma of Information Technology(21104VIC) [Specialising
in Multimedia]

Dual Diploma - Diploma of Information Technology (Webiste
Development)(ICA50601) and

Diploma of Information Technology
(Internetworking)(ICA50701)

In addition to these courses, the Department of Information
Technology—-TAFE conducts Traineeships, Labour Market Programs
and training courses for industry.

1CA30299

ICA30399

21103VIC
1CA40399

1CA40199

1CA40299

ICA40699

1CA40599

1CA41001

ICA41101

21378VIC

1CA50299

21104VIC

1CA50601

1CA50701

Sharon Brown
Head, Department of Information Technology-TAFE

Certificate I in Information Technology
(ICA10101)

Career Opportunities
Computer operator.

Scope of Delivery
Evening classes are offered on two evenings per week for 20 weeks.
Day classes will be offered over 15 weeks.

Course Objectives

The course is appropriate for people wanting a basic qualification in
the information technology field and is designed to cover the
requirements for the International Computers Drivers License.
Assessment will be the endorsed tests for the ICDL.

The specific outcomes of the course are to provide the skills to use
computers efficiently in the workplace and an understanding of a wide
range of computer concepts and knowledge.

Entry Requirements

Basic English language, literacy and numeracy skills.

Selection Procedures/Selection Criteria
Selection will be based on details provided in the written application.

Course Duration
The course involves 170 hours of study

Course Structure
There are six core modules:

Code Hours
ICAITU128A Operate a personal computer 30
ICAITU129A Operate a word processing application 30
ICAITU130A Operate a spreadsheet application 30
ICAITU131A Operate a database application 30
ICAITU132A Operate a presentation package 25
ICAITU133A Send and Retrieve information over the

internet using browsers and email 25

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Information Technology
(Software Applications)(1CA30199) [Web
Pages]

Career Opportunities
Web Page designer.

Scope of Delivery
This course is offered to full-time students at the Werribee Campus.

Course Objectives

Designed to enable graduates of the course to gain a broad range of
skills and knowledge in Internet technologies and in particular web
page implementation and design. This course attempts to meet the
need for skills training that has been identified by industry in the areas
of software applications, networks and Web page development.

Entry Requirements

To qualify for admission to the course, applicants must have

successfully completed an approved course of study at Year 11 level or

equivalent, or be of mature age and be assessed as being capable of

successfully completing the course or be able to demonstrate to the

satisfaction of the Head of Department that they have achieved

competency in the following units:

ICAITTWO001B  Work effectively in an information technology
environment

ICAITTWO002B  Communicate in the workplace

ICAITU004C  Apply Occupational Health and Safety procedures

ICAITUO05C ~ Operate computer hardware

ICAITUO06C  Operate computing packages

ICAITU007B Maintain equipment and consumables

ICAITU012C Design organisational documents using computing
packages

ICAITU013C Integrate commercial computing packages

ICAITS014C Connect hardware peripherals

ICAITS015B Install software applications

ICAITS017C Maintain system integrity

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.
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Selection Procedures/Selection Criteria
Selection will be based on details provided in the written application.

Course Duration
The course may be offered on a full-time basis over six months or
part-time equivalent (350-620 nominal hours).

Course Structure

The Certificate 111 includes 280 hours of core competencies and an
additional 150 hours of electives and options. The total nominal hours
for the course are 410, although there may some reduction of these
hours where competencies overlap and are delivered concurrently,
resulting in between 360 and 420 hours of class time.

Learning Area

Software
Competency Code Competency Title Hours
ICAITU126B Use advanced features of computer

applications 40
ICAITU018C Develop macros & templates for

clients using standard products 60
Web Tools
ICPMM13cA Author a Multimedia Sequence 40
ICAITU019C Migrate to new Technology 20
Research
ICAITU028C Customise Packaged Software

Project Applications for clients 50
ICAITS031B Provide advice to clients 36
HTML
ICPMM65dA Create Web Pages with Multimedia 50
ICAITD128A Create user and technical documentation20
Configure a Web PC
ICAITS025B Run standard diagnostic tests 20
ICAITS020C Install and optimise system software 20
ICPMM63bA Access the Internet 20
ICAITS021C Connect internal hardware components 20

396

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Information Technology
(General)(1ICA30299)

Career Opportunities
A person with the competencies could provide basic diagnostic
support in an organization with a range of technologies.

Scope of Delivery
This course is offered as an Industry Based Traineeship only.

Course Obijective

The course aims to provide students with a broad range of skills and
knowledge to provide basic software support to a unit or branch
within an organisation.

Entry Requirements

Students are to be enrolled under the New Apprenticeship Scheme as
a trainee. There are no formal entry requirements for this course.
Applicants may be required to demonstrate to the satisfaction of the
Head of Department that they have achieved competency in the
following units or equivalent:

ICAITTWO001B  Work effectively in an information technology
environment

Communicate in the workplace

Apply Occupational Health and Safety procedures
Operate computer hardware

ICAITTWO002B
ICAITU004B
ICAITUO0SB

ICAITU006B Operate computing packages

ICAITU007B Maintain equipment and consumables

ICAITU012B Design organisational documents using computing
packages

ICAITU013B Integrate commercial computing packages

ICAITS014B Connect hardware peripherals

ICAITS015B Install software applications

ICAITS017B Maintain system integrity.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Course Duration
As an industry based traineeship over 400-530 nominal hours.

Course Structure
Core Units (320 nominal hours)

ICAITU019C Migrate to new technology 20
ICAITS024C  Provide basic system administration 20
ICAITS025B  Run standard diagnostic tests 20
ICAITS115B  Maintain equipment and software in

working order 40
ICAITS021C  Connect internal hardware components 20
ICAITU018C Develop macros and templates for

clients using standard products 60
ICAITD128A Create user & technical documentation 20
ICAITS031B  Provide advice to clients 40
ICAITU126B Use advanced features of computer applications 40
ICAITS032B  Provide network systems administration 20
ICAITS020C Install and optimise system software 20

Elective Units (80-210 nominal hours)
A minimum of two units selected by the student, with the approval of
the Head of department from:

ICAITS029B Install network hardware to a network 40
ICAITU028C  Customise packaged software

applications for clients 60
ICAITI101B Install and manage network protocols 40
ICAITPM129A  Apply skills in project integration 20
ICAITS034B Determine and action network problem 30
ICAITI097B Install and configure a network 40
ICAITS030B Install software to networked computers 40
ICAITS121A Administer network peripherals 20
ICAITS023B Provide one to one instruction 10
ICAITB060B Identify physical database requirements 40
ICAITU127B  Support system software 50

Two units selected by the student, with the approval of the Head of
Department, having regard to the list of relevant units in the relevant
Information Technology Training Package.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Information Technology
(Network Administration)(1CA30399)

Career Opportunities
Network Administrator.

Scope of Delivery
This course is offered to Industry only.

Course Obijective

The course is appropriate for a person working as a network
administrator within an organisation.
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Entry Requirements

There are no specific entry requirements for admission to the course.

Applicants may be required to demonstrate to the satisfaction of the

Head of Department that they have achieved competency in the

following units or equivalent:

ICAITTWO001B  Work effectively in an information technology
environment;

ICAITTWO002B  Communicate in the workplace;

ICAITU004C  Apply Occupation Health and Safety procedures;

ICAITUO05C ~ Operate computer hardware;

ICAITUO06C ~ Operate computing packages,

ICAITU007B Maintain equipment and consumables;

ICAITU012C  Design organisational documents using computing
packages;

ICAITU013C Integrate commercial computing packages;

ICAITS014C Connect hardware peripherals;

ICAITS015B Install software applications;

ICAITS014C Maintain system integrity.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Course Duration
The course may be offered on a full-time basis over at least 350
nominal hours or part-time equivalent.

Course Structure
Core units (290 nominal hours)

Code Hours
ICAITS025B Run standard diagnostic tests 20
ICAITS121A Administer network peripherals 20
ICAITS031B Provide advice to clients 40
ICAITS032B Provide network systems administration 20
ICAITU126B Use advanced features of computer applications 40
ICAITS020C Install and optimise system software 20
ICAITD128A  Create user and technical documentation 20
ICAITS120B Administer and configure

a network operating system 20
ICAITI101B Install and manage network protocols 40
ICAITS024C Provide basic system administration 20
ICAITS034B Determine and action network problem 30

A minimum of 4 elective units (60 nominal hours) from the following:
Elective Units

ICAITS115B Maintain equipment and software

in working order 40
ICAITU028C  Customise packaged software

applications for clients 60
ICAITS021C Connect internal hardware components 20
ICAITU019C  Migrate to new technology 20
ICAITU018C  Develop macros and templates for clients

using standard products 60
ICAITS010C Apply problem solving techniques to achieve

organisation goals 10
ICAITS106B Action and complete change requests 60
ICAITS023B Provide one to one instruction 10
ICAITTWO027B  Relate to clients on a business level 40
ICAITTWO11B Participate in a team and individually to achieve

organisationl goals 20
ICAITD003B  Receive and process oral and written

communication 20
ICAITPM129A  Apply skills in project integration 20

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Information Technology
(21103VIC)

Career Opportunities
Software, engineering, computer network, client support, computer
programming.

Scope of Delivery

This course is offered to full time students at Footscray Nicholson
Street, Werribee, Sunshine, St Albans and Melton campuses. It can also
be undertaken in part time evening mode at the Footscray Nicholson
Street campus.

Course Objectives

The Certificate 1V in Information Technology(21103VIC) is designed
to enable graduates of the course to gain a broad range skills and
knowledge used in the information technology industry. This course
attempts to meet the need for skills training that has been identified by
industry in the areas of programming, hardware, computer
architecture, information technology management, client support,
software applications, networks and data communications, operating
systems and Web page development.

Entry Requirements
The successful completion of VCE or equivalent or be of mature age.

Selection Procedures/Selection Criteria

Selection is based on VTAC entries or the details provided in a written
application. Applicants may be required to sit a selection test.

Course Duration
One year full time or two—-three years part time.

Course Structure

The Certificate 1V includes 520 hours of core competencies along
with an additional 280 hours of electives and options. Total nominal
hours for the course are 800, although there may some reduction of
these hours where competencies overlap and are delivered
concurrently, resulting in between 700 and 800 hours class time.

Office Applications (100 Hours)

ICAITUO06C  Operate Computing Packages

ICAITU126B  Use Advanced Features of Computer Applications
Computer Hardware Fundamentals (100 Hours)

ICAITS014C Connect Hardware Peripherals
ICAITS020C Install and Optimise System Software
ICAITS021C Connect Internal Hardware Components
ICAITS025B Run Standard Diagnostic Tests
ICAITU00SC  Operate Computer Hardware

Professional Communications 1 (50 Hours)

ICAITD128A  Create User & Technical Documentation
BSX154L403  Apply Skills in Time Management

ICAITD003B  Receive and Process Written &Oral Communication.
Internet Fundamentals (60 Hours)

ICPMM63bA  Access the Internet

ICPMM21cA  Capture a Digital Image

ICPMM65dA.1  Create Web Pages with Multimedia 1 of 2

Programming Fundamentals (80 Hours)

ICAITB070B.1  Create code for applications 1 of 4

Semester 2

Software Development A (60 Hours)

ICAITB070B.2  Create code for applications 2 of 4

Software Development B (40 Hours)

ICAITB070B.3  Create code for applications 3 of 4

Professional Communications 2 (40 Hours)

ICAITTWO11B Participate in a team and individually to achieve
organisation goals

ICAITTWO026B Coordinate and Maintain Teams
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Internet Technology (90 Hours)

ICPMM11bA  Identify Components of Multimedia
ICPMM41cA  Incorporate text into multimedia presentations
ICPMM65dA.2  Create Web Pages with Multimedia 2 of 2
ICAITB070B4  Create code for applications 4 of 4

Network Fundamentals (130 Hours)

ICAITS030B Install Software to Networked Computers
ICAITI097B Install and configure a network
ICAITS120B Administer and Configure a Network O/S

Business Fundamentals(50 Hours)

ICAITAD041B  Determine Client Business Expectations and Needs
ICAITU004C  Apply Occupational Health and Safety Procedures
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Information Technology
(Network Management)(1CA40399)

Career Opportunities
Network Administrator.

Scope of Delivery
This course is offered to Industry only.

Course Obijective

The course aims to develop the knowledge and skills of students
wishing to make a career in the Information Technology Industry in
the areas of Network Management.

Entry Requirements

Students are to be enrolled under the New Apprenticeship Scheme as

a trainee. There are no specific entry requirements for admission to the

course. Applicants must be employed or about to be employed as an

industry based trainee. Suggested entry level competencies are:

ICAITTWO001B  Work effectively in an information technology
environment

ICAITTW002B  Communicate in the workplace

ICAITU004B  Apply Occupation Health and Safety Procedures

ICAITU005B Operate computer hardware

ICAITU006B Operate computing packages

ICAITU007B Maintain equipment and consumables

ICAITU012B Design organisational documents using computing
packages

ICAITU013B Integrate commercial computing packages

ICAITS014B Connect hardware peripherals

ICAITS015B Install software applications

ICAITS017B Maintain system integrity

ICAITS025B Run standard diagnostic tests

ICAITS031B Provide advice to clients

ICAITS121A Administer network peripherals

ICAITS032B Provide network systems administration

ICAITD128A  Create user and technical documentation

ICAITS120A Administer and configure a network operating system

ICAITI101A Install and manage network protocols

ICAITS024B Provide basic system administration

Recognition of prior learning may be available based on skills and
knowledge acquired through previous study, as in articulation,
informal or formal learning or from work and/or life experience.

Course Duration

The course may be offered as an industry based traineeship over
620-750 nominal hours.

Course Structure
Core Units (560 nominal hours)

ICAITI097B Install & configure a network 40
ICAITS116B Undertake capacity planning 50
ICAITS020B Install & optimise system software 20
ICAITS124B Monitor & administer network security 20
ICAITS107B Rectify system faults on a live system 30
ICAITS112B Optimist system performance 30
ICAITPM129A  Apply skills in project management 20
ICAITS030B Install software to networked computers 40
ICAITS029B Install network hardware to a network 40
ICAITU126A  Use advanced features of computer applications 40
ICAITS034B Determine & action network problem 30
ICAITU127B Operate system software 50
ICAITI100B Build an internet infrastructure 50
ICAITS106B Action & complete change requests 60
ICAITTWO027B  Relate to clients on a business level 40

Two from the following:
Elective Units (60—-190 nominal hours)

ICAITS110B Implement system software changes 30
ICAITS114B Implement maintenance procedures 10
ICAITS108B Complete database backup and recovery 30
ICAITS113B Identify & resolve common database

performance problems 30
BSX154L403 Apply skills in time management 10
BSX154L.405 Apply skills in quality management 30
ICAITU019C Migrate to new technology 20
ICPMM65dA  Create web pages with multimedia 50
ICAITS125B Monitor and administer a database 30
ICAITTW026B  Co-ordinate and maintain work teams 20
ICAITS035C Assist with analysis of emerging technology 40
ICAITS115B Maintain equipment and software in

working order 40
ICAITS109B Evaluate system status 20
ICAITS021B Connect internal hardware components 20
ICAITU028C  Customise packaged software applications

for clients 60

Two elective units selected by the student, with the approval of the
Head of Department, having regard to the list of relevant units in the
relevant Information Technology Training Package.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Information Technology
(Client Support)(1CA40199)

Career Opportunities
A support role is a ‘Client Services’ area of an organisation.

Scope of Delivery
This course is offered to Industry only.

Course Obijective
The course is appropriate for a person working in a support role in an
organisation.

Entry Requirements

Students are to be enrolled under the New Apprenticeship Scheme as
a trainee. Applicants must be employed or about to be employed as an
industry based trainee. Suggested entry level competencies are:
ICAITTWO001C  Work effectively in an information technology
environment

Communicate in the workplace

Apply Occupation Health and Safety Procedures
Operate computer hardware

ICAITTWO002C
ICAITU004C
ICAITU005C
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ICAITUO06C  Operate computing packages

ICAITU007C ~ Maintain equipment and consumables
ICAITU013C Integrate commercial computing packages
ICAITS014C Connect hardware peripherals

ICAITS015C Install software applications

ICAITS017C Maintain system integrity

ICAITU021C  Design organisational documents using commercial

computing packages
Recognition of prior learning may be available based on skills and
knowledge acquired through previous study, as in articulation,
informal or formal learning or from work and/or life experience.
Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Course Duration
An industry based traineeship of 470-570 nominal hours.

Course Structure

Core Units
Code Hours
BSX154L.403 Apply skills in time management 10
ICAITPM129A  Apply skills in project management 20
ICAITS023B Provide one to one instruction 10
ICAITS024C Provide basic system administration 20
ICAITS025B Run standard diagnostic tests 20
ICAITS030B Install Software to networked computers 40
ICAITS031B Provide advice to clients 40
ICAITS032B Provide network systems administration 20
ICAITS034B Determine and action network problem 30
ICAITU018C  Develop macros and templates for clients
using standard products 60
ICAITU019C  Migrate to new technology 20
ICAITU028C  Customise packaged software for clients 60
ICAITTWO027B  Relate to clients on a business level 40
390

Two from the following:
Elective Units (60-190 nominal hours)

ICAITS020B Install and optimise system software 20
ICAITS021B Connect internal hardware components 20
ICAITS022B Determine client computing problems & action 40
ICAITS029B Install network hardware to a network 40
ICAITS033B Assist with policy development for client

support procedures 20
ICAITS035C Assist with the analysis of emerging technology 40
ICAITS107B Rectify system faults on a live system 30
ICAITS108B Complete database backup and recovery 30
ICAITS109B Evaluate system status 20
ICAITS113B Identify and resolve common

database performance problems 30
ICAITS120A Administer and configure

a network operating system 50
ICAITS121A Administer network peripherals 20
ICAITS124B Monitor and administer network security 20
ICAITTWO026B  Co-ordinate and maintain work teams 20
ICAITU127B Operate system software 50

Two elective units selected by the student, with the approval of the
Head of Department, having regard to the list of relevant units in the
relevant Information Technology Training Package.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Information Technology
(Database Administration)

(1CA40299)

Career Opportunities
The course is appropriate for a person working in a database support
role in an organisation.

Scope of Delivery
This course is offered to Industry only.

Course Objectives

This course is designed for students wishing to gain skills and a basic
qualification in the use and design of databases. In particular the role
of database administrator will be covered with issues surrounding
security accuracy and currency of data as opposed to data entry.
Students will cover topics such as SQL keys and normalisation of
databases.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired through previous study, as in articulation,
informal or formal learning, or from work and/or life experience.
Students enrolled as apprentices or trainees must be employed under
the Apprenticeship Training Scheme.

Course Duration
The course may be offered on a full-time basis of between 770-920
nominal hours or part-time equivalent.

Course Structure

Core units
ICAITB060B Identify physical database requirement 40
ICAITB061B Monitor physical database implementation 20
ICAITB070B Create code for applications 200
ICAITD128A Create user and technical documentation 20
ICAITPM129AApply skills in project management 20
ICAITS020C Install and optimise system software 20
ICAITS024C  Provide basic system administration 20
ICAITS025B  Run standard diagnostic tests 20
ICAITS030B Install software to networked computers 40
ICAITS031B  Provide advice to clients 40
ICAITS106B  Action and complete change requests 60
ICAITS108B Complete database backup and recovery 30
ICAITS113B  Identify and resolve common database

performance problems 30
ICAITS119B  Monitor and administer systems security 30
ICAITS125B  Monitor and administer a database 30
ICAITU126A Use advanced features of computer applications 40
ICAITU127B Operate system software 50

Elective Units (a minimum of 60 nominal hours)

Two units selected by the student, with the approval of the Head of

Department, having regard to the list of relevant units on page 53 to

54 in the Information Technology Training Package 1CA99, Version3

(published 2002);

Two units selected by the student, with the approval of the Head of

Department, having regard to the list of relevant units in:

« Information Technology Training Package ICA99, Version3
(published 2002);

« Victorian Implementation Guide Information Technology
Training Package, Version 2 (published 2002);

= any other relevant training package endorsed by the Australian
National Training Authority.

Some module descriptors are listed under the Module/Unit Details

section of this Handbook.
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Certificate IV in Information Technology
(Programming)(1CA40699)

Career Opportunities

Provides skills for basic programming requirements. A person
competent in these competencies could work as a junior team member
in an implementation project or in a technical support role.

Scope of Delivery
This course is offered to Industry only.

Course Objectives

A person competent in these competencies could work as a junior team
member in an implementation project or in a technical support role. A
person completing this group of competencies should hold the
suggested entry competencies for the Diploma of Information
Technology (Software Development).

Entry Requirements

Students are to be enrolled under the New Apprenticeship Scheme as a
trainee. Applicants must be employed or about to be employed as an
industry based trainee. Suggested entry level competencies are:
ICAITTWO001B  Work effectively in an Information Technology
environment;

Communicate in the workplace;

Apply Occupational Health and Safety procedures;

ICAITTW002B
ICAITUO004C

ICAITUOO5C ~ Operate computer hardware;

ICAITUO0BC ~ Operate computing packages;

ICAITU007B Maintain equipment & consumables;

ICAITU012C Design organisational documents using commercial
computing packages;

ICAITU013C Integrate commercial computing packages;

ICAITU018C Develop macros and templates for clients using standard
products

ICAITS014C Connect hardware peripherals;

ICAITS015B Install software applications;

ICAITS017C Maintain system integrity;

ICAITS025B Run standard diagnostic tests;

ICAITD128A  Create user & technical documentation;

ICAITS031B Provide advice to clients.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Course Duration

The course is only offered as an Industry based traineeship of 520-660
nominal hours.

Course Structure

Core Units
Code Hours
ICAITPM129A  Apply skills in project integration 20
BSX154L.403 Apply skills in time management 10
BSX154L.404 Apply skills in cost management 30
BSX154L.405 Apply skills in quality management 30
ICAITADO58A  Apply skills in object oriented design 40
ICAITBO75A Use a library or pre-existing component 20
ICAITTWO027B  Relate to clients on a business level 40
ICAITB064B Prepare software development review 10
ICAITB070B*  Create code for applications 200
ICAITB076B Implement configuration management 20
ICAITADO41B  Determine client business expectations & needs 30
ICAITADO51B  Develop client user interface 40
Elective Units (3 elective units 50-150 nominal hours)
ICAITU019C Migrate to new technology 20
ICAITS115B Maintain equipment and

software in working order 40

ICAITS021C Connect internal hardware components 20
ICAITT078B Perform unit test 10
ICAITT079B Perform integration test 10
ICAITT080B Perform specific unit test for 00 class 10
ICAITU127B Support system software 50
ICAITU028C  Customise packaged 60

software applications for clients 60
ICAITU018C Develop macros and templates for clients

using standard products 60
ICAITS030B Install software to networked computers 40
ICAITS020C Install and optimise system software 20
ICAITI091B Conduct post implementation review 20
ICAITB135A  Create a simple mark-up language document

to specification 20
ICAITB137A Produce basic client side script for

dynamic web pages 25
ICAITB136A Use SQL to create database structures and

manipulate data 40
ICAITS116B Undertake capacity planning 50
ICAITS120B Administer and configure a

network operating system 50
ICAITADOS7A  Manage a reuse library 20
ICAITI101B Install and manage network protocols 40
ICAITS124B Monitor and administer network security 20
ICAITS117B Maintain custom software 40
ICAITS109B Evaluate system status 20
ICAITTW026B  Co-ordinate and maintain work teams 20
ICAITS035C Assist with analysis of emerging technology 40
ICAITS023B Provide one to one instruction 10
ICPMM65dA  Create web pages with multimedia 50
ICAITI100B Build an Internet infrastructure
ICAITU126B Use advanced features of computer applications 40

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Information Technology
(Technical Support)(1CA40599)

Career Opportunities
A person competent in these competencies could work in a range of
technical support roles.

Scope of Delivery
This course is offered as to Industry only.

Course Objectives
The course provides skills for support roles within organisations. A
person competent in these competencies could work in a range of
technical support roles.

Entry Requirements

Students are to be enrolled under the New Apprenticeship Scheme as a
trainee. Applicants must be employed or about to be employed as an
industry based trainee. Suggested entry level competencies are:

ICAITTWO001B  Work effectively in an Information Technology
environment;

ICAITTW002B  Communicate in the workplace;

ICAITU004C  Apply Occupational Health and Safety procedures;

ICAITUOO5C ~ Operate computer hardware;

ICAITUO0BC ~ Operate computing packages;

ICAITU007B Maintain equipment & consumables;

ICAITU012C Design organisational documents using commercial
computing packages;

ICAITU013C Integrate commercial computing packages;

ICAITS014C Connect hardware peripherals;

ICAITS015B Install software applications;

ICAITS017C Maintain system integrity,

ICAITS025B Run standard diagnostic tests;

ICAITD128A  Create user & technical documentation.
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Course Duration.

The course is only offered as an Industry based traineeship of 560— 690
nominal hours.

Course Structure
Core (480 nominal hours)

Code Hours
ICAITPM129A  Apply skills in project integration 20
BSX154L403 Apply skills in time management 10
BSX154L.405 Apply skills in quality management 30
ICAITS107B Rectify system faults on a live system 30
ICAITS021C Connect internal hardware components 20
ICAITS031B Provide advice to clients 40
ICAITS115B Maintain equipment & software in

working order 40
ICAITU127B Support system software 50
ICAITS112B Optimise system performance 30
ICAITTWO027B  Relate to clients on a business level 40
ICAITS109B Evaluate system status 20
ICAITU019C  Migrate to new technology 20
ICAITS023B Provide one to one instruction 10
ICAITS022B Determine client computing

problems & action 40
ICAITS030B Install software to networked computers 40
ICAITS032B Provide network systems administration 20
ICAITS124B Monitor and administer network security 20
Electives—four elective competencies of 80-210 nominal hours from:
ICAITS029B Install network hardware to a network 40
ICAITTWO026B  Co-ordinate and maintain work teams 20
ICAITS120B Administer & configure a

network operating system 50
ICAITI101B Install and manage network protocols 40
ICAITS033B Assist with policy development

for client support procedures 20
ICAITS035C Assist with analysis of emerging technology 40
ICAITS034B Determine and action network problem 30
ICAITI100B Build an Internet infrastructure 50
ICPMM65dA  Create web pages with multimedia 50
ICAITS106B Action and complete change requests 60
ICAITS024C Provide basic system administration 20
ICAITS116B Undertake capacity planning 50
ICAITS121A Administer network peripherals 20
ICAITI099B Build an intranet 40
ICAITS020C Install and optimise system software 20
ICAITS108B Complete database back-up and recovery 30
ICAITS113B Identify and resolve common

database performance problems 30

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Recognition of prior learning may be available based on skills and
knowledge already acquired through previous study, as in articulation,
informal or formal learning or from work and/or life experience.

Course Duration

The course may be offered on a full-time basis over at least 365
nominal hours or part-time equivalent.

Course Structure

Core Units (285 nominal hours)

ICAITT184A Ensure site usability

ICAITS191A Maintain website performance

ICAITS200A Monitor traffic and compile specified site traffic reports
ICAITT183A Confirm accessibility of website design

ICAITS201A  Transfer content to a website using commercial applications
ICAITS194A  Ensure basic website security

ICAITU207A  Apply a web authoring tool to convert client data
ICAITS198A Develop guidelines for updating and loading information
to a website

Maintain information standards

Ensure website content meets appropriate technical
protocols & standards

Use development software & IT tools to build a basic
website to specifications

Validate basic website performance

Create a simple mark-up language document to specification
Produce basic client side script for dynamic webpages

ICAITI190A
ICAITI189A

ICAITB169A

ICAITT185A
ICAITB135A
ICAITBL37A
Elective Units
Units, together totalling four (a minimum of at least 80 nominal hours
cumulatively) selected by the student with the approval of the head of
Department, having regard to the relevant units detailed in the
Information Technology Training Package, 1CA99(V3), Australian
National Training Authority, 2002, of which two units, at equivalent
qualification levels, may be selected from any other nationally endorsed
training package.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 1V in Information Technology
(Website Administration) (ICA41001)

Career Opportunities
Website Administration, Web Page Construction

Scope of Delivery
This course is offered to Industry only.

Course Objectives
The course aims to develop the knowledge and skills of students
wishing to make a career in the Information Technology Industry.

Entry Requirements

To qualify for admission there are no specific entry requirements for
this qualification. It is however reasonable to expect that prior to
commencing this training program, learners should have demonstrated
competency in basic information technology skills.

Certificate IV in Information Technology
(Website Design)(ICA41101)

Career Opportunities
Website Administration, Web Page Construction

Scope of Delivery
This course is offered to Industry only.

Course Objectives
The course aims to develop the knowledge and skills of students
wishing to make a career in the Information Technology Industry.

Entry Requirements

To qualify for admission there are no specific entry requirements for
this qualification. It is however reasonable to expect that prior to
commencing this training program, learners should have demonstrated
competency in basic information technology skills.

Recognition of prior learning may be available based on skills and
knowledge already acquired through previous study, as in articulation,
informal or formal learning or from work and/or life experience.

Course Duration
Full-time over at least 575 nominal hours or part-time equivalent.

Course Structure

Core Units (425 nominal hours)

ICAITAD142A Design a website to meet technical requirements
ICAITAD146A Develop web site information architecture

ICAITT184A Ensure site usability

ICAITB135A Create a simple mark-up language document to specification
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ICAITT183A Confirm accessibility of website design

ICAITU205A Select and employ software and hardware multimedia tools

ICAITB169A Use development software & IT tools to build a

basic website to specifications

ICAITI189A  Ensure website content meets appropriate technical

protocols & standards

Validate basic website performance

Develop Cascading Style Sheets (CSS)

ICAITB137A Produce basic client side script for dynamic web pages

ICAITU207A  Apply a web authoring tool to convert client data

CUFMEMO6A Design a multimedia product

CUFMEMO7A Apply principles of visual design and communication to the
development of a multimedia product

CUFMEMO8A Apply the principles of instructional design to a media
product

CUFMEM10A Design and create a multimedia interface

ICAITS201A  Transfer content to a website using commercial applications

Elective Units

Units, together totalling four (a minimum of at least 80 nominal hours

cumulatively) selected by the student with the approval of the head of

Department, having regard to the relevant units detailed in the

Information Technology Training Package, 1CA99(V3), Australian

National Training Authority, 2002, of which two units, at equivalent

qualification levels, may be selected from any other nationally endorsed

training package.

Some module descriptors are listed under the Module/Unit Details

section of this Handbook.

ICAITT185A
ICAITB171A

Diploma of Information Technology
(Computer Science)(21378VIC)

Career Opportunities
This course provides entry into the degree in Computer Science with
advanced standing.

Scope of Delivery
Off shore delivery only.

Course Objectives

The course aims to enskill those wishing to pursue a career in the
information technology industry involving the application of analytical
skills across a range of environments including statistics, data analysis,
quality improvement analysis, market research and forecast, operations
research, production planning, production scheduling, simulation
studies, transportation, financial modelling and investment analysis.

In addition, the course aims to impart skills for work in other areas of
computing such as help desk operator, programmer, software
developer, systems designer, systems analyst, applications developer
and networking administrator.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department IELTS level 5.5 English
(oral and written) competency and numeracy at NRS level 5. These
competencies may be met by Mathematics to Foundation VVCE level,
or equivalent, and demonstration to the satisfaction of the Head of
Department that the applicants concerned are capable of successfully
completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired through previous study, as in articulation,
informal or formal learning, or from work and/or life experience.

Course Duration
At least 930 nominal hours full-time or part-time equivalent.

Course Structure
Core Units (800 nominal hours)

Code Hours
ICAITS014C  Connect hardware peripherals 20
ICAITS020C Install and optimise system software 20
ICAITS021C  Connect internal hardware components 20
ICAITS025B  Run standard diagnostic tests 20
ICAITS117B  Maintain custom software 40
ICAITADO49ADevelop logical abstraction from

requirements (OOA) 60
ICAITB070B Create code for applications 200
ICAITTO079B  Perform integration test 10
ICAITUO06C Operate computing packages 60
ICAITU126B Use advanced features of computer applications 40
ICPMM11bA  Identify components of multimedia 20
ICPMM21cA  Capture a digital image 20
ICPMM41cA  Incorporate text into multimedia presentations 20
ICPMM63bA  Access the internet 20
ICPMM65dA  Create web pages with multimedia 50
VBM978 Solve mathematical problems in industrial situation 120
VBM979 Use statistics for data mining 30
VBM980 Design experiments using time series and

forecasting techniques. 30

Elective Units
Units (totalling at least 130 nominal hours) from one of the following
elective groups:

GroupA

ICAITS030B Install software to networked computers 40
ICAITS120B  Administer and configure a network O/S 50
ICAITI097B Install and configure a network 40
Group B

ICAITS032B  Provide network systems administration 20
ICAITS112B  Optimise system performance 30
ICAITS118B Manage system security 50
ICAITS119B  Monitor and administer system security 50

Diploma of Information Technology
(Software Development)(ICA50299)

Career Opportunities
Analyst, web development, software support.

Scope of Delivery
Full-time, part-time

Course Objectives

The course provides skills in programming and software development. A
person competent in these competencies could work in the areas of
programming/analysis, web development and software support. There
several recommended entry competencies identified in the competency
groupings, which would assist a person to complete this course.

Entry Requirements

Successful completion of the Certificate 1V in Information
Technology(21103VIC) or demonstrated competency in the following
units of competency

ICAITS025B Run standard diagnostic tests
ICAITD128A Create user and technical documentation
ICAITS031B Provide advice to clients
ICAITPM129A Apply skills in project integration
BSX154L403 Apply skills in time management
BSX154L.404 Apply skills in cost management
BSX154L405 Apply skills in quality management
ICAITADO58A Apply skills in object oriented design
ICAITBO75A Use a library or pre-existing components
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ICAITTW027B Relate to clients on a business level
ICAITB064B Prepare software development review
ICAITB070B Create code for applications
ICAITB076A Implement configuration management

Selection Procedures/Selection Criteria
Selection will be based on academic progress in 21103VIC.

Course Duration

The  Diploma  of Information ~ Technology  (Software
Development)(ICA50299) consists of 796 nominal hours of study,
which will be completed in one year full time study or two years part
time evening study (evening classes will be offered subject to numbers).

Course Structure

Semester One

Project Management (56 Hours)

BSX154L501 Guide Application of Project Integrative Processes
BSX154L602 Manage Project Scope

Database Technology (72 Hours)

ICAITB060B Identify Physical Database Requirements

ICAITB136A Use SQL to Create Database Structures and manipulate

data
System Modelling & Design (76 Hours)
ICAITAD043B  Develop and Present a Feasibility Report
ICAITADO56B  Prepare Disaster Recovery/Contingency Plans

ICAITB059B Develop Detailed Technical Design
Advanced VB Programming A (68 Hours)

ICAITB069B.1  Develop Software

00 Java Programming A (70 Hours)

ICAITB069B.2  Develop Software

ICAITT080B Perform Specific Unit Test for 00 Class
Database Server Scripting (54 Hours)

ICAITB069B.3  Develop Software

Semester Two

Advanced VB Programming B (60 Hours)

ICAITS117B Maintain Custom Software

ICAITAD048C  Develop Configuration Management

ICAITB069B.4  Develop Software

00 Java Programming B (60 Hours)

ICAITT079B Perform Integration Test

ICAITB069B5  Develop Software

ICAITT077C Develop Detailed Test Plan

Database Project (126 Hours)

BSX154L604 Manage Cost

BSX154L605 Manage Quality

ICAITADO50A  Develop Detailed Component Specification
from Project Specification

ICAITAD042B  Confirm Client Business Needs

ICAIT082B Manage the Testing Process

ICAITB069B Develop Software

Advanced Internet Technologies (90 Hours)

ICAITB069B.6  Develop Software

ICAITT083B Develop and Conduct Client Acceptance Test

Networking for the Internet (60 Hours)

ICAITI099B Build an intranet
ICAITI090B Conduct pre-installation audit for software installation
ICAITT084B Perform stress and loading test of integrated platform

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Information Technology
(21104VIC)

[Specialising in Multimedia]

Career Opportunities

Multimedia programmer, animation (2D and 3D), digital imaging and
web page development.

Scope of Delivery
One year full time study.

Course Objectives

The course has a specific emphasis on the skills needed to design and
develop multimedia applications; Multimedia ~ Programming,
Authoring, Animation, Digital Imaging and client liaison. This course
will be offered at the St Albans campus to full time students.

Entry Requirements
The successful completion of
Information Technology.

21103VIC—Certificate IV in

Selection Procedures/Selection Criteria
Selection will be based on academic progress in 21103VIC.

Course Duration

The second Diploma year of the course will be offered on a full time
bases over 805 Nominal hours.

Course Structure
Multimedia Production (80 hours)

ICPMM46CA  Incorporate Video into MM Presentation
ICPMM47DA Incorporate 3D Modelling into MM Presentation
MM Design 1 (110 hours)

ICPPP11DA Undertake a Complex Design Brief

ICAITADO043B  Develop and Present a Feasibility Report
ICAITADO46B  Model Preferred System Solutions
MM Design 1 (60 hours)

ICPMM67DA  Plan Interface Design

ICAPMM43CA  Incorporate Digital Photography in MM Presentation
Multimedia Authoring 1 (80 Hours)

ICPMM13CA  Author a Multimedia Sequence

ICPMM15DA  Develop a Multimedia Script

Multimedia Authoring 2 (90 hours)

ICPMM45CA  Incorporate Animation into MM Presentation
ICPMM61DA  Prepare Multimedia for Different Platforms

Client Support (60 hours)

ICAITS031B Provide Advice to Clients

ICAITADOS6B  Prepare Disaster Recovery/Contingency Plans

Client Liaison (60 hours)

ICAITS022B Determine Client Computing Problems and Actions
ICAITS102B Establish and Maintain Client User Liaison

Database Technology (90 hours)

ICAITAD139A  Design a Databasesolutions

ICAITB060B Identify Physical Database Requirements
Database Integration (55 hours)

ICAITB170A Build a Database

ICAITB180A Integrate a Database with a \Web Site

Communication and Quality (80 hours)

BSX154L607 Manage Communications

BSX154L605 Manage Quality

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Diploma of Information Technology
(Website Development) (ICA50601)/
Diploma of Information Technology
(Internetworking) (ICA50701)

(Dual Diploma)

Career Opportunities
E-commerce, website development, website security, web-page
development content management and network administration.

Scope of Delivery
One year full time study.

Course Obijective

The course has a specific emphasis on the skills needed to design and
develop web-based applications and platforms, including securing
websites and payment gateways for eCommerce applications. This
course will be offered at the Sunshine campus to full time students.

Entry Requirements
The successful completion of
Information Technology.

21103VIC—Certificate IV in

Selection Procedures/Selection Criteria
Selection will be based on academic progress in 21103VIC.

Course Duration
The two Diplomas together offered full time over 740 nominal hours.

Course Structure

Database Programming & Integration (55 hours) ICA50601

ICAITB170A  Build a Database

ICAITB180A Integrate a Database with a Website

Data Modelling (100 hours) ICA50601

ICAITAD139  Design a Database

ICAITAD151A  Gather Data to Identify Business Requirements
ICAITAD158A  Translate Business Needs into Technical Requirements
Internet Hardware 1(100 hours) ICA50701

ICAITAD144A  Determine Best Fit Topology for a Local Network

ICAITAD145A  Determine Best Fit_Topology for WAN Network
ICAITB173A Install Intelligent Hub

ICAITB174A Install Network Bridges/Switches

ICAITB176A Install and Configure a Router

ICAITS192A Configure an Internet Gateway

Content Management (70 hours) ICA50601

ICAITAD146ADevelop Web Site Information Architecture
ICAITAD152A  Implement Risk Management Processes
ICAITB212A Implement Quality Assurance Process for Websites
Document Production & Management (40 hours) ICA50701
ICAITD209A  Writing for the World Wide Web
ICAITTW214A  Maintain Ethical Conduct*

Internet Hardware 2 (90 hours) ICA50701

ICAITI097B Install and Configure a Network

ICAITI101B Install and Manage Network Protocols
ICAITAD045B P Produce Network/Communication Design
ICAITS121A Administer Network Peripherals

Internet Programming (70 hours) ICA50601

ICAITB165A  Create Dynamic Pages
ICAITT084B Perform Stress_and Loading Test of Integrated Platform
ICAITU208A  Use Site Server Tools for E-Business

Server Security 1 (80 hours) ICA50701

ICAITS124B Monitor and Administer Network Security
ICAITB159A Build a Security Shield for a Network
ICAITS197A Install and Maintain a Valid Authentication Processes*

Server Security 2 (65 hours) ICA50601

ICAITS196A Implement Secure EncryptionTechnologies**
ICAITS202A Ensure Privacy for Users

ICAITS195A Ensure Dynamic Website Security

Web Project (120 hours) ICA50601

ICAITB168A  Compile and Run an Application

ICAITAD142A  Design a Website to Meet Technical Requirements

ICAITT083B Develop and Conduct Client Acceptance Test
Network Project (90 hours) ICA50601/ICA50701

ICAITB162A  Configure a Payment Gateway
ICAITI188A Install and Maintain a Server
ICAITI099B Build an Intranet

*also required for ICA50601

**also required for ICA50701

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Department of Science and Biotechnology

The Department of Science and Biotechnology—TAFE conducts a
wide range of courses that provide vocational education for a wide
variety of occupations ranging from pre-employment through to para-
professional level.

Details of the TAFE Certificates | to 1V and Diploma courses offered

by the Department are set out below.
Code
21238VIC Certificate 11 in Science (21238VIC)
21239VIC Certificate 1V in Science (21239VIC)
QLD3757 Certificate 111 in Animal Technology (QLD3757)
2411ARC Certificate IV in Animal Technology (2411ARC)
QLD3522 Diploma of Applied Science
(Animal Technology) (QLD3522)
RUV20198  Certificate Il in Animal Studies (RUV20198)
RUV30198  Certificate 111 in Animal Studies (RUV30198)
RUV40198  Certificate IV in Veterinary Nursing (RUV40198)
RTD10102  Certificate I in Conservation and Land Management
(RTD10102)
RTD20102  Certificate Il in Conservation and Land Management
(RTD20102)
RTD30102  Certificate 111 in Conservation and Land Management
(RTD30102)
RTD40102  Certificate IV in Conservation and Land Management
(RTD40102)
RTD50102  Diploma of Conservation and Land Management
(RTD50102)
RTD60102  Advanced Diploma of Conservation and Land Management
(RTD60102)
PML30199  Certificate 111 in Laboratory Skills (PML30199)
PML40199  Certificate IV in Laboratory Techniques (PML40199)
PML50199  Diploma of Laboratory Technology (PML50199)
PML50199  Diploma of Laboratory Technology
(Process Manufacturing Testing) (PML50199)
PML50199  Diploma of Laboratory Technology
(Pathology Testing) (PML50199)
PML50199  Diploma of Laboratory Technology
(Biological and Environmental Testing) (PML50199)
PML50199  Diploma of Laboratory Technology
(Food Testing) (PML50199)
PML60199  Advanced Diploma of Laboratory
Operations (PML60199)
RUH10198  Certificate | in Horticulture (RUH10198)
RUH20298  Certificate Il in Horticulture (Arboriculture) (RUH20298)
RUH20398  Certificate Il in Horticulture (Floriculture) (RUH20398)
RUH20498  Certificate I1 in Horticulture (Landscape) (RUH20498)
RUH20598  Certificate 11 in Horticulture (Nursery) (RUH20598)
RUH20698  Certificate 11 in Horticulture
(Parks & Gardens) (RUH20698)
RUH20898  Certificate 11 in Horticulture
(Production) (RUH20898)
RUH20798  Certificate 11 in Horticulture
(Turf Management) (RUH20798)
RUH30198  Certificate 111 in Horticulture (RUH30198)
QLD1893 Certificate 111 in Occupational Health & Safety (QLD1893)
QLD1892 Certificate 1V in Occupational Health & Safety (QLD1892)
QLD1891 Diploma of Occupational Health & Safety (QLD1891)
MTM40100  Certificate IV in Meat Processing (Leadership)(MTM40100)
MTM40300  Certificate IV in Meat Processing
(Quality Assurance)(MTM40300)
MTM50100  Diploma of Meat Processing(MTM50100)

MTM60100  Advanced Diploma of Meat Processing(MTM60100)
LGA20200  Certificate 11 in Local Government
(Environmental Health and Regulation)(LGA20200)
LGA30200  Certificate 111 in Local Government
(Environmental Health and Regulation)(LGA30200)
LGA50300  Diploma of Local Government
(Environmental Health and Regulation)(LGA50300)
LGA60300  Advanced Diploma of Local Government (Environmental
Health and Regulation)(LGA60300)
FDF10398  Certificate | in Food Processing
(Plant Baking)(FDF10398)
FDF20398  Certificate Il in Food Processing
(Plant Baking)(FDF20398)
FDF30398  Certificate 111 in Food Processing
(Plant Baking)(FDF30398)
PMA10198  Certificate | in Process Plant Skills(PMA10198)
PMA20198  Certificate Il in Process Plant Operations(PMA20198)
PMA30198  Certificate 111 in Process Plant Operations(PMA30198)
FDF10198  Certificate | in Food Processing(FDF10198)
FDF30198  Certificate 111 in Food Processing(FDF30198)
11893VIC Certificate 1V in Food Technology(11893VIC)
2506AKC Diploma of Food Technology(2506AKC)
FDF10298  Certificate | in Pharmaceutical Manufacturing(FDF10298)
FDF20298  Certificate Il in Pharmaceutical Manufacturing(FDF20298)
FDF30298  Certificate 111 in Pharmaceutical Manufacturing(FDF30298)
HLT31402  Certificate 111 in Health Service Assistance
(Hospital/Community Health Pharmacy
Assistance)(HLT31402)
21010VIC Courses in Lubrication(21010VIC)
BSZ40198 Certificate 1V in Assessment and Workplace

Training(BSZ40198)
In addition to these courses, the Department of Science and
Biotechnology—TAFE offers a range of short courses and training
programs to meet the specific training needs of industry for example—
Pharmaceutical Manufacturing, Food Processing, Meat Processing,
Stockfeed Milling and many more.
Gail Sanders
Acting Head Department of Science and Food Technology-TAFE

Certificate 111 in Science (21238VIC)

Career Opportunities

This course aims to develop knowledge and skills of students wishing
to enter a TAFE course or undertake VCE.

Scope of Delivery
This course is offered on full time basis.

Course Objectives

This course provides general science training for people wishing to
undertake further study in the science or health related fields at
Certificate 1V or diploma level.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Selection Procedures/Selection Criteria

Lodgement of a timely application form, direct to the University.

Course Duration

The course may be offered on a full-time basis over 400 nominal
hours or part-time equivalent.
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Course Structure
Core Units (totalling 220 nominal hours)

Unit Code Hours
VBMO049 Introduction to Science 20
VBMO050 Occupational Health and Safety 20
VBMO60 Introductory Mathematics 60
VBD740 Mathematics 1 50
VBD745 Study Skills 20
VBD746 Reading and Writing for Science 50

Stream Modules (totalling a minimum of 160 nominal hours)

Students must complete a minimum of 80 hours of modules from

two of the following streams:

(i)  Chemistry

(i)  Physics

(iii)  Biology

Modules are to be selected by the student with the approval of the

Head of Department having regard to the list of relevant modules on

page XVII in the Certificate 111 in Science (21238VIC) and Certificate

1V in Science (21239VIC) accreditation document (published 2002).

Elective Units

Students must complete a minimum of 20 nominal hours of elective

modules from:

= the list of relevant modules listed in the Certificate I11 in Science
(21238VIC) and Certificate 1V in Science (21239VIC)
accreditation document (published 2002).

= any other Training Package or accredited curriculum endorsed by
the Australian National Training Authority.

Modules are to be selected by the student with the approval of the

Head of Department.

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.

VBMO064 Introduction to Scientific Computing 25

VBB223 Introduction to Internet 20

Stream Modules (totalling @ minimum of 320 nominal hours)

Students must complete a minimum of 160 nominal hours of

modules from two of the following streams:

(i)  Chemistry

(i)  Physics

(i)  Biology

Modules are to be selected by the student with the approval of the

Head of Department having regard to the list of relevant modules on

page XVII in the Certificate 111 in Science (21238VIC) and Certificate

1V in Science (21239VIC) accreditation document (published 2002).

Elective Units

Students must complete a minimum of 45 nominal hours of elective

modules from:

= the list of relevant modules listed in the Certificate 111 in Science
(21238VIC) and Certificate IV in Science (21239VIC)
accreditation document (published 2002).

= any other Training Package or accredited curriculum endorsed by
the Australian National Training Authority.

Modules are to be selected by the student with the approval of the

Head of Department.

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.

Certificate IV in Science (21239VIC)

Career Opportunities

This course aims to develop knowledge and skills of students wishing
to undertake further study in a scientific field.

Scope of Delivery
This course is offered on a full time basis.

Course Obijective

This course provides general science training for people wishing to
undertake further study in the science or health related fields at
diploma or degree level.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Selection Procedures/Selection Criteria
Lodgement of a timely application form, direct to the University.

Course Duration

The course may be offered on a full-time basis over 700 nominal
hours or part-time equivalent.

Course Structure
Core Units (totalling 335 nominal hours)

Unit Code Hours
VBMO049 Introduction to Science 20
VBMO050 Occupational Health and Safety 20
VBMO60 Introductory Mathematics 60
VBD740 Mathematics 1 50
VBD741 Mathematics 2 50
VBD745 Study Skills 20
VBD746 Reading and Writing for Science 50
NCS015 Presenting Reports 20

Certificate 111 in Animal Technology
(QLD3757)

Career Opportunities
Animal Carer.

Scope of Delivery
Part-time, on campus.

Course Obijective

This course aims to provide an accredited program of training for
people wishing to pursue a career in a range of animal care facilities
and environments associated with husbandry. The level of training
provided by this course is to the degree of competence required by a
person entering the occupational level of animal carer.

Entry Requirements
To qualify for admission to this course students must have completed
ayear 9/10 program or equivalent.

Selection Procedures/Selection Criteria
Direct application and interview.

Course Duration

The course is offered on a part-time basis (three days per week) over
12 months.

Course Structure

Students are required to complete all 10 core subjects and 80 hours of
electives.

Students intending to continue onto Certificate 1V in Animal
Technology(2411ARC) will also need to complete Introductory
Mathematics and Bridging Science.

Code Hours
AAAG600 Science Industry Orientation 20
AAA601 Work Placement 50
AAAB30 Computer Fundamentals 25
AAAB50 Laboratory Animal Husbandry 40
AAAB51 Farm Animal Husbandry 40
AAAB52 Companion Animal Husbandry 40
AAAB53 Animal Facility Operation and Hygiene 40
AAA6B54 Animal Ethics and Welfare 25
AAAG668 Animal Anatomy and Physiology 25
NCS002 Writing Skills for Work 20
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Electives

AAAB40 Introductory Mathematics 50
AAAB55 Practical Animal Breeding 40
NCS003 Job Seeking Skills 20
SB04 Customer Relations 20
SB05 Time Management 10
VADO065 Husbandry of Birds 20
VAF553 Bridging Science 50
VBA228 Husbandry of Native Animals 20
VBA229 Reptile and Amphibian Care 20
VBA230 Fish Health 20
VBA232 Dog and Cat Breeding 25
VBA233 Pet Shop Management 30

Total course duration 405 hours
Supervised work experience 160 hours
Some module descriptors are listed under the Module/Unit Details

section of this Handbook.

AAAT51 Chemical Principles 50
AAAT52 Chemical Laboratory Techniques 50
NCS006 Writing Workplace Documents 20
NCS015 Presenting Reports 20

Total course duration 750 hours
Supervised work experience 160 Hours
Some module descriptors are listed under the Module/Unit Details

section of this Handbook.

Certificate IV in Animal Technology (2411ARC)

Career Opportunities
Animal technical assistant, animal attendant.

Scope of Delivery
Full-time or part-time, on campus.

Course Objective

This course aims to provide an accredited program of training for
people wishing to pursue a career involving the care and use of
animals in a range of environments including biomedical research,
welfare, primary production and education. The level of training
provided by this course is to the degree of competence required by a
person entering the occupational level of Technical Assistant.

Entry Requirements
To qualify for admission to the course, applicants generally must have:

= successfully completed an approved course of study at Year 12
level or

« equivalent with studies in English and Biology, or be of mature
age and be assessed as being capable of successfully completing
the course.

Selection Procedures/Selection Criteria

Non exit VCE: Direct application and interview. Exit VCE: Through
VTAC.

Course Duration

The course is offered on a full-time basis over 12 months or part-time
equivalent.

Course Structure

Students are required to complete all 21 core modules as well as any
necessary introductory modules.

Code Hours
AAAB00 Science Industry Orientation 20
AAAG01 Work Placement 50
AAAB03 Occupational Health and Safety 40
AAAB20 Principles of Instrumentation 50
AAAB30 Computer Fundamentals 25
AAAB41 Laboratory Mathematics 50
AAAB50 Laboratory Animal Husbandry 40
AAAB51 Farm Animal Husbandry 40
AAAB52 Companion Animal Husbandry 40
AAAB53 Animal Facility Operation & Hygiene 40
AAA654 Animal Ethics and Welfare 25
AAAB55 Practical Animal Breeding 40
AAAB56 Animal Laboratory Techniques 40
AAAB57 Animal Health 40
AAAT02 Biological Techniques B 50
AAAT09 Anatomy and Physiology | 45
AAAT10 Anatomy and Physiology 11 45

Diploma of Applied Science
(Animal Technology)(QLD3522)

Career Opportunities
Senior Technical Officer, animal house manager.

Scope of Delivery
Part-time, on campus.

Course Obijective

This course aims to provide an accredited program of training for
people wishing to pursue a career in the care and use of animals in a
range of environments including biomedical research, welfare, primary
production and education. The level of training provided by this
course is to the degree of competence required by a person entering
the occupational level of Technical Officer.

On completion of the Diploma graduates may apply for positions as
Senior Technical Officers and/or Animal House Managers.

Entry Requirements

Entry prerequisites for this course are, completion of Certificate 1V in
Animal Technology and evidence that the applicant has access to
adequate industry experience to complete the course. This may be paid
or voluntary work.

Selection Procedures/Selection Criteria
Successful completion of Certificate 1V in Animal Technology.

Course Duration
The course is usually offered over two years part-time post Certificate
1V in Animal Technology.

Course Structure
Core Modules

Code Hours
AAAG01 Work Placement 50
AAAG04 Practical Project 50
AAAB31L Scientific Spreadsheet Applications 25
AAAG32 Scientific Database Applications 25
AAAB42 Statistics and Methods of Sampling 40
AAAB58 Animal Behaviour 40
AAAB59 Animal Surgical Techniques 60
AAAG60 Animal House Management 60
AAAG61 Animal Nutrition 40
AAAG67 Animal Practical Skills Book 10
AAAT12 General Microbiology 40
NCS005 Dealing with Conflict 20
NCS009 Negotiation Skills 20
Elective Modules

AAAG43 Statistics and Methods of Quality Assurance 40
AAAG62 Husbandry of Less Common Species 40
AAAG63 Avrtificial Breeding Techniques 40
AAAG64 Animal House Design 30
AAAG665 Animal Disease 40
AAA666 Barrier Maintained Animals 40
AAAT05 Biochemistry 1 40
AAAT11 Genetics 40
AAAT20 Vertebrate Zoology 50
AAAT21 Invertebrate Zoology 50
AAAT24 Ecological Principles 50
AAAT25 Ecological Techniques 50
AAAB54 First Aid 25

A maximum 100 hours of other suitable electives at an appropriate level.
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Total Core 500 Hours
Total Electives (minimum) 210 Hours
Total Course Duration 710 Hours

Supervised Work Experience 160 Hours
Note: Electives offered will be selected by the Department and
dependant upon the availability of suitable teaching resources.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Animal Studies(RUV20198)

Career Opportunities
Veterinary receptionist, animal attendant

Scope of Delivery
Part-time, on campus.

Course Objectives

The aim of this course is to provide vocational training for people
caring for a range of animals on a daily basis in a veterinary clinic
whilst under direction and supervision.

Entry Requirements

To qualify for admission to the course applicants must have
successfully completed an approved year 10 or equivalent, preferably
including English and Science or be of mature age with a basic
understanding of the animal care industry and assessed by the Head
of Department as being capable of completing the course. Applicants
must have regular access to a veterinary clinic, either paid or voluntary.

Selection Procedures/Selection Criteria

Direct Application. Applicants must have regular access to a veterinary
clinic, either paid or voluntary.

Course Duration

This course may be offered on a part-time basis over 152 nominal
hours.

Course Structure

Students are required to complete all eight competencies.

RUVVEN201A Carry out reception duties 20
RUVVEN202A  Carry out daily clinic routines 20
RUVVEN203A  Carry out surgery preparations 20
RUVVEN204A  Follow clinic occupational health and

safety procedures 20
RUVVEN205A  Use hazardous substances safely 20
RUVVEN206A Communicate in the workplace 20
RUVVEN207A  Act to minimize emergencies and

respond to a variety of situations 20
RUVVEN208A  Plan daily work routines 12

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Entry Requirements

To qualify for admission to the course applicants must have
successfully ~ completed  the  Certificate 1l in  Animal
Studies(RUV20198) or equivalent. Applicants must be working in a
veterinary clinic.

Selection Procedures/Selection Criteria

Applicants must be working in a veterinary clinic.

Course Duration

This course may be offered on a part-time basis over 220 nominal
hours.

Course Structure

Students are required to complete all seven modules.

RUVVEN301A Carry out patient admission and discharge 40
RUVVEN302A  Apply radiographic routines 30
RUVVEN303A  Apply clinic pathology support procedures 15
RUVVENS304A  Provide clinic and administration support 10
RUVVENB305A  Carry out surgical nursing routines 40
RUVVEN306A  Provide animal care 65
RUVVEN307A  Apply specific clinic routines 20

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Animal Studies(RUV30198)

Career Opportunities
\eterinary receptionist, animal attendant

Scope of Delivery
Part-time, on campus.

Course Objectives

The aim of this course is to provide vocational training for people
caring for a range of animals on a daily basis in a veterinary clinic
whilst under direction and supervision.

Certificate IV in Veterinary
Nursing(RUV40198)

Career Opportunities
Veterinary nurse

Scope of Delivery
Part-time, on campus.

Course Obijective

The aim of this course is to provide vocational training for people
providing nursing care for a range of animals on a daily basis in a
veterinary clinic.

Entry Requirements

To qualify for admission to the course applicants must have
successfully completed Certificate 111 in Animal Studies(RUV30198)
or equivalent. Applicants must be working in a veterinary clinic.
Selection Procedures/Selection Criteria

Applicants must be working in a veterinary clinic.

Course Duration

This course is offered on a part-time basis over 16 weeks (170 nominal
hours).

Course Structure

Students are required to complete all five modules.

Code Hours
RUVVEN401A  Apply haematology and blood chemistry

tests, radiography and other test procedures 30
RUVVENA402A  Coordinate theatre routines 20
RUVVENA403A  Carry out nursing procedures for

non-routine surgery 30
RUVVENA404A  Implement clinic office routines 20
RUVVENA405A  Provide specific animal care advice 70

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate | in Conservation and Land
Management (RTD10102)

Career Opportunities
Assistant park ranger, reforestation crew member.

Scope of Delivery
Part-time, on campus.

Course Objectives

The course aims to provide training to the level of crew member in
the area of natural resources.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct application and interview.

Course Duration
The course may be offered on a full-time basis or part-time equivalent.

Course Structure
(a) Compulsory units
Unit Code
RTC1801A  Prepare for work
(b) Five units comprising:
(i) Four units selected from Group B; and
(i) One unit selected from:
= Group Bor
= any other relevant units of competency at AQF level 1 or 2
within the Conservation and Land Management Training
Package, RTDO02 V1, Australian National Training Authority,
2002; or
= the relevant units of competency at AQF level 1 or 2 within
any other nationally endorsed Training Package.
All units are selected by the student with the approval of the Head of
Department. All Group A and Group B units are listed in the
Conservation and Land Management Training Package, RTD02 V1,
Australian National Training Authority, 2002.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Selection Procedures/Selection Criteria
Direct application and interview.

Course Duration
The course may be offered on a full-time basis or part-time equivalent.

Course Structure
(b) Compulsory units

Unit Code

RTC2701A  Follow OHS procedures

RTC2702A  Observe environmental work practices
RTC2704A  Provide basic first aid

RTC2705A  Work effectively in the industry
RTC2801A  Participate in workplace communications

(b) Ten units comprising:
(i) Eight units selected from Group B; and
(i) Two units selected from:
< Group B; or
= any other relevant units of competency at AQF level 1, 2 or 3
within the Conservation and Land Management Training
Package, RTDO02 V1, Australian National Training Authority,
2002; or
= the relevant units of competency at AQF level 1, 2 or 3 within
any other nationally endorsed Training Package.
All units are selected by the student with the approval of the Head of
Department. All Group A and Group B units are listed in the
Conservation and Land Management Training Package, RTD02 V1,
Australian National Training Authority, 2002.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate Il in Conservation and Land
Management (RTD20102)

Career Opportunities
Bush regeneration crew member, a seed collector or a ranger.

Scope of Delivery
Part-time, on campus.

Course Objectives
The course aims to provide training to the level of crew member.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Certificate 111 in Conservation and Land
Management (RTD30102)

Career Opportunities
Pest animal control officer, park ranger.

Scope of Delivery
Part-time, on campus.

Course Objectives

The course aims to provide training to the level of crew member or
team leader.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct application and interview.

Course Duration
The course may be offered on a full-time basis or part-time equivalent.

Course Structure
(a) Compulsory units

Unit Code

RTC2701A  Follow OHS procedures

RTC2702A  Observe environmental work practices
RTC2705A  Work effectively in the industry
RTC2801A  Participate in workplace communications
RTC3701A  Respond to emergencies
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(b) Ten units comprising:
(i) Eight units selected from Group B; and
(i) Two units selected from:
<  Group B;or
= any other relevant units of competency at AQF level 2, 3 or 4
within the Conservation and Land Management Training
Package, RTDO02 V1, Australian National Training Authority,
2002, or
= the relevant units of competency at AQF level 2, 3, or 4
within any other nationally endorsed Training Package.
All units are selected by the student with the approval of the Head of
Department. All Group A and Group B units are listed in the
Conservation and Land Management Training Package, RTD02 V1,
Australian National Training Authority, 2002.
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 1V in Conservation and Land
Management (RTD40102)

Career Opportunities
Pest management officer, park ranger or cultural officer.

Scope of Delivery
Full-time or part-time, on campus.

Course Objectives
The course aims to provide training to the level of leading hand or
supervisor.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired through previous study, as in articulation,
informal or formal learning or from work and/or life experience.

Selection Procedures/Selection Criteria
Direct entry and interview or VTAC application.

Course Duration
The course may be offered on a full-time basis or part-time equivalent.

Course Structure
The structure of the course comprises twelve units:
= Four units selected from the Group A; and
« Six units selected from Group A or Group B; and
= Two units selected from:
(i) Group A; or
(i) Group B; or
(iii) any other relevant units of competency at AQF level 3, 4, or 5
within the Conservation and Land Management Training
Package, RTDO02 V1, Australian National Training Authority,
2002; or
(iv) the relevant units of competency at AQF level 3, 4, or 5 within
any other nationally endorsed Training Package.
All units are selected by the student with the approval of the Head of
Department. All Group A and Group B units are listed in the
Conservation and Land Management Training Package, RTD02 V1,
Australian National Training Authority, 2002.]
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Conservation and Land
Management (RTD50102)

Career Opportunities
Forest officer, public land pest manager, bushcare coordinator.

Scope of Delivery
Full-time or part-time, on campus.

Course Objectives
The course aims to provide training to the level of park manager.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct entry and interview or VTAC application.

Course Duration
The course may be offered on a full-time or part-time equivalent.

Course Structure
The structure of the course comprises ten units:
(@)  Four units selected from the Group A; and
(b)  Four units selected from Group A or Group B; and
()  Two units selected from:

(i)  Group A; or

(i)  Group B; or

(ii)  any other relevant units of competency at AQF level 4, 5,
or 6 within the Conservation and Land Management
Training Package, RTDO02 V1, Australian National
Training Authority, 2002; or
the relevant units of competency at AQF level 4, 5, or 6
within any other nationally endorsed Training Package.
All units are selected by the student with the approval of the Head of
Department. All Group A and Group B units are listed in the
Conservation and Land Management Training Package, RTD02 V1,
Australian National Training Authority, 2002.

)

Advanced Diploma of Conservation and Land
Management (RTD60102)

Career Opportunities
Ranger in charge of a national park, park manager.

Scope of Delivery
Full-time or part-time, on campus.

Course Objectives
The course aims to provide training to the level of ranger in charge.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.
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Selection Procedures/Selection Criteria

Successful completion of Diploma of Conservation and Land
Management.

Course Duration
The course may be offered on a full-time basis or part-time equivalent.

Course Structure
The structure of the course comprises eight units:
(@  Two units selected from the Group A; and
(b)  Four units selected from Group A or Group B; and
()  Two units selected from:

() GroupA;or

(i) Group B;or

(i) any other relevant units of competency at AQF level 5 and
6 within the Conservation and Land Management Training
Package, RTD02 V1, Australian National Training
Authority, 2002; or
the relevant units of competency at AQF level 5 and 6
within any other nationally endorsed Training Package.
All units are selected by the student with the approval of the Head of
Department. All Group A and Group B units are listed in the
Conservation and Land Management Training Package, RTD02 V1,
Australian National Training Authority, 2002.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

)

PMLQUAL300A  Contribute to the achievement of

quality objectives 30
PMLTEAMS300A  Work efficiently as part of a team 20
PMLTEST302A Calibrate testing equipment and assist

with its maintenance 50

Elective Modules

Four electives selected by the student, with the approval of the Head
of Department.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Laboratory Skills(PML30199)

Career Opportunities
Laboratory assistant

Scope of Delivery
Part-time, on campus.

Course Objectives

The course aims to provide participants with the skills and knowledge
required to function effectively in the role of a laboratory assistant in a
science laboratory setting.

Entry Requirements

To qualify for admission to this course students must have completed
a year 9/10 program or equivalent.

Selection Procedures/Selection Criteria

Direct application and interview.

Course Duration
The course is offered on a part-time basis over 12 months (435-540
nominal hours).

Course Structure
Core Modules

Code Hours
PMLCOMB300A Communicate with other people 40
PMLDATA300A  Process and record data 70
PMLMAIN300A  Maintain the laboratory fit for purpose 30
PMLOHS300A Work safely in accordance with

defined policies & procedures 40
PMLORG300A Follow established work plan 20

Certificate IV in Laboratory
Techniques(PML40199)

Career Opportunities
Technical assistant

Scope of Delivery
Full-time or part-time, on campus.

Course Objectives

The course aims to provide participants with the skills and knowledge
required to function effectively in the role of a technical assistant in a
science laboratory setting.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
are capable of successfully completing the course having regard to the
relevant competence levels in Australian Qualifications Framework
Level 3 or equivalent.

Selection Procedures/Selection Criteria
Application and interview or VTAC application.

Course Duration
This course is offered on a full-time basis over 12 months (920-1080
nominal hours) or part-time equivalent.

Course Structure
Core Modules

Code Hours
PMLCOMB300A Communicate with other people 40
PMLDATAB00A Process and record data 70
PMLMAIN300A Maintain the laboratory fit for purpose 30
PMLOHS300A  Work safely in accordance with defined

policies & procedures 40
PMLORG300A Follow established work plan 20
PMLQUAL401A Apply quality system and continuous

improvement processes 80
PMLTEAM300A Work efficiently as part of a team 20
PMLTEST302A Calibrate testing equipment and assist with

its maintenance 50
PMLTEST400A Perform instrumental tests/procedures 120
PMLTEST401A Perform non-instrumental tests/procedures 120
PMLTEST402A  Prepare, standardise and use solutions 100

Elective Modules

Five electives selected by the student, with the approval of the Head
of Department.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Diploma of Laboratory Technology(PML50199)

Diploma of Laboratory Technology
(Process Manufacturing Testing)(PML50199)

Diploma of Laboratory Technology (Pathology
Testing)(PML50199)

Diploma of Laboratory Technology (Biological
and Environmental Testing)(PML50199)

Diploma of Laboratory Technology
(Food Testing)(PML50199)

Career Opportunities
Laboratory Technician

Scope of Delivery
Full-time, on campus.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
are capable of successfully completing the course having regard to the
relevant competence levels in Australian Qualifications Framework
Level 4 or equivalent.

Selection Procedures/Selection Criteria
Direct entry by application and interview or VTAC application.

Course Duration

This course is offered on a full-time basis over 2 years (1090-1645
nominal hours) or part-time equivalent.

Core Modules

Code Hours
PMLCOMB300A Communicate with other people 40
PMLDATAB300A  Process and record data 70
PMLMAIN300A  Maintain the laboratory fit for purpose 30
PMLOHS300A Work safely in accordance with

defined policies & procedures 40
PMLORG300A Follow established work plan 20
PMLQUAL401A  Apply quality system and

continuous improvement processes 80
PMLTEAMS300A  Work efficiently as part of a team 20
PMLTEST400A Perform instrumental tests/procedures 120
PMLTEST402A Prepare, standardise and use solutions 100
PMLTEST500A Calibrate and maintain instruments 100
PMLCOMB00A Provide information to customers 30
PMLDATAS00A  Analyse data and report results 80
PMLDATA501A  Use laboratory application software 60

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Laboratory Technology
(Process Manufacturing Testing)(PML50199)

Career Opportunities
Manufacturing Laboratory Technician

Course Objectives

The course aims to provide participants with the skills and knowledge
required to work as laboratory technicians conducting complex tests in
a process manufacturing testing science laboratory setting.

Course Structure
Students must complete all core modules listed above, plus the
following additional core modules for this diploma:

Code Hours
PMLTEST300A Perform basic tests 60
PMLTEST401A Perform non-instrumental tests/procedures 120
PMLSAMP400A  Obtain representative samples in accordance
with a sampling plan 40
PMLTESTS506A Apply spectrometric techniques 200
PMLTESTS07A Apply chromatographic and electropheretic

techniques 200
Elective Modules

Two electives selected by the student with the approval of the Head of
Department.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Laboratory Technology(PML50199)

Course Objectives

The course aims to provide participants with the skills and knowledge
required to work as laboratory technicians conducting complex tests in
a science laboratory setting.

Course Structure

Core Modules

Students must complete all core modules as listed above.

Elective Modules

Seven electives selected by the student, with the approval of the Head
of Department.

Diploma of Laboratory Technology (Pathology
Testing)(PML50199)

Career Opportunities
Medical Laboratory Technician

Course Objectives

The course aims to provide participants with the skills and knowledge
required to work as laboratory technicians conducting complex tests in
a pathology testing science laboratory setting.

Course Structure

Students must complete all core modules listed above, plus the
following additional core modules for this diploma:

Code Hours
PMLTEST301A Perform biological laboratory procedures 80
PMLTEST305A Perform aseptic techniques 40
PMLTEST501A Perform microbiological tests 140
PMLTESTS502A Perform haematological tests 135
PMLTESTS503A Perform histological tests 150
PMLTESTS504A Perform chemical pathology tests 130

Elective Modules

One elective selected by the student with the approval of the Head of
Department.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook..

Diploma of Laboratory Technology (Biological
and Environmental Testing)(PML50199)

Career Opportunities
Biological Laboratory Technician

Course Objectives

The course aims to provide participants with the skills and knowledge
required to work as laboratory technicians conducting complex tests in
a biological and environmental science laboratory setting.

Course Structure

Students must complete all core modules listed above, plus the
following additional core modules for this diploma:
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Code Hours
PMLTEST301A Perform biological laboratory procedures 80
PMLTEST305A Perform aseptic techniques 40
PMLTEST501A Perform microbiological tests 140
PMLTESTS506A Apply spectrometric techniques 200
PMLTEST507A Apply chromatographic and

electrophoretic techniques 200

Elective Modules

Two electives selected by the student with the approval of the Head of
Department.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Laboratory Technology
(Food Testing)(PML50199)

Career Opportunities
Quality Assurance Laboratory Technician

Course Objectives

The course aims to provide participants with the skills and knowledge
required to work as laboratory technicians conducting complex tests in
a food testing science laboratory setting.

Course Structure
Students must complete all core modules listed above, plus the
following additional core modules for this diploma:

Code Hours
PMLTEST300A Perform basic tests 60
PMLTEST401A Perform non-instrumental tests/procedures 120
PMLQUAL400A  Contribute to ongoing development of
HACCP plans 60
PMLTEST305A Perform aseptic techniques 40
PMLTEST501A Perform microbiological tests 140

Elective Modules

Two electives selected by the student with the approval of the Head of
Department.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Selection Procedures/Selection Criteria

Successful completion of any Diploma of Laboratory Technology
course.

Course Duration

Full-time over 1 year (460-520 nominal hours) or part-time equivalent.

Course Structure
Core Modules

Code Hours
PMLCOMBS00A Provide information to customers 30
PMLCOM600A Develop & maintain laboratory
documentation 30
PMLOHS300A Work safely in accordance with
defined policies & procedures 40
PMLOHSG600A Implement and monitor risk management
processes associated with OHS and
environmental policies and procedures 60
PMLORG600A Supervise laboratory operation in work/
functional area 60
PMLORG601A Maintain registration and statutory or legal
compliance in work/functional area 50
PMLQUALG00A  Maintain quality system & continuous
improvement processes within work/functional
area 50
PMLTEAM600A  Manage and develop teams 40

Elective Modules

Four electives are selected by the student with the approval of the
Head of Department.

Note: Electives offered will be selected by the Department and
dependent upon the availability of suitable teaching resources.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Laboratory
Operations(PML60199)

Career Opportunities
Senior technical officer, laboratory technician, laboratory supervisor

Scope of Delivery
Full-time, on campus.

Course Objectives

The course aims to provide participants with the skills and knowledge
required to work as senior technical officers, laboratory technicians or
laboratory supervisors responsible for planning, allocation of tasks,
coordination, quality assurance, and the recording and reporting of
laboratory outputs in a science laboratory setting.

Entry Requirements

To qualify for admission to the course, applicants must have

successfully completed one of the following:

« Diploma of Laboratory Technology(PML50199);

« Diploma of Laboratory Technology (Process Manufacturing
Testing)(PML50199);

« Diploma of Laboratory Technology (Pathology
Testing)(PML50199);
e Diploma of Laboratory Technology (Biological and

Environmental Testing)(PML50199);
« Diploma of Laboratory Technology (Food Testing)(PML50199),
= or equivalent.

Certificate I in Horticulture (RUH10198)

Career Opportunities
This course aims to provide vocational training for people working
under supervision in the horticulture industry.

Scope of Delivery
Part-time, on campus.

Course Obijective

The Certificate | in Horticulture(RUH10198) aims to:

= increase workplace productivity through raising the skill level of
workers; and

= increase career opportunities for those working or seeking to
work in the horticulture industry.

Entry Requirements

There are no formal entry requirements for the course.

Recognition of prior learning may be available based on skills and
knowledge acquired through previous study, as in articulation,
informal or formal learning or from work and/or life experience.
Selection Procedures/Selection Criteria

Direct application; no formal selection criteria.

Course Duration
The course is offered part-time over 110-114 nominal hours.

Course Structure

Core Units

Code Hours
RUHCORE1A Meet Industry requirements 10
RUHCORE2A Meet Workplace health & safety requirements 10
RUHCORE3A Use hazardous substances safely 10
RUHCOREA4A Cooperate in the workplace 10
RUHCORESA Act in an emergency 10
RUHCOREGA Plan daily work routine 10
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Plus 5 points (50-54 nominal hours) in total at AQF levels 1 or 2 from
Horticulture units of competency selected by the student, with the
approval of the Head of Department.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Horticulture
(Arboriculture)(RUH20298)

Certificate 11 in Horticulture
(Floriculture)(RUH20398)

Certificate 11 in Horticulture
(Landscape)(RUH20498)

Certificate 11 in Horticulture
(Nursery)(RUH20598)

Certificate 11 in Horticulture
(Parks & Gardens)(RUH20698)

Certificate 11 in Horticulture
(Production)(RUH20898)

Certificate 11 in Horticulture
(Turf Management)(RUH20798)

Career Opportunities

This course aims to provide vocational training for people working
under supervison in the horticulutre industry.

Scope of Delivery

Part-time, on campus.

Course Objectives
The Certificate 11 in Horticulture(RUH20298-RUH20798) aims to:

= increase workplace productivity through raising the skill level of
workers; and

= increase career opportunities for those working or seeking to
work in the horticulture industry.

Entry Requirements

Access to the course is not limited on the basis of age, gender, social
or educational background. However, participants should have an
interest in the horticulture industry.

Selection Procedures/Selection Criteria

Direct application; Completion of Certificate | in Horticulture.

Course Duration
The course is offered on a part-time basis over 390 nominal hours.

Course Structure

Core Units

Code Hours
RUHCORE1A Meet Industry Requirements 10
RUHCORE2A Meet Workplace Health & Safety Requirements 10
RUHCORES3A Use Hazardous Substances Safely 10
RUHCORE4A Cooperate in the workplace 10
RUHCORESA Act in an Emergency 10
RUHCORESGA Plan Daily Work Routines 10

Plus 24 points of units of competency listed below selected by the
student with the approval of the Head of Department, from the
following sector streams:

= Nursery;

= Production;

= Arboriculture;

= Floriculture;

= Landscape;

« Park & Gardens;

« Turf Management;

Plus an additional 6 points from other Horticulture or Agriculture
units of competency (at any level) chosen by the student with the
approval of the Head of Department.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Horticulture (RUH30198)

Career Opportunities
This course aims to provide vocational training for people working
with minimal supervison in the horticulutre industry.

Scope of Delivery
Part-time, on campus.

Course Obijective

The Certificate I11 in Horticulture(RUH30198) aims to:

= increase workplace productivity through raising the skill level of
workers; and

= increase career opportunities for those working or seeking to
work in the horticulture industry.

Entry Requirements

There are no formal entry requirements for the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Application; Completion of Certificate Il in Horticulture.

Course Duration
The course is offered on a full-time basis over 740-885 nominal hours
or part-time equivalent.

Course Structure

Core Units

Code Hours
RUHCOREL Meet Industry requirements 10
RUHCORE2 Meet Workplace health & safety requirements 10
RUHCORE3 Use hazardous substances safely 10
RUHCORE4 Cooperate in the workplace 10
RUHCORES  Act in an emergency 10
RUHCORES6 Plan daily work routine 10

Elective Units

(i) Plus 30 points (650-695 nominal hours) in total at AQF levels 3 or
4 from the Horticulture units of competency selected by the student,
with the approval of the Head of Department, from one, or amongst
more than one, of the following streams:

= Arboriculture;

= Floriculture;

= Landscape;

< Nursery;,

= Parks and Gardens;

« Turf Management;

= Production.

(if) Plus 6 points (30-130 nominal hours) in total at any AQF level
from other Horticulture or Agriculture units of competency selected
by the student, with the approval of the Head of Department having
regard to the relevant units listed in the RUH98 Horticulture Training
Package, Australian National Training Authority, 1999.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 111 in Occupational Health & Safety
(QLD1893)

Career Opportunities
Occupational Health and Safety representative.

Scope of Delivery
Part-time, on campus.

Course Obijective
This course aims to provide participants with an overview to a range
of skills within the area of Occupational Health and Safety.

Entry Requirements

To qualify for admission to the course, applicants generally must have
had current or previous experience in an industrial setting and have an
appreciation of occupational health and safety in the workplace, or be
of mature age and be assessed as being capable of successfully
completing the course.

Selection Procedures/Selection Criteria
Direct Application.

Course Duration
The course is offered on a one-year part-time basis. Recognition of
prior learning may be granted for certain subjects.

Course Structure

Code Hours
ABD500 Occupational Health and Safety Fundamentals 60
ABD501 Occupational Hygiene 1 40
ABD502 Rehabilitation and Workers Compensation 1 20
ABD503 Hazardous Substances 30
ABD504 Occupational Health and Safety Law 20
ABD505 Workplace Health-Human Body [Elective] 40
ABD506 Industrial Placement 1 [Elective] 40
NCS005 Dealing with Conflict 20
NCS007 Presenting Information 20

Total Core Hours 210

Total Elective Hours 140

Total Course Hours 350

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Course Duration

The course is offered on a part-time basis over two semesters, post
Certificate 111 in Occupational Health and Safety(QLD1893).

Course Structure

Code Hours
ABD530  Occupational Hygiene 2 40
ABD531  Engineering Controls 30
ABD532  Resolution of Occupational Health & Safety Issues 20
ABD533  Occupational Health & Safety Statistics 20
ABD534  Fire Safety Management [Elective] 40
ABD535  Ergonomics 1 [Elective] 40
NCS009  Negotiation Skills 20
NCS015  Presenting Reports 20

Total Core Hours 150

Total Elective Hours 100

Total Course Hours 250

(Above Certificate 111 Level)
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Occupational Health & Safety
(QLD1892)

Career Opportunities
Occupational Health and Safety officer.

Scope of Delivery
Part-time, on campus.

Course Obijective

This course aims to provide an accredited program of training for
people wishing to pursue a career in the area of Occupational Health
and Safety.

Entry Requirements

To qualify for admission to the course, applicants must have
successfully completed the Certificate 111 in Occupational Health &
Safety(QLD1893).

Selection Procedures/Selection Criteria
Successful completion of Certificate 111 in Occupational Health and
Safety.

Diploma of Occupational Health & Safety
(QLD1891)

Career Opportunities
Occupational Health and Safety manager.

Scope of Delivery
Part-time, on campus.

Course Obijective
This course aims to provide participants with a multi-disciplinary
approach to occupational health and safety in the workplace.

Entry Requirements

To qualify for admission to the course, applicants must have
successfully completed the Certificate IV in Occupational Health &
Safety(QLD1892).

Selection Procedures/Selection Criteria
Successful completion of Certificate 1V in Occupational Health and
Safety.

Course Duration

The course is offered on a part-time basis over three semesters, post
Certificate IV in Occupational Health and Safety(QLD1892).

Course Structure

Code Hours
ABD560  Occupational Hygiene 3 40
ABD561  Occupational Health & Safety Management Systems 40
ABD562  Risk Management 40
ABD563  Management of Hazardous Substances 30
ABD564  Action Research Project 40
ABD565  Industrial Placement 2 100
ABD566  Rehabilitation and Workers Compensation 2[Elective] 40
ABD567  Workplace Health and Safety Programs[Elective] 40
ABD568  Ergonomics 2[Elective] 40
NBB05  Quality Concepts [Elective] 20

Total Core Hours 290

Total Elective Hours 100

Total Course Hours 390

(Above Certificate IV Level)
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate IV in Meat Processing
(Leadership)(MTMA40100)

Career Opportunities
Manager in a traditional micro meat retailing establishment.

Scope of Delivery
Block release on campus.

Course Objectives

The course aims to provide vocational training for individuals wishing
to pursue a career as a manager in a traditional micro meat retailing
establishment.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
are capable of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct entry, company nomination.

Course Duration
This course is offered on a part time basis over 50—-700 nominal hours.

Course Structure
Core units (300 nominal hours)

Code Hours
MTMCOR401A Manage own work performance 20
MTMCOR402A  Facilitate quality assurance process 30
MTMMP1B Maintain personal equipment 20
MTMMP2B Apply hygiene and sanitation practices 40
MTMMP3B Apply quality assurance practices 40
MTMMP4B Follow safe work policies and procedures 40
MTMMP5B Communicate in the workplace 40
MTMMP6B Overview the meat industry 20
MTMMP70B Participate in occupational health & safety risk
control process 20
MTMMP72B Facilitate hygiene and sanitation performance 30

Eight units (200-500 nominal hours) of which:

= a minimum of seven units may be taken from the Leadership
units listed at Australian Qualifications Framework Level 4;

« a maximum of one unit may be undertaken from any other
Industry Training Package, endorsed by the Australian National
Training Authority at Australian Qualifications Framework Level
4 or Level 5;

= units are to be selected by the student, with the approval of the
Head of Department, having regard to the units listed in the
relevant Meat Industry Training package.

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
are capable of successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct entry, company nomination.

Course Duration
This course is offered on a part time basis over 660 nominal hours.

Course Structure
Core units (280 nominal hours)

Code Hours
MTMCOR401A Manage own work performance 20
MTMCOR402A  Facilitate quality assurance process 30
MTMMP2B Apply hygiene and sanitation practices 40
MTMMP3B Apply quality assurance practices 40
MTMMP4B Follow safe work policies and procedures 40
MTMMP5B Communicate in the workplace 40
MTMMP6B Overview the meat industry 20
MTMMP70B Participate in occupational health

& safety risk control process 20
MTMMP72B Facilitate hygiene and sanitation performance 30

Eight units (380 nominal hours) of which:

= five units must be undertaken from the quality assurance units
listed at Australian Qualifications Framework Level 4; and

= three units must be undertaken from the technical units listed at
Australian Qualifications Framework Level 4;

= units are to be selected by the student, with the approval of the
Head of Department, having regard to the units listed in:

« MTMO00 Australian Meat Industry Training Package, Australian
National Training Authority, 2001,

= MTMO0 Australian Meat Industry Training Package, Victorian
Implementation Guide, Version 2, DEET. 2001.

= Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Meat Processing
(Quiality Assurance)(MTM40300)

Career Opportunities
Quality assurance officer or manager in a meat processing enterprise.

Scope of Delivery
Block release on campus.

Course Obijective
The course aims to provide vocational training for individuals wishing
to pursue a career as a quality assurance officer or manager in a meat
processing enterprise.

Diploma of Meat Processing(MTM50100)

Career Opportunities
Manager or production manager in the meat processing industry.

Scope of Delivery
Block release, on campus.

Course Obijective

The course aims to provide vocational training for individuals wishing
to pursue a career as a manager of a small meat processing
establishment or as a production manager of a medium to large meat
processing establishment

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course having regard to relevant
competency levels in Australian Qualifications Framework Level 5 or
equivalent.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct entry, company nomination.
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Course Duration

This course is offered on a part time basis over 600-860 nominal
hours.

Course Structure

Core Units

Code Hours
MTMMP2B Apply hygiene and sanitation practices 40
MTMMP3B Apply quality assurance practices 40
MTMMP4B Follow safe work policies and procedures 40
MTMMP5B Communicate in the workplace 40
MTMMP70B Participate in OH&S risk control process 20
MTMCOR402A  Facilitate quality assurance process 30
MTMMP72B Facilitate hygiene and sanitation performance 30
MTMCOR401A Manage own work performance 20

Six units (together totalling at least 340 nominal hours) of which:
« a minimum of 5 units must be undertaken from the technical
units listed at Australian Qualifications Framework Level 5; and
« a maximum of 1 unit may be undertaken from this or any other
training package at Australian Qualifications Framework Level 5
or 6;
= are to be selected by the student, with the approval of the Head
of Department, having regard to the units listed in:
— MTMOO0 Australian Meat Industry Training Package, Australian
National Training Authority, 2001;
— MTMOO0 Australian Meat Industry Training Package, Victorian
Implementation Guide, Version 2, DEET. 2001;
— any other training package accredited by the State Training
Board (Victoria) or the Australian National Training Authority.
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Course Structure
The structure of the course is as follows:

Core Units

Code Hours
MTMMP2B Apply hygiene and sanitation practices 40
MTMMP3B Apply quality assurance practices 40
MTMMP4B Follow safe work policies and procedures 40
MTMMP5B Communicate in the workplace 40
MTMMP70B Participate in OH&S risk control process 20
MTMCOR402A  Facilitate quality assurance process 30
MTMMP72B Facilitate hygiene and sanitation performance 30
MTMCOR401A Manage own work performance 20

Ten units (together totalling at least 730 nominal hours) of which:

= a minimum of nine units must be undertaken from the technical
units listed at Australian Qualifications Framework Level 6; and

= amaximum of one unit may be undertaken from this or any other
training package at Australian Qualifications Framework Level 5
or 6;

= are to be selected by the student, with the approval of the Head
of Department, having regard to the units listed in the relevant
Training Package

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.

Advanced Diploma of Meat
Processing(MTM60100)

Career Opportunities
Manager or production manager in the meat processing industry.

Scope of Delivery
Block release, on campus.

Course Objective

The course aims to provide vocational training for individuals wishing
to pursue a career as a manager of a medium to large meat processing
establishment.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course having regard to relevant
competency levels in Australian Qualifications Framework Level 6 or
equivalent.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct entry, company nomination.

Course Duration

This course is offered on a part time basis over 990-1250 nominal
hours.

Certificate 11 in Local Government
(Environmental Health and
Regulation)(LGA20200)

Career Opportunities
Ranger, Pound Assistant

Scope of Delivery
Part-time, off campus.

Course Obijective

The course aims to provide students with the skills and training
required by a person working as a ranger in a Local Government
setting.

Entry Requirements

To qualify for admission to the course, applicants must be assessed by

the Head of Department as being capable of successfully completing
the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct entry, company nomination.

Course Duration

The course may be offered on a full-time basis over 216-560 nominal
hours or part-time equivalent.

Course Structure

The course consists of 9 units:

Core Units:
Code Hours
LGACORE101A Access learning opportunities 20

LGACORE102A Follow defined OHS policies and procedures 20
LGACORE103A Provide service to customers in a local
government environment 20
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LGACORE104A Work effectively in local government context 60
LGACORE105A Work with others in local government 40
Four elective units (56—400 nominal hours)
At least three units may be selected from any of the Local
Government general elective units pertaining to this qualification
and/or from any other Local Government specialization elective units
listed at AQF level 2 from any other Local Government qualification
pathway.
Up to one unit from any Local Government pathway packaged at
AQF level 3 may be selected to construct the qualification content.
Elective units are selected by the student with the approval of the
Head of Department, having regard to the units listed in the relevant
Training Package.
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Elective units are selected by the student with the approval of the
Head of Department, having regard to the units listed in the relevant
Training Package.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Local Government
(Environmental Health and
Regulation)(LGA30200)

Career Opportunities
Ranger, Pound Assistant

Scope of Delivery
Part-time, off campus.

Course Obijective

The course aims to provide students with the skills and training
required by a person working in a range of Local Government areas
including ranger, pound manager or residential amenity officer.

Entry Requirements

To qualify for admission to the course, applicants must be assessed by
the Head of Department as being capable of successfully completing
the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct entry, company nomination.

Course Duration
The course may be offered on a full-time basis over 235-490 nominal
hours or part-time equivalent.

Course Structure
The course consists of 13 units:

Core Units:
Code Hours
LGACORE101A Access learning opportunities 20

LGACORE102A Follow defined OHS policies and procedures 20
LGACORE103A Provide service to customers in a

local government environment 20
LGACORE104A Work effectively in local government context 60
LGACORE105A Work with others in local government 40

Eight elective units (75-330 nominal hours)

At least five units may be selected from any of the Local Government
specialisation elective units and general elective units specified for this
qualification and/or from any other Local Government specialisation
elective units listed at AQF level 3 from any Local Government
qualification pathway.

Up to two units from general electives and/or electives from any other
Local Government pathway packaged at AQF level 2 may be selected
to construct the qualification content.

Up to one unit from general electives and/or electives from any other
Local Government pathway packaged at AQF level 4 may be selected
to construct the qualification content.

Diploma of Local Government (Environmental
Health and Regulation)(LGA50300)

Career Opportunities
Health Officer, Ranger, Pound Manager.

Scope of Delivery
Part-time, off campus.

Course Obijective

The course aims to provide students with the skills and training
required by a person working as an environmental health officer in a
Local Government setting.

Entry Requirements

To qualify for admission to the course, applicants must be assessed by
the Head of Department as being capable of successfully completing
the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct entry, company nomination.

Course Duration
The course may be offered on a full-time basis over 552-920 nominal
hours or part-time equivalent.

Course Structure
The course consists of 14 units:

Core Units:
Code Hours

LGACORE102A Follow defined OHS policies and procedures 20
LGACORE104A Work effectively in local government context 60
LGACORES01A Provide quality and timely advice to council 40

BSXFMIS502AA  Provide Leadership in the Workplace 60
BSXFMIS04A  Participate in, Lead and Facilitate Work Teams 60
BSXFMIS05A  Manage Operations to Achieve

Planned Outcomes 60
Eight elective units (252-620 nominal hours)
At least four Local Government electives must be selected from the
common elective and specialisation elective units specified for this
qualification.
Additional electives may come from general electives and/or electives
from any other Local Government pathway at AQF level 5.
One elective unit packaged at AQF level 6 may be selected to
construct the qualification content.
Elective units are selected by the student with the approval of the
Head of Department, having regard to the units listed in the relevant
Training package.
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Advanced Diploma of Local Government
(Environmental Health and
Regulation)(LGAG0300)

Career Opportunities
Health Officer, Program Co-ordinator

Scope of Delivery
Part-time, off campus.

Course Objective

The course aims to provide students with the skills and training
required by a person working as a program coordinator in the areas of
environmental health and regulation in a Local Government setting.

Entry Requirements

To qualify for admission to the course, applicants must be assessed by
the Head of Department as being capable of successfully completing
the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct entry, company nomination.

Course Duration

The course may be offered on a full-time basis over 440-810 nominal
hours or part-time equivalent.

Course Structure

The course consists of 12 units:

Core Units
Code Hours
LGACORE102A  Follow defined OHS policies and procedures 20
LGACORES501A  Provide quality and timely advice to council 40
LGACOREG601A  Develop, implement and review
operational plans 40
LGACOREG602A  Promote and facilitate organisational
performance 60
LGACOREG603A  Promote council’'s mission and services 40

Seven elective units (240-610 nominal hours)
At least four Local Government electives must be selected from the
common elective and specialisation elective units specified for this
qualification.
Additional electives may come from general electives and/or electives
from any other Local Government pathway at AQF level 6.
One elective unit packaged at AQF level 5 may be selected to
construct the qualification content.
Elective units are selected by the student with the approval of the
Head of Department, having regard to the units listed in the relevant
Training Package.
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate I in Food Processing
(Plant Baking)(FDF10398)

Career Opportunities
Machine Operator.

Scope of Delivery
Part-time, on site.

Course Objectives

The course aims to allow employees in the food processing (plant
baking) industry to acquire and apply competencies required for safe
and effective work practices and also aims to provide the opportunity
to integrate on-the-job training with understanding of various
operations and principles inherent in their workplace as well as a range
of competencies that focus on quality productivity.

Entry Requirements

There are no formal requirements for entry into the course. Students
will primarily be those currently employed in the food processing
industry. However, people who hope to gain employment by
improving their skill levels may also be considered in selecting course
applicants.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Company nomination.

Course Duration

The course may be offered on a part-time basis over a period of 18
months.

Course Structure

The course consists of core, optional and specialist units.

Core units

Code

FDFCORCOMI1A  Communication in the workplace
FDFCORNUMIA  Apply basic mathematical concepts
FDFCOROHSIA  Apply safe work procedures
FDFCORQAIA  Apply basic quality assurance practices
FDFCORFS1A Apply basic food safety practices

Three units from the Specialist/Optional units selected by the student,

in consultation with his/her employer, with the approval of the Head

of Department having regard to the units in the Food Processing

Industry Training Package FDF 98 ANTA 1998 and the following

criteria:

= the selection of specialist and optional units, including enterprise-
specific, will vary according to the particular requirements of the
enterprise and the individual student, taking into account his/her
work requirements, industrial agreements and career paths; and

« for qualification purposes a maximum of one enterprise-specific
unit approved by the National Food Industry Training Council
may be included as an optional unit.

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.
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Certificate 11 in Food Processing
(Plant Baking)(FDF20398)

Career Opportunities
Machine Operator.

Scope of Delivery
Part-time, on site.

Course Objectives

The course aims to enable production and packaging employees in the
food processing (plant baking) industry to acquire and apply
competencies required for safe and effective work practices, gain the
opportunity to integrate on-the-job with off-the-job training and gain
an understanding of various operations and principles inherent in their
workplace as well as a range of competencies that focus on quality and
productivity.

Entry Requirements

There are no formal educational requirements for entry into the
course but applicants who have completed the Certificate | in Food
Processing (Plant Baking) will be given advanced standing in the
course.

Applicants will generally be currently employed in the food processing
industry but people who hope to gain employment by improving their
skill levels may also apply.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Company nomination.

Course Duration
The course may be offered on a part-time basis over a period of three
years.

Course Structure

The course consists of 17 units:

(@) nine core units, and

(b) eight specialist and optional units (including a minimum of 2
specialist units), each of which is to be selected by the student, in
consultation with his/her employer, with the approval of the

Head of Department having regard to:

(i) the particular requirements of the enterprise and the
individual student, taking into account the enterprise’s
work requirements, industrial agreements and career paths;

(i) the units listed in ‘Food Processing Industry Training

Package FDF 98 ANTA 1998’; and

the option hereby to each student of not more than 1
enterprise-specific unit, approved by the National Food
Industry Training Council, for inclusion as an optional

(i)

unit.
Core units
Code Hours
FDFCORCOM1A Communication in the workplace 20
FDFCORNUM1A Apply basic mathematical concepts 20
FDFCOROHSI1A Apply safe work procedures 50
FDFCORQALA Apply basic quality assurance practices 20
FDFCORFS1A Apply basic food safety practices 20
FDFCORCOM2A Collect, present & apply workplace
information 30
FDFCOROHS2A Implement OH&S principles and
procedures 30
FDFCORQA2A Implement the quality system 30
FDFCORFS2A Implement the food safety plan 30

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Food Processing
(Plant Baking)(FDF30398)

Career Opportunities
Leading Hand, Shift Manager.

Scope of Delivery
Part-time, on site.

Course Objectives

The course aims to enable employees in the food processing (plant
baking) industry to acquire and apply competencies required for safe
and effective work practices, gain the opportunity to integrate on-the-
job with off-the-job training and gain an understanding of various
operations and principles inherent in their workplace as well as gaining
a range of competencies that focus on quality, productivity and
management.

Entry Requirements

There are no formal educational requirements for entry into the
course but applicants who have completed the Certificate Il in Food
Processing (Plant Baking) will be given advanced standing in the
course.

Applicants will generally be currently employed in the food processing
industry, but people who hope to gain employment by improving their
skill levels may also apply.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Company nomination.

Course Duration
The course may be offered on a part-time basis over a period of 5
years.

Course Structure

The course consists of 25 units:

(@ 13 core units, and

(b) 12 specialist and optional units, (including a minimum of 3
specialist units), each of which is to be selected by the student, in
consultation with his/her employer, with the approval of the

Head of Department having regard to:

(i) the particular requirements of the enterprise and the
individual student, taking into account the enterprise’s
work requirements, industrial agreements and career paths;

(i) the units listed in ‘Food Processing Industry Training
Package FDF 98 ANTA 1998’; and

(ii) the option hereby to each student of not more than 1
enterprise-specific unit, approved by the National Food
Industry Training Council, for inclusion as an optional
unit.
Core Units
Code Hours
FDFCORCOMI1A  Communication in the workplace 20
FDFCORNUMIA  Apply basic mathematical concepts 20
FDFCOROHSIA  Apply safe work procedures 50
FDFCORQALA  Apply basic quality assurance practices 20
FDFCORFS1A Apply basic food safety practices 20
FDFCORCOM2A  Collect, present & apply
workplace information 30
FDFCOROHS2A  Implement OH&S principles & procedures 30
FDFCORQA2A Implement the quality system 30
FDFCORFS2A Implement the food safety plan 30
FDFCORCOM3A  Analyse and convey workplace information 40
FDFCOROHS3A  Monitor the implementation of OH&S 40
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FDFCORQA3A Monitor the implementation of

the quality system 40
FDFCORFS3A Monitor the implementation of the

food safety plan 40

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate I in Process Plant Skills(PMA10198)

Career Opportunities
Chemical Operator.

Scope of Delivery
Part-time, on site.

Course Objectives
The course aims to develop the knowledge and skills of students
wishing to undertake a career as a chemical plant operator.

Entry Requirements

Applicants should currently be, or have previously been, employed as
chemical process operators and preferably have satisfactorily
completed year 10 or equivalent.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct entry, company nomination.

Course Duration

The course may be offered on a part-time basis over a period of 1
year.

Course Structure

Core competencies

Code Hours
PMACOM100A Relay and respond to information 10
PMAENV100A Identify and minimize environmental hazards20
PMAOHS100A Follow OH&S policies and procedures 20
PMAPLAN100A  Follow established work plan 10
PMAPROC101A  Make measurements 15
PMAPROC102A  Undertake housekeeping operations 15
PMAQUALI00A  Contribute to quality processes 20
Process competencies

PMAPROC100A  Apply procedures to equipment operation. 20

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct entry, company nomination.

Course Duration

The course may be offered on a part-time basis over a period of two
years.

Course Structure
The course consists of 16 competencies:
Nine core competencies:

Code Hours
PMACOM100A Relay and respond to information 10
PMAENV100A Identify and minimize environmental hazards20
PMAOHS100A Follow OH&S policies and procedures 20
PMAPLAN100A  Follow established work plan 10
PMAPROC101A  Make measurements 15
PMAPROC102A  Undertake housekeeping operations 15
PMAQUALI00A  Contribute to quality processes 20
PMACOM200A Process and record information 20
PMAHAZ200A Respond to an emergency situation 20

« At least 4 process competencies selected by the student in
consultation with his/her employer with the approval of the Head
of Department having regard to the competencies listed in
‘Chemical, Hydrocarbons and Oil Refining Training Package
PMA98 ANTA 1998’; and

At least 2 process support competencies, or 2 additional process
competencies, selected by the student in consultation with his/her
employer with the approval of the Head of Department having
regard to the competencies listed in ‘Chemical, Hydrocarbons and
Qil Refining Training Package PMA98 ANTA 1998’; and

Not more than one other competency, which may be selected by
the student in consultation with his/her employer with the
approval of the Head of Department having regard to the
process, process support or business support competencies listed
in ‘Chemical, Hydrocarbons and Oil Refining Training Package
PMA98 ANTA 1998

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Process Plant
Operations(PMA20198)

Career Opportunities
Shift Supervisor, Chemical Operator.

Scope of Delivery
Part-time, on site.

Course Objectives

The course aims to develop the knowledge and skills of students
wishing to undertake a career as a chemical plant operator.

Entry Requirements

Applicants should currently be, or have previously been, employed as
chemical process operators and preferably have satisfactorily
completed year 10 or equivalent.

Certificate 111 in Process Plant
Operations(PMA30198)

Career Opportunities
Shift Supervisor, Team Leader in the Chemical Industry

Scope of Delivery
Part-time, on site.

Course Objectives

The course aims to develop the knowledge and skills of students
wishing to undertake a career as a chemical plant operator.

Entry Requirements

Applicants should currently be, or have previously been, employed as
chemical process operators and preferably have satisfactorily
completed year 10 or equivalent.

Applicants who have completed the Certificate Il in Process Plant
Operations may be granted advanced standing in this course.
Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.
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Selection Procedures/Selection Criteria
Direct entry, company nomination.

Course Duration
The course may be offered on a part-time basis over a period of 3
years.

Course Structure
The course consists of 21 competencies:
Ten core competencies;

Code Hours
PMACOMZ100A Relay and respond to information
(Communication 100) 10
PMAENV100A  Identify and minimize environmental hazards 20
PMAOHS100A  Follow OH&S policies and procedures 20
PMAPLAN100A Follow established work plan 10
PMAPROC101A Make measurements 15
PMAPROC102A Undertake housekeeping operations 15
PMAQUALI100A Contribute to quality processes 20
PMACOM200A  Process and record information 20
PMAHAZ200A Respond to an emergency situation 20
PMAQUALS300A Initiate continuous improvement 40

e at least 2 process competencies selected by the student in
consultation with his/her employer with the approval of the Head
of Department having regard to the competencies listed in
‘Chemical Hydrocarbons and Oil Refining Training Package
PMA98 ANTA 1998'’; and

at least 5 process support competencies (or additional process
competencies) selected by the student in consultation with his/her
employer with the approval of Head of Department having
regard to the competencies listed in ‘Chemical Hydrocarbons and
Oil Refining Training Package PMA98 ANTA 1998’; and

not more than 4 other competencies, which may be selected by
the student in consultation with his/her employer with the
approval of the Head of Department having regard to the
process, process support or business support competencies listed
in ‘Chemical, Hydrocarbons and Oil Refining Training Package
PMA98 ANTA 1998'".

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Selection Procedures/Selection Criteria
Company nomination.

Course Duration

The course may be offered on a part-time basis over a period of 18
months.

Course Structure

The course consists of 8 units:

« five core units, and

= three specialist and optional units (including a minimum of 1
specialist unit), each of which is to be selected by the student, in
consultation with his/her employer, with the approval of the

Head of Department having regard to:

— the particular requirements of the enterprise and the individual
student, taking into account the enterprise’s work requirements,
industrial agreements and career paths;

— the units listed in ‘Food Processing Industry Training Package
FDF 98 ANTA 1998'; and

— the option hereby to each student of not more than 1
enterprise-specific unit, approved by the National Food Industry
Training Council, for inclusion as an optional unit.

Core units

Code Hours
FDFCORCOM1A Communication in the workplace 20
FDFCORNUM1A Apply basic mathematical concepts 20
FDFCOROHSI1A Apply safe work procedures 50
FDFCORQALA Apply basic quality assurance practices 20
FDFCORFS1A Apply basic food safety practices 20

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate I in Food Processing(FDF10198)

Career Opportunities
Machine Operator in Food Processing Industry.

Scope of Delivery
Part-time, on site.

Course Objectives

The course aims to allow employees in the following sectors of the
food processing industry — aerated waters, biscuits, confectionery,
dairy processing, edible oils and fats, flour milling, fruit and vegetable,
general foods, pastry, pet-food, poultry, stockfeed and milling and tea
and coffee — to acquire and apply competencies required for safe and
effective work practices, gain the opportunity to integrate on-the-job
with off-the-job training and gain an understanding of various
operations and principles inherent in their workplace as well as a range
of competencies that focus on quality and productivity.

Entry Requirements

There are no formal education requirements for entry into the course.
Applicants will primarily be those currently employed in the food
processing industry, but people who hope to gain employment by
improving their skill levels may also apply.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Certificate 111 in Food Processing(FDF30198)

Career Opportunities
Shift Supervisor, Machine Operator

Scope of Delivery
Part-time, on site.

Course Objectives

The course aims to enable employees in the food processing industry
to acquire and apply competencies required for safe and effective work
practices, gain the opportunity to integrate on-the-job with off-the-job
training and gain an understanding of various operations and
principles inherent in their workplace as well as a range of
competencies that focus on quality, productivity and management.

Entry Requirements

There are no formal educational requirements for entry into the
course but applicants who have completed the Certificate Il in Food
Processing will be given advanced standing in this course.

Applicants will generally be currently employed in the food processing
industry, but people who hope to gain employment by improving their
skill levels may also apply.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Company nomination.

Course Duration
The course may be offered on a part-time basis over a period of five
years.
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Course Structure

The course consists of 25 units:

= 13 core units, and

« 12 specialist and optional units (including a minimum of 2
specialist units), each of which is to be selected by the student, in
consultation with his/her employer, with the approval of the

Head of Department having regard to:

— the particular requirements of the enterprise and the individual
student, taking into account the enterprise’s work requirements,
industrial agreements and career paths;

— the units listed in ‘Food Processing Industry Training Package
FDF 98 ANTA 1998'; and

— the option hereby to each student of not more than 1
enterprise-specific unit, approved by the National Food Industry
Training Council, for inclusion as an optional unit.

Core units
Code Hours
FDFCORCOMI1A  Communication in the workplace 20
FDFCORNUMIA  Apply basic mathematical concepts 20
FDFCOROHSIA  Apply safe work procedures 50
FDFCORQALA  Apply basic quality assurance practices 20
FDFCORFS1A Apply basic food safety practices 20
FDFCORCOM2A  Collect, present and apply workplace

information 30
FDFCOROHS2A  Implement OH&S principles & procedures 30
FDFCORQA2A Implement the quality system 30
FDFCORFS2A Implement the food safety plan 30
FDFCORCOMS3A  Analyse and convey workplace information 40
FDFCOROHS3A  Monitor the implementation of OH&S 40
FDFCORQA3A Monitor the implementation of the

quality system 40
FDFCORFS3A Monitor the implementation

of the food safety plan 40

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Food Technology(2506AKC)
incorporating

Certificate IV in Food Technology(11893VIC)

Career Opportunities
Technical assistant in the Food Industry.

Scope of Delivery
Part-time, on site.

Course Objectives

The Certificate 1V in Food Technology(11893VIC) aims to provide
general training to a level required for people entering the food
industry as a technical assistant.

The Diploma of Food Technology(2506AKC) aims to provide
training to a level of competency required of a technical officer in the
food industry, including competencies within specialisations.

Entry Requirements

To qualify for admission to the course an applicant generally must
have satisfactorily completed an approved course of study at VCE
level or equivalent, preferably including English, Mathematics, Biology,
Chemistry and Physics.

Students with backgrounds other than VCE, such as mature age, will
be eligible for admission to the course if they are competent in
English, both verbally and in writing, they can use arithmetical
processes to perform basic numerical manipulations and calculations
and they have a basic understanding of scientific methodology and
endeavour.

To qualify for admission to the Diploma of Food
Technology(2506AKC) applicants must have successfully completed
the Certificate 1V in Food Technology(11893VIC).

Recognition of prior learning may be available based on skills and
knowledge already acquired by a person from previous study, as in
articulation, or from work and/or life experience.

Selection Procedures/Selection Criteria
Company nomination.

Course Duration
The course may be offered on a full-time basis over one year or part-
time equivalent.

Course Structure

This course has specialisations — students are required to complete 22
core modules (578 hours) and a further 272 hours from the four other
specified groups.

Core modules

First Year
Code Hours
AAAB40  Introductory Mathematics 50
AAAT750  Introductory Chemistry 50
AAAB00  Introductory Physics 50
AAAB10  Science Industry Orientation 20
NOS222  Wordprocessing Introduction 20
ABD569  Occupational Health & Safety in the Food Industry 40
AAAT12  General Microbiology 60
AAAT752  Chemical Laboratory Techniques 50
VBF181  Introduction to Quality Management 12
VBF195 Introduction to Sensory Analysis 12
VBF163  Principles of 1SO Accreditation and Quality Audit 12
VBF196  Hygiene and Sanitation 12
VBF197  Principles of Hazards Analysis

and Critical Control Points 12
VBF164  Food Packaging 36
VBF166  Food Biology 30
VBF198 Introduction to Food Technology 12
VBF199  Principles of Food Spoilage and Control 12
VBF200  Unit Operations 12
VBF201  Low Temperature Preservation 12
VBF207  High Temperature Preservation 12
VBF281  Fermentation/Concentration/Drying 12
AAA807  Waste Management 40
Specified hours are to be chosen from the following groups:
Management Level 1 — 40 hours must be completed
NGMS101 Managing Information 20
NGMS102 Managing Operations—-Customer Service 20
NGMS103 Managing Operations — Productivity 20
NGMS104 Managing Operations-Innovation 20
NGMS105 Managing Operations — Change 40
NGMS106 Managing Effective Working Relationship 40
NGMS107 Managing and Developing Teams 40
NGMS108 Managing & Organising Work for Goal Achievement 40
NGMS109 Managing Performance and Goal Achievement 40
NGMS110 Managing Grievances and Disputes 20
NGMS111 Managing People-Workplace Practices 20
NGMS112 Managing People-Recruitment, Selection & Induction 40
NGMS113 Managing Finance-Setting and Achieving Budgets 40
NGMS114 Managing Finance — Performance 40
NGMS115 Managing Finance—Cost and Efficiency 40
NGMS116 Managing Finance-Operating & Capital Expenditure 40
NGMS117 Managing Group Problem Solving & Decision Making40
NGMS118 Managing People-Training and Development 40
Generic Electives — 142 hours must be completedd
AAAGB01  Work Placement B 50
AAAT702  Biological Techniques B 40
AAAT756  Physical Chemistry 40
AAAT757  Organic Chemistry 50
VBF167  Thermal Processing 1 36
VBF188  Process Control 40
AAA805  Nutrition 20
VBD382  Career Planning and Skills Assessment 20
NOS216  Spreadsheet Fundamentals 20
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NOS215  Database Fundamentals 20 Code ) Hours
Food Technology 2 — 90 hours must be completed VBF168  Meat and Meat Processing 18
VBF168  Meat and Meat Processing 18 VBF169  Dairy Processing 18
VBF169  Dairy Processing 18 VBF170  Fruit and Vegetable Processing 18
VBF170  Fruit and Vegetable Processing 18 VBF171  Fish and Seafood Processing 18
VBF171  Fish and Seafood Processing 18 VBF172  Poultry and Egg Processing 18
VBF172  Poultry and Egg Processing 18 VBF173  Edible Fats and Oils 18
VBF173  Edible Fats and Oils 18 VBF174  Confectionery and Sugar Technology 18
VBF174  Confectionery and Sugar Technology 18 VBF175  Beverages 18
VBF177  Nuts, Pulses and Other Grains 18 VBF176  Cereal and Baking Technology 18
VBF178  Food Additives 18 VBF177  Nuts, Pulses and Other Grains 18
or VBF178  Food Additives 18
Dairy Technology 1 — 90 hours must be completed Food Technology 4 — 230 hours from any of the following
VBF179  Dairy Production and Industry 40 specialisations:
VBF180  Liquid Products 50 Food Research and Development Specialisation
Students who satisfactorily complete the 22 core modules (578 hours), VBF192  Food Product Research and Development 125
40 hours of Management Level 1 modules, 142 hours of Generic Food Analysis Specialisation
electives and 90 hours of either Food Technology 2 or Dairy VBF193  Food Analysis-Non Instrumental 40
Technology 1 modules will be eligible to graduate with the Certificate VBF284  Food Analysis — Instrumental 40
1V in Food Technology. VBF285  Food Analysis Project 45
Second Year Food Engineering Specialisation
Students are required to complete: xgggs E?(_’g 'IZEIngin'Serigg Funtd?mentals gg
. uid Flow Fundamentals
Ten Generic Core Modules (302 hours) plus 40 hours from VBE288  Heat and Heat Transfer Fundamentals 2
Management Level 1 or 2. . -
. . VBF289  Concentration and Dehydration Fundamentals 29
= 160 hours from Generic (Optional) modules and 338 hours from Marketing Specialisation
Specialisation modules of which 108 is from Food Technology 3 \vRK441 Selling Process 50
and 230 hours in Food Technology 4. NMRK632 International Marketing 50
Generic Core Modules VAD950  The Marketing Concept 50
Cote . ; . Hours Fish Specialisation
AAA802  Food qnd Hygl_ene Microbiology 50 AF249 Legal Awareness 18
AAAT757  Organic Chemistry 50 ) .
. AF251 Food Processing Accreditation 18
AAA801  Food Analysis 40 . A
. . AF252 Overview—The Australian Fishing Industry 18
AAAT756  Physical Chemistry 40 . )
; AF253 Fish Physiology 18
VBF282  Sampling 18 AF254 Legislation and Documentation 18
VBF283  Statistical Process Control 18 AF256 Fis%] Handlina Techniaues 18
VBF279  Applied Hazards Analysis and Critical Control Point 18 Confecti Specialisati 9 a
VBF280  Product Recall 18 oo Speaasaton
VBFI8?  Statist 20 Raw Materials (RM1) 27
808 S atistics Analvsi 30 Confectionery Technology (CT1) 18
Management L:vneslg I’1yam;] g P High Boiled Candy (PC1) 18
A further 40 hours (from those modules listed under Certificate IV in ;ﬁ‘{ggﬁg ((B'I'Sr;fsfzb(ézg)amel, Fudge) (PC2) ig
Technology (Food) or frgm those Ilsted'below.) Chocolate Confection (PC4) 2
NGMS201 Entrepreneuring and Innovating 40 Aerated Confection (PC5) 15
NGMS202 Forecasting Futures 40 Lozenges and Tabletting (PC6) 6
NGMS203 Analysing Environments and Organisations 40 Panning (PC7) 12
NGMS204 Managing Strategically 40 Dairy Specialisation
NGMS205 Managing Ambiguity and Change 40 Overview of the Dairy Industry (AF243) 10
NGMS206 Taking Difficult Decisions 20 Market Milk (AF244) 16
NGMS207 Leading and Visioning 40 Dairy products (AF245) 16
NGMS208 Developing I|3fusiness Overseas 40 Concentrated and Dried Milk Products (AF246) 16
NGMS209 Managing Se 20 Cheese (AF247) 16
NGMS210 Managing Oplirations and Logistics 40 Dairy Engineering 2 (AF248) 16
NGMS211 Managing Risl 40 Legal Awareness (AF249) 18
NGMS212 Managing for Quality 40 Legislation and Documentation — Dairy (AF250) 16
NGMS213 Management Projects 40 Food Processing Accreditation (AF251) 16
NGMS214 Managing Cultural Diversity 40 Bakery/Pastry Cooking Specialisation
NGMS215 Advocacy and Influence 20 Advanced Baking/Pastrycooking (ABP) 70
NGMS216 Tactical Marketing 40 Environmental Control (EC) 15
\G/e;s;g éoptloprarl])—lm Ih;urs - % Communication 11 (CS2) 30
ermal Processing Recruiting and Training (RT) 20
xgggg Eackaglng Matelrlals 4218 Process Management and Optimisation (PMO) 25
rocess Contro Beverage Specialisation
AAAT58  Applied Organic Chemistry 60 VBF163  Fruits and Growing Areas 10
AAAB01  Work Placement C 50 VBF165  Fruit Receival Procedures 10
VBF189  Dairy Plant Management 40 VBF185  Fruit Extraction Procedures 20
VBF190  Engineering Applications 30 VBF186  Fruit Juice Processing Techniques 15
VBF191  Dairy Engineering 1 40 VBF187  Fruit Juice Products 15
Specialisation Electives-338 hours including: VBF290 Manufacture of Beverage Products 25
Food Technology 3 — 108 hours (must complete the six modules not  \VBF291  Fruit Juice Conversion Processes 25
already covered in Certificate 1V in Food Technology) VBF292  Quality Testing Techniques 20
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Nutrition Specialisation

VBEB38  Nutritional Biochemistry 45
VBES839  Applied Nutrition for the Food Technologist 80
Dairy Technology 2

VBF202  Frozen Dairy Products 40
VBF203  Milk Fat Products 40
VBF204  Membrane Technology 40
Dairy Technology 3

VBF205  Fermented Milk Products 80
VBF206  Concentrated and Dried Dairy Products Stream 80
VBF192  Food Research and Development Dairy Stream 125

Specialisation Elective Modules

AAAT756  Physical Chemistry

AAAT778  Qualitative Organic Analysis

AAAT758  Applied Organic Chemistry

AAAT766  Electronanalytical Techniques |

AAAT753  Introductory Spectrophotometry

AAAT760  UV/Visible Spectrophotometry

AAAT761  Infrared Spectrophotometry

AAAT764  Flame Spectrophotometry

AAAT765  Furnace Spectrophotometry

AAAT759  Introductory Chromatography and Electrophoretic Techniques
AAAT762  Gas Chromatography

AAAT63  High Performance Liquid Chromatography

Chemistry Laboratory General Elective Modules:

AAAT771  Environmental Chemistry
AAA806  Environmental Analysis
AAAT68  Chemical Processing
AAAT769  Industrial Chemistry
AAAT770  Industrial Analysis
AAAB21  Introductory Interfacing
AAA622  Advanced Interfacing
AAAB23  Data Acquisition
AAAT767  Polarographic Techniques
AAATT9  Emission Spectroscopy
AAAT774  Mineral Chemistry
AAAT73  X-Ray Analysis

AAAT7T5  Introductory Assaying
AAAT776  Advanced Assaying
AAATT77  Introductory Fire Assaying.

Modules may be taken as electives from this or other streams within
the Scitech framework or other courses relevant to the learner's
vocational requirements.

In addition to modules needed for the Certificate IV in Food
Technology(11893VICO, students who satisfactorily complete 10
Generic Core Modules (302 hours), 40 hours from Management Level
1 or 2, 160 hours from Generic (optional) modules and 338 hours
from Specialisation modules, of which 103 hours must be from Food
Technology 3 and 230 hours remaining from Food Technology 4, will
be eligible to graduate with the Diploma of Food
Technology(2506AKC).

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate | in Pharmaceutical
Manufacturing(FDF10298)

Career Opportunities
Machine Operator in Pharmaceutical Industry.

Scope of Delivery
Part-time, on site.

Course Objectives

The course aims to allow employees in the pharmaceutical
manufacturing industry to acquire and apply competencies required
for safe and effective work practices, gain the opportunity to integrate
on-the-job with off-the-job training, and gain an understanding of
various operations and principles inherent in the relevant workplace as
well as a range of competencies that focus on quality and productivity.

Entry Requirements

There are no formal educational requirements for entry into the
course. Applicants will primarily be those currently employed in the
pharmaceutical manufacturing industry but people who hope to gain
employment by improving their skill levels may also apply.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Company nomination.

Course Duration

The course may be offered on a part-time basis over a period of 18
months.

Course Structure

The course consists of 8 units:

« five core units, and

= three specialist and optional units (including a minimum of 1
specialist unit), each of which is to be selected by the student, in
consultation with his/her employer, with the approval of the

Head of Department having regard to:

— the particular requirements of the enterprise and the individual
student, taking into account the enterprise’s work requirements,
industrial agreements and career paths;

— the units listed in ‘Food Processing Industry Training Package
FDF 98 ANTA 1998’; and

— the option hereby to each student of not more than 1
enterprise-specific unit, approved by the National Food Industry
Training Council, for inclusion as an optional unit.

Core units

Code Hours
FDFCORCOMI1A  Communication in the workplace 20
FDFCORNUMIA  Apply basic mathematical concepts 20
FDFCOROHSIA  Apply safe work procedures 50
FDFCORQALA  Apply basic quality assurance practices 20
FDFCORGMP1A  Apply basic good manufacturing practices 50

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Pharmaceutical
Manufacturing(FDF20298)

Career Opportunities
Quality Assurance Officer, Machine Operator.

Scope of Delivery
Part-time, on site.

Course Objectives

The course aims to enable employees in the pharmaceutical
manufacturing industry to acquire and apply competencies required
for safe and effective work practices, gain the opportunity to integrate
on-the-job with off-the-job training and gain an understanding of
various operations and principles inherent in their workplace as well as
arange of competencies that focus on quality and productivity.

Entry Requirements

There are no formal educational requirements for entry into the
course but applicants who have completed the Certificate | in
Pharmaceutical Manufacturing will be given advanced standing in the
course.

Applicants will generally be currently employed in the pharmaceutical
manufacturing industry, but people who hope to gain employment by
improving their skill levels may also apply.
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Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Company nomination.

Course Duration

The course may be offered on a part-time basis over a period of 3
years.

Course Structure

The course consists of 17 units:

= nine core units, and

= eight specialist and optional units (including a minimum of 2
specialist unit), each of which is to be selected by the student, in
consultation with his/her employer, with the approval of the

Head of Department having regard to:

— the particular requirements of the enterprise and the individual
student, taking into account the enterprise’s work requirements,
industrial agreements and career paths;

— the units listed in ‘Food Processing Industry Training Package
FDF 98 ANTA 1998’; and

— the option hereby to each student of not more than 1
enterprise-specific unit, approved by the National Food Industry
Training Council, for inclusion as an optional unit.

Core units
Code Hours
FDFCORCOMI1A  Communication in the workplace 20
FDFCORNUMIA  Apply basic mathematical concepts 20
FDFCOROHSIA  Apply safe work procedures 50
FDFCORQALA  Apply basic quality assurance practices 20
FDFCORGMP1A  Apply basic good manufacturing practices 50
FDFCORCOM2A  Collect, present & apply

workplace information 30
FDFCOROHS2A  Implement OH&S principles and procedures30
FDFCORQA2A Implement the quality system 30
FDFCORFS2A Implement the food safety plan 30

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Pharmaceutical
Manufacturing(FDF30298)

Career Opportunities
Shift Supervisor, Team Leader in Pharmaceutical Industry

Scope of Delivery
Part-time, on site.

Course Objectives

The course aims to allow employees in the pharmaceutical
manufacturing industry to acquire and apply competencies required
for safe and effective work practices., gain the opportunity to integrate
on-the-job with off-the-job training and gain an understanding of
various operations and principles inherent in their workplace as well as
a range of competencies that focus on quality, productivity and
management.

Entry Requirements

There are no formal educational requirements for entry into the
course but applicants who have completed the Certificate Il in
Pharmaceutical Manufacturing will be given advanced standing in this
course.

Applicants will generally be those currently employed in the
pharmaceutical manufacturing industry, but people who hope to gain
employment by improving their skill levels may also apply.

Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Company nomination.

Course Duration

The course may be offered on a part-time basis over a period of five
years.

Course Structure

The course consists of 25 units:

= 13 core units, and

* 12 specialist and optional units (including a minimum of 3
specialist units), each of which is to be selected by the student, in
consultation with his/her employer, with the approval of the

Head of Department having regard to:

— the particular requirements of the enterprise and the individual
student, taking into account the enterprise’s work requirements,
industrial agreements and career paths;

— the units listed in ‘Food Processing Industry Training Package
FDF 98 ANTA 1998’; and

— the option hereby to each student of not more than 1
enterprise-specific unit, approved by the National Food Industry
Training Council, for inclusion as an optional unit.

Core units
Code Hours
FDFCORCOMI1A  Communication in the workplace 20
FDFCORNUMIA  Apply basic mathematical concepts 20
FDFCOROHSIA  Apply safe work procedures 50
FDFCORQALA  Apply basic quality assurance practices 20
FDFCORGMP1A  Apply basic good manufacturing practices 20
FDFCORCOM2A  Collect, present and apply

workplace information 30
FDFCOROHS2A  Implement OH&S principles & procedures 30
FDFCORQA2A Implement the quality system 30
FDFCORFS2A Implement the food safety plan 30
FDFCORCOMS3A  Analyse and convey workplace information 40
FDFCOROHS3A  Monitor the implementation of OH&S 40
FDFCORQA3A Monitor the implementation

of the quality system 40
FDFCORFS3A Monitor the implementation

of the food safety plan 40

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Health Service Assistance
(Hospital/Community Health Pharmacy
Assistance) (HLT31402)

Career Opportunities
Assistant to a pharmacist in hospital or community health setting.

Scope of Delivery
Block release — 1 day/week.

Course Obijective

The course aims to provide knowledge and skills required of those
working as a pharmacy assistant to pharmacists in a hospital or
community health setting, and who undertake a range of varied
assistance tasks.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.
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Selection Procedure/Selection Criteria
Should be working in a hospital or community health setting.

Course Duration

The course may be offered on a part-time basis over 395 nominal
hours.

Course Structure

Core Units
Module Code

BSAMED201AUse basic medical terminology in order to
communicate with patients, fellow workers

Hours

andhealth professionals 30
BSBCMN203ACommunicate in the workplace 40
BSBCMN204AWork effectively with others 15
BSBCMN302AOrganise personal work priorities and development 40
BSBCMN205AUse Business Technology 30
HLTHIR2A  Contribute to organisational effectiveness in the

Health industry 30
HLTHSE1A Follow the organisation’s occupational health and

safety policies 20
HLTIN1A  Comply with infection control policies and

procedures 20
HLTPHIA  Orientation to hospital pharmacy services

and hospital pharmacy assistant practices 20
HLTPH2A  Procure and store pharmaceutical products 20
HLTPH3A  Distribute pharmaceutical products 20
HLTPH4A  Maintain pharmaceutical imprest/ward stock 15
HLTPH5A  Assist with prescription preparation 30
HLTPH6A  Package and/or pre-pack pharmaceutical products 15
HLTPH7A  Small scale compound/manufacture of

pharmaceutical products 50
Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Course Structure

The structure of the course is as follows:
Core Modules
VBG553
VBG554
Elective Modules
Four modules selected by the student from one of the following
specialist streams:

()  Automotive

(i)  Commercial Vehicle

(iii)  Industrial

(iv) Mining

in consultation with his/her employer, with the approval of the Head
of Department, having regard to Course in Lubrication Curriculum
Document published by Mobil Oil Australia— New Zealand, January,
2000.

Fundamentals of Lubrication
Safety, Health and Environment;

Courses in Lubrication(21010VIC)

Career Opportunities
Lubrication products.

Scope of Delivery

This course is generally offered as workplace based delivery to
industry/corporations.

Course Objectives

The course aims to provide an accredited training program for Mobil
staff and customers involved in the sales, application and usage of
lubrication products.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate, to the satisfaction of the Head of Department, that they
can read, write, comprehend and discuss printed information in
English.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Company nomination.

Course Duration

The course may be offered on a full-time basis over 21-28 nominal
hours or part-time equivalent.

Certificate IV in Assessment and Workplace
Training(BSZ40198)

Career Opportunities
Industry Trainer.

Scope of Delivery
Part-time, on campus.

Course Objectives

The aim of this course is to provide people for whom training is a

large part of their job with the knowledge and skills required to

develop, deliver and assess training programs for employees in an

enterprise or industry.

This course is designed to provide a combination of on- and off-the-

job training and assessment and provide an understanding of the

requirements for:

= preparing, delivering and reviewing training on a one-to-one or
small group basis in the workplace;

= conducting and reviewing workplace assessments.

Entry Requirements

There are no special educational requirements for entry into this
course. Participants will be required to possess an appropriate level of
literacy and numeracy.

Recognition of prior learning may be available based on skills and
knowledge already acquired from previous study, as in articulation, or
from work or life experience.

Selection Procedures/Selection Criteria
Direct entry.

Course Duration

This course may be offered on a full-time basis over 6 months or part-
time equivalent.

Course Structure

The course consists of the following 8 units:
= Plan Assessment;

= Conduct Assessment;

= Review Assessment;

« Train Small Groups;

« Plan and Promote a Training Program;
= Plan a Series of Training Sessions;

= Deliver Training Sessions;

= Review Training.
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Department of Social and Community Studies

The Department of Social and Community Studies-TAFE offers a
range of courses at Certificate and Diploma levels at Melton,
Footscray, St Albans, Sunbury, Werribee and City campuses.

The courses offered in the department include: the Diplomas of
Community Services, Community Work, Justice Studies, Welfare
Studies, Youth Work, Disability Support and Community Services.
Also available are Certificate I1, 111 and 1V level courses as well as a
range of certificate courses aimed to meet the needs of local industry.
The courses provide graduates with good employment prospects in
the western metropolitan region where there is a high level of demand
for qualified workers in the community services sector with
government and non-government agencies.

The provision of social and community studies programs is influenced
by the multicultural nature of the western region, the youthful and
rapidly growing population centres and the emphasis on implementing
social justice strategies essential to redress traditional socio-economic
disadvantage in the region. Social and Community Studies courses at
TAFE level have direct articulation links with degree programs in all
higher education fields of study and especially in Education and
Humanities.

Code

CHC30799  Certificate 111 in Community Services (Disability Work)
(CHC30799)

CHC40799  Certificate IV in Community Services (Disability Work)
(CHC40799)

CHC60799  Advanced Diploma of Community Services (Disability
Work) (CHC60799)

CHC20499  Certificate 11 in Community Services (Community Work)
(CHC20499)

CHC30699  Certificate 111 in Community Services (Community Work)
(CHC30699)

CHC50699  Diploma of Community Services (Community Work)
(CHC50699)

CHC30199  Certificate 111 in Community Services (Aged Care Work)
(CHC30199)

CHC40199  Certificate IV in Community Services (Aged Care Work)
(CHC40199)

2507ABC Diploma of Community Services (Welfare Studies)
(2507ABC)

21214VIC Advanced Diploma of Justice (21214VIC)

21213VIC Diploma of Justice (21213VIC)

21212VIC Certificate 1V in Justice (21212VIC)

CHC50999  Diploma of Community Services (Youth Work)
(CHC50999)

CHC50299  Diploma of Community Services
(Alcohol and Other Drugs Work)(CHC50299)

21186VIC Certificate 11 in Home Support Cleaning(21186VIC)

3113GWD50 Course in Palliative Care Awareness(3113GWD50)

PRM20198  Certificate Il in Asset Maintenance
(Cleaning Operations)(PRM20198)

In addition to these courses, the Department of Social and

Community Studies-TAFE conducts labour market programs, VET in
Schools and training courses for industry.

Wayne Butson
Head, Department of Social and Community Studies-TAFE

Certificate 111 in Community Services
(Disability Work)(CHC30799)

This course is subject to review and new competencies may be
delivered in 2004. For further information applicants are advised to
contact the Social and Community Studies Department on (03) 9284
8674.

Career Opportunities

This course is for people wishing to pursue careers working with
people who experience disability. Opportunities exist in agencies which
provide residential day services, vocational, early intervention, outreach
or respite services.

Scope of Delivery
Full-time and part-time.

Course Objectives

This course aims to provide students with the knowledge, skills, values
and attitudes required to support and develop programs which enable
people with disabilities to live as independently as possible.

Entry Requirements

All applicants are required to attend a selection interview. Entry is at
the discretion of the Department.

Selection Procedures/Selection Criteria

Selection procedures are based on affirmative action principles and
allow for course advice about education, training and employment
options.

Some agencies require that participants provide a police clearance
before undertaking workplace training.

Course Duration
This course is offered on a full-time basis over one year or part-time
equivalent.

Course Structure

This course consists of a total of 13 units, 6 compulsory and 7
electives.

Compulsory Units
Code Hours
CHCDIS1A  Orientation to disability work 47
CHCCOM2A Communicate appropriately with

clients and colleagues 20
CHCCS1A  Deliver and monitor service to clients 20
CHCINF1A  Process and provide information 20
CHCORG3A Participate in the work environment 20
CHCORG4A Follow the organisation’s
occupational health and safety policies 30

Elective Units

One unit selected from the disability specialisation stream by the

student in consultation with his/her employer, with approval of the

Head of Department, having regard to the list of relevant units in the

= Victorian Implementation Guide, Community Services Training
Package (published June 1999)

« Community Services
(published 1999)

= Community Services Training Package CHC99 Disability Works
competency standards (published 1999)

Six units selected from:

« disability specialisation Stream

» common elective Stream

e any other unit from within the Community Services Training
Package

selected by the student in consultation with his/her employer, with

approval of the Head of Department, having regard to the list of

relevant units in the

= Victorian Implementation Guide, Community Services Training
Package (published June 1999)

« Community Services Training Package CHC99 (published 1999)

= Community Services Training Package CHC99 Disability Works
Competency Standards (published 1999)

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.

Training Package CHC99
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Certificate 1V in Community Services
(Disability Work)(CHC40799)

This course is subject to review and new competencies may be
delivered in 2004. For further information applicants are advised to
contact the Social and Community Studies Department on (03) 9284
8674.

Career Opportunities

This course is for people wishing to pursue careers working with
people who experience disability. Opportunities exist in agencies which
provide residential day services, vocational, early intervention, outreach
or respite services.

Course Objective

This course aims to provide students with the knowledge, skills and
attitudes required to supervise, assist and develop programs to enable
people with disabilities to live as independently as possible.

Entry Requirements

All applicants must be able to demonstrate an understanding of, and
commitment to human services for people with disabilities and an
ability to communicate effectively.

Successful applicants will be selected on the basis of:

« Social awareness and commitment to working with people;

= Relevant paid or unpaid work experience and life experience;

= Group, interpersonal skills;

= Flexibility and openness to change;

= Appropriate English language, literacy and numeracy skills.

Selection Procedures/Selection Criteria

All applicants are required to attend a group/individual interview;
Some agencies require that participants provide a police clearance
before undertaking workplace training.

Course Duration
This course requires one year of full-time study or part-time
equivalent.

Course Structure

This course consists of a total of 14 competencies, 9 compulsory and
5 electives. The electives may be drawn from the disability
specialisation electives, the common competency electives or from the
bank of competencies listed in the Victorian Implementation Guide,
Community Services Training Package published by the Department
of Education, Victoria, June 1999.

Compulsory Units

Code Hours
CHCCOMB3A  Utilise specialist communication skills 50
CHCCS2A Deliver and develop client service 50
CHCDIS1A Orientation to disability work 50
CHCDIS2A Maintain an environment designed to empower
people with disabilities 90
CHCDIS3A Provide services to people with disabilities 50
CHCINF2A Maintain organisation’s information systems 50
CHCNET2A Maintain effective networks 50
CHCORG4A  Follow the organisation’s OH&S policies 30
CHCORG5A Maintain an effective work environment 50
Disability Specialisation Units
CHCDIS4A Design procedures for support 90
CHCDIS6A Plan and implement community integration 90
CHCDIS7A Design and adapt surroundings to group
requirements 90
CHCDIS9A Maximise participation in work by people with
disabilities 100

Common Unit Electives

CHCADIA Advocate for clients 20
CHCADMIN3A Undertake administrative work 50
CHCCD1A Support community participation 50
CHCCD2A Provide community education programs 70
CHCCD3A Meet the information needs of the community 70
CHCCD4A Develop and implement community programs 150
CHCCD5A Develop community resources 90
CHCCM2A Establish and Monitor a Case Plan 50
CHCCS6A Assess and deliver services to clients with

complex needs 50
CHCGROUP3A Plan and conduct group activities 50
CHCP&R2A Contribute to policy development 50
CHCP&R3A Undertake research activities 50
BSZ404A Train small groups 40
**BSZ405A Plan and promote a training program 50
**BSZ406A Plan a series of training sessions 30
**BSZ407A Deliver training sessions 50
**BSZ408A Review training 15

**These four competencies are co-requisites and count for one
elective option.

Note: Electives offered will be selected by the School and dependant
upon the availability of suitable teaching resources.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Community Services
(Disability Work) (CHC60799)

This course is subject to review and new competencies may be
delivered in 2004. For further information applicants are advised to
contact the Social and Community Studies Department on (03) 9284
8674.

Career Opportunities
Human services, intellectual disability, residential services, visual and
physical and early intervention.

Scope of Delivery
Full-time and part-time

Course Obijective

The objective of the course is to provide students with the knowledge,
skills and attitudes required to supervise, and develop programs to
enable people with disabilities to live as independently as possible.

The disability field incorporates the diverse needs of people from the
following areas; residential settings, day centres, employment services
community centres and respite services.

Entry Requirements

To qualify for Entry to the Advanced Diploma applicants must be
deemed to be of mature age, and preferably have had paid or unpaid
experience in the field.

Applicants under 21 years of age may be considered. They are
generally required to have successfully completed an approved Year 12
or equivalent.

Selection Procedures/Selection Criteria

Intending applicants must be able to demonstrate an understanding of,
and commitment to, human services for people with disabilities and an
ability to communicate effectively.

Some agencies require that participants provide a police clearance
before undertaking workplace training.
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Course Duration

This course is offered on a full-time basis over two years or part-time
equivalent.

Course Structure

This course consists of a total of 16 competencies, 9 compulsory and
7 electives. The electives may be drawn from the disability
specialisation electives, the common competency electives or from the
bank of competencies listed in the Victorian Implementation Guide,
Community Services Training Package published by the Department
of Education, Victoria, June 1999.

Compulsory Competencies

Unit Code Hours

CHCADMIN3A Undertake administrative work 50

CHCCOMB3A Utilise specialist communication skills 50

CHCCOMA4A Develop, implement and promote effective
communication techniques 75

CHCCS3A  Coordinate the provision of services and programs 75

CHCDIS11A Coordinate work in the disability sector 150
CHCINF5A  Meet statutory and organisational information

Requirements 90
CHCNET3A Develop new networks 75
CHCORGS6A Coordinate the work environment 90
CHCORGL17A Implement and monitor occupational health

and safety policies, procedures and programs 60
Disability Specialist Electives
CHCDIS2A  Maintain an environment designed to empower

people with disabilities 90
CHCDIS4A  Design procedures for support 90
CHCDIS7A  Design and adapt surrounding to group

requirements 90
CHCDIS9A  Maximise participation in work by people

with Disabilities 100
Common Competency Electives
CHCAD1A  Advocate for clients 20
CHCADMIN4A Manage the organisation’s finances, accounts

and Resources 90
CHCCD2A  Provide community education programs 70
CHCCD4A  Develop and implement community programs 150
CHCCD5A  Develop community resources 90
CHCCM3A  -Develop, facilitate and monitor all aspects of case

Management 75
CHCCS7A  Coordinate the assessment and delivery of services

to clients with particular needs 75
CHCGROUP3A Plan and conduct group activities 50
CHCINF3A  Coordinate information systems 75
CHCP&R4A  Develop and implement policy 150
CHCP&R5A  Manage and Research Activities 75
*BSZ401A  Plan assessment
*BSZ402A  Conduct assessment
*BSZ403A  Review assessment

*These three competencies are co-requisite and count for one
elective/option

**BSZ405A  Plan and promote a training program

**BSZ406A  Plan a series of training programs

**BSZ407A  Deliver training sessions

**BSZ408A  Review training

**These 4 competencies are co-requisite and count for one elective
option.

Note: Electives offered will be selected by the School and dependent
upon the availability of suitable teaching resources.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 1l in Community Services
(Community Work)(CHC20499)

This course is subject to review and new competencies may be
delivered in 2004. For further information applicants are advised to
contact the Social and Community Studies Department on
(03) 9284 8674.

Career Opportunities
Community services.

Scope of Delivery
Full-time.

Course Objective

The course aims to provide a positive adult learning environment

through which students will:

= explore skills and knowledge necessary to work in different areas
of the social and community services field;

= explore career options and pathways to further study options in
Community Development, Welfare, Youth Work and Social Work.

Entry Requirements

There are no formal entry level requirements for the course. Entry is
at the discretion of the Department. Selection procedures are based
on affirmative action principles and allow for course advice about
education, training, and employment options. Interest in working in
Social and Community Services, basic literacy skills and some work
experience in Social and Community Services or related field is
preferred.

Selection Procedures/Selection Criteria

= Applicants apply direct to Victoria University TAFE Division;
= Applicants submit a TAFE Supplementary application form;
= Applicants undertake a Literacy test;

= Applicants participate in a group interview.

Course Duration
Full-time basis over one semester or part-time equivalent.

Course Structure

The course consists of a total of 11 units of competency, 5
compulsory and 6 electives, (one elective must be a Community Work
(CD) unit) selected from the Community Work specialisation elective.
The remaining electives can be drawn from the common competency
electives or from the bank of competencies in the Victorian
Implementation Guide, Community Services Training Package
published by the Department of Education, Victoria, June 1999.

Core Units

Compulsory Units

Code Hours
CHCCD12A Undertake work in the community

services industry 70
CHCCOM1A  Communicate with people accessing

the services of the organisation 15
CHCORG1A  Follow the organisation’s policies

procedures and programs 15
CHCORG4A  Follow the organisation’s OH&S policies 30
CHCORG2A  Work with others 15
Community Work Specialist Elective
CHCCDT7A  Support community resources 30
Elective Unit
CHCADMIN1A Undertake basic administrative duties 15
CHCAODIA Introduction to the Alcohol

and Other Drug Sector 70
CHCCS5A Identify and address specific client needs 15
CHCGROUP1A Support the activities of existing groups 15
CHCGROUP2A Support group activities 15

Note: Electives offered will be selected by the School and dependent
upon the availability of suitable teaching resources.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 111 in Community Services
(Community Work)(CHC30699)

This course is subject to review and new competencies may be
delivered in 2004. For further information applicants are advised to
contact the Social and Community Studies Department on (03) 9284
8674.

Career Opportunities
Support Worker within Social and Community Services field.

Scope of Delivery
Full-time.

Course Objectives

The Certificate 11l in Community Services

Work)(CHC30699) aims to prepare students:

= to be competent in a range of skills, knowledge and attributes
identified by the Community Services sector to be an effective
program or support worker in Community Work;

« to have a working knowledge of the Community Services sector
including its work models and practices; organisational, legal and
ethical requirements; programs and services; and issues facing
clients and communities;

« to understand how the social, political and economic structures
and processes within out society perpetuate powerlessness and
inequality for specific individuals and communities.

Entry Requirements

« Adequate language and literacy levels to cope with the academic
requirements;

= Certificate 11 in Community Work; or

« Demonstrated involvement in, or understanding of
community services field and previous post secondary study.

All applicants are required to attend an interview.

(Community

the

Selection Procedures/Selection Criteria

= Applicants apply direct to Victoria University TAFE Division;
= Applicants submit a TAFE Supplementary application form;
« Applicants undertake a Literacy test;

= Applicants participate in a group interview.

Course Duration
This course is offered on a full-time basis over one semester. Part-time
places need to be negotiated.

Course Structure

The course consists of a total of 12 competencies, six compulsory and
six electives, (one elective must be a Community Work (CD) unit)
selected from the Community Work specialisation elective. The
remaining electives can be drawn from either the Community Work
specialisation electives, common competency electives or from the
bank of competencies in the Victorian Implementation Guide,
Community Services Training Package published by the Department
of Education, Victoria, June 1999.

Compulsory Competencies
Code Hours
CHCADMIN2A  Provide administrative support 20
CHCCD12A Undertake work in the community

services industry 70
CHCCOM2A Communicate appropriately with

clients and colleagues 20
CHCINF1A Process and provide information 20
CHCORG3A Participate in the work environment 20
CHCORG4A Follow the organisation’s OH&S policies 30

Community Work Specialisation Electives

CHCAD1A Advocate for clients 20
CHCCD14A Implement a community

development strategy 70
CHCCM1A Undertake case management 20

CHCCS6A Assess and deliver services to clients

with complex needs 50
CHCCWI1A Operate under a case work framework 20
CHCYTH1A Work effectively with young people 60

Note: Electives offered will be selected by the School and dependent
upon the availability of suitable teaching resources.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Community Services
(Community Work)(CHC50699)

This course is subject to review and new competencies may be
delivered in 2004. For further information applicants are advised to
contact the Social and Community Studies Department on (03) 9284
8674.

Scope of Delivery
Full-time and part-time

Career Opportunities

Graduates can apply for positions requiring a community development
worker. Potential employers include local government, state and
commonwealth government, community health centres, refuges,
migrant resource centres, women’s services, neighbourhood houses,
community legal centres and a range of community based groups
dealing with specific issues.

Course Objectives
The course aims to:

« develop an understanding of the social economic and political
basis of inequality and ways to achieve social justice

« develop a broad range of skills to work with a diverse range of
people and communities in ways which are empowering and
encourage participation

= train people currently employed as community development
workers or those wishing to enter the industry.

Entry Requirements

Applicants will normally be expected to be at least 20 years of age and
to be already working or have worked in a paid or unpaid position in a
human service organisation. Relevant community experience is an
important aspect of the selection criteria. Such experience can be from
a diverse range of agency, paid, unpaid, or community management
roles. Mature age or other applicants with appropriate community
experience to successfully undertake the course are encouraged to
apply.

Applicants under the age of 20 years are normally required to have
successfully completed VCE or an approved equivalent course before
qualifying for entry into the course. A number of places will be made
available each year for young people under the age of 20 years with the
relevant community experience. Such community experience could
have been within the applicants’ school community.

Selection Procedures/Selection Criteria

All applicants must fill in a TAFE Supplementary form, attend an
information session and attend a group interview, to be eligible for
selection. Selection criteria will be based on completion of Year 12, or
a TAFE course, or have work experience in the Community sector.
This work experience may be paid or voluntary. Full-time applicants
must apply through VTAC and part-time applicants may apply directly
to the University by contacting the Social and Community Studies
Department.
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Course Duration

This course is offered on a full-time basis over two years or part-time
equivalent.

Course Structure

This course consists of 15 units of competency, 10 compulsory and 5
electives. The electives may be drawn from the Community Work
specialisation electives, the common competency electives or from the
bank of competencies listed in the Victorian Implementation Guide.

Compulsory competencies
Code Hours
CHCCD4A Develop & Implement Community Programs 135
CHCCD9A Support Community Leadership 90
CHCCD12A Undertake Work in the

Community Services Industry 70
CHCADMINS3A Undertake Administrative Work 50
CHCCOMB3A  Utilise Specialist Communication Skills 50
CHCCOM4A  Develop, Implement and Promote Effective

Communication Techniques 75
CHCINF5A Meet Statutory and Organisational

Information Requirements 90
CHCNET3A Develop New Networks 75
CHCORG6A  Coordinate the Work Environment 90
CHCORG17A  Implement & Monitor Occupational Health

& Safety Policies Procedures & Programs 60
Community Work specialisation electives

Code Hours
CHCCD2A Provide Community Education Programs 70
CHCCD5A Develop Community Resources 90
CHCCD6A Establish and Develop Community

Organisations 90
CHCCD8A Support Community Action 90
CHCCD11A Provide Advocacy and Representation## 90
CHCCD13A Work within Specific Communities 70
CHCCD15A Develop and Implement a Community

Development Strategy ## 150
CHCCD16A Undertake Systems Advocacy 90
CHCORG10A  Manage Organisational Change## 60
#ttrecommended units for Community Development Workers.
Common competency electives
*BSZ401A Plan Assessment 15
*BSZ402A Conduct Assessment 15
*BSZ403A Review Assessment 5
*These competencies are co-requisite and count for one-only elective.
**BSZ405A Plan and Promote a Training Programs 50
**BSZ406A Plan a Series of Training Sessions 30
**BSZ407A Deliver Training Sessions 50
**BSZ408A Review Training 15
**These competencies are co-requisite and count for one-only elective.
CHCADIA Advocate for Clients 20
CHCADMIN4A Manage the Organisation’s Finances, Accounts

and Resources 90
CHCCM3A Develop, Facilitate and Monitor all Aspects of

Case Management 50
CHCCS7A Coordinate the Assessment and Delivery of

Services to Clients With Particular Needs 75
CHCGROUP3A Plan and Conduct Group Activities 50
CHCINF3A Coordinate Information Systems 75
CHCP&RAA Develop and Implement Policy 150
CHCP&R5A Manage Research Activities 75

Note: Electives offered will be selected by the School and will be
dependent upon the availability of suitable teaching resources.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Community Services (Aged
Care Work)(CHC30199)

This course is subject to review and new competencies may be
delivered in 2004. For further information applicants are advised to
contact the Social and Community Studies Department on (03) 9284
8674.

Career Opportunities
Aged Care worker.

Scope of Delivery
Full-time over one semester.

Course Objective

This course aims to provide vocational training for aged care workers
in hostels, nursing homes, day centres, private personal care agencies,
community organisations, and other health agencies.

The curriculum has been designed to meet the needs of adult
students.

Entry Requirements

Applicants are required to be of a mature age and able to undertake
physical work which involves frequent bending and lifting. No formal
entry requirements are required, but applicants must be able to read,
write and communicate in English to a level required to perform the
job.

Selection Procedures/Selection Criteria

Preference will be given to prospective students who are currently
employed in this field.

Some agencies require that participants provide a police clearance
before undertaking workplace training.

Course Duration
This course is offered on a full-time basis over one semester or part-
time equivalent.

Course Structure

The course consists of a total of 13 competencies, 6 compulsory and
7 electives, one elective must be selected from the Aged Care
specialisation elective. The remaining electives can be drawn from
either the aged care specialisation electives or from the bank of
competencies in the Victorian Implementation Guide, Community
Services Training Package published by the Department of Education,
Victoria, June 1999.

Compulsory Competencies
Code Hours
CHCAC3A Orientation to aged care work 50
CHCCOM2A  Communicate appropriately with clients and
colleagues 20
CHCINF1A Process and provide information 20
CHCORG3A  Participate in the work environment 20
CHCORG4A  Follow the organisation’s OH&S policies 30
CHCCS0A Deliver services to clients 15
Aged Care Specialisation Electives
CHCAC2A Assist with aged people’s personal needs 50
CHCAC6A Provide services to aged people 90
Electives
CHCAD1A Advocate for Clients 20
CHCCM1A Undertake Case Management 20
CHCFP1A Present Food 15
CHCGROUP2A Support Group Activities 20
CHCT2A Receive Transport & Store Food in a Safe &
Hygiene Manner 10
CHCT3A Apply Safe Food Hygiene Practices 10
CHCT8A Deliver Food/Beverages 20

Note: Electives offered will be selected by the School and dependant
upon the availability of suitable teaching resources.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Certificate 1V in Community Services
(Aged Care Work)(CHC40199)

This course is subject to review and new competencies may be
delivered in 2004. For further information applicants are advised to
contact the Social and Community Studies Department on (03) 9284
8674.

Career Opportunities
Supervisor, team leader of Aged Care facility.

Scope of Delivery
Part-time, one day per week.

Course Objectives

This course has been designed for Aged Care supervisory staff or
those who are currently working as Personal Carers and wish to
develop the competence necessary to undertake supervisory positions.

Entry Requirements

« Currently hold Certificate 111 in Community Services (Aged Care
Work)(CHC30199) or be eligible for assessment of the equivalent
level of these competencies;

= Be currently employed as a Carer or in a supervisory position in
the Aged Care Sector;

= Have a minium of two years experience in the above;

« Have the agreement of employers for assessment to be
implemented in the workplace with the student undertaking a
supervisory role at the time.

Selection Procedures/Selection Criteria
Group interview sessions are conducted.

Course Duration
This course is offered one day per week over one year.

Course Structure

This course consists of a total of 14 competencies, 10 compulsory
and 4 electives. The electives may be drawn from the common
competency electives or from the bank of competencies listed in the
Victorian Implementation Guide, Community Services Training
Package published by the Department of Education, Victoria, June
1999.

Compulsory Competencies
Code Hours
CHCAC3A Orientation to aged care work 50
CHCAC6A Provide services to aged people 90
CHCACBA Monitor services to aged people 90
CHCAC12A Provide services to meet aged

people’s personal needs 90
CHCADMIN3A Undertake administrative work 50
CHCCOMB3A  Utilise specialist communication skills 50
CHCCS2A Deliver and develop client service 50
CHCINF2A Maintain organisation’s information system 50
CHCORG4A  Follow the organisation’s OH&S policies 30
CHCORG5A Maintain an effective work environment 50
Common Competency Electives
CHCAD1A Advocate for clients 20
CHCCD3A Meet the information needs of the community 70
CHCCM2A Establish and Monitor a Case Plan 50
CHCCS6A Assess and deliver services to clients with

complex needs 50
CHCGROUP3A Plan and conduct group activities 50
CHCNET2A Maintain effective networks 50
CHCP&R2A Contribute to policy development 50
BSZ404A Train small groups 30

Note: Electives offered will be selected by the School and dependent
upon the availability of suitable teaching resources.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Community Services (Welfare
Studies)(2507ABC)

It is anticipated that the current course will change to a National
Training Package to be delivered Australia wide, in 2004. Details of the
changes are yet to be confirmed. Victoria University intends to deliver
the new course in 2004.

Career Opportunities
Human services, community and welfare work.

Scope of Delivery

Full-time and part-time. The course is delivered in a flexible manner so
that students can choose subject timing and electives relevant to their
needs.

Course Obijective

The Diploma of Community Services (Welfare Studies) (2507ABC) is
designed for people already employed or wishing to seek employment
in the community services field. It enables students to gain knowledge
and skills and develop personal qualities necessary to practice as
competent Welfare Workers. The course also aims to assist students to
reflect on and critically analyse their own values and to develop a high
level of self-awareness.

Entry Requirements

To qualify for entry to the course:

= All students are required to have completed the equivalent of two
or more years of paid and/or voluntary welfare related work, post
secondary school.

Applicants may apply for entry under the VCE Category or under the

Alternative Category Entry.

Victoria Certificate of Education (VCE) Entry

Applicants must have successfully completed a BOS approved Year 12

course.

Alternative Category Entry

These applicants are not required to have a Year 12 qualification.

They must have been away from Secondary School for at least two

years and demonstrate Year 12 equivalent competencies.

Some agencies require that participants provide a police check before

undertaking field education.

Selection Procedures/Selection Criteria

Entry to the course will be based on the Supplementary Application
form, a group interview, a brief written assessment and a reference.
Successful applicants will be selected on the basis of their group and
interpersonal skills, flexibility and openness to change, understanding
of the Welfare Industry area, ability to think analytically, and their
social awareness and commitment. All applicants must satisfactorily
complete a written task to at least Year 12 standard.

Course Duration
The course duration is two years full-time or four years part-time.

Course Structure

Level 1
Core Modules
Code Hours
VAD520 Introduction to Social and Community Services 50
VAF783 Sociology 60
VAF171 Psychology 1 60
VAD686 Law for Welfare Work 50
VAG679 Welfare Practice 50
VAB381 Community Work 1 60
VAB005 Casework 60
VAC878 Group work 1 60
VAC441 Field Education 1, Placement 210
VAC442 Field Education 1, Professional

Integration Seminar 50
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Specialised Module

VAF742 Skills Workshop 1 25
Electives Modules

Students are required to take two electives minimum 30 hours each.
Level 2

Core Modules

CHCAOD?2A Orientation to the Alcohol & Other Drugs Sector 90

VAB382 Community Work 2 50
VAB607 Counselling Skills 60
VAC443 Field Education 2, Placement 280
VAC444 Field Education 2, Professional Integration

Seminar 50
VAC879 Groupwork 2 60
VAEA453 Organisations and Management 50
VAF172 Psychology 2 60
VAF399 Research
VAF780 Social Policy 50
Specialised Module
VAF741 Skills Workshop 2 25

Elective Modules

Students are required to take two electives minimum 30 hours each not
previously taken.

Note: Elective choices can differ each year.

VAB490 Computers in Community Organisations 64
VAC401 Family Violence A 32
VAE232 Cultural Issues 64
VAG846 Youth Issues 64
VAJ620 Palitics of Disablement 64
VAJ621 Issues in Child Protection 2 30
VAI623 Family Violence B 32

Note: Electives offered will be selected by the School and dependent
upon the availability of suitable teaching resources.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Justice (21214VIC)

incorporating:
Diploma of Justice (21213VIC)
Certificate IV in Justice (21212VIC)

Career Opportunities

This course is suited to people wishing to pursue careers as paralegal
workers, community justice workers, police, correctional services,
juvenile justice, community corrections or other justice related fields.

Scope of Delivery
Full-time, part-time and flexible delivery.

Course Obijective

The course aims to provide participants with the vocational education
and training needed by persons wishing to enter, develop additional
skills, or pursue a long-term career within the justice field.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
possess the necessary skills and knowledge to meet the requirements
of the course and to undertake formal study at an Australian
Qualifications Framework Level 6. This may be achieved by
successfully completing a year 12 or a TAFE course. Year 12 students
must apply through VTAC. Applicants need to have studied arts type
subjects, such as Legal Studies, History, English Literature and/or
Social Science. Mature aged adult learner provisions apply. These
applicants may apply directly to Victoria University of Technology. All
students must complete a supplementary form.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Applicants are required to complete a TAFE Supplementary
Application form.

Course Duration

The Advanced Diploma of Justice(21214VIC) requires two years full-
time study (1329 nominal hours) or part-time equivalent. The Diploma
of Justice(21213VIC) may be offered on a full-time basis over 1075
nominal hours or part-time equivalent. The Certificate IV in
Justice(21214VIC) may be offered on a full-time basis over 650
nominal hours or part-time equivalent.

Course Structure

Certificate IV in Justice(21212VIC)

Students must successfully complete the following Core modules and
two elective modules.

Core Modules

Code Hours
PSPOHS401  Implement and Monitor the Organisation’s

Occupational Health and Safety Policies,

Procedures and Programs 20
VAK247 Work Environment — Planning Work Tasks 38
VAK262 Work Environment — Supervision 38
VBK280 Legal Aspects 1 for Justice Studies 75
VBK281 Legal Aspects 2 for Justice Studies 75
VBK?283 Australian Criminal Justice System 54
VBK288 Social Research and Analysis 54
VBK291 Justice Communication 40
VBK?293 Workplace Practice 54
VBK294 Organisational Principles and Practices 1 54

National Information Technology and/or National Office Skills
computing modules selected by the student, with the approval of the
Head of Department, having regard to the list of relevant modules
specified in National Information Technology Computer Skills
module bank; ACTRAC, published 1995; National Office Skills
computer module bank, ACTRAC, published 1996.

Elective Modules

Code Hours
VBK297* Current Issues in Local Government — Best Value 12
VBK298* Current Issues in Local Government —

Business Practices 12
VBK299* Current Issues in Local Government —

Developing Business Plans 12
VBK300* Current Issues in Local Government —

Town Planning 18
VBK?296 Municipal Law Enforcement 54
VBK301 Correctional Systems 54
VAL651 Sheriff: Authority and Functions 54
VBK304 Contemporary Policing 54
VAKO060 Customs 54

*These modules must be taken together

Certificate IV in Justice (21212VIC)

Career Opportunities

This course is suited to people wishing to pursue careers as paralegal
workers, community justice workers, police, correctional services,
juvenile justice, community corrections or other justice related fields.

Scope of Delivery
Full-time, part-time and flexible delivery.

Course Obijective

The course aims to provide participants with the vocational education
and training needed by persons wishing to enter, develop additional
skills, or pursue a long-term career within the justice field.
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Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
possess the necessary skills and knowledge to meet the requirements
of the course and to undertake formal study at an Australian
Qualifications Framework Level 6. This may be achieved by
successfully completing a year 12 or a TAFE course. Year 12 students
must apply through VTAC. Mature aged adult learner provisions apply.
These applicants may apply directly to Victoria University of
Technology. All students must complete a supplementary form.
Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Applicants are required to complete a TAFE Supplementary
application form.

Course Duration
To complete the Certificate IV in Justice(21212VIC), one year of full-
time study or approximately two years of part-time study is required.

Course Structure

Code Hours
VBK280 Legal Aspects 1 for Justice Studies 75
VBK281 Legal Aspects 2 for Justice Studies 75
VBK291 Justice Communication 40
PSPOHS401  Implement and Monitor the Organisation’s

Occupational Health and Safety Policies,

Procedures and Programs 20
VAK247 Work Environment — Planning Work Tasks 38
VBK294 Organisational Principles and Practices 1 54
VBK293 Workplace Practice 54
VBK?288 Social Research and Analysis 54
VBK?283 Australian Criminal Justice System 54

Students to complete 40 hours of National Information Technology
and/or National Office Skills computing modules which may include:

Word processing, Spreadsheets, Databases,

Internet, Email, Presentations 40
VAK262 Work Environment — Supervision 38
Electives
VBK301 Correctional Systems 54
VBK304 Contemporary Policing 54

Note: Electives offered will be selected by the School and dependent
upon the availability of suitable teaching resources.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Justice(21214VIC)

Students must successfully complete the core and elective modules for
the Diploma of Justice(21213VIC) and the following core modules
and one elective.

Core Modules

Code Hours
VAKG602 Work Environment — Planning and Organising 38
VBK?286 Juvenile Justice 54
VBK287 Crime Prevention 54
VBK?295 Organisational Principles and Practices 2 54
Elective Modules

VBK302 Human Rights 54
VAJ921 Consumer Law and Advocacy 54
VBK303 Current Issues in Community Law 54
VBK305 Economics for Justice Studies 54

Elective modules are selected by the student with approval of the
Head of Department.

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Justice(21213VIC)

Students must successfully complete the core and elective modules for
Certificate 1V in Justice(21212VIC) plus the following core modules
and two additional electives

Code Hours
VBK282 Legal Aspects 3 for Justice Studies 75
VAK327 Work Environment — Staffing 38
VBK284 Criminology 68
VBK285 Justice Delivery 54
VAL689 Sociology 68
VBK289 Applied Psychology 68
VBK290 Cultural Diversity 54

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Community Services
(Youth Work) (CHC50999)

This course is subject to review and new competencies may be
delivered in 2004. For further information applicants are advised to
contact the Social and Community Studies Department on (03) 9284
8674.

Career Opportunities
Youth worker.

Scope of Delivery
Full-time and part-time places are offered.

Course Obijective
The aim of the course is to provide training for people to work as
Youth Workers in the Community Services Industry.

Entry Requirements

To qualify for entry to the course applicants under the age of 20 are
normally required to have completed their VCE or equivalent. All
applicants must have experience either paid or unpaid in the Youth
Work or Community Services Industry.

Some agencies require that participants provide a police clearance
before undertaking workplace training.

Selection Procedures/Selection Criteria
Applicants should apply through VTAC, complete a TAFE
Supplementary Application form and participate in a group interview.

Course Duration
Full-time basis over two years or part-time equivalent.

Course Structure
Core Modules

Code Hours
CHCYTH3A Support young people to take collective action 90
CHCYTH4A Assist young people in responding to crisis 90
CHCAdmIn3A  Undertake administrative work 50
CHCCOMB3A  Utilise specialist communication skills 50
CHCCS2A Deliver and develop client services 50
CHCCS3A Co-ordinate the provision of

services & programs 75
CHCINF2A Maintain organisation’s information systems 50
CHCNET2A Maintain effective networks 50
CHCORG4A  Follow the organisation’s OH&S policies 30
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CHCORG5A  Maintain and effective work environment 50
CHCADIA Advocate for clients 20
CHCCD1A Support community participation 50
CHCCD3A Meet information needs of the community 70
CHCGROUP3A Plan and conduct group activities 50
CHCP&R2A Contribute to policy development 50
CHCYTH6A Provide appropriate services to young people 150
CHCYTHT7A Respond to critical situations including

risk of violence 150
CHCCOM4A  Develop, implement and promote effective

communication techniques 75
CHCINF3A Co-ordinate information systems 75
CHCORG6A  Co-ordinate the work environment 90
CHCORG17A  Implement and monitor OH&S policies,

Procedures and programs 60
CHCYTH5A Manage youth programs 150
CHCORGY9A  Manage projects and strategies 90
CHCP&R4A Develop and implement policy 150
CHCP&R5A Manage research activities 75

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Compulsory Competencies
Code Hours
CHCAOD2A  Orientation to the alcohol & other drugs sector 90

CHCCOM4A  Develop, implement and promote

effective communication techniques 75
CHCCS3A Coordinate the provision of client services

and programs 75
CHCINF5A Meet statutory and organisational

information requirements 90
CHCNET3A Develop new networks 75
CHCORG6A  Coordinate the work environment 90
CHCORG17A  Implement and monitor occupational health

and safety policies, procedures and programs 60
Alcohol and Other Drugs Specialisation Elective
CHCAODS Work with clients who have alcohol

and/or other drugs issues 150
Note: Electives offered will be selected by the School and dependent
upon the availability of suitable teaching resources.
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Community Services
(Alcohol and Other Drugs Work)(CHC50299)

Career Opportunities
Alcohol and other drug rehabilitation workers.

Scope of Delivery
Part-time basis to enrolled Diploma of Community Services (Youth
Work) students only.

Course Obijective

This course aims to provide and develop the knowledge, skills and
personal qualities necessary in students essential to practice as an
Alcohol and Other Drugs worker. The course also aims to assist
students to reflect on and critically analyse their own values and to
develop a high level of self awareness.

Entry Requirements

All applicants are required to have completed the equivalent of two or
more years of paid or voluntary related work post secondary school in
the Community Service Sector. English language, literacy and
numeracy skills at year 12 or equivalent level are required to
successfully undertake this course.

Selection Procedures/Selection Criteria

Applicants must demonstrate their aptitude and be currently working
in the Alcohol and Other Drugs sector. Students are required to have
successfully completed Sociology at Diploma or Higher level.

Some agencies may require that participants provide a police check
before undertaking workplace training.

Course Duration

This course may be offered on a part-time basis to professionals
working in the field. Individual modules may be selected and used as
electives for other Human Service Courses.

Course Structure

This course consists of a total of 13 units of competency, 7
compulsory units of competency and a total of 6 electives units of
competency. One elective may be drawn from the Certificate IV in
Community Services (Alcohol and Other Drugs Work) as outlined in
the Community Services Training Package (CHC99) Alcohol and
Other Drugs Work, National Competency Standards Published 1999.
The remaining five elective units may be drawn from the Alcohol and
Other Drugs Specialisation elective, the common competency electives
or from the bank of competencies in the Victorian Implementation
Guide, Community Services Training Package published by the
Department of Education, Victoria, June 1999.

Certificate 11 in Home Support
Cleaning(21186VIC)

Career Opportunities
Work within the Home and Community Care sector.

Scope of Delivery
This course is offered part-time to local government clients.

Course Obijective

The course aims to provide training for individuals employed or
seeking employment in home support services and who aspire to
become team leaders or personal carers with significant skills and
expertise in home support.

Entry Requirements

To qualify for admission to the course, applicants must possess basic
English literacy and numeracy skills.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Appliation only through industry partners.

Course Duration

The course may be offered on a full-time basis over 132 nominal
hours or part-time equivalent.

Course Structure

Core Units
Code Hours
VBKS821 Introduction to Home Support 20
VBK®822 OHS Policies and Procedures

for Domestic Cleaning 20
VBK823 Cleaning Principles 51
VBK824 Cleaning Organisations 10
VBK825 Working with Diverse Behaviour 20
VBK826 Laundry Services 6
VBKS841 Bed Making Services 5

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.
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Course in Palliative Care
Awareness(3113GWD50)

Career Opportunities
Caregivers caring for people who are dying.

Scope of Delivery
Part-time

Course Objectives

The aim of the course is to provide training for caregivers who may be
involved in or wish to become involved in caring for people (including
those in a nursing home or hostel, in their own home or in a hospice
or hospital) who are dying.

Entry Requirements

To qualify for admission to the course, applicants must have
experience as a worker in the health and community services industry.
Recognition of prior learning may be available based on skills and
knowledge already acquired by the applicant through previous study, as
in articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Direct Entry application, interviews conducted.

Course Duration

The course may be offered part-time one day a week for eight weeks
(50 nominal hours).

Course Structure

Code

WD550 Orientation to Palliative Care

WD551 Philosophy of Palliative Care

WD552 Ethical and Legal Issues in Palliative Care
WD553 Communication for the Palliative Care Team
WD554 Exploring Client Groups

WD555 Symptoms

WD556 Grief and Loss

WD557 Death and Dying

WD558 Resources

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 1l in Asset Maintenance
(Cleaning Operations)(PRMZ20198)

Career Opportunities
Cleaning Operations.

Scope of Delivery
This course is delivered to industry clients only.

Course Objectives

The course aims to provide training in skills and competencies for
participants who currently work or intend to work in cleaning
operations.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they have the basic
literacy and numeracy skills and that they are capable of successfully
completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning, or from work and/or life
experience.

Selection Procedures/Selection Criteria
Selection is conducted by employer.

Course Duration
The course may be offered on a part-time basis over 94 nominal
hours.

Course Structure
Core Units (33 nominal hours)

Code Hours
PRMCL33A  Plan for safe and efficient cleaning activities 10
PRMCL34A  Follow relevant OHS policies and procedures to

ensure safety and that of others 15
PRMCL35A  Maintain a cleaning storage area 8
Elective units (61 nominal hours)
PRMCLO1A  Maintain hard floor surfaces 12
PRMCLO4A  Maintain soft floor 8
PRMCLO5A  Remove stains and spillages from soft floors 8
PRMCLO9A  Wash and squeegee glass surfaces to remove

all visible dirt and grime 8
PRMCL15A  Maintain furniture and fittings and dress

an area or room 6
PRMCL17A  Maintain wet area in an odour free, soil and

hazard free condition 10
PRMCL19A  Remove waste to maintain a tidy environment/area 9

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Department of Sport Recreation and Performance

The Department of Sport Recreation and Performance-TAFE offers
a range of courses at Certificate and Diploma levels that provide
vocational education for the Sport and Recreation industry ranging
from pre-employment through to para-professional level.

Code

SRF20201 Certificate 11 in Fitness (SRF20201)
SRF30201 Certificate 111 in Fitness (SRF30201)
SRF40201 Certificate 1V in Fitness (SRF40201)
SRO20299  Certificate Il in Outdoor Recreation(SRO20299)
SRS20299 Certificate 1 in Sport

(Career Oriented Participation)(SRS20299)
SRO20199  Certificate Il in Sport and Recreation (SRO20199)
SRO30199  Certificate I11 in Sport and Recreation (SRO30199)
SRO30103  Certificate 111 in Sport and Recreation(SRO30103)
SRO40103  Certificate IV in Sport and Recreation(SRO40103)
SRO50103  Diploma of Sport and Recreation(SRO50103)
SRO60103  Advanced Diploma of Sport and Recreation(SRO60103)
SRC20201 Certificate 11 in Community Recreation(SRC20201)
SRC30201 Certificate 111 in Community Recreation(SRC30201)
SRC40201 Certificate 1V in Community Recreation(SRC40201)
SRC502001  Diploma of Community Recreation(SRC50201)
SRO40199  Certificate IV in Sport and Recreation (SRO40199)
SRO50199  Diploma of Sport and Recreation (SRO50199)
SRS40399 Certificate 1V in Sports (Development) (SRS40399)
SRS50399 Diploma of Sport (Development) (SRS50399)
SRS40503 Certificate 1V in Sports (Development)(SRS40503
SRS50503 Diploma of Sports (Development)(SRS50503)
21237VIC Graduate Certificate in Career Counselling for Elite

Performers (Dance, Music, Sport)(21237VIC)
21052VIC Diploma of Arts (Small Companies and Community

Theatre) (21052VIC)
In addition to these courses, the Department of Sport, Fitness and
Recreation—TAFE conducts traineeships.
Jane McLennan
Head, Department of Sport Recreation and Performance-TAFE

SRXEMEQ02A  Participate in the control of minor emergencies 5
SRXINDO02A  Develop and implement a career path 10
SRXOHS001A  Follow defined Occupational Health and Safety

policy and procedures related to the work

being undertaken in order to ensure own safety

and that of others in the workplace 10
SRXORGO02A  Work effectively in a sport and recreation

organisation 10
SRXTEC002A  Operate a computer and printer to

produce simple documents 20
SRXTEMO002A  Support the work of a team 10
Fitness Stream Units
SRFFITO01A Provide orientation to clients prior to

undertaking a fitness program 15
SRFFIT002A Apply basic exercise science

to fitness activities 15

Electives Units

Students must complete seven elective units selected by the student
with the approval of the Head of Department, having regard to the
list of relevant units in the relevant Industry Training Package.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Fitness (SRF20201)

Career Opportunities
Further study, educational component of fitness traineeship

Scope of Delivery
This course is offered as a traineeship, or as a VET in Schools.

Course Obijective
The course aims to provide students with a pathway to further study,
which will enable them to gain employment in the fitness industry.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
possess the necessary skills and knowledge to undertake formal study
at an Australian Qualifications Framework Level 2.

Selection Procedures/Selection Criteria
Applicants would normally be employed as a Fitness trainee or be
enrolled in the course through their existing VCE program.

Course Duration

The course may be offered on a full-time basis over 17 weeks
(327 nominal hours) or part-time equivalent. This course is also
available as a traineeship.

Course Structure

Core Units

Code Hours

PUXEMEOO1A Provide emergency care 10

SRXCLS002A  Deliver service to clients 10

SRXCOMO002A  Receive and pass on information to facilitate
effective routine communication 10

Certificate 111 in Fitness (SRF30201)

Career Opportunities
Aerobic, fitness or aquatic instructor

Scope of Delivery

This course is offered on a full-time basis at the South Melbourne
campus and part-time at the Footscray Park campus over one
semester.

Course Obijective
The course aims to provide training for those employed, or seeking
employment as an aerobic, fitness or aquatic instructor.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
possess the necessary skills and knowledge to undertake formal study
at an Australian Qualifications Framework Level 3.

Selection Procedures/Selection Criteria

All applicants must complete a direct application form available from
the department. Selection will be based on interest/involvement in the
fitness industry, previous education and/or qualifications and possible
interview.

Course Duration
The course may be offered on a full-time basis over 1 year (489
nominal hours) or part-time equivalent.

Course Structure

Core Units
Code Hours
SRXCLS003A  Coordinate interaction with clients 8
SRXCOMO03A  Collect and provide information to facilitate

communication flow 7
SRXEMEQ03A  Respond to emergency situations 8
SRXINDOO3A  Apply sport and recreation law 10
SRXINDOO4A  Establish and maintain an effective

industry network 8
SRXORGO03A  Coordinate work and work priorities in a sport

and recreation organisation 8
SRXRIS001A Undertake risk analysis of

activities 10
SRXTECO003A  Design, develop and produce

documents, reports and worksheets

using advanced functions 8
SRXTEMO03A  Work autonomously 7
SRXTEMO04A  Deal with conflict 10
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Fitness Stream Units

SRFFIT001A Provide orientation to clients prior to

undertaking a fitness program 15
SRFFITO03A Undertake client induction and screening 15
SRFFIT004A Develop basic fitness programs 20
SRFFITO05A Apply basic exercise science to fitness

instruction 15
SRFFITO06A Use & maintain core fitness industry equipment 10
SRSSTRO01A Implement sports first aid procedures

and apply sports first aid 25
SRXCAIO04A  Plan asport and recreation session for clients 8
SRXCAI005A  Conduct a sport and recreation session for clients 8
SRXFACO001A  Maintain equipment for activities 5
SRXGRPO01A  Facilitate a group 8
Fitness Specialisation Elective Units
SRFAER001A  Plan and instruct a group exercise class 20
SRFAQAO001A Instruct water based fitness classes for the

general population 65
SRFGYMOO01A Instruct fitness activity skills to a client using

fitness equipment 20

Electives Units

Students must complete 4 elective units selected by the student, in
consultation with his/her employer, with the approval of the Head of
Department, having regard to the list of relevant units in the relevant
Industry Training Package.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 1V in Fitness (SRF40201)

Career Opportunities
Personal trainer, aerobic, fitness or aquatic instructor

Scope of Delivery

This course is offered on a full-time and part-time basis at the South
Melbourne campus.

Course Obijective

The course aims to provide advanced training for those employed, or
seeking employment as an aerobic, fitness or aquatic instructor.

Entry Requirements

To qualify for admission to the course, applicants must have
completed year 12 and/or be able to demonstrate to the satisfaction
of the Head of Department that they possess the necessary skills and
knowledge to undertake formal study at an Australian Qualifications
Framework Level 5. Applicants must have also completed Certificate
111 Fitness or equivalent.

Selection Procedures/Selection Criteria

All applicants must complete a direct application form available from
the department. Selection will be based on interest/involvement in the
fitness industry, previous education and/or qualifications and possible
interview.

Course Duration

The course may be offered on a full-time basis over one year (743
nominal hours) or part-time equivalent.

Course Structure

Core Units
Code Hours
SRXCLS004A  Provide advice in order to meet current
and anticipated client requirements 7
SRXCOMOO04A  Source and present information in
response to requests 7
SRXOHS002A  Implement and monitor the organisation’s
Occupational Health and Safety policies,
procedures and programs and maintain
Occupational Health and Safety standards 12
SRXORGO04A  Plan, allocate and evaluate work carried out

by teams, individuals and self 10

SRXORGO05A  Participate in the meeting process 6
SRXORGO06A  Conduct projects 15
SRXTECO004A  Assist with analysis and use of

emerging technology 7
SRXTEMOO05A  Lead, manage and develop work teams 12
Fitness Stream Units
SRFFITO07A Undertake advanced exercise planning

and programming 20
SRFFITO08A Utilise a broad knowledge of exercise

science in exercise planning, programming

and instruction 30
SRFFITO09A Undertake postural screening and appraisal 20
SRFFITO10A Utilise a broad range of fitness equipment 20
SRFFITO011A Provide exercise for fitness industry clients

with special requirements 20
SRFFIT012A Utilise an understanding of motivational

Psychology with fitness clients 20
SRXCAIO006A  Organise a sport and recreation program 10
SRXCAI007A  Conduct a sport and recreation program 10
SRXGRP002A  Provide leadership to groups 6
Fitness Specialisation Electives Units
SRFOLDO01A  Plan and deliver exercise for older adults 30
SRFPTIO01A Plan and deliver personal training 30
SRFSPP0O01A Plan and deliver advanced exercise to specific

populations 30

Electives Units

Students must complete four elective units selected by the student, in
consultation with his/her employer, with the approval of the Head of
Department, having regard to the list of relevant units in the the
relevant Industry Training Package.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Outdoor
Recreation(SR0O20299)

Career Opportunities
Further study, educational component of traineeship.

Scope of Delivery
This course is only offered as a traineeship or as VET in schools.

Course Objectives
The course aims to provide training for entry-level employees working
under direct supervision in the outdoor recreation industry.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

Applicants would normally be employed as a trainee or be enrolled in
the course through their existing VCE program.

Course Duration

The course may be offered on a full-time basis over 341 nominal
hours or part-time equivalent.

Course Structure
Core units (193 nominal hours)

Code Hours
PUXEMEOQO1A  Provide emergency care 10
SROOPS001A  Implement minimal environmental impact
practices 10
SROOREOQ01A  Prepare to participate in a supervised
outdoor activity requiring basic skills 6
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SROOREOQ02A  Participate in a supervised outdoor

activity requiring basic skills 8
SRXCAIO01A  Assist in preparing sport and recreation

sessions for clients 6
SRXCAI002A  Assist in conducting sport and recreation

sessions for clients 8
SRXCLS002A  Deliver service to clients 10
SRXCOMO01A Communicate in the workplace 10
SRXCOMO02A  Receive and pass on information to

facilitate effective routine communication 10
SRXEMEQO0L1A  React safely in an emergency and help

prevent emergencies 10
SRXEMEQ02A  Participate in the control of minor emergencies 5
SRXINDOO1A  Develop knowledge of the sport

and recreation industry 10
SRXINDO02A  Develop and implement a career path 10
SRXOHS001A  Follow defined occupational health and safety

policy and procedures relating to the work

being undertaken in order to ensure own

safety and that of others in the workplace 10
SRXORGO01A  Organise work 10
SRXORGO002A  Work effectively in a sport and recreation

organisation 10
SRXTECO001A  Operate a computer to gain access to and

retrieve data using keyboard skills 20
SRXTEC002A  Operate a computer and printer to produce

and print simple documents 10
SRXTEMO02A  Support the work team 10
SRXTEMO01A  Work in teams 10

Elective Units (totalling 148 nominal hours)

Two clusters of Outdoor Recreation Specialisation units selected from:
= Abseiling — artificial surface

= Abseiling — natural surface;

« Bushwalking;

= Canoeing — canoes

= Canoeing — kayaks

= Canoeing — sea kayaks;

= Canyoning;

= Caving;

« Climbing - artificial wall

= Climbing — natural surface;

= Cycling;

« Fishing;

= Horseriding;

= SCUBA;

= Skiing;

= Skitouring;

= Snorkelling;

= Surfing;

= Yachting — ballasted yacht

= Yachting — motor cruisers

= Yachting — sailboards

= Yachting — small boat;

« Sport and Recreation.

as specified in Section 6.3 of the Outdoor Recreation Industry
Training Package (SRO99), Australian National Training Authority,
2000.

A minimum of four elective units having regard to relevant units in
any nationally endorsed Industry Training Package.

All units are selected by the student, with approval of the Head of
Department, and must be relevant to the occupational outcome
sought at Australian Qualifications Framework Level 2.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate Il in Sport
(Career Oriented Participation)(SRS20299)

Career Opportunities
Further study, educational component of traineeship.

Scope of Delivery
This course is offered to elite level athletes through their existing
sporting club or organization.

Course Objectives
The course aims to provide students with a pathway to further study,
which will enable them to gain employment in the sport industry.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
possess the necessary skills and knowledge to undertake formal study
at an Australian Qualifications Framework Level 2.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

This program is only available to elite level athletes through their
existing sporting club or organization.

Course Duration

The course may be offered on a full-time basis over 400 nominal
hours or part-time equivalent.

Course Structure
Core Units — (195 nominal hours)

Code Hours
PUXEMEQOO1A Provide emergency care 10
SRXCLS002A  Deliver service to clients 10
SRXCOMO02A  Receive and pass on information to facilitate

effective routine communication 10
SRXEMEQ02A  Participate in the control of minor emergencies 10
SRXINDO02A  Develop and implement a career path 10
SRXOHS001A  Follow defined Occupational Health and

Safety policy and procedures related to the

work being undertaken in order to ensure

own safety and that of others in the workplace 10
SRXORGO02A  Work effectively in a sport and recreation

organisation 10
SRXTEC002A  Operate a computer and printer to produce

simple documents 10
SRXTEMO02A  Support the work of a team 10
SRSCOP 001A  Prepare for public speaking 10
SRSCOP 002A  Plan for and participate in a media interview 10
SRSCOP 003A  Demonstrate personal image

and presentation skills 5
SRSCOP 004A  Develop negotiation skills 10
SRSCOP 005A  Demonstrate basic assertive

communication skills 10
SRSCOP 006A  Complete a tax return 10
SRSCOP 007A  Develop a financial goal setting plan 10
SRSCOP 008A  Prepare a pre or post event meal 15
SRSCOP 011A  Develop an integrated time management plan 10
SRSCOP 012A  Develop a travel and accommodation plan 5
SRSCOP 013A  Develop a career goal setting plan 5
SRSCOP 014A  Prepare to study 5

Sport Specialisation cluster of units (130 nominal hours)

One cluster of sport specialisation units to be selected by the student
with the approval of the Head of Department, having regard to the
list of relevant units in the:

Qualifications Framework for the National Sport Industry Training
Package SRS99 (Version 2.00, January 2001);
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Electives Units

Four elective units selected by the student with the approval of the

Head of Department, having regard to the list of relevant units in the:

= Qualifications Framework for the National Sport Industry
Training Package SRS99 (Version 2.00, January 2001);

= Victorian Purchase Guide, SRFO01, Fitness Industry Training
Package (September 2001); and

« any other nationally endorsed Industry Training Package related
to the industry.

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.

SRXADMOO07A  Select, operate & maintain a range of office

equipment to complete a range of tasks 8
SRXADMO08A  Organise the copying & collating of documents 10
Elective Units
Five units selected by the student with approval of the Head of
Department, having regard to the list of relevant units in the relevant
Industry Training Package.
Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 11 in Sport and Recreation
(SR0O20199)

Career Opportunities
Further study, educational component of sport traineeship

Scope of Delivery
This course is only offered as a traineeship or as VET in schools.

Course Obijective
This course aims to provide training for persons working in the
administrative and retail sectors of the sport and recreation industry.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
possess the necessary skills and knowledge to undertake formal study
at an Australian Qualifications Framework Level 2. Students enrolled
as trainees must be employed under the Apprenticeship Training
Scheme.

Selection Procedures/Selection Criteria

Applicants would normally be employed as a trainee or be enrolled in
the course through their existing VCE program.

Course Duration

The course may be offered on a part-time basis over 1 year (323
nominal hours). This course is also available as a traineeship.

Course Structure
Core unit co-requisites and pre-requisites

Code Hours
SRXEMEOQO01A  React safely in an emergency & help

prevent emergencies 10
SRXINDO01A  Develop knowledge of the

sport & recreation industry 10
SRXTECO001A  Operate a computer to gain access to &

retrieve data using keyboard skills 20
Core Units
PUXEMEOQO1A  Provide emergency care 10
SRXCLS002A  Deliver service to clients 10
SRXCOMO02A  Receive & pass on information to

facilitate effective routine communication 10
SRXEMEQ02A  Participate in the control of minor emergencies 5
SRXINDO002A  Develop & implement a career path 10
SRXOHS001A  Follow defined Occupational Health and

Safety policy and procedures related to the

work being undertaken in order to ensure

own safety and that of others in the workplace 10
SRXORGO02A  Work effectively in a sport & recreation

organisation 10
SRXTECO002A  Operate a computer & printer to produce

simple documents 10
SRXTEMO02A  Support the work of a team 10
Compulsory Stream Units
SRXADMO05A  Handle mail to facilitate the information

flow of the organisation 5
SRXADMO06A  Process & analyse information to

provide access to & security of records 10

Certificate 111 in Sport and Recreation
(SRO30199)

Career Opportunities
Further study

Scope of Delivery
This course is only offered as a traineeship

Course Obijective

This course aims to provide training for persons employed in the sport
and recreation industry who's focus is on client services in sport and
recreation marketing, facility management, retail, event organisation or
assisting in activity/program leadership.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
possess the necessary skills and knowledge to undertake formal study
at an Australian Qualifications Framework Level 3. Students enrolled
as trainees must be employed under the Apprenticeship Training
Scheme.

Selection Procedures/Selection Criteria
Applicants would normally be employed as a trainee and complete the
qualification as a requirement of the traineeship.

Course Duration

The course may be offered on a full-time basis over 6 months (474
nominal hours) or part-time equivalent. This course is also available as
a traineeship.

Course Structure
Core Pre-requisites and Co-requisites Units

Code Hours
SRXCLS002A  Deliver service to clients 10
SRXCOMO02A  Receive & pass on information to

facilitate effective routine communication 10
SRXEMEOQO0LA  React safely in an emergency & help prevent

emergencies 10
SRXEMEQ02A  Participate in the control of minor emergencies 5
SRXINDOO1A  Develop knowledge of the sport and

recreation industry 10
SRXOHS001A  Follow defined Occupational Health and

Safety policy and procedures related to the

work being undertaken in order to ensure

own safety and that of others in the workplace 10
SRXORGO02A  Work effectively in a sport and

recreation organisation 10
SRXTEMO02A  Support the work of a team 10
SRXTECO001A  Operate a computer to gain access to

& retrieve data using keyboard skills 20
SRXTEC002A  Operate a computer & printer to

produce simple documents 10
Core Units
SRXCLS003A  Co-ordinate interaction with clients 8
SRXCOMO03A  Collect & provide information to facilitate

communication flow 7
SRXEMEO03A  Respond to emergency situations 8
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SRXINDOO3A  Apply sport & recreation law 10
SRXINDOO4A  Establish & maintain an effective

industry network 8
SRXORGO03A  Co-ordinate work & work priorities

in a sport & recreation organisation 8
SRXRIS001A Undertake risk analysis of activities 10
SRXTECO003A  Design, develop & produce documents,

reports & worksheets using advanced functions 8
SRXTEMO03A  Work autonomously 7
SRXTEMO04A  Deal with conflict 10
Stream Core Pre-requisite and Co-requisite Units
Code Hours
SRXADMO01A  Handle mail to facilitate communication 6
SRXADMO002A  Handle information to maintain

access to & security of records 12
SRXADMO03A  Apply knowledge of the organisation

to Complete routine administration tasks 12
SRXADMO04A  Operate a range of office equipment

to Complete routine tasks 15
SRXADMO05A  Handle mail to facilitate the information

flow of the organisation 5
SRXADMOO06A  Process & analyse information to

provide access to & security of records 10
SRXADMO07A  Select, operate & maintain a range of office

equipment to complete a range of tasks 8

Stream Core Units

SRXADMO09A  Maintain information records system

to ensure its integrity TBA
SRXADMO10A  Use the advanced functions of a range

of Office equipment to complete daily tasks 15
SRXADMO11A  Prepare meeting details 10

Elective Units

Five elective and corresponding elective co-requisite and pre-requisite
units selected by the student with approval of the Head of
Department, having regard to the list of relevant units in the relevant
Industry Training Package.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Advanced Diploma of Sport & Recreation
(SR0O60103)

This course aims to provide training for people wanting to work as an
administrative manager in the sport and recreation industry with
responsibilities for marketing, conference organisation and client
service co-ordination.

For further information please contact the Department of Sport,
Recreation and Fitness on ph 9694 1505.

SRO30103 Certificate 111 in Sport and
Recreation

This course aims to provide training for persons employed in the sport
and recreation industry who's focus is on client services in sport and
recreation marketing, facility management, retail, event organisation or
assisting in activity/program leadership.

For further information please contact the Department of Sport,
Recreation and Fitness on ph 9694 1505.

SR0O40103 Certificate IV in Sport and
Recreation

This course aims to provide training for persons working as
administrative officers in the sport and recreation industry.

For further information please contact the Department of Sport,
Recreation and Fitness on ph 9694 1505.

SR0O50103 Diploma of Sport and Recreation

This course aims to provide training for persons working as
administrative managers in the sport and recreation industry with
responsibility for marketing, conferences, client services co-ordination
and event management.

For further information please contact the Department of Sport,
Recreation and Fitness on ph 9694 1505.

Certificate 11 in Community
Recreation(SRC20201)

Career Opportunities
Further study, educational component of traineeship.

Scope of Delivery
This course is only offered as a traineeship or as VET in schools.

Course Objectives

The course aims to provide students with a pathway to further study,
which will enable them to gain employment in the community
recreation industry.

Entry Requirements

To qualify for admission to the course, applicants must be able to
demonstrate to the satisfaction of the Head of Department that they
possess the necessary skills and knowledge to undertake formal study
at an Australian Qualifications Framework Level 2.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

Applicants would normally be employed as a trainee or be enrolled in
the course through their existing VCE program.

Course Duration

The course may be offered on a full-time basis over 290 nominal
hours or part-time equivalent.

Course Structure
Core Units—(149 nominal hours)

Code Hours
PUXEMEOO1A Provide emergency care 10
SRXCLS002A  Deliver service to clients 10
SRXCOMO02A  Receive and pass on information to facilitate

effective routine communication 10
SRXEMEQ02A  Participate in the control of minor emergencies 5
SRXINDO02A  Develop and implement a career path 10
SRXOHS001A  Follow defined Occupational Health and

Safety policy and procedures related to the

work being undertaken in order to ensure

own safety and that of others in the workplace 10
SRXORGO02A  Work effectively in a sport and

recreation organisation 10
SRXTEC002A  Operate a computer and printer to

produce simple documents 20
SRXTEMO002A  Support the work of a team 10
SRCCRD 002A  Apply the principles of community

development to community recreation work 15
SRCCRO 002A  Respond to clients at risk 15
SRCCRO 003A  Apply point of sale handling procedures in a

recreation setting 10
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SRXCAI 001A  Assist in preparing a sport and recreation

session for clients 6
SRXCAI 002A  Assist in conducting a sport and recreation

session for clients 8

Elective Units

Three elective units selected by the student with the approval of the
Head of Department, having regard to the list of relevant units in the
relevant Industry Training Package.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate 111 in Community
Recreation(SRC30201)

Career Opportunities
Customer service in an aquatic or recreation centre.

Scope of Delivery
This course is currently only offered as a traineeship.

Course Objective
This course aims to provide training for people in a customer service
role of an aquatic or recreation centre.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria
Applicants would normally be employed as a trainee.

Course Duration
The course may be offered on a full-time basis over 744 nominal
hours over or part-time equivalent.

Course Structure
Core Units (totalling 159 nominal hours)

Code Hours
SRXCLS003A  Coordinate interaction with clients 8
SRXCOMO03A  Collect and provide information

to facilitate communication flow 7
SRXEMEOQ03A  Respond to emergency situations 8
SRXWDO003A  Apply sport and recreation law 10
SRXINDOO4A  Establish and maintain an effective

industry network 8
SRXORGO03A  Coordinate work and work priorities in

asport and recreation organisation 8
SRXRIS001A Undertake risk analysis of activities 10
SRXTECO003A  Design, develop and produce documents,

reports & worksheets using advanced functions 8
SRXTEMO03A  Work autonomously 7
SRXTEMO04A  Deal with conflict 10
SRCCRDO002A  Apply principles of community

development to community recreation work 15
SRCCRDO03A  Promote access, equity and diversity in

community recreation 20
SRCCRO004A  Work within a budget for a recreation

initiative or program 15
SRXGRPO01A  Facilitate a group 8
SRXFACO001A  Maintain equipment for activities 5
SRXRES001A  Educate the public on the safe use of a

sport and recreational resource 12

Elective Units
Ten elective units (totalling 585 nominal hours) comprising:

= A minimum of five units, at Australian Qualifications Framework
level three, selected from any other endorsed sport and recreation
training packages: Community Recreation; Fitness; Outdoor
Recreation; or Sport Training endorsed by the Australian National
Training Authority.

= A maximum of five elective units selected from the units at
Australian Qualifications Framework level three in any other
industry related Training Package endorsed by the Australian
National Training Authority.

All units are selected by the student with the approval of the Head of

Department. Units selected must be relevant to the occupational

outcome sought and appropriate to the Australian Qualifications

Framework level.

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.

Certificate IV in Community
Recreation(SRC40201)

Career Opportunities
Supervisor.

Scope of Delivery
Full-time.

Course Objectives

This course aims to provide training for people who are supervising
individuals or teams in a recreational facility and/or community
program.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

This course is run as a dual qualification with the Certificate IV in
Sport and Recreation (SRO40301).

Entry to this course is via the Certificate IV in Sport and Recreation
(SRO40301).

Course Duration

The course may be offered on a full-time basis over 1043 nominal
hours over or part-time equivalent.

Course Structure
Core Units (totalling 184 nominal hours)

Code Hours
SRXCLS004A  Provide advice in order to meet current and

anticipated client requirements 7
SRXCOMO04A  Source and present information in response

to requests 7
SRXOHS002A  Implement and monitor the organisation’s

Occupational Health and Safety policies,

procedures and programs and maintain

Occupational Health and Safety standards 12
SRXORGO04A  Plan, allocate and evaluate work carried

out by teams, individuals and self 10
SRXORGO05A  Participate in the meeting process 6
SRXORGO06A  Conduct projects 15
SRXTECO004A  Assist with analysis &

use of emerging technology 7
SRXTEMO05A  Lead, manage and develop work teams 12
SRCCRDO007A  Develop recreation programs 20
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SRCCRDO08BA  Work effectively with government and

other key stakeholders 20
SRCCRO005A  Develop a budget for a recreation initiative 20
SRXEMEQ04A  Coordinate emergency response 20
SRXGRP002A  Provide leadership to groups 6
SRXINDOO5A  Promote compliance with laws & legal principles12
SRXRES002A  Improve client awareness and implementation

of environmental management practices 10
Elective Units

Thirteen elective units (totalling 859 nominal hours) comprising:

= A minimum of six elective units, at Australian Qualifications
Framework level four, selected from any other sport and
recreation training packages: Community Recreation; Fitness;
Outdoor Recreation; or Sport Training endorsed by the Australian
National Training Authority.

= A maximum of seven elective units selected from the relevant
training package.

All units are selected by the student with the approval of the Head of

Department. Units selected must be relevant to the occupational

outcome sought and appropriate to the Australian Qualifications

Framework level.

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.

Diploma of Community Recreation(SRC50201)

Career Opportunities
Recreational Manager.

Scope of Delivery
Full-time.

Course Objectives

This course aims to provide training for people who manage policies
and procedures for a recreational facility and/or recreational programs.

Entry Requirements

To qualify for admission to the course, applicants must demonstrate to
the satisfaction of the Head of Department that they are capable of
successfully completing the course.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

This course is run as a dual qualification with the Diploma of Sport
and Recreation (SRO50103).

Entry to this course is via the Diploma of Sport and Recreation
(SRO50103).

Course Duration

The course may be offered on a full-time basis over 1531 nominal
hours over or part-time equivalent.

Course Structure
Core Units (totalling 624 nominal hours)

Code Hours
BSXFMI501A  Manage personal work priorities and

professional development 40
BSXFMI502A  Provide leadership in the workplace 40
BSXFMIS04A  Participate in, lead and facilitate work teams 40
BSXFMI507A  Manage quality client service 50
SRXCOMO05A  Research, prepare and present information 10
SRXINDOOSA  Promote compliance with laws & legal principles12
SRXOHS003A  Establish, maintain and evaluate Occupational

Health and Safety system in order to ensure

that the workplace is, as far as practicable, safe

and without risks to the health of

employees and clients 15

SRXORGO07A  Develop teams and individuals to enhance

performance 12
SRXTEMOO06A  Create, maintain and enhance

effective working relationships 8
BSXFMIS05A  Manage operations to achieve

planned outcomes 50
CHCCD14A Implement a community development strategy 70
SRCCRDO007A  Develop recreation programs 20
SRCCRDO08BA  Work effectively with government

and other key stakeholders 20
SRCCROO011A  Implement a sales system for a

recreation facility or organisation 20
SRCCRO012A  Manage contracts 30
SRXADMO14A Manage and coordinate projects 30
SRXFACO005A  Coordinate facility and equipment

acquisition and maintenance 15
SRXFINOO7A  Monitor and control disbursements

within a given budget 20
SRXGOV004A  Work effectively with the Board of

an organisation 25
SRXHRMO01A Manage volunteers 20
SRXHRMO002A  Participate in staff selection to ensure

team goals are achieved 15
SRXMKTO03A  Promote organisation’s activities 15
SRXMKTO04A  Analyse and respond to changing markets 15
SRXPLAO04A  Evaluate organisation’s activities 20
SRXRES005A  Achieve an efficient use of resources 12

Elective Units

= Elective units (totalling 907 nominal hours) selected from the list
of relevant units in the Community Recreation Industry Training
Package SRCO1 (Version 1.00, 2001);

= The units at Australian Qualifications Framework level five units,
selected from any of the nationally endorsed Sport and
Recreation training packages: Community Recreation; Fitness;
Outdoor Recreation; or Sport Training;

= The Australian Qualifications Framework level five units in any
other nationally endorsed Industry Training Package related to the
industry.

All units are selected by the student with the approval of the Head of

Department. Units selected must be relevant to the occupational

outcome sought and appropriate to the Australian Qualifications

Framework level.

Some unit descriptors are listed under the Module/Unit Details

section of this Handbook.

Certificate IV in Sport and Recreation
(SRO40199)

Career Opportunities
Sports administration officer

Scope of Delivery
This course is offered on a full-time basis over one year at the South
Melbourne campus.

Course Obijective
This course aims to provide training for persons working as
administrative officers in the sport and recreation industry.

Entry Requirements

To qualify for admission to the course, applicants must have
successfully completed year 12 and/or can demonstrate to the
satisfaction of the Head of Department that they possess the
necessary skills and knowledge to undertake formal study at an
Australian Qualifications Framework Level 4.
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Selection Procedures/Selection Criteria

Full-time applicants including mature-age must apply for the course
through VTAC. Part-time applicants must complete a direct
application available from the department. Selection is based on
ENTER score, attendance at the course information evening, prior
qualifications, prior experience and additional information provided
in a profile form.

Course Duration
The course may be offered on a full-time basis over 622 nominal
hours or part-time equivalent.

Course Structure
Core Pre-requisites and Co-requisites Units

Code Hours
SRXCLS002A  Deliver service to clients 10
SRXCLS003A  Co-ordinate interaction with clients 8
SRXCOMO02A  Receive & pass on information to

facilitate effective routine communication 10
SRXCOMO03A  Collect & provide information to

facilitate communication flow 7
SRXORGO02A  Work effectively in a sport &

recreation organisation 10
SRXORGO03A  Co-ordinate work & work priorities

in a sport & recreation organisation 8
SRXTEMO002A  Support the work of a team 10
SRXTEMO03A  Work autonomously 7
SRXTECO001A  Operate a computer to gain access

to & retrieve data using keyboard skills 20
SRXTECO002A  Operate a computer & printer to

produce simple documents 10
SRXTECO003A  Design, develop & produce

documents, reports & worksheets using

advanced functions 8
Core Units
SRXCLS004A  Provide advice in order to meet current

& anticipated client requirements 7
SRXCOMO04A  Source & present information

in response to requests 7
SRXOHS002A  Implement & monitor the organisation’s

Occupational Health & Safety policies,

procedures & programs in the

relevant work area to achieve & maintain

Occupational Health & Safety Standards 12
SRXORGO04A  Plan, allocate & evaluate work carried

out by teams, individuals & self 10
SRXORGO05A  Participate in the meeting process 6
SRXORGO006A  Conduct projects 15
SRXTECO004A  Assist with the analysis & use of

emerging technology 7
SRXTEMOO05A  Lead, manage & develop work teams 12
Stream Core Pre-requisite and Co-requisite Units
SRXADMO01A  Handle mail to facilitate communication 6
SRXADMO002A  Handle information to maintain access to

& security of records 12
SRXADMO05A  Handle mail to facilitate the information

flow of the organisation 5
SRXADMO06A  Process & analyse information to

provide access to & security of records 10
SRXADMO09A  Maintain information records system

to ensure its integrity 8
Stream Core Units
SRXADMO12A  Supervise an established records

system to ensure its integrity 12
SRXADMO13A  Plan business trip & associated

itinerary to ensure efficient travel 15
SRXTECO005A  Assist in the maintenance of a computer system 40
SRXTECO006A  Customise & maintain software 30

Elective Units

Eight elective and corresponding elective co-requisite and pre-requisite
units selected by the student with approval of the Head of
Department, having regard to the list of relevant units in the relevant
Industry Training Package.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Sport and Recreation (SRO50199)

Career Opportunities
Sports administration officer

Scope of Delivery
This course is offered on a full-time basis over two years at the South
Melbourne campus.

Course Objectives

This course aims to provide training for persons working as
administrative managers in the sport and recreation industry with
responsibility for marketing, conferences, client services co-ordination
and event management.

Entry Requirements

To qualify for admission to the course, applicants must have
successfully completed year 12 and/or can demonstrate to the
satisfaction of the Head of Department that they possess the
necessary skills and knowledge to undertake formal study at an
Australian Qualifications Framework Level 5.

Selection Procedures/Selection Criteria

Full-time applicants including mature-age must apply for the course
through VTAC. Part-time applicants must complete a direct
application available from the department. Selection is based on
ENTER score, attendance at the course information evening, prior
qualifications, prior experience and additional information provided
in a profile form.

Course Duration

The course may be offered on a full-time basis over two years (936
nominal hours) or part-time equivalent.

Course Structure
Core Pre-requisites and Co-requisites Units

Code Hours
SRXCOMO02A  Receive & pass on information to facilitate

routine communication 10
SRXCOMO03A  Collect & provide information to facilitate

communication flow 7

SRXCOMO04A  Source & present information in

response to requests 7
SRXORGO002A  Work effectively in a sport & recreation

organisation 10
SRXTEMO02A  Support the work of a team 10
SRXTEMO03A  Work autonomously 7
SRXTEMO04A  Deal with conflict 10
SRXTEMO05A  Lead, manage & develop work teams 12
Core Units
BSXFMIS01A  Manage personal work priorities &

professional development 40
BSXFMI502A  Provide leadership in the workplace 40
BSXFMIS04A  Participate in, lead & facilitate work teams 40
BSXFMIS07A  Manage quality customer service 50
SRXCOMO05A  Research, prepare & present information 10
SRXINDOO5A  Promote compliance with laws & legal principles12
SRXOHS003A  Establish, maintain & evaluate Occupational

Health & Safety systems in order to ensure

the workplace is, as far as practicable, safe &

without risks to health of employees & clients 15
SRXORGO007A  Develop teams & individuals to enhance

performance 12
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SRXTEMOO06A  Create, maintain & enhance effective SRXCOMO04A  Source & present information in

working relationships 8 response to requests 7
Stream Core Pre-requisite and Co-requisite Units SRXOHS002A  Implement & monitor the organisation’s
SRXADMO12A  Supervise an established records system Occupational Health & Safety policies,

to ensure its integrity 12 procedures & programs in the relevant
SRXORGO05A  Participate in the meeting process 6 work area to achieve & maintain Occupational
SRXORGO06A  Conduct projects 15 Health & Safety Standard 12
SRXTECO005A  Assist in the maintenance of computer system 40 SRXORGO002A  Work effectively in a sport & recreation
SRXTECO006A  Customise & maintain software 30 organisation 10
Stream Core Units SRXORGO03A  Co-ordinate work & work priorities in a
SRXADMO14A  Manage & co-ordinate projects 30 sport & recreation organisation 8
SRXADMO15A  Establish & maintain a records system SRXORGO04A  Plan, allocate & evaluate work carried

to ensure integrity of the system 40 out by teams, individuals & self 10
SRXADMO16A  Establish & maintain library/resource collection 20 SRXORGO05A  Participate in the meeting process 6
SRXADMO17A  Plan & establish administration SRXORGO0BA  Conduct projects 15

systems & procedures 24 SRXTECO001A  Operate acomputer to gain access to &
SRXADMO18A  Review office administration procedures retrieve data using keyboard skills 20

& processes to meet changing demands 15 SRXTEC002A  Operate acomputer & printer to produce
SRXADMO19A  Manage the meeting process 15 simple documents 10
SRXTEC007A  Manage the establishment & maintenance SRXTECO003A  Design, develop & produce documents,

o of awork group network 30 reports & worksheets using advanced functions 8

Elective Units ) . » . SRXTECO04A  Assist with the analysis & use of
Ten elective and corresponding elective co-requisite and pre-requisite emerging technology 7
units selected by the student with approval of the Head of srxTEMO02A Support the work of a team 10
Department, having regard to the list of relevant units in the relevant sRxTEMO003A  Work autonomously 7
Industry Training Package. SRXTEMOOSA  Lead, manage & develop work teams 12
Some unit descriptors are listed under the Module/Unit Details Development Stream Pre-requisite and Co-requisite Units
section of this Handbook. PUXEMEOO1A Provide emergency care 10

SRSOFF001A  Operate in accord with accepted officiating

practices, styles, legal & ethical responsibilities

Certificate IV in Sports (Development) o manage risk 25
(SRS40399) SRXADMO001A  Handle mail to facilitate communication 6
. SRXADMO002A  Handle information to maintain access
Career Opportunities to & security of records 12
Sports coach, sports official, sports administrator SRXADMO005A  Handle mail to facilitate the information
: flow of the organisation 5
?’Egiitj)r];e?seyf\f/:rre)é on a full-time basis over one year at the South SRXADMO06A - Process & analyse information to provide
Melbourne camnus y access to & security of records 10
pus. SRXADMO09A  Maintain information records system to
Course Objective ensure its integrity ' 8
This course aims to provide training for coaches or officials, who wish  SRXCAIO01A  Assist in preparing sport & recreation
to work in the sport industry doing a range of coaching and officiating sessions for clients , 6
at the beginner and intermediate levels and/or administrative duties. ~ SRXCAI002A  Assist in conducting sport & recreation
. session for clients 8
Entry Requirements SRXCAI003A  Provide equipment for activities 7
To qualify for admission to the course, applicants must have SRXCOMO0LA Communicate in the workplace 10
successfully completed year 12 and/or can demonstrate to the SRXEMEOO2A Participate in the control of minor emergencies 5
satisfaction of the Head of Department that they possess the SRXORGO0IA  Organise work 10
necessary skills and knowledge to undertake formal study at an SRXOHS001A  Follow defined Occupational Health & Safety
Australian Qualifications Framework Level 4. policy & procedures related to the work being
Selection Procedures/Selection Criteria undertaken in order to ensure own safety
Full-time applicants including mature-age must apply for the course and that of others in the workplace 10
SRXTEMO01A  Work in teams 10

throygh_ VTAC_:. Part-time applicants must cor_nple_te a direct Development Stream Units
application available from the department. Selection is based on SRSCOAQOIA  Operate in accord with accepted coaching
ENTER score, attendance at the course information evening, prior practices, styles & legal & ethical responsibilities 30

qualificat_ions, prior experience and additional information provided SRSCOA002A  Plan individualised training programs to
in a profile form.

improve skills 40
Course Duration SRSCOA003A  Conduct, monitor & adjust an individualised
The course may be offered on a full-time basis over 1 year (1032 program of training sessions to improve skills 20
nominal hours) or part-time equivalent. SRSCOAQ04A  Evaluate, analyse & modify the conduct
& outcomes of individualised training
Course Strgcture B ) programs to improve skills 45
Core Pre-requisites and Co-requisites Units SRSCOAQ05A  Include special interest groups or people with
SRXCLSO02A  Delver service o clet "o Special needs 15
eliver service to clients SRSCOAO06A  Implement fundamental principles of sport
SRXCLS003A  Co-ordinate interaction with clients 8
SRXCOMOO2A  Receive & information to faciltat psychology 15
ef?fgzlt\il\?e ro%iisrieogalrrw]wﬁwrur:\]i:t)igno acilitate 10 SRSCOAQ007A  Provide information about the fundamental
SRXCOMO03A  Collect & provide information to Principles of eating for peak performance 15
facilitate communication flow 7
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SRSOFF001A  Operate in accord with accepted officiating

practices, styles, legal & ethical responsibilities

to manage risk 25
SRSOFF002A  Apply rules & regulations to conduct games

& competitions 15
SRSOFF004A  Apply self reflection techniques to evaluate &

modify officiating performance 15
SRSOFF005A  Resolve conflict related to officiating 15
SRSOFF006A  Develop a fitness program for officials 20
SRSSTRO01A Implement sports first aid procedures &

apply sports first aid 25
SRXADMO12A  Supervise an established records system

to ensure its integrity 12
SRXADMO13A  Plan business trip & associated itinerary to

ensure efficient travel 15
SRXADMO14A Manage & co-ordinate projects 30
SRXADMO15A  Establish & maintain a records system to

ensure integrity of system 40
SRXCAIO004A  Plan a sport & recreation session for clients 8
SRXCAI005A  Conduct a sport & recreation session for clients 8
SRXGRPO01A  Facilitate a group 8

Elective Units

Nine elective and corresponding elective co-requisite and pre-requisite
units selected by the student with approval of the Head of
Department, having regard to the list of relevant units in the relevant
Industry Training Package.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Diploma of Sport (Development) (SRS50399)

Career Opportunities
Sports coach, sports official, sports administrator

Scope of Delivery
This course is offered on a full-time basis over two years at the South
Melbourne campus.

Course Objective

This course aims to provide training for coaches and officials who
wish to work in the sport industry doing a range of coaching and
officiating and/or administrative duties.

Entry Requirements

To qualify for admission to the course, applicants must have
successfully completed year 12 and/or can demonstrate to the
satisfaction of the Head of Department that they possess the
necessary skills and knowledge to undertake formal study at an
Australian Qualifications Framework Level 5.

Selection Procedures/Selection Criteria

Full-time applicants including mature-age must apply for the course
through VTAC. Part-time applicants must complete a direct
application available from the department. Selection is based on
ENTER score, attendance at the course information evening, prior
qualifications, prior experience and additional information provided
in a profile form.

Course Duration

The course may be offered on a full-time basis over two years (1400
nominal hours) or part-time equivalent.

Course structure

Core Units
Code Hours
BSXFMI501A  Manage personal work priorities and

professional Development 40
BSXFMI502A  Provide leadership in the workplace 40
BSXFMIS04A  Participate, lead and facilitate work teams 40
BSXFMI507A  Manage quality client service 50
SRXCOMO02A  Receive and pass on information to

facilitate effective routine communication 10

SRXCOMO03A

SRXCOMO04A

SRXCOMO05A
SRXINDOO5SA
SRXOHS003A

SRXORGO002A

SRXORGO07A

SRXTEMO002A
SRXTEMO03A
SRXTEMO04A
SRXTEMO05A
SRXTEMO06A

Collect and provide information to

facilitate communication flow 7
Source and present information in response
to requests 7

Research, prepare and present information 10
Promote compliance with laws & legal principles12
Establish, maintain and evaluate Occupational
Health and Safety systems in order to ensure

that the workplace is, as far as is practicable,

safe and without risks to health of

employees and clients 15
Work effectively in a sport and recreation
organisation 10
Develop teams and individuals to enhance
performance 12
Support the work of a team 10
Work autonomously 7
Deal with conflict 10
Lead, manage and develop work teams 12
Create, maintain and enhance effective working
relationships 8

Development Stream Units

PUXEMEOQ01A
SRSCOAQ01A

SRSCOAQ07A

SRSCOAO11A
SRSCOA012A

SRSCOAO13A
SRSCOAO014A
SRSCOAO015A
SRSCOA016A
SRSNETO001A
SRSNET002A
SRSNETO003A
SRSNETO004A

SRSOFF001A

SRSOFF004A
SRSOFF005A
SRSOFF006A
SRSOFF007A

SRSOFF008A
SRSOFF009A

SRSSACO01A

SRXADMO01A
SRXADMO002A

SRXADMO05A

SRXADMO06A

SRXADMO09A

SRXADMO12A

SRXADMO14A
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Provide emergency care 10
Operate in accord with accepted coaching
practices, styles & legal & ethical responsibilities 30
Provide information about the principles

of eating for peak performance 15
Work with officials 10
Provide information regarding

drugs in sport issues 5
Support clients to adopt the

principles of sports psychology 20
Support clients to adopt the principles

of eating for peak performance 10
Monitor coach welfare 10
Implement recovery training programs 25
Interpret and apply the fundamental rule

of netball at the beginner level 10
Use basic communication strategies to

umpire netball at the beginner level 10

Demonstrate fundamental positioning skills
relevant to umpire netball at the beginner level 10
Teach and develop the fundamental

skills of netball 35
Operate in accord with accepted officiating
practices, styles and legal and ethical

responsibilities to manage risk 25
Apply self reflection techniques to evaluate

and modify officiating sessions 15
Resolve conflict related to officiating 15
Develop a fitness program for officials 20

Evaluate, analyse and modify the conduct and
outcomes of officiating to improve performancel5

Manage conflict related to officiating 15
Plan, implement and evaluate a fitness and
recovery program for officials 20
Teach or develop basic skills of strength
and conditioning 60
Handle mail to facilitate communication 6
Handle information to maintain access to and
security of records 12
Handle mail to facilitate the information
flow of the Organisation 5
Process and analyse information to provide
access to and security of records 10
Maintain information records system to ensure
its integrity 8
Supervise an established records system to
ensure its integrity 12
Manage and coordinate projects 30
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SRXADMO15A  Establish and maintain a records system

to ensure integrity of the system 40
SRXADMO16A  Establish and maintain library/

resource collection 20
SRXADMO17A  Plan and establish administration systems

and procedures 24
SRXADMO18A  Review administration procedures and

processes to meet changing demands 15
SRXADMO19A  Manage the meeting process 15
SRXCAIO01A  Assist in preparing sport and recreation

sessions for clients 6
SRXCAI002A  Assist in conducting sport and creation

sessions for clients 8
SRXCAI003A  Provide equipment for activities 7
SRXCAIO04A  Plan asport and creation session for clients 8
SRXCAI005A  Conduct a sport and creation session for clients 8
SRXCAIO08A  Plan and prepare an individualised

long-term training programs 20
SRXCAI009A  Conduct, monitor and adjust individualised

long-term training programs 20
SRXCAI010A  Evaluate, analyse and modify long-term

and/or high performance individualised

training programs 20
SRXCOMO01A Communicate in the workplace 10
SRXEMEQO0LA  React safely in an emergency and help

prevent emergencies 10
SRXEMEQ02A  Participate in the control of minor emergencies 10
SRXOHS001A  Follow defined Occupational Health and Safety

policy and procedures related to work being

undertaken in order to ensure own safety and

that of others in the workplace 10
SRXORGO01A  Organise work 10
SRXORGO04A  Plan, allocate and evaluate work carried out

by teams, individuals and self 10
SRXORGO05A  Participate in the meeting process 6
SRXORGO06A  Conduct projects 15
SRXTECO005A  Assist in the maintenance of a computer system 40
SRXTECO006A  Customise and maintain software 30
SRXTEC007A  Manage the establishment and maintenance

of a Work group network 30
SRXTEMO01A  Work in teams 10

Elective Units

Students must complete seven elective units selected by the student,
with approval of the Head of Department, having regard to the list of
relevant units in the relevant Sport Industry Training Package.

Some unit descriptors are listed under the Module/Unit Details
section of this Handbook.

Certificate IV in Sport (Development)
(SRS40503)

This course aims to provide training for coaches or officials, who wish
to work in the sport industry doing a range of coaching and officiating
at the beginner and intermediate levels and/or administrative duties.
For further information please contact the Department of Sport,
Recreation and Fitness on ph 9694 1505.

Diploma of Sport (Development) (SRS50503)

This course aims to provide training for coaches and officials who
wish to work in the sport industry doing a range of coaching and
officiating and/or administrative duties.

For further information please contact the Department of Sport,
Recreation and Fitness on ph 9694 1505.

Graduate Certificate in Career Counselling
for Elite Performers
(Dance, Music, Sport)(21237VIC)

Career Opportunities

Athlete Career Education Adviser, professional Sport Welfare Officer,
Career Counsellor.

Scope of Delivery
This is a flexible course, but is generally offered on a part-time basis
over one year. The course is offered on-line through TAFEVC.

Course Objectives

The course aims to provide students with the knowledge and skills
required to perform the role of career and education adviser to elite
performers. It is designed to provide an accredited training program
for people to work with elite performers on their career and education
options.

Entry Requirements

To qualify for admission to the course applicants must possess a
Bachelor Degree or Advanced Diploma in a related discipline, such as
psychology, education, welfare or recreation, and demonstrate
potential to undertake work at this level. Applicants are expected to be
employed within the sports, dance or music industry or have access to
significant work placement.

Where formal relevant qualifications are not held applicants must
demonstrate to the satisfaction of the Head of Department a level of
maturity, and an understanding of the industry sector and a
commitment to work as a career and education adviser.

Recognition of prior learning may be available based on skills and
knowledge acquired by the applicant through previous study, as in
articulation, informal or formal learning or from work and/or life
experience.

Selection Procedures/Selection Criteria

All applicants must complete a direct application form available from
the Department. Selection into the course is based on prior
experience, prior qualifications, interest and involvement in the
industry.

Course Duration
The course may be offered on a full-time basis over 230 hours or part-
time equivalent.

Course Structure
Core Modules

Code Hours
VBK954 Counselling Foundations for working with

Elite Performers 50
VBK955 Career Planning for Elite Performers 50
VBK956 Application of Principles and Practice 80

Elective Modules
One elective unit selected by the student, with the approval of the
Head of Department, from the following units:

VBK957 The Elite Performance Sport Environment 50
VBK958 The Elite Performance Music Environment 50
VBK959 The Elite Performance Dance Environment 50

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Diploma of Arts (Small Companies and
Community Theatre) (21052VIC)

Career Opportunities
Stage actor/performer, circus performer, stage director/manager,
performing arts manager.

Scope of Delivery
Full-time, flexible delivery on and off campus.

Course Objectives

The course aims to provide the knowledge and skills required for
employment in all areas of the performing arts industry including
festivals and community theatres. It is appropriate for multi-skilled
theatre workers who have some performance and technical skills. The
course is designed to enable students to develop, manage and perform
in productions for small companies, community theatres, festivals and
events.

Entry Requirements

The main requirement for entry to the course is that students have the

necessary aptitude to successfully undertake the program. Entry is

suited to highly motivated people who have practical skills and a

sensitivity to performance. Basic computer skills would be an

advantage.

The general competencies recommended on course entry include:

= good communication/presentation skills (verbal);

= positive team working skills and attitudes;

« ability to read, write and speak English using appropriate language
structures;

= ability to use numbers, measurement, shapes and patterns in
relation to transferring and manipulating data.

Selection Procedures/Selection Criteria

Applicants must attend an interview and/or
workshop/audition.

performance

Course Duration

The course may be offered on a full-time basis over two years (1849
nominal hours).

Course Structure

Code Hours
VBJ300 Acting 1 75
VBJ301 Voice 1 50
VBJ302 Movement 1 50
VBJ303 Improvisation 1 50
VBJ304 Australian Theatre 50
VBJ305 Australian Community theatre 50
VBJ306 Script Writing 50
CUELGT5A Operate Lighting 50
CUESOU3A Operate Sound Equipment 80
CUESMT2A Prepare for Rehearsal 140
CUESMT3A Co-ordinate Rehearsals 140
CUESMT4A Co-ordinate Final Production Process 140
CUESMT5A Manage the Performance 120
CUEEVTIA Plan and Manage Events 100
CUESMTIA Assist in Stage Managing the Production 65
CUESET5A Assist in Making Sets 65
CUEMAR3A Undertaking Marketing Activities 40
BSXFMIS503A Establish and Manage Effective

Workplace Relationships 60
CUETHTCORO2A Work in a Socially Diverse Environment 10
THHGHS03B Provide First Aid 24
CUEIND1A Apply Organisation & Industry Knowledge 10
CUECOR2A Work With Others 15

CUETHTCORO31 Follow Health, Safety & Security Procedures 5

Elective Modules
350 nominal hours of elective modules offered as follows:
Sunbury Campus electives(Theatre Events):

VBJ311 Acting 2 50
VBJ312 Voice 2 50
VBJ313 Movement 2 50
VBJ314 Improvisation 2 50
VBIJ316 Music in performance 50
Footscray Nicholson Campus electives(Festival Events):

VBJ311 Acting 2 50
VBJ313 Movement 2 50
VBJ314 Improvisation 2 50
VBJ308 Circus skills 50
VBJ310 Puppetry 50

Some module descriptors are listed under the Module/Unit Details
section of this Handbook.
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Module/ZUnit Detalls

In this section the modules are listed in alpha-numerical order according to their University/PETE code. Codes beginning with a number are
listed at the start. Look under the Course Structure heading in the course descriptions (pages 35-250) to find the names and codes of the
modules included in a course. Additional unit/module details may be obtained by contacting the relevant department.

023/01 EVALUATE A BUSINESS OPPORTUNITY

Campus To be advised

Prerequisite(s) To be advised

Content Clarify personal expectations, values, skills and experience;
Identify a business opportunity; Investigate the business
opportunity; Determine natute of products/services to be provided;
Establish market needs for the product/service.

Required Reading To be advised

Nominal Hours 20 Hours

Assessment As per accredited curriculum

023/07 MANAGE FINANCES

Campus To be advised
Prerequisite(s) To be advised
Content Translate financial plan into strategies; Implement

023/02 COMPLETE A BUSINESS PLAN

Campus To be advised

Prerequisite(s) To be advised

Content Specify business goals and objectives; Identify need for
specialist services; Formulate business plan; Apply the business
plan.

Required Reading To be advised

Nominal Hours 30 Hours

Assessment As per accredited curriculum

financial ~strategies; Monitor financial petformance; Explore
opportunities to improve financial performance.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curriculum

023/08 REVIEW BUSINESS

Campus To be advised

Prerequisite(s) To be advised

Content Review external environment; Review internal

environment; Re-focus the business; Maintain networks.
Required Reading To be advised

Nominal Hours 20 Hours

Assessment As per accredited curriculum

023/03 ADDRESS LEGAL AND ADMINISTRATIVE
REQUIREMENTS

Campus To be advised

Prerequisite(s) To be advised

Content Establish legal structure of business; Comply with
statutory and regulatory requirements; Establish rights to
products/services; Secure rights to products/services.

Required Reading To be advised

Nominal Hours 20 Hours

Assessment As per accredited curriculum

206/01 TAKE INSTRUCTIONS IN RELATION TO A
TRANSACTION

Campus St Albans

Prerequisite(s) Nil

Content Establish the client’s needs; Identify parties, properties and
other interests; Determine contingency —strategies; Initiate the
transaction; Determine terms of engagement; Identify any conflict of
interest between conveyancer and client.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

023/04 ADDRESS CUSTOMER REQUIREMENTS

Campus To be advised

Prerequisite(s) To be advised

Content Establish customer requirements; Develop marketing
strategies; Implement marketing strategies; Monitor marketing
performance; Explore opportunities improve
satisfaction.

Required Reading To be advised

Nominal Hours 30 Hours

Assessment As per accredited curriculum

to customer

206/05 PREPARE AND EXECUTE DOCUMENTS

Campus St Albans

Prerequisite(s) Nil

Content Prepare documentation; Present documentation for execution;
Manage collateral/third party involvement; Draft, adapt and construct
documents to meet client needs and instructions.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curriculum

023/05 MANAGE BUSINESS OPERATIONS

Campus To be advised

Prerequisite(s) To be advised

Content Develop operational strategies; Implement operational
strategies; Monitor operational performance; Explore opportunities
to improve performance.

Required Reading To be advised

Nominal Hours 30 Hours

Assessment As per accredited curriculum
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AAAG00 SCIENCE INDUSTRY ORIENTATION

Campus To be advised

Prerequisite(s) To be advised

Content Scientific language and literacy skills; Collect, analyse and
organise information relevant to scientific technical work; Identify the
structure, culture, and resources in two contrasting scientific technical
workplaces; Investigation of two distinct aspects of the operation of a
laboratory or other scientific technical workplace.

Required Reading To be advised

Nominal Hours 20 Hours

Assessment As per accredited cutticulum
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AAA601 WORK PLACEMENT

Campus To be advised

Prerequisite(s) AAAGO0 Science industry otientation.

Content Team work, occupational health and safety procedures, equal
opportunity practices, care with equipment, record and report results.
Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per acctedited cutticulum

AAAG603 OCCUPATIONAL HEALTH AND SAFETY

Campus To be advised

Prerequisite(s) AAAGOO Science Industry Orientation.

Content Relevant legislation and standards concerning occupational
health and safety; hazards associated with specific materials, equipment
and procedures; recognition of laboratory hazards; control measures to
minimise risks; identify and implement appropriate procedures.
Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curticulum

AAAG3L SCIENTIFIC SPREADSHEET APPLICATIONS

Campus To be advised

Prerequisite(s) AAA630 Computer Fundamentals

Content Design and construct a spreadsheet; edit and manipulate data;
format and print a spreadsheet; test the accuracy of spreadsheet; use
graphics to represent numeric data in a visual format.

Required Reading To be advised

Nominal Hours 25 Hours

Assessment As per accredited curticulum

AAAG32 SCIENTIFIC DATABASE APPLICATIONS

Campus To be advised

Prerequisite(s) AAA630 Computer Fundamentals

Content Terminology and concepts; access an existing datafile and
manipulate the data; create a database; maintain an existing database;
produce useable reports from a specified database.

Required Reading To be advised

Nominal Hours 25 Hours

Assessment As per accredited curticulum

AAAGO4 PRACTICAL PROJECT

Campus To be advised

Prerequisite(s) To be advised

Content Prepare a feasible project plan; refine the project parameters as
a result of background research and/or evaluation of trial procedures ot
prototypes; execute the project plan and analyse the outcomes.
Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per acctedited cutticulum

AAA610 INTRODUCTORY PHYSICS

Campus To be advised

Prerequisite(s) To be advised

Content Terminology and concepts to explain commonly experienced
physical phenomena, controlled experiments, safely —perform
investigations and record, analyse and report data, methods to solve
problems involving physical quantities.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

AAAG40 INTRODUCTORY MATHEMATICS

Campus To be advised

Prerequisite(s) Nil

Content  Fractions, decimals, ratios, proportions, percentages,
mensuration problems in two and three dimensions, linear algebraic
equations, polynomials, equations of straight lines and representing
them graphically on the Cartesian Plane, geometry of triangles and
quadrilaterals, definition of sin, cos and tan.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited cutticulum

AAAG20 PRINCIPLES OF INSTRUMENTATION

Campus To be advised
Prerequisite(s) Nil
Content Terminology and key concepts; use of given

equipment/instruments; safely perform investigations.
Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per acctedited cutticulum

AAAG41 LABORATORY MATHEMATICS

Campus To be advised

Prerequisite(s) AAAG40 Introductory Mathematics.

Content Collect and process numerical data; calculate the equations of
regression lines; predictions and interpretation of results; indices; linear
and quadratic functions and their graphs; non-linear laws; exponential
and logarithmic functions; growth and decay problems; exponential or
power laws.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited cutticulum

AAA630 COMPUTER FUNDAMENTALS

Campus To be advised

Prerequisite(s) Nil

Content Computing terminology; create, save, print, spell-check,
format; solution of operational problems, print a report.

Required Reading To be advised

Nominal Hours 25 Hours

Assessment As per accredited curticulum

AAAG42 STATISTICS AND METHODS OF SAMPLING

Campus To be advised

Prerequisite(s) AAAG41 Laboratory Mathematics.

Content Characterise the variation and/or distribution in a data set by
constructing frequency distributions from raw data for categorical and
numerical variables. Employ statistical inference techniques to estimate
population parameters.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curriculum

AAAG43 STATISTICS AND METHODS OF QUALITY
ASSURANCE

Campus To be advised

Prerequisite(s) AAAG42 Statistics and methods of sampling,

Content Characterise the variation and/or distribution in a data set by
constructing frequency distribution from raw data for categorical and
numerical variable; Employ statistical inference techniques to estimate
population parameters.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curticulum
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AAAG50 LABORATORY ANIMAL HUSBANDRY

Campus To be advised

Prerequisite(s) Nil

Content Safely handle, restrain and transport laboratory animals for
specific husbandry procedures. Maintain the health and records of an
animal under care. Provide a suitable diet for the species. Understand the
issues surrounding animal ethics and welfare.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited cutticulum

AAAG51 FARM ANIMAL HUSBANDRY

Campus To be advised

Prerequisite(s) Nil

Content Safely handle, restrain and transport farm animals for specific
husbandry procedures; Provide a suitable diet for the species; Maintain
the health and records of an animal under care.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited cutticulum

AAAG56 ANIMAL LABORATORY TECHNIQUES

Campus To be advised

Prerequisite(s) AAAG650 Laboratory animal husbandry, AAAG54
Animal ethics and welfare, AAA702 Biological techniques B.

Content Occupational Health and Safety; Ethical, welfare and legal
requirements which govern animal laboratory procedures; Collect
biological samples and then perform initial analysis; Administer specified
substances/ treatments.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curticulum

AAA652 COMPANION ANIMAL HUSBANDRY

Campus To be advised

Prerequisite(s) Nil

Content Safely handle, restrain and transport companion animals for
specific husbandry procedures; Provide a suitable diet for the species;
Maintain the health and records of an animal under care.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curticulum

AAABS7 ANIMAL HEALTH

Campus To be advised

Prerequisite(s) AAA653 Animal facility operations and hygiene and at
least one animal husbandry module.

Content The use of appropriate terminology to describe health and
disease in animals; Recognise signs of disease and take appropriate
action; Monitoring and disease control measures; First aid for animals.
Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curticulum

AAAG53 ANIMAL FACILITY OPERATIONS AND HYGIENE

Campus To be advised

Prerequisite(s) Nil

Content Maintenance of hygiene in animal facilities; Methods of
chemical or physical decontamination; Work routines to maintain
optimum environmental hygiene standards; Maintain optimum levels of
personal hygiene and occupational safety relevant to environmental
hygiene.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curticulum

AAAG58 ANIMAL BEHAVIOUR

Campus To be advised

Prerequisite(s) One animal husbandry module, AAAG54 Animal ethics
and welfare.

Content Identify natural and breed charactertistic behaviours; Behaviour
of animals involved in specified research; Procedures that may be used
to provide optimal captive environments and care for animals;
Behaviour, prediction and effects of the actions of an animal carer on
the behaviour of animals.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited cutticulum

AAAG54 ANIMAL ETHICS AND WELFARE

Campus To be advised

Prerequisite(s) Nil

Content Examine personal and community issues of animal ethics;
Understand the legislation, Australian Codes of Practices and guidelines
for specific matters which may arise in the workplace.

Required Reading To be advised

Nominal Hours 25 Hours

Assessment As per accredited curticulum

AAAG59 ANIMAL SURGICAL TECHNIQUES

Campus To be advised

Prerequisite(s) AAAG50 Laboratory animal husbandry, AAA709/710
Anatomy and Physiology I & II, AAA656 Labortatory animal techniques.
Content Prepate animals for anaesthesia and surgery; Prepare facilities,
equipment and personnel for anaesthesia and surgery; Assist with the
induction, maintenance and monitoring of anaesthesia; Post-anaesthetic
and post-operative care for animals; Maintain anaesthetic and surgical
facilities and equipment.

Required Reading To be advised

Nominal Hours 60 Hours

Assessment As per accredited curticulum

AAAGS5 PRACTICAL ANIMAL BREEDING

Campus To be advised

Prerequisite(s) AAAG50 Laboratory Animal Husbandry.

Content List breeding data for commonly kept animals; The methods
used to adjust reproductive performance; Awareness of reproductive
ailments; Health problems and treatments; Stress minimisation regimes
in breeding animals.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited cutticulum

AAAGG0 ANIMAL HOUSE MANAGEMENT

Campus To be advised

Prerequisite(s) To be advised

Content Procedures to forecast, assess, cost and satisfy the demand for
animals in a research facility, financial, legislative material, equipment,
staff and animal records, maintain ethical work practices, capabilities and
services of an animal facility, methods of communication between the
animal facility and other organisation sections, problem solving
strategies, plan, deliver and audit a training program for animal facility
staff, or student, or junior researcher.

Required Reading To be advised

Nominal Hours 60 Hours

Assessment As per accredited curticulum
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AAA661 ANIMAL NUTRITION

Campus To be advised

Prerequisite(s)  AA650/651/652  Laboratory/Farm/Companion
Animal Husbandry, AAA710 Anatomy & Physiology II.

Content Dicts of sclected animals and functions of their digestive
systems; Diets for the purposes of maintenance, growth and
reproduction; Inappropriate feeding practices.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per acctedited cutticulum

AAA662 HUSBANDRY OF LESS COMMON SPECIES

Campus To be advised

Prerequisite(s) AAA650  Laboratory/AAAG51  Farm/AAAG52
Companion Animal Husbandry, AAA653 Animal Facility Operations
and Hygiene, AAAG54 Animal Ethics and Welfare, AAA655 Practical
Animal Breeding, AAAG56 Animal Laboratory Techniques.

Content For selected species: Biological data for selected species;
Maintenance and cate; Design accommodation, care

facilities and environment in accordance with legislation and animal
welfare requirements; Breeding procedures; Monitor and maintain the
health and induced disease status.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curticulum

AAAG66 BARRIER MAINTAINED ANIMALS

Campus To be advised

Prerequisite(s) This module is designed for advanced and diploma
level students. Students should have completed: AAAG50
Laboratory/AAAG51 Farm/AAAG52 Companion animals husbandry
and AAA712 General microbiology.

Content Criteria in the design, construction and maintenance of bartier
buildings; strategies that minimise the risk of barrier breakdown; care
and monitoring of animals maintained under different barrier
conditions; prepare and sterilise materials and equipment; construct,
commission and operate an isolator under barrier conditions.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curticulum

AAAG67 ANIMAL PRACTICAL SKILLS BOOK

Campus To be advised

Prerequisite(s) To be advised

Content Develop the skills and be assessed in a practical exercise that
could not be assessed on Campus.

Required Reading To be advised

Nominal Hours 10 Hours

Assessment As per accredited curticulum

AAAG63 ARTIFICIAL BREEDING TECHNIQUES

Campus To be advised

Prerequisite(s) AAAG50 Laboratory animal husbandry, AAA710
Anatomy & physiology 11, AAAG55 Practical animal breeding, AAA702
Biological techniques B.

Content Prepare animals, facilities and equipment for artificial breeding;
Collect, evaluate and store reproductive products; Culture reproductive
products.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per acctedited cutticulum

AAAG68 ANIMAL ANATOMY AND PHYSIOLOGY

Campus To be advised

Prerequisite(s) Nil

Content Animal species; Body otganisation; Structure and function of
systems and organs; Husbandry practices and associated organs and
systems.

Required Reading To be advised

Nominal Hours 25 Hours

Assessment As per accredited cutticulum

AAA664 ANIMAL HOUSE DESIGN

Campus To be advised

Prerequisite(s) AAAG50 Laboratory animal husbandry, AAAG53
Animal facility operations and hygiene.

Content Pen, cage and rack requitements for housing common
laboratory animals; Major plant equipment tequirements for a modern
expetimental animal house; Provide technical advice in experimental
animal house construction requirements; environmental parameters;
Ventilation and servicing requirements; Produce expetrimental animal
house design floor plans.

Required Reading To be advised

Nominal Hours 30 Hours

Assessment As per accredited cutticulum

AAAT702 BIOLOGICAL TECHNIQUES B

Campus To be advised

Prerequisite(s) Nil

Content Prepare, scparate, fix, stain a variety of biological specimens;
Compound light microscope; Number of specific cells in a biological
sample; Aseptic techniques in the preparation of culture media and
manipulation of bacteria in cultures; Quality assurance procedures
employed in animal, biological food and medical testing laboratories.
Required Reading To be advised

Nominal Hours 40-50 Hours

Assessment As per accredited cutticulum

AAA665 ANIMAL DISEASE

Campus To be advised

Prerequisite(s) AAAG57 Animal health, AAAG56 Animal laboratory
techniques, AAA712 General microbiology.

Content Assist in monitoring the health status of laboratory animals;
Assist in identifying and controlling disease; Explain the significance of,
and mechanisms by which, disease process may influence the design and
outcome of experiments; Interpret scientific and research literature.
Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per acctedited cutticulum

AAAT705 BIOCHEMISTRY |

Campus To be advised

Prerequisite(s) AAA751 Chemical Principles, AAA752 Chemical
Laboratory Techniques.

Content Interpret and apply relevant biochemical terms and concepts;
differentiate between given molecules of biological significance in terms
of their structure, properties, and biological functions; qualitative
biochemical analyses.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited cutticulum
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AAAT709 ANATOMY AND PHYSIOLOGY |

Campus To be advised

Prerequisite(s) Nil

Content Anatomy and physiology terminology; structural organisation
of mammals; body functions through the interaction of nervous and
endocrine systems; mammals interaction with external environmt;
structure and function of the musculo-skeletal system.

Required Reading To be advised

Nominal Hours 45 Hours

Assessment As per accredited cutticulum

AAAT710 ANATOMY AND PHYSIOLOGY II

Campus To be advised

Prerequisite(s) AAA709 Anatomy and Physiology L.

Content Anatomy and physiology terminology; nuttients; metabolism
within the body; urinary, repiratory, integumentary, digestive,
reproductive and cardiovascular systems; physiological processes that are
activated when mammals are injured; the defence mechanisms that
mammals have developed to protect against infection.

Required Reading To be advised

Nominal Hours 45 Hours

Assessment As per accredited cutticulum

AAAT24 ECOLOGICAL PRINCIPLES

Campus To be advised

Prerequisite(s) AAA703 Biology; AAA722 Plant Identification.
Content Ecosystem concepts; components of major terrestrial and
aquatic Australian ecosystems; the movement of energy and matter
through ecosystems; nature and interrelationships within and between
ecosystems; field studies to illustrate ecology principles and practices and
discuss their relevance to sustainable ecological management practices.
Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

AAAT11 GENETICS

Campus To be advised

Prerequisite(s) AAA703 Biology; AAA702 Biological Techniques B.
Content Genetic terminology; transcription and translation of genetic
information in determining the phenotype; analysis of genetic data;
organisms breeding program for genetic analysis; factors which affect
genetic variation, techniques and ethical implications.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per acctredited cutticulum

AAAT25 ECOLOGICAL TECHNIQUES

Campus To be advised

Prerequisite(s) AAAG20 Principles of Instrumentation, AAAG42
Statistics and methods of sampling;

Content Apply terminology, principles, legislative requirements and
management guidelines relevant to environmental and/or ecological
assessments; plan, prepare and perform tasks for a given field of study;
analyse and interpret results/information and report significant field of
study findings.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

AAAT12 GENERAL MICROBIOLOGY

Campus To be advised

Prerequisite(s) AAA702 Biological Techniques B.

Content Microscopy, microorganisms, aseptic technique, cell structure
& function, staining methods, culture media, growth of bacterial
cultures, enumeration, quality control.

Required Reading To be advised

Nominal Hours 60 Hours

Assessment As per acctredited cutticulum

AAA750 INTRODUCTORY CHEMISTRY

Campus To be advised

Prerequisite(s) Nil

Content Classification and properties of matter; Derive systematic
names and formulae for simple inorganic compounds; Simple chemical
reactions; Safety using common chemicals and equipment.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curriculum

AAAT720 VERTEBRATE ZOOLOGY

Campus To be advised

Prerequisite(s) AAA709/710 Anatomy and Physiology I & II.
Content Identify and classify members of the Subphylum Vertebrate;
collect vertebrate specimens; establish and maintain displays of
vertebrate materials; perform common laboratory and field procedures
with vertebrates; understanding of comparative anatomy and physiology
of vertebrate specimens.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per acctedited cutticulum

AAAT751 CHEMICAL PRINCIPLES

Campus To be advised

Prerequisite(s) AAA750 Introductory Chemistry.

Content Physical and chemical properties of element in the periodic
table; Bonding; Derive systematic names and formulae for simple
compounds; Chemical reactions; Concentration calculations.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

AAAT21 INVERTEBRATE ZOOLOGY

Campus To be advised

Prerequisite(s) AAA709/710 Anatomy and Physiology I & I1.
Content Identfiy, classify and collect members of the major protozoan
and invertebrate phyla; establish and maintain cultures and displays of
protozoan and invertebrate species; observations of protozoan and
invertebrate specimens under laboratory and field conditions.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum
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AAAT752 CHEMICAL LABORATORY TECHNIQUES

Campus To be advised

Prerequisite(s) AAA750 Introductory Chemistry.

Content Safety regulations applied to common chemicals and
equipment; Use of laboratory glassware, equipment, chemicals and
instruments; Record, interpret, analyse and report expetimental results;
Basic metrology and separation procedures; Volumetric and gravimettic
analysis.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

AAA805 NUTRITION

Campus To be advised

Prerequisite(s) To be advised

Content What is nutrition, general physiological functions of food,
digestion and absorption of foods including: liquids, carbohydrates,
dietary fibre, protein, water, minerals and vitamins, diseases.

Required Reading To be advised

Nominal Hours 20 Hours

Assessment As per accredited curticulum
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AAAB07 WASTE MANAGEMENT

Campus To be advised

Prerequisite(s) To be advised

Content Origins of liquid and solid wastes in the food industry,
management strategies to minimise waste generation.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per acctedited cutticulum

AAA854 FIRST AID

Campus To be advised

Prerequisite(s) To be advised

Content Identification of physical hazards, hazard control, assessment
of casualty vital signs and physical condition.

Required Reading To be advised

Nominal Hours 25 Hours

Assessment As per accredited curticulum

ABC006 MATERIALS 2

Campus To be advised

Prerequisite(s) ABC005 Materials 1.

Content Characteristics and quality standards of building materials
commonly used in commercial and industrial buildings (past and
present); Make informed selections of these materials.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABC001 CONSTRUCTION 1

Campus To be advised

Prerequisite(s) To be advised

Content Construction principles, standards and services commonly
used in single storey residential scale buildings.

Required Reading To be advised

Nominal Hours 54 Hours

Assessment As per accredited curticulum

ABC007 SERVICES 1

Campus To be advised

Prerequisite(s) ABC001 Construction 1, ABC002

Construction 2.

Content Services and requirements provided in all building types of
construction and classifications; Principles involved to communicate
technically with consultants and builders when reading, discussing or
producing service drawings, details and specifications.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABC002 CONSTRUCTION 2

Campus To be advised

Prerequisite(s) ABC001 Construction 1.

Content Construction principles, practices and services commonly used
in low rise residential scale buildings up to three storeys.

Required Reading To be advised

Nominal Hours 36-54 Hours

Assessment As per acctedited cutticulum

ABCO059 BUILDING QUALITY CONCEPTS 1

Campus To be advised

Prerequisite(s) To be advised

Content Theoretical knowledge necessary of implementing a Quality
Assurance System in a small or medium sized firm in the building and
construction industry.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited cutticulum

ABC003 CONSTRUCTION 3

Campus To be advised

Prerequisite(s) To be advised

Content To provide the students with knowledge of construction
principles,

standards and services commonly used in wide span buildings.
Required Reading To be advised

Nominal Hours 36-54 Hours

Assessment As per acctedited cutticulum

ABC061 BUILDERS WORKING DRAWINGS 1A

Campus To be advised

Prerequisite(s) To be advised

Content Read and interpret plans and specifications and undertake basic
architectural drafting,

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABC004 CONSTRUCTION 4

Campus To be advised

Prerequisite(s) To be advised

Content To provide students with a knowledge of construction
principles, standards and services commonly used in commercial
and residential buildings up to an effective height of 25m.

Required Reading To be advised

Nominal Hours 36-54 Hours

Assessment As per acctedited cutticulum

ABC062 BUILDERS WORKING DRAWINGS 1B

Campus To be advised

Prerequisite(s) ABC001 Construction 1.

Content Reading and interpreting plan and specifications; Drafting and
sketching skills for low rise residential buildings.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited cutticulum

ABC005 MATERIALS 1

Campus To be advised

Prerequisite(s) To be advised

Content Characteristics and quality standards of building materials
commonly used in residential scale buildings; Make informed selections
of these matetials.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per acctedited cutticulum

ABC063 BUILDERS WORKING DRAWINGS 2

Campus To be advised

Prerequisite(s) ABC062 Builders Working Drawings 1, ABC105
Timber Framing Code, ABC003 Construction 3, ABC089 Building
Technology 2.

Content Sketching for commercial buildings up to an effective height of
25m.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum
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ABC064 BUILDING COMPUTING APPLICATIONS 1

Campus To be advised

Prerequisite(s) To be advised

Content To provide and develop student skills in a range of computing
software applications that will compliment experience gained in
modules.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABCO077 BUILDING QUANTITIES AND ESTIMATING 2

Campus To be advised

Prerequisite(s) ABC076 Building quantities and estimating 1.

Content Procedures and skills necessary to predict the cost of
construction (Estimating) and to prepare and submit a bid (tendering)
for low rise residential projects.

Required Reading To be advised

Nominal Hours 54 Hours

Assessment As per accredited curticulum

ABC067 BUILDING CONTRACT LAW 1

Campus To be advised

Prerequisite(s) To be advised

Content Provides the student with the knowledge to administer a
medium size

building contract with due care.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABCO082 BUILDING SITE SUPERVISION

Campus To be advised

Prerequisite(s) To be advised

Content Knowledge of supervision techniques as they apply to building
sites.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABC069 COST CONTROL AND PLANNING 1

Campus To be advised

Prerequisite(s) ABC001 Construction 1, ABC076 Building Quantities
and Estimating 1.

Content Basic principles and introduction to planning, scheduling, and
cost control for residential construction.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per acctredited cutticulum

ABC083 BUILDING SITE SURVEYING AND SET OUT 1

Campus To be advised

Prerequisite(s) To be advised

Content Knowledge, skills and practical experience necessary to set out
residential projects using basic measuring and levelling equipment.
Required Reading To be advised

Nominal Hours 54 Hours

Assessment As per accredited cutticulum

ABC070 COST CONTROL AND PLANNING 2

Campus To be advised

Prerequisite(s) ABC002 Construction 2, ABC076 Building Quantities
and Estimating,

Content Basic principles and introduction to planning, scheduling, and
cost control for commercial buildings up to an effective height of 25m.
Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per acctredited cutticulum

ABC074 BUILDING DRAFTING EXPERIENCE 2

Campus To be advised

Prerequisite(s) Registered student. Buidling Practical Experience 1
Content To provide students with exposure to as many relevant facets
of the industry as possible in a given number of days, preferably, spread
over the duration of their course.

Required Reading To be advised

Nominal Hours 600 Hours/75 days

Assessment As per acctredited cutticulum

ABC084 BUILDING SITE SURVEYING AND SET OUT 2

Campus To be advised

Prerequisite(s) Building Site Surveying and Set Out 1

Content Basic components of a theodolite and how it should be tested
for good adjustment; Use a theodolite to determine hotizontal and
vertical angles; Identify specialised equipment available for use on high
rise and/or large building projects and illustrate how it can be used for
various set out and checking procedures; Compute co-ordinates and
bearings and distances as related to grids and general set out work on
large building sites; Identify and discuss the various documents and
plans incorporated in land titles.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABC076 BUILDING QUANTITIES AND
ESTIMATING 1

Campus To be advised

Prerequisite(s) ABC001 Construction 1.

Content Procedutres and skills necessary to take-off the matetial
required to construct low rise residential projects.

Required Reading To be advised

Nominal Hours 54 Hours

Assessment As per accredited curticulum

ABCO085 BUILDING STAFF MANAGEMENT

Campus To be advised

Prerequisite(s) ABC091/ABC092 Business Management for Builders
1&2.

Content Theoretical knowledge and practical experience required at
middle management level for the effective management of office and on
site staff.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited cutticulum

ABC086 STRUCTURES 1

Campus To be advised

Prerequisite(s) Nil

Content To recognise potentially dangerous situations during the design
and construction of domestic scale buildings; To communicate
effectively with structural engineers; To proceed with more advanced
studies of structure.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum
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ABC087 STRUCTURES 2

Campus To be advised

Prerequisite(s) ABC086 Structures 1.

Content Knowledge of structural principles as they apply in the
building process in order to communicate effectively with building
design professionals; Develop sound and safe practices in relation to
structural procedures on site.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per acctedited cutticulum

ABC096 CONSTRUCTION SAFETY

Campus To be advised

Prerequisite(s) To be advised

Content Apply safety principles on medium rise and wide span building
sites.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABC088 BUILDING TECHNOLOGY 1

Campus To be advised

Prerequisite(s) ABC005 Matetials 1, ABC001 Construction 1, ABC002
Construction 2, ABC062 Builder’s Working Drawings 1.

Content Resolve construction problems for single storey and low rise
residential buildings.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per acctedited cutticulum

ABC102 RESIDENTIAL SITE SAFETY

Campus To be advised

Prerequisite(s) To be advised

Content Provides the participants with the knowledge to apply safety.
Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABC089 BUILDING TECHNOLOGY 2

Campus To be advised

Prerequisite(s) ABC088 Building Technology 1.

Content Resolve construction problems for commercial buildings up to
an effective height of 25m and industtial buildings.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per acctedited cutticulum

ABC105 TIMBER FRAME DESIGN

Campus To be advised

Prerequisite(s) ABC001 Construction 1.

Content Selection, placement and fixing requitement of structural
timber members used in single and two storey timber framed domestic
building,

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABC091 BUSINESS MANAGEMENT FOR BUILDERS 1

Campus To be advised

Prerequisite(s) To be advised

Content Staff and contractual management for small to medium sized
projects.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABC107 BUILDING COMPUTER APPLICATIONS 2

Campus To be advised

Prerequisite(s) ABC064 Building Computer Applications 1.

Content Range of computing software applications that will
complement skills gained in modules.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited cutticulum

ABC092 BUSINESS MANAGEMENT FOR BUILDERS 2

Campus To be advised

Prerequisite(s) To be advised

Content Theoretical knowledge and practical experience in financial
management of a building firm engaging in residential scale projects.
Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per acctedited cutticulum

ABC095 PLANNING 1

Campus To be advised

Prerequisite(s) To be advised

Content Provides the participant with the knowledge of the tasks
and responsibilities required to manage a medium size building
project.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per acctedited cutticulum

ABCI112 DRAFTING STUDIO 1

Campus To be advised

Prerequisite(s) To be advised

Content Aims to assist full-time students in: further problem
solving aspects of their study through tutorial support, integrating
and developing the student’s practical understanding of the
theoretical content covered in the modules of this course, obtain
work experience related skills; successful completion of this module
counts as 5 days towards the Practical Experience module.
Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

ABC113 DRAFTING STUDIO 2

Campus To be advised

Prerequisite(s) To be advised

Content Aims to assist full-time students in: further problem
solving aspects of their study through tutorial support, integrating
and developing the student’s practical understanding of the
theoretical content covered in the modules of this course, obtain
work experience related skills; successful completion of this module
counts as 5 days towards the Practical Experience module.
Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum
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ABCI114 DRAFTING STUDIO 3

Campus To be advised

Prerequisite(s) To be advised

Content Aims to assist full-time students in further problem solving
aspects of their study through tutorial support, integrating and
developing the student’s practical understanding of the theoretical
content covered in the modules of this course, obtain work
experience related skills, successful completion of this modules
counts as 5 days towards the Practical Experience module.
Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited cutticulum

ABC303 BUILDING SURVEYING PROCEDURES 1

Campus To be advised

Prerequisite(s) Nil

Content Interpret plans and specifications for content; Review
documents for compliance; Site inspections and inspection reports;
Consult with relevant agencies, builders and consultants; Check breaches
and rectified work; Certificate of Occupancy.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABCI115 BUILDING STUDIO 1

Campus To be advised

Prerequisite(s) Students who have previously participated in relevant
areas in the work force maybe given exemption from this module.
Content To assist full-time students in further problem solving aspects
of their study through tutorial support. Integrate and develop the
student’s practical understanding of the theoretical content covered in
the modules of this course. To obtain work experience related skills.
Successful completion of this module counts as 5 days towards the
Practical Expetience module.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per acctredited cutticulum

ABC305 BUILDING SURVEYING PRACTICE 1

Campus To be advised

Prerequisite(s) Nil

Content Describe the role of the building surveyor; Administration of
building and land-use applications; Powers and duties of the building
surveyor; Simple reports; Essential safety provisions; Mandatory and
discretionary powers.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABCI116 BUILDING STUDIO 2

Campus To be advised

Prerequisite(s) Students who have previously participated in relevant
areas in the work force may be given exemption from this module.
Content To assist full-time students in further problem solving aspects
of their study through tutorial support. Integrating and developing the
student’s practical understanding of the theoretical content covered in
the modules of this course. To obtain work experience related skills.
Successful completion of this module counts as 5 days towards the
Practical Experience module.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

ABC307 BCA AND STANDARDS 1

Campus To be advised

Prerequisite(s) Nil

Content Basic philosophy of the Building Codes of Australia (BCA);
locate and interpret code/standard requirements that ate applicable to
particular domestic scale projects; Classify buildings; Apply vatious
solutions to a construction problem for compliance with the intent of
the BCA.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited cutticulum

ABCI117 BUILDING STUDIO 3

Campus To be advised

Prerequisite(s) Students who have previously participated in relevant
areas in the work force maybe given exemption from this module.
Content To assist full-time students in further problem solving aspects
of their study through tutorial support. Integrating and developing the
student’s practical understanding of the theoretical content covered in
the modules of this course. To obtain work experience related skills.
Successful completion of this module counts as 5 days towards the
Practical Experience module.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

ABC309 GEOMECHANICS AND FOOTINGS 1

Campus To be advised

Prerequisite(s) Nil

Content Outline the geological formation of rocks and their
subsequent weathering to form various soil types; Determine the
difference between topographical and geological maps and to be able to
read and comprehend both map types; Methods of testing soils;
Classification of sites; Suggest footing systems to suit particular site
conditions; Select a footing in accordance with the relevant Australian
standards; Site maintenance to minimise long term damage to the
structure.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABC301 DEVELOPMENT CONTROL 1

Campus To be advised

Prerequisite(s) Nil

Content The natural environment; The impacts of settlement; Land-use
and urban structure; Building and land-use legislation; Rights and
responsibilities of individuals with respect to applications; Heritage and
Environmental legislation; Environmental health with respect to
building.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum

ABC311 FIRE TECHNOLOGY 1

Campus To be advised

Prerequisite(s) Nil

Content Causes of fire in buildings, the combustion process and the
development of fire and smoke; Describe the behaviour of building
materials subjected to extreme levels of heat; Define the fire load of a
building and describe its effect on the classificaion and
compartmentation of buildings; Requirements for fire resistance of
material, building elements and forms of construction; Passive fire
protection systems for buildings; Principles of smoke control in
buildings.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per accredited curticulum
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ABC312 SURVEYING PRACTICAL EXPERIENCE 1/2

Campus To be advised

Prerequisite(s) Building Practical Expetience 1

Content Construction/Structures; Estimating/Costing; Management;
Supervision/Inspection/Implementation; Drawing/Plan
Reading/Checking; Services.

Required Reading To be advised

Nominal Hours 75 Days

Assessment As per accredited curticulum

ABC314 LEGAL PRACTICES 1

Campus To be advised

Prerequisite(s) Nil

Content Distinguish between common law, judicial precedent and
legislation; Identify basic legal practice skills and begin their
development; Describe  the hierarchy, the civil/criminal
jurisdictions of each court; List and describe the different court room
procedures in civil and criminal trials and understand the basic
procedures in case preparation for presentation in a court; Detail the
types of offences, the principles of criminal liability and defences within
the criminal law; Detail the types of evidence admissible in a civil and
ctiminal trial

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

court

ABC318 MATHEMATICS (BUILDING SURVEYING)

Campus To be advised

Prerequisite(s) Nil

Content Carry out transposition of formulae; Identify and measure
volumes in a workplace setting; Produce tables, graphs and charts related
to mathematical data; Carry out statistical functions related to building
surveying; Determine a number of measurements using trigonometry;
Produce graphical display using given data; Calculate simple forces.
Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

ABC319 ENVIRONMENTAL AWARENESS

Campus To be advised

Prerequisite(s) ABC317 Community Studies, ABC321 Sociology.
Content Discuss the dynamics of an ecosystem; Discuss the
environmental pressures produced by development; Research and report
on the environmental problems facing communities; Describe the
impact of urban and industrial development on ecosystems.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per accredited curticulum

ABC315 LEGAL PRACTICES 2

Campus To be advised

Prerequisite(s) ABC314 Legal practices 1.

Content Demonstrate a basic knowledge of the Australian
Administrative Legal System; Identify and explain some basic
statutory issues and terms which the building control officer will
meet and recognise that recourse may need to be had to a variety of
sources to determine and interpretation problem; The common law
of torts particularly negligence, negligent advice and trespass and
administrative law, and their relevance to building control work;
Explain that the delivery of legislative benefits depends on the
enforcement of the law;

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per acctedited cutticulum

ABC316 COMMUNICATION (BUILDING SURVEYING)

Campus To be advised

Prerequisite(s) To be advised

Content To be advised

Required Reading To be advised
Nominal Hours 80 Hours

Assessment As per acctedited cutticulum

ABC320 OCCUPATIONAL HEALTH AND SAFETY

Campus To be advised

Prerequisite(s) 48-701 Communication.

Content Use accepted codes and standards in Occupational Health and
Safety Legislation as guidelines for making decisions on the safety, or
otherwise, of workplace conditions and practices; Assess a real or
hypothetical workplace situation to determine accident prevention
measures that should be undertaken; Successfully undertake a real or
hypothetical accident investigation; Carry out a hazard analysis in a real
or hypothetical workplace environment and detail the steps necessary to
control hazards in this situation; Use a Material Safety Data Sheet to
assess the dangers of a toxic chemical; Determine the optimum
conditions for a given workplace environment; Identify and solve
problems associated with thermal comfort in a work related
environment; Appraise safe/unsafe work practices related to workplace
design; Identify major causes of, and a number of methods for dealing
with, stress in the workplace.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited curticulum

ABC317 COMMUNITY STUDIES

Campus To be advised

Prerequisite(s) 48-701 Communication.

Content Identify and analyse major theoties that provide models for
working effectively with communities; Define a community, identify key
people and develop strategies to establish relationships with people in
that community; Describe how to identify, develop, use and evaluate
community networks as a strategy for establishing links between the
Building Surveyor and the community; Assess and/or develop resources
for supporting community involvement and patticipation mechanisms.
Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per acctedited cutticulum

ABC321 SOCIOLOGY

Campus To be advised

Prerequisite(s) 48-701 Communication.

Content Identify, through informed discussion, the boundaries of the
science of sociology; the significance of cultural variation within
Australia; the effects of societal structure on personal responses,
attitudes and values; the concept of socialisation to personal
development; the role of the community contact professional in the
social interaction process; the advantages and disadvantages of groups
and otganisations with regard to the community contact professional;
how deviance in society affects the role of the community contact
professional; the effects of social stratification on society and the
workplace; the effects of social inequality on both the community and
the workplace; the changing role of the family in modern society; the
impact of changes in economic order on the community contact
professional’s role; the effects of changing political order on local
government; the impact of social change on society; the effects of
collective behaviour on the community; the effects of urbanisation on
both lifestyles and communities; the conflict between technological
progtess and the benefit to society.

Required Reading To be advised

Nominal Hours 50 Hours

Assessment As per accredited cutticulum
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ABC322 PSYCHOLOGY

Campus To be advised

Prerequisite(s) 48-701 Communication.

Content Discuss the relationship between psychology, psychological
research methodology and the role of the building surveyor; Discuss the
differences between the major psychological approaches to human
behaviour; Discuss the developmental process in humans and how this
relates to interaction with clients.

Required Reading To be advised

Nominal Hours 30 Hours

Assessment As per accredited curticulum

ABC501 INTRODUCTION TO THE FURNITURE
INDUSTRY

Campus To be advised

Prerequisite(s) To be advised

Content Develop knowledge of historical, recent and emerging trends
in the furniture industry.

Required Reading To be advised

Nominal Hours 8 Hours

Assessment As per accredited curticulum

ABC323 MANAGEMENT 1

Campus To be advised

Prerequisite(s) To be advised

Content To be advised

Required Reading To be advised
Nominal Hours 50 Hours

Assessment As per accredited curticulum

ABC502 OCCUPATIONAL HEALTH & SAFETY 1

Campus To be advised

Prerequisite(s) To be advised

Content Basic Occupational Health and Safety practices in the
workplace.

Required Reading To be advised

Nominal Hours 8 Hours

Assessment As per accredited cutticulum

ABC325 QUALITY SERVICE

Campus To be advised

Prerequisite(s) Nil

Content Describe the benefits which can be derived from quality of
service; Describe the external and internal customers of the building
surveyor; Describe the long term benefits of promoting a quality
approach within organisations; Describe and develop actions for
improving quality within the organisation.

Required Reading To be advised

Nominal Hours 40 Hours

Assessment As per acctedited cutticulum

ABC503 WORKPLACE ENVIRONMENT

Campus To be advised

Prerequisite(s) To be advised

Content Identifies the roles of management, employer associations,
unions, and the function of work organisation and time management in
workplace structures.

Required Reading To be advised

Nominal Hours 8 Hours

Assessment As per accredited cutticulum

ABC326 LAND USE PLANNING AND MANAGEMENT

Campus To be advised

Prerequisite(s) 48-701 Communication.

Content Evaluate the legislation pertaining to Land Use Planning;
Describe the principles of land use management; Determine the role of
the building surveyor in the land use management process; Review a
variety of land use management models; Describe the land development
control process; Evaluate the effects of transport and infrastructure on
land use management decisions; Apply spatial organisation factors to the
land management process in a real or hypothetical land development;
Design and plan a hypothetical land development; Evaluate the future
use of a given site according to environmental considerations.

Required Reading To be advised

Nominal Hours 60 Hours

Assessment As per acctedited cutticulum

ABC504 CALCULATIONS

Campus To be advised

Prerequisite(s) To be advised

Content Practically apply the mathematical skills required in the
workplace.

Required Reading To be advised

Nominal Hours 20 Hours

Assessment As per accredited curticulum

ABC505 COMMUNICATIONS

Campus To be advised

Prerequisite(s) To be advised

Content Training for effective communication in the workplace at a
simple, routine and predictable level.

Required Reading To be advised

Nominal Hours 20-40 Houts

Assessment As per accredited curticulum

ABC327 BUILDING FIRE SCIENCE

Campus To be advised

Prerequisite(s) Nil

Content Describe the combustion process and how it relates to
different materials; Describe how materials burn and the effect of the
different states of matter on their flammability; Desctibe conditions of
burning at the fire point; Describe mechanisms of heat transfer during
fire growth, development and spread.

Required Reading To be advised

Nominal Hours 36 Hours

Assessment As per acctredited cutticulum

ABC506 INTRODUCTION TO MATERIALS

Campus To be advised

Prerequisite(s) To be advised

Content Introduction to timbers, fasteners, adhesives, surface coatings,
hardware, glass and aluminum used in the furniture industry.

Required Reading To be advised

Nominal Hours 20 Hours

Assessment As per accredited curticulum

261

ABC507 INFORMATION TECHNOLOGY

Campus To be advised

Prerequisite(s) To be advised

Content Identify a range of computer applications and develop basic
skills in the use of computers.

Required Reading To be advised

Nominal Hours 20 Hours

Assessment As per accredited curticulum
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ABC508 HAND TOOLS AND EQUIPMENT

Campus To be advised

Prerequisite(s) To be advised

Content Develop the skills and knowledge required for selecting, using
and maintaining specified furnishings industry hand tools and
equipment.

Required Reading To be advised

Nominal Hours 40-80 Hours

Assessment As per accredited curticulum

ABC542 SURFACE PREPARATION

Campus To be advised

Prerequisite(s) To be advised

Content Prepare a solid or veneered timber surface for finishing.
Required Reading To be advised

Nominal Hours 16 Hours

Assessment As per accredited curticulum

ABC509 POWER TOOLS AND EQUIPMENT

Campus To be advised

Prerequisite(s) To be advised

Content Safe operation and maintenance of portable powet tools.
Required Reading To be advised

Nominal Hours 16 Hours

Assessment As per accredited curticulum

ABC543 ERGONOMICS

Campus To be advised

Prerequisite(s) To be advised

Content Apply ergonomics and basic design principles to the design
and construction of furniture generally.

Required Reading To be advised

Nominal Hours 8 Hours

Assessment As per accredited curticulum

ABC510 MATERIALS HANDLING

Campus To be advised

Prerequisite(s) To be advised

Content Materials handling within the work environment.
Required Reading To be advised

Nominal Hours 10 Hours

Assessment As per acctedited cutticulum

ABC544 BASIC STATIC MACHINES AND EQUIPMENT

Campus To be advised

Prerequisite(s) To be advised

Content Develop fundamental skills and knowledge of basic machines
and equipment.

Required Reading To be advised

Nominal Hours 32 Hours

Assessment As per accredited cutticulum

ABC511 CONSTRUCTION - BASIC

Campus To be advised

Prerequisite(s) To be advised

Content Identify, manufacture and
construction joints.

Required Reading To be advised
Nominal Hours 36 Hours

Assessment As per accredited curticulum

assemble basic  furniture

ABC545 PLAN READING AND DOCUMENTATION

Campus To be advised

Prerequisite(s) To be advised

Content Develop the knowledge and skills required for reading basic
plans and interpreting documentation.

Required Reading To be advised

Nominal Hours 12 Hours

Assessment As per accre