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“My income has increased, and continues to increase, as 

a result of my training…” 

Training with Consider This Training (CTT) helped me understand 
what I must know about my daily tasks in my career. Not only that, 
I found CTT provides good and academically qualified trainers with 
experience in the field.  

So, what do I love about CTT? 

 I love CTT’s curriculum and how the course is designed to learn 
quickly and easily;  

 I love how the trainers are ready to answer our questions, even 
outside classroom hours;  

 I love how the trainers made me feel confident about the 
learning process, especially in allowing me to apply the theory 
in practical settings in aged care.  

I was so inspired by CTT that I decided to become a volunteer in the 
aged care field. 

Even better, my income has increased, and continues to increase as 
a result of my training. But it is not only about money as I have 
found my own passion in helping people through CTT. 

I would recommend CTT to mothers, retrenched people, widows 
and widowers who are looking for a way back into the workforce. 

Juliet Uy 
Footscray, Victoria 

 



 
 

“The relaxed training environment meant I was 

able to immediately interact with other students 

which made learning fun.” 

 

Aside from the knowledge that I have gained from training with Consider 

This Training, I also gained new friends. The relaxed training environment 

meant I was able to immediately interact with the other students which 

made learning fun. I was new to Australia and didn’t know anyone. When 

I joined CTT, I met people who I know will be able to call my friends for 

life. I would recommend CTT to everyone. I have already started to 

recommend CTT to other people who are interested in bettering 

themselves in their chosen career. 

 

Rikka Jaruda 

Werribee, Victoria 

“I joined Consider This Training because I had just arrived 
in Australia and I was having difficulty finding a job 
because employers want training and certificates.” 

 

My mum’s friend recommended Consider This Training (CTT) 
because I really wanted a job. I joined CTT because I had just arrived 
in Australia and I was having difficulty finding a job because 
employers want training and certificates.  

I have now gained more skills and knowledge in Aged Care. I have 
also met new friends and I have gained more confidence in myself. 

I would recommend CTT to my friends and people my age because I 
want to be able to share the fun learning and benefits I experienced 
in this school. 

Ranzelle Acao 
Sunshine West, Victoria 

 



 
 
 
 
 
 

“I had some reservations about training with Consider 

This Training… after all what assurance they could give 

me that I could get a job after completing the course? 

Well, what a surprise! During my work placement…I was 

offered a job!” 

 

I had some reservations about training with Consider This Training 
because I was new to Australia and I knew nothing about the course, 
such as how the training would be delivered and after all what 
assurance they could give me that I could get a job after completing 
the course. My skepticism was a result of having done short courses 
in the past which only achieving half-baked skills, or worse still, 
nothing at all.  

But I gave CTT a chance because of a recommendation from a 
relative. 

Well, what a surprise! I have reaped some really good benefits from 
studying at CTT. During a work placement at an aged care facility 
that I undertook as part of my training, I was offered a job! I know 
this is due to the fact that the training equipped me with the skills, 
knowledge and confidence to do the job well. 

I am so proud of myself and I would recommend CTT to my friends, 
colleagues and anyone I meet because I know by studying with CTT, 
they’ll be on the right track towards their future. 

Abner E-Gamozo 
St Albans, Victoria 

 



About Consider This Training 
Consider This Training (CTT) is a private Registered Training Organisation (RTO). We offer a suite of 

nationally recognised courses in Aged Care, Disability, Business, Business Administration and Retail. 

We also offer workshops specialising in career and leadership. 

CTT is authorised by the VRQA to deliver nationally recognised training—which means training that:  

 CTT’s nationally recognised courses are part of standardised Training Packages that have been 
developed to meet the needs of a particular industry, and  

 The qualifications offered by CTT are part of the Australian Qualifications Framework (AQF). 
The AQF is a quality assured national framework of qualifications in the school, vocational 
education and training, and higher education sectors in Australia. 

Consider This Training is for training 7 days a week. Office hours are  Monday to Friday from 10am – 
3pm. We run classes during business hours as well as in the evenings and weekends. 

We are located at: 

66-68 Dudley Street 
West Melbourne 
Victoria 3003 
 
 
 
 
 

 

Our training facility is first class – we operate with the latest technology and equipment so that our 
students receive the benefit of learning their craft in simulated work environments. For example, we 
have a fully functional cafe` called “The Dudley” which employs students so they can gain experience 
in a retail (food service) environment. 

Here are four ways you can find out about our courses: 
Read this directory. 
Visit our site at http://www.considerthistraining.com.au. 
Phone us on (03) 9091 3150. 

http://maps.google.com.au/maps?hl=en&xhr=t&q=map+king+and+dudley+street+west+melbourne&cp=36&bav=on.2,or.r_gc.r_pw.&biw=1419&bih=662&wrapid=tljp1308188616814044&um=1&ie=UTF-8&hq=&hnear=0x6ad65d4828d16057:0x8c8c71846d5bea28,King+St+&+Dudley+St,+West+Melbourne+VIC+3003&gl=au&ei=1l_5TZfRJ4iqvQOi8cy1Aw&sa=X&oi=geocode_result&ct=image&resnum=1&ved=0CBwQ8gEwAA
http://www.aqf.edu.au/


MISSION, VISION and OBJECTIVES 

Consider This Training’s mission is simple: 
 
 
 
 
 

 

 

 

 

 

”  

 

 

Our mission is achieved through the recognition and application of the following objectives:  

 

 People We strive to attract and retain talented, competent people. We promote 

excellent performance through leadership and professional development.   

 Safety and 

equality. 

We are committed to providing an environment which is safe, equitable and 

which promotes a confident and productive training and assessment 

environment. 

 Integrity and 

ethics  

We conduct ourselves in accordance with shared and agreed standards of 

behaviour which holds ethical conduct and integrity as our highest priorities. 

 Quality 

committed.  

Learner 

centred  

 

We aspire to deliver consistent, high quality services and apply quality systems 

which support training and assessment excellence.  We thrive on providing 

training and assessment that is learner centred and which supports lifelong 

learning. We respect our clients and strive to attract them time after time 

through high quality training and assessment experiences.  

 Industry 

engagement  

 

We recognise the value of industry engagement as the driving force in shaping 

our training and assessment strategies. We deliver training and assessment 

services which are founded on industry needs and expectations.  

“TO PROVIDE AND DELIVER QUALITY 

TRAINING AND ASSESSMENT THAT MEETS 

AND EXCEEDS THE NEEDS AND EXPECTATIONS 

OF EVERY LEARNER AND RESPECTIVE 

INDUSTRY. OUR SPECIALITY IS CUSTOMISED 

EDUCATION SO YOU CAN CREATE YOUR 

FUTURE!” 



Consider This Training’s vision is: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Within the next five years, Consider This 

Training will become the premier 

Registered Training Organisation in West 

Melbourne, increasing student numbers to 

800 per year by 2013 by becoming known 

Melbourne-wide for the simulated training 

environment, top quality training 

materials and community of excellent 

trainers and committed students. 

 



ORGANISATION CHART 
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Through the establishment of a structure organisation reporting system, Consider This Training effectively 
ensures that:  
 

 

OUR EXPECTATIONS OF YOU 
Consider This Training expects you to:  
 
 Contribute to learning in a harmonious and positive manner irrespective of gender, race, sexual preference, 
political affiliation, marital status, disability or religious belief.  

 Comply with the rules and regulations of Consider This Training.  

 To be honest and respectful. This includes not falsifying work or information and not conducting yourself in 
any way that may cause injury or offence to others.  

 Be responsible for your own learning and development by participating actively and positively and by 
ensuring that you maintain progress with learning modules.  

 Monitor your own progress by ensuring that assessment deadlines are observed.  

 Utilise facilities and Consider This Training publications with respect and to honour our copyrights and 
prevent our publication from being distributed to unauthorised persons.  

 Respect other students and Consider This Training staff members and their right to privacy and 
confidentiality.  
 

 Business Processes which relate to the process of understanding, documenting and 

identifying current and new processes and the recognition of any 

changes required; 

 Policies and Procedures which relate to the development or amendment of new and existing 

policies and procedures to meet legal, compliance and quality 

control processes as well as affect any changes identified in the 

business process;  

 

 Work Practices/People 

Impact 

which relates to staff and system user management to ensure that 

all work practices and roles are efficient and effective; and  

 

 Communication Needs  

 

are continuously met and resolved 
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YOUR SAFETY  
 
Consider This Training is committed to providing you a safe environment in which to participate during 
training and assessment. The following guidelines are provided as a basis for safe practice in the training 
environment:  
 
Know and observe details of emergency response and evacuation plans;  

 Do not undertake activities which may cause injury to self or others;  

 Be responsible for your own actions;  

 Do not smoke at the training and assessment facilities or offices;  

 Report all potential hazards, accidents and near misses to a Consider This Training staff;  

 Do not consume alcohol at the training and assessment facilities or during the conduct of training and 
assessment;  

Keep training and assessment areas neat and tidy at all times;  

Seek assistance if you volunteer to lift items, example: move furniture in a training area; and 
observe hygiene standards particularly in eating and bathroom areas.  
 
 Note consider this training has installed 24 hour surveillance cameras inside and outside of the 
building for your safety. No access to the premise unless electronic door activated. Please announce 
yourself when asked to be allowed entry in to the building. This security is provided by Signal security   
 

YOUR EQUITY  
Consider This Training is committed to ensuring that the training and assessment environment is free from 

discrimination and harassment. All Consider This Training staff members (including contractors) are aware that 

discrimination and harassment will not be tolerated under any circumstances. In the event that discrimination 

and harassment is found to have occurred, disciplinary action(s) will be taken against any staff member who 

breaches this policy. Suspected criminal behaviour will be reported to police authorities immediately. Students 

should expect a fair and friendly behaviour from Consider This Training staff members and we apply complaint 

handling procedures advocated by the Australian Human Rights and Equal Opportunity Commission 

(“HREOC”). 

Students who feel that they have been discriminated against or harassed should report this information to a 

staff member of Consider This Training. This will initiate a complaints handling procedure which will be fair 

and transparent and will protect your rights as a complainant. Alternatively, if a student wishes to report an 

instance of discrimination or harassment to an agency external to Consider This Training, they are advised to 

contact the HREOC Complaints Info-line on 1300 656 419. 
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YOUR PRIVACY  
Consider This Training takes the privacy of students very seriously and complies with all legislative 
requirements. These include the Privacy Act 1988 and the National Privacy Principles (2001).  
Student information is only shared with external agencies such as registering authorities to meet compliance 
requirements as an RTO. All information shared is kept in the strictest confidence by both parties and is 
available on request.  
 
In some cases we are required by law to make student information available to others such as the National 

Centre for Vocational Education and Research. In all other cases Consider This Training will seek the written 

permission of the student for such disclosure. 

TRAINING AND ASSESSMENT  
What is vocational education and training?  
Vocational education and training simply means ‘education and training for work’. It exists to develop and 
recognise the competencies or skills of students.  
 
Vocational qualifications: are work-related, competence based qualifications, which reflect the skills and 
knowledge needed to do a job effectively - and represent national standards recognised by employers 
throughout the country.  
 
Generally, if you have completed a vocational qualification, it shows that you can competently perform the 
work required by a particular role, in accordance with national standards. It also means you are competent in 
this kind of work and shows you can actually “do a job”, and not simply show that you know “how to do it” in 
theory.  
 
In traditional learning you learn a topic, then you are tested on the theory and the result is either a pass or a 
fail. In vocational education, you are trained and assessed at your own pace, and then you are deemed to be 
either competent or not yet competent at a task.  
 
National vocational qualifications are also known as training packages. Consider This Training offers various 
registered and nationally recognised training packages. If you are interested in obtaining further information 
on any other courses we offer, please contact our office on (03) 9091 3150 or visit our website 
http://www.considerthistraining.com.au 
 

Vocational education and training aims:  
 
 To provide participants with an understanding of the skills needed for the roles in which they are wishing to 
undertake.  

 To provide participants with coping mechanisms for the challenges of working in a particular industry.  

. To provide participants with the ability to understand what is required when working within the selected 
industry and how to proactively work with co-workers.  

 To develop the participant’s understanding, adaptability and knowledge of specific roles, and to assess the 
competency of each participant in the above areas.  
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Language, literacy and numeracy skills  
 
Language, literacy and numeracy skills are critical to almost all areas of work. This is particularly true in many 
vocations where language, literacy and numeracy skills influence the performance of workplace tasks such as 
measuring, weighing and comprehending written work instructions.  
 
To support this approach, Consider This Training will:  
 Assess a student’s language, literacy and numeracy skills during their enrolment to ensure they have 
adequate skills to complete the training;  

 Support students during their study with training and assessment materials and strategies that are easily 
understood and suitable to the level of the workplace skills being delivered;  

 Provide clear information to students about the detail of the language, literacy and numeracy assistance 
available;  

refer students to external language, literacy and numeracy support services that are beyond the support 
available within Consider This Training, and where this level of support is assessed as necessary; and  

Negotiate an extension of time to complete training programs if necessary.  
 

Training delivery methodology  
 
Each course delivery will be based on a curriculum design that incorporates adult learning principles such as:  
 Understanding the work and life experience of the students;  

Understanding the balance between work, life and family commitments and responsibilities;  

Developing effective skills to be able to enter an industry specific role with ease;  

 Interactive classroom facilitation; and  

Positive reinforcement and feedback for all students.  
 
All Consider This Training course programs are interactive. Students are encouraged to get involved and work 
as a team and learn from each other through the guidance of experienced trainers.  
 

Assessments  
 

All prospective students are offered, and have access to Recognition of Prior Learning (RPL) prior to 
enrolment. In addition Consider This Training conducts a Pre (learning) assessment, Literacy and Numeracy 
(LLN) evaluation and referral service for individual education pathways as required. Assessment will be a 
learning and assessment pathway, unless seeking RPL which will be assessment only. 

 
Participants will be advised of the assessment requirements at the commencement of each unit and at 
induction. Assessment will usually commence in the session following delivery or at the end of the delivery 
session. As this is a competency-based program, assessment continues throughout the program until the 
participant either achieves competency in the assessment tasks or a further training need is identified and 
addressed. 

 
A collection of formal assessment tasks (assessment 1-5) to cover all the competencies offered has been 
developed. Particular to this qualification is the requirement that you must demonstrate your competence 
over time and in different contexts 
 
The assessment will include: 

 



16 considerthistraining.com.au                Consider This Training Course Directory Victoria 2011 

 

Assessment 1 - Bank of Questions (BOQ ) 

Knowledge based question generally requiring a written answer. Some question could be multiple choices or a 

selection from a drop down box. Answers can be provided verbally or on a recorded disc based on the 

assessors discretion. Questions enable assessors to explore aspects of competence that are not easily 

observable, either because of considerations such as the frequency of a task within a job role, the nature of 

client care, legal issues such as confidentiality and privacy, or because they relate to aspects such as essential 

knowledge and skills. This bank of questions will be a marking assessment. Each question will have a mark of 5 

marks given for each answer. The learner must achieve 70% or above to be deemed competent in this section. 

Benchmarks of possible responses are provided as a guide for the assessor.  The registered training 

organisation (RTO) may revise possible responses according to the job role.  Learners must be given the 

opportunity to respond to each question in their own words.  The assessor must then make a judgment as to 

whether responses meet the essential knowledge requirements, or if further evidence is required to 

demonstrate competency. A marking guide is provide to the assessor and the marks are determined as follows  

 5 marks = 100%  of the benchmarked responses are addressed 

 4 marks = 75%  of the benchmarked responses are addressed 

 3 marks = 50% of the benchmarked responses are addressed  

 2 marks = 25%  of the benchmarked responses are addressed 

 1 mark=  15% of the benchmarked responses are addressed 

 0 marks = none of the below responses are addressed 
 

Assessment 2 – Observations (OBS) 

Conducting a workplace observation is a practical and holistic way of assessing the essential skills required to 
demonstrate competency for a qualification.  The trainer/assessor is required to observe the learner 
performing certain tasks in the workplace or a simulated environment using the checklist provided.  During the 
observation, the assessor will make a judgment as to whether the learner has met the required skill level for 
the qualification, or if further evidence is required. Two observation dates are required to determine 
consistency over a period of time   

 

Assessment 3 – Practical PRAC) 

This assessment tests the student’s skills of the unit by providing practical scenarios for the student to respond 

to. This could include case studies, demonstrations, role play, document writing etc  - The assessment is 

designed to test students’ skills and knowledge for the competency. The student must proceed through a 

series of tasks in a particular scenario generally based on real tasks required to be performed in the workplace 

- This Practical will be a marking assessment. The marks obtainable will be specified in the specifications. The 

learner must achieve 70% or above to be deemed competent in this section. The assessor will be supplied with 

a marking guide for allocation of marks. On the practical assessment to the student the specifications will be 

noted 

 5 marks = 100%  of the benchmarked responses are addressed 

 4 marks = 75%  of the benchmarked responses are addressed 

 3 marks = 50% of the benchmarked responses are addressed  

 2 marks = 25%  of the benchmarked responses are addressed 

 1 mark=  15% of the benchmarked responses are addressed 
 0 marks = none of the below responses are addressed 
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Assessment 4 – Portfolio of evidence (POE) 

The assessment involves the student gathering a range of work samples to show the application of skills and 

knowledge in the unit. This can in the form of projects, DVD observation, case study, PowerPoint, what if 

scenarios and so on. This section will not be marked however assessment will be based on the assessor 

judgment of reaching the requirement   based on the criteria provided and the learner will be deemed either 

competent or not yet competent 

Assessment 5 – Third Party Report  

Third party reports are prepared by a person who directly observes you in the workplace, such as your direct 

workplace supervisor, or another employee in the workplace who is competent in the job role. The person 

making the third party report will be given a structured checklist by CTT and must observe you undertaking 

the tasks. This structured checklist lists the work activities you must be able to undertake to the required 

workplace standard in order to assist the assessor in achieving competency in the unit. The person preparing 

the third party report will use the checklist to record your work activities and indicate if they were performed 

at the required standard. The completed structured checklist then has to be returned to CTT.  Your workplace 

supervisor will score you between a 1-5. You must achieve a 4 or 5. A 3 or below will require more on the job 

application and the participant will be rescheduled for further placement hours.   Your placement liaison 

officer may arrange a meeting with you to review the third party reports discuss them with you and decide if 

they provide sufficient evidence to complete your assessment.   

The objective of the assessment process is to help learners consolidate and build on their formal learning in 
the program, through the application of their knowledge and skills into their current work role.  Integrated 
assessment of some units may occur in particular practical, observations and portfolio assessments   
 
Results 
Assessment 1 & 3 are conducted on a “test” method. Consider This Training will advise the student in writing 
“competency record” whether their assessment outcome was determined to be successfully competent. To be 
deemed as competent, the student must achieve a mark of 70% or above. If the assessment result is not 
deemed as competent, the student will be asked to submit further work at a later date. In some instances, the 
student may be required to undertake further training before another assessment can be conducted. If the 
student does not agree with the result of an assessment, they have the right to appeal the result in 
accordance with Consider This Training’s appeals process 

 
Completion  
 
On successful completion of a qualification, the student will receive:  
 
 A Consider This Training nationally recognised qualification certificate; together with  

 

 

 

 



18 considerthistraining.com.au                Consider This Training Course Directory Victoria 2011 

 

RECOGNITION OF EXISTING 

SKILLS AND KNOWLEDGE 
In accordance with the requirements of the Australian Quality Training Framework, Consider This Training 
provides the opportunity for students to apply to have prior learning recognised toward a qualification or units 
of competence for which they are enrolled.  
 

What is recognition?  
Recognition involves the assessment of previously unrecognised skills and knowledge that an individual has 
achieved outside the formal education and training system. Recognition assesses this unrecognised learning 
against the requirements of a unit of competence, in respect of both entry requirements and outcomes to be 
achieved. By removing the need for duplication of learning, recognition encourages an individual to continue 
upgrading their skills and knowledge through structured education and training towards formal qualifications 
and improved employment outcomes. This has benefits for the individual and industry. Most importantly, it 
should be noted that recognition is just another form of assessment.  
 

Recognition guidelines  
 
The following guidelines are to be followed when an application for recognition is received:  
 Any student is entitled to apply for recognition in a course or qualification in which they are currently 
enrolled.  

Students may not apply for recognition for units of competence or a qualification which are not included in 
Consider This Training’s scope of registration.  

 Whilst students may apply for recognition at any time, they are encouraged to apply before commencing a 
training program. This will reduce unnecessary training and guide the student down a more efficient path to 
competence.  

Students who are currently enrolled in a training program are eligible to apply for recognition in that 
program at no additional charge.  

 Assessment via recognition is to apply the principles of assessment and the rules of evidence.  

 Recognition may only be awarded for whole units of competence.  
 

Advantages of gaining recognition  
 
 It may mean that the student completes the course sooner or that the student can have more time to 
spend on other subjects.  

 The student will not be repeating learning already previously gained.  

 The student will be given formal recognition of knowledge they have gained in other situations.  
 

Forms of evidence  
 
Recognition acknowledges that workplace skills and knowledge may be gained through a variety of ways 
including both formal and informal learning or through work-based or life experience.  
Like assessment, recognition is a process whereby evidence is collected and a judgement is made by an 
assessor or assessment team. The judgement is made on evidence provided by the student of the skills and 
knowledge that they have previously learnt through work, study, life and other experiences, and that they are 
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currently using. It also includes evidence to confirm a student’s ability to adapt prior learning or current 
competence to the context of the intended workplace or industry.  
 
Forms of evidence toward recognition may include:  
 Work records;  
 Records of workplace training;  
 Assessments of current skills;  
 Assessments of current knowledge;  
 Third party reports from current and previous supervisors or managers;  
 Evidence of relevant unpaid or volunteer experience;  
 Examples of work products;  
 Observation by an assessor in the workplace;  
 Performance appraisal; or  
 Duty statements.  
 
Many of these forms of evidence would not be sufficient on their own. When combined together, with a 

number of evidence items, the student will start to provide a strong case for competence. Consider This 

Training reserves the right to require students to undertake practical assessment activities of skills and 

knowledge in order to satisfy itself of a student’s current competence. 

RPL kits with various forms of assessment are provided, however application of tasks can be substituted for 

real life evidence provided. 

 

CREDIT TRANSFER 
Getting credit for your current competence  
 
Consider This Training acknowledges the requirement as an RTO to recognise the awards issued by other 

RTOs. This is limited to outcomes that are drawn from the national skills framework being units of competence 

awarded and accurately identified in statements of attainment and qualifications. 

What is a credit transfer?  
 
A credit transfer is the recognition of learning achieved through formal education and training. Under the 
Australian Quality Training Framework, qualifications and statements of attainment issued by any RTO are to 
be accepted and recognised by all other RTOs. A credit transfer allows a student to be awarded a unit of 
competency/module based on successful completion of the unit which has been previously awarded.  
 

Evidence requirements  
 
A student seeking recognition of prior skills and knowledge will be required to present his or her statement of 
attainment or qualification for examination by Consider This Training. These documents will provide the detail 
of what units of competence the student has been previously issued. A student must provide satisfactory 
evidence that the statement of attainment or qualification is theirs and that it has been issued by an 
Australian RTO. Statements of attainment or qualifications should be in the correct format as outlined in the 
Australian Qualifications Framework Implementation Handbook. The student is required to submit copies only 
which are certified as a true copies of the original  
 

Credit transfer guidelines  
The following guidelines are to be followed in relation to credit transfers:  



20 considerthistraining.com.au                Consider This Training Course Directory Victoria 2011 

 

 Any student is entitled to apply for credit transfer in a course or qualification in which they are currently 
enrolled.  

 Whilst students may apply for credit transfer at any time, they are encouraged to apply before commencing 
a training program. This will reduce unnecessary training and guide the student down a more efficient path to 
competence.  

 The student does not incur any fees for credit transfer and Consider This Training does not receive any 
funding when credit transfer is granted.  

 A credit transfer may only be awarded for whole units of competence. Where a mapping guide identifies a 
partial credit, this will not be considered for credit transfer and the student will be advised to seek 
recognition. However if there is a changed in the unit code or title CTT will check the mapping guide of the 
training package for equivalency  

 

ENROLMENT PROCESS 
Consider This Training undertakes to make training available to all students who:  
 
 Complete the relevant Consider This Training enrolment pack (as requested): 

 Enrolment form; 

 Literacy and Numeracy; 

 Pre assessment document. 

Agree to abide by Consider This Training’s expectation of students; and  

Make suitable payment of fees (deposits) as per your payment plan before the commencement of training.  
 
Similarly, Consider This Training will ensure that enrolment processes are maintained in accordance with the 

below flowchart to ensure the timeliness and correctness of the enrolment process. 

 

 



ENROLMENT PROCESS FLOW CHART 

 

 

• Candidate referred to website 
for more info and copy of 

student info guide

• all account managers are 
provided with a copy of the 

student info guide to assist with 
course selection

enquiry

• Enrolment sign up pack provided 
to  student,whichcontains:

• EnrolmentForm

• StudentInformation Booklet

• •Literacy&NumeracyForm(AQF 
level specific)

• pre assessment

sign up • student enrolled and 
sent confirmation of 

enrolment letter 
informing of 

commencement of 
training and venue

enrolment



FEES AND REFUNDS  
  

Fees payable  
Fees are payable when the student has received notification of enrolment. Fees must be paid in full (or as 

agreed with Consider This Training) within 10 days of receiving an invoice from Consider This Training. 

Consider This Training may discontinue training if fees are not paid as required. For a full list of current fees 

and charges, refer to the “Schedule of Fees and Charges” in this booklet. 

Fees and charges service agreement 

Consider This Training P/L RTO NO: 21883 ABN: 62 144662 868 Business No: B1961778Z 66-68                         

Dudley Street West Melbourne 3003  

And you as named in this enrolment 

 This service agreement sets out the basis of the arrangements between the student and the RTO in 
respect of any person the RTO provides training.  

 RTO will make all efforts to comply with all AQTF and VRQA requirements and provide on and off the 
job training at times most suitable to the student 

 The student agrees to pay all fees and charges to RTO as to the payment plan set out in this document 

 CTT only charges the minimum fees and charges as applied by the minister as per the schedule in the 
enrolment form above 

 All accounts that default will be sent for legal recovery  

 Accounts which go to legal recovery will be subjected to the addition of solicitor-client legal costs 

 

Payments can be made by 

 Cash or EFT, payments can be made at 66-68 Dudley Street West Melbourne in office hours or direct to 

your trainer 

 Posting cheques to Consider This training Pty Limited to PO Box 5811 or 66-68 Dudley Street West 

Melbourne Vic 3003  

 Direct payments to BSB 033 686 account no:425 791 with your name in the reference line so payment can 

be allocated correctly 
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Payment plan 

SKILLS VIC FUNDED PARTICIPANT 

Category Certificate 

level 

Total fees 

due  

Deposit  Payment plan 

please select one 

only as there are 

no further options 

Skills creation  

 

Certificate II   $105 25% = $27  payment in full 

$50 per week  

$20 per week 

Skills Building 

 

Certificate III & 

IV 

$187.50 25% = $47 payment in full 

$50 per week  

$20 per week 

 

 

FEE FOR SERVICE 

Certificate level Total fees 

due  

Deposit  Payment plan please select one 

only as there are no further 

options 

Certificate II   $957.00 25%  $100 per week  

$50 per week 

Certificate III  $1257.00 

 

25%  $100 per week  

$50 per week 

Certificate IV $1597.00 25%  $100 per week  

$50 per week 

 
Cancellation/refund policy 

Prior to commencement of training  If the participant withdraws from the course prior to the 

commencement of the course then any monies paid will be 

fully refunded  

After commencement of training  

 

If the participant cancels after the commencement of training 

(so materials have been provided then  the following will 

apply: 
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 If a student cancels 1 week after commencement 50% of fees 

charged will be applied and retained by Consider This Training.  

 If a student cancelled after the second week from the 

commencement of the course then 100% of the fees charged 

will be applied and retained by Consider This Training. 

NB ANY OUTSTANDING FEES WILL BE RECOVERED AND IF NOT PAID LEGAL ACTION WILL BE SORT 

If the course is cancelled by Consider 

This Training 

 

At any time during the period of a student’s enrolment, then 

Consider This Training must refund the full tuition fees, the pro-rata 

portion of any student services and amenities fees, any incidental 

fees for goods and services that have not been used prior to the date 

of cancellation, and fees for materials that have not been used prior 

to the date of cancellation. This only applies if the students do not 

agree to be rescheduled into another course   

For VET FEE-HELP eligible courses 

 

The VET-FEE-Help guidelines have different requirements for refunds 

and cancellations are covered by other provisions.  Accordingly, for all 

enrolments in VET-FEE-Help eligible courses those requirements take 

priority. 

There may be other circumstances in which a provider decides to 

grant a refund.  

  

Replacement of training materials  
Students who require replacement of issued training materials will be liable for additional charges to cover the 

cost of replacement. 
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COMPLAINTS AND APPEALS  
Complaints and Appeals Policy 

Consider This Training is committed to providing a fair and inexpensive complaints and appeals process that 
includes access to an independent external body if necessary. 

 

What is a complaint? 

A complaint is generally negative feedback about services or staff which has not been resolved locally. A 
complaint may be received by Consider This Training in any form and does not need to be formally 
documented by the complainant in order to be acted on. Complaints may be made by any person but are 
generally made by students and/or employers. 

 

What is an appeal? 

An appeal is an application by a student for reconsideration of an unfavourable decision or finding during 
training and/or assessment. An appeal must be made in writing and specify the particulars of the decision or 
finding in dispute. Appeals must be lodged within 28 days of the decision or finding is informed to the student. 

 

Early resolution or complaints and appeals 

In all cases, issues that arise during training and assessment that are the source of frustration or are in dispute 
should be resolved at the time they occur between the persons involved. 

 

Relationship to continuous improvement 

Frequently, the complaints and appeals handling process will expose weaknesses in the training and 
assessment system that can flow into the continuous improvement system as opportunities for improvement. 
This outcome of complaints and appeals handling is very positive and should be actively applied by all persons 
involved. 

 

Complaint and appeals handling 

Consider This Training undertakes to apply the following principles to its complaints and appeals handling: 

 A written record of all complaints and appeals is to be kept by Consider This Training including all details of 
lodgement, response and resolution. 

A complainant or person lodging an appeal is to be provided an opportunity to formally present his or her 
case at minimal or no cost. 

 Each complainant or person lodging an appeal may be accompanied and/or assisted by a support person at 
any relevant meeting. 

 The handling of a complaint or appeal is to commence within 10 working days of the lodgement of the 
complaint or appeal and all reasonable measures are taken to finalise the process as soon as practicable. 

 The complainant or person lodging an appeal is to be provided a written statement of the outcome, 
including details of the reasons for the outcome. 

 The complainant or person lodging an appeal is to have the opportunity for a person or a body that is 
independent of Consider This Training to review his or her complaint or appeal following the internal Consider 



26 considerthistraining.com.au                Consider This Training Course Directory Victoria 2011 

 

This Training complaint or appeals process. It is noted that a review of findings by an independent person or 
body will generally only relate to the appeals process and is less likely to be required in complaints handling. 

 Consider This Training shall maintain the enrolment of the complainant or person lodging an appeal during 
the complaint or appeals process. 

 Decisions or outcomes of the complaint or appeals process that find in the favour of the student shall be 
implemented immediately. 

 Complaints and appeals are to be handled in the strictest of confidence. No Consider This Training 
representative is to disclose information to any person without the permission of the Consider This Training 
Chief Executive Officer. A decision to release information to third parties can only to be made after the 

complainant has given permission for this to occur.  Complaints and appeals are to be considered on the basis 
of procedural fairness and lead to opportunities for improvement as a Continuous Improvement Report. 

 

Complaints and Appeals Procedures - Complaints Handling Procedure 

Matters that cannot be resolved at the time they occur should be referred to the Consider This Training Chief 
Executive Officer for review. The following procedure is to be followed when a complaint form is received: 

 A Complaints and Appeals Form is received by Consider This Training and is to be immediately recorded into 
the Consider This Training Complaints and Appeals Register. 

 Complaints which are received in other forms such as phone or email, are to be detailed on a Complaints 
and Appeals Form and then recorded in the Complaints and Appeals Register. 

 The Complaints and Appeals Form is to be forwarded to the Chief Executive Officer who is to review the 
matter and make recommendation as to how to respond to the matter. The Chief Executive Officer may 
choose to consult with others within Consider This Training or relevant agencies external to Consider This 
Training in determining his or her recommendation. 

 The Chief Executive Officer may choose to make inquiries about the matter or may task another person to 
research the matter against relevant policy. 

 The Chief Executive Officer is to finalise his or her response to the complainant and provide the 
complainant a response within 10 working days from when the complaint is received at Consider This Training. 

 The response to the complainant must include information that demonstrates that the matter was 
thoroughly reviewed and what actions and outcomes have been identified as a result of the complaint. 

 Opportunities for improvement that were identified as a result of the complaint are to be recorded in a 
Continuous Improvement Report and submitted for the next Continuous Improvement Committee meeting. 
The Chief Executive Officer may, at his or her discretion, follow-up with the complainant after consideration by 
the Continuous Improvement Committee to inform the complainant of the improvement actions identified. 

 The Complaints and Appeals Register is to be kept up to date at all times to accurately reflect how the 
matter was responded to and the duration from the date the complaint was received to the date the 
complaint was resolved. 

 

Appeals Procedure 

Applications by students for reconsideration of an unfavourable decision or finding are to be treated with the 
highest importance. An appeal must be made in writing and specify the particulars of the decision or finding in 
dispute. Appeals must be lodged within 28 days of when the decision or finding is communicated to the 
student. The following procedure is to be followed when an application for appeal is received: 

A Complaints and Appeals Form is received by Consider This Training and is immediately recorded into the 
Consider This Training Complaints and Appeals Register. 
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 Persons lodging appeals in other forms such as phone or email, are to be provided with the Complaints and 
Appeals Form and advised of the correct format for submission. 

 The Complaints and Appeals Form is to be forwarded to the Chief Executive Officer who is to review the 
matter and make recommendation as to how to respond to the matter. The Chief Executive Officer may 
choose to consult with others within Consider This Training or relevant agencies external to Consider This 
Training determining his or her recommendation 

 The Chief Executive Officer may choose to make inquiries about the matter or may task another person to 
research the matter against relevant policy. The Chief Executive Officer is to consider applications for appeal 
on the basis of procedural fairness. In most cases, this should include a careful examination of the system that 
the applicant is required to negotiate (such as the assessment system), the information they have been 
provided which has led to the disputed situation and the timeframes involved. 

 The Chief Executive Officer is to finalise their response to the applicant and provide the applicant a 
response within 10 working days from when the appeal is received at Consider This Training. 

 The response to the applicant must include information that demonstrates that the appeal was thoroughly 
reviewed and what actions and outcomes have been identified as a result of the appeal. 

Opportunities for improvement that were identified as a result of the appeal are to be recorded in a 
Continuous Improvement Report and submitted for the next Continuous Improvement Committee meeting. 
The Chief Executive Officer may, at their discretion, follow-up with the applicant after consideration by the 

Continuous Improvement Committee to inform the applicant of the improvement actions identified. 

If the applicant is satisfied with the response, the appeal is to be closed in the Complaints and Appeals 
Register. If the applicant is not satisfied with the response, the applicant is to have the opportunity for a 
person or a body that is independent of Consider This Training to review his or her complaint or appeal 
following the internal Consider This Training complaint or appeals process. This service is to be provided by 
Consider This Training at no cost to the applicant. The applicant is however required to meet their own costs 
in relation to travel, time and in preparing any submission to an independent person or body. 

 At the conclusion of the review, decisions or outcomes of the appeals process that find in the favour of the 
student or otherwise shall be implemented immediately. 

 The Complaints and Appeals Register is to be kept up to date at all times to accurately reflect how the 
matter was responded to and the duration from the date the appeal was received to the date the appeal was 

resolved. 

 

CODE OF PRACTICE  
 
Consider This Training’s Code of Practice requires it to implement policies and management practices that 
maintain high professional standards in the delivery of education and training services and which safeguard 
the educational interests and welfare of staff and students.  

 

Administration and management  

Consider This Training will meet the following minimum administrative and management standards:  

 Ensure a person or persons with relevant qualifications and experience will undertake responsibility for the 
management and coordination of training delivery, assessment, verification, staff selection and professional 
development of the RTO.  

 Maintain adequate and appropriate insurance, including public liability and Work Cover.  

 Maintain systems for recording student enrolments, attendance, completion, assessment outcomes 
(including Recognition of Prior Learning), results, qualifications issued, complaints and the archiving of 
records.  
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 Treat all personal records of clients with the strictest confidentiality.  

 Ensure that staff and students are able to access their own records.  

 

Course commencement and delivery  

At course commencement, the qualified Consider This Training trainer will conduct a detailed induction 
process, which will include (but not limited to) an orientation about the course curriculum, program of study 
and availability of learning resources.  

During course delivery, Consider This Training will:  

 Ensure that a current copy of the accredited course curriculum is available to staff and students;  

Ensure that training and assessment occur in accordance with the requirements of the accredited course;  

 Ensure that national guidelines are followed when customising courses to meet the needs of particular 
students;  

Obtain written permission from course copyright owners prior to course delivery and, if required, customise 
courses; and  

 Ensure that all courses in the scope of registration remain accredited.  

 

Staff  

Trainers and assessors of Consider This Training will have:  

 Demonstrated competencies at least to the level of those being delivered;  

 For trainers - demonstrated achievement of at least Certificate IV in Assessment and Workplace Training 
Competency Standards or their equivalent;  

For assessors - demonstrated achievement of at least the three assessor competencies from the Certificate 
IV in Assessment and Workplace Training Competency Standards or their equivalent; and  

 Industry experience that is current and relevant to the particular courses or modules that they are involved 
in delivering.  

 

Training facility  

Consider This Training will meet the following minimum training facility standards:  

 Comply with all laws relevant to the operation of training premises, including occupational health and 
safety, equal opportunity, anti harassment, privacy and fire safety regulations.  

 Ensure that training premises are of adequate size and have adequate heating, cooling, lighting and 
ventilation.  

 Ensure that training facilities, equipment and other resource materials are adequate for the scope of 
registration and are maintained in good order and repair.  

 

CONTINUOUS IMPROVEMENT  
Consider This Training is committed to the continuous improvement of our training and assessment services, 
student services and management systems. Central to this commitment is our approach to continuous 
improvement and the procedures we apply to achieve systematic and sustained improvement.  

The primary method of reporting opportunities for improvement by students is via the continuous 
improvement reporting procedure. This procedure allows any person to raise a Continuous Improvement 
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Report for consideration by the Continuous Improvement Committee. Often these reports will be generated 
after an opportunity for improvement has been identified by a staff member or student. They may also be 
raised as a consequence of a complaint and/or internal/external audit. The Continuous Improvement Report 
template is available on request. Students are encouraged to provide feedback to Consider This Training so we 
can improve our services in the future.



Workshops 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

. 

Kick-start Your Career 

$147 

Silver Package  

$770 

Platinum Package  

$1470 

.00 

Gold Package  

$1770 

.00 
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Traineeships 
CTT offers our students the opportunity to learn relevant industry skills through full time or part time 

on the job training. This means while you are undertaking formal training with CTT you will also be in 

paid employment (provided it is relevant to the qualification you are studying).  

 

 

 

 

 

 

In other words, as a trainee you can: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CTT can refer you to an Apprenticeship Centre (Jobs Plus) for more information about whether you 

qualify for a traineeship and how a traineeship works.

Learn valuable, nationally 

recognised job skills 

Get paid while learning 

Combine formal training from CTT 

with workplace-based training 



Course Hours & Study Requirements 
Course 

Code  

Course title No of 

units 

Nom 

Hours 

 Face to 

face 

Delivery 

Study 

time 

10h P/U 

Assessment 

1 

Bank of 

Questions 

Assessment 

2 

Observations 

Assessment 

3 

Practical 

Assessment 

4 

Portfolio of 

evidence 

Assessment 

5 

Third Party 

Total 

Duration 

     6 hr per 

session 

Up to 

10+ hrs 

per unit 

5 hrs per 

unit 

3 hours per 

unit 

5 hours per 

assessment 

5 hours per 

assessment 

Scheduled 

hrs below 

 

              

BSB30107 Certificate III in 

Business 

12 470  72 132 60 36 25 25 120 470 

BSB30407  Certificate III in 

Business 

Administration 

13 505  78 153 65 39 25 25 120 505 

BSB40207 Certificate IV in 

Business 

10 420  60 100 50 30 25 25 130 420 

BSB40507 Certificate IV in 

Business Admin 

10 490  72 123 50 30 25 25 165 490 

   

CHC30308 Certificate III in HACC 

 

14 503  84 137 70 42 35 35 100 506 

CHC30208 Certificate III in Aged 

care  

14 503  84 140 70 42 35 35 100 506 

CHC40108 Certificate IV in Aged 

care 

14 775  120 213 70 42 45 45 240 775 
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CHC40308 Certificate IV in 

Disability  

15 850  120 280 75 45 45 45 240 850 

   

SIR20207 Certificate II in Retail 

(food Stream) 

14 365  72 71 70 42 35 35 40 365 

SIR20207  Certificate II in retail 

(General) 

14 370  72 76 70 42 35 35 40 370 

SIR30207 Certificate III in 

Retail  -(FOOD) 

10 295  60 25 50 30 25 25 80 295 

SIR30207 Certificate III in 

Retail  (GENERAL) 

10 335  60 65 50 30 25 25 80 335 



NATIONALLY RECOGNISED 

COURSES 
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Community Services 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHC08 

COMMUNITY 

SERVICES 

TRAINING 

PACKAGE 
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CHC30208 Certificate III in Aged Care 

UNIT DESCRIPTOR 

This qualification addresses work primarily in residential facilities under direct or regular supervision 

within clearly defined organisation guidelines and service plans. 

These workers: 

• Carry out activities to maintain personal care and/or other activities of living for people in an aged 

care setting 

• Carry out activities related to an individualised plan 

• Report directly to a supervisor and are not responsible for other workers. 

 

COURSE  PACKAGING RULES  

The successful assessment outcome for issuing a Certificate III in Aged care qualification is a total of 

fourteen (14) units, as specified in the Community Services Training Package (CHC08) qualification 

rules. Ten (10) of these are Core units and four (4) are Elective units. The units are relevant to a work-

related outcome and/or local industry requirements. 

 

ENTRY REQUIREMENTS 

There are no formal entry requirements for Certificate III in Aged Care. They must however achieve 

70% and above in the  Level III Literacy and numeracy test provided 

 

DELIVERY ARRANGEMENTS 

Tutorial delivery or fully workplace based using trainer led instruction and activities in a simulated 
classroom environment  workplace which incorporates:  

 learner guides  

 sample documents  

 workbooks /activity booklets 

 text  

 trainer power points 

 web resources  

 workplace simulations 

 media support DVDs 
 
Integrated delivery of units and assessments may occur.  

The trainer may provide additional learning material when gaps are identified in either the 

participant’s underpinning knowledge or the training resources.  

Participants are expected to complete activities prior to, and after, each training session. 

This course is designed to offer participants progressive improvement in their work practices. As such 
all assessment tasks are developed around real work experience and simulated work tasks in our 
virtual aged care facility “Consider Our Care” 

Training materials have been identified and mapped to each unit. These materials are available within 

http://considerthistraining.com.au/certificate-iii-in-aged-care/
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each unit file. Please refer to the competency review tool document. 

 

DELIVERY & ASSESSMENT 

Delivery would normally be scheduled over 14 full day (6 hour) training sessions, delivered weekly to 

allow for sufficient training and assessment practice between sessions. Training sessions are 

supplemented with study, practice, work on assessment tasks, and on the job training as per the table 

below 

 

Fewer training hours are anticipated for existing employees depending on outcomes of skills audits. 

Students with disabilities or learning difficulties may require more hours. 

Face to 

face 

Delivery 

Study 

time 

 

Assessment 

1 

Bank of 

Questions 

Assessment  

2 

Observations 

Assessment 

3 

Practical 

Assessment 

4 

Portfolio of 

evidence 

Assessment 

5 

Work 

placement 

Total 

Duration 

84 137 70 42 35 35 100 503 

 

EVIDENCE GATHERING TECHNIQUES 

Unit of Competency   A B C D E 

CHCAC318B Work effectively with older people       

CHCAC317A Support older people to maintain their independence      

CHCAC319A  Provide support to people living with dementia       

CHCICS301A Provide support to meet personal care needs       

CHCDIS313A Support people with disabilities who are ageing       

CHCICS303A Support individual health and emotional well being      

CHCPA301B Deliver care services using a palliative approach      

CHCCS411B Work effectively in the community sector       

HLTHIR403C Work effectively with culturally diverse clients and co 

workers 
     

CHCICS302A Participate in the implementation of individualised plans      

CHCOHS312B Follow safety procedures for direct care work       

HLTIN301C Comply with infection control policies and procedures       

HLTAP301B Recognise healthy body systems in a health care context      
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HLTFA301C Apply first aid      

A Bank of Questions  B Practical Assessments C Portfolio of Evidence 

D Observations E Third party/ mentor/ supervisor 
report (witnessing assessment 
implementation) 

  

RESOURCES 

The following resources are the prescribed texts and relevant websites required for this qualification. 

The trainer may provide additional learning material where gaps are identified in either the 

participant’s underpinning knowledge or the training resources. 

Units Core Textbook / Texts URL 

ALL CTT developed learner 
guides and activity booklets  

Located in the back of the 
learner guide 

ALL CTT Policy and procedure 
manual for Virtual training 
centre 

ALL  Media support discs 

 

PATHWAYS AND JOB ROLES  

There are no pathway qualifications in this level  

Examples of indicative job roles for candidates seeking entry based upon their vocational experience 
include: 

 Care assistant / worker  Home maintenance worker  

 Care service employees   In-home respite giver  

 Community care worker   Personal care assistant  

 Community support worker   Personal care giver / worker 

 Disability support worker   Planned activity assistant  

 Driver   Transport support worker 

 Food services deliverer   Support worker  

 Home care worker   

 

 

 

 

 

 

 

 

 

 

 

EMPLOYABILITY SKILLS  

The delivery of this qualification will reflect relevant industry work situations and will 
develop/enhance skills identified in the employability skills for this qualification. Employability Skills 
are therefore embedded, as appropriate, within the units of competency and learning outcomes. 
Information on Employability Skills can be accessed from the CHC08 Community Services Training 
Package available on the Training info website  www.training.gov.au 

 

The application of Employability Skills is holistically assessed in the evidence gathering techniques. 

TRAINING PLAN   

CORE/ 
ELECTIVE  

Code Unit Title Nom 
Hours 

C CHCAC318B Work effectively with older people  30 

C CHCAC317A Support older people to maintain their independence 20 

C CHCAC319A  Provide support to people living with dementia  55 

C CHCICS301A Provide support to meet personal care needs  50 

E CHCDIS313A Support people with disabilities who are ageing  50 

C CHCICS303A Support individual health and emotional well being 30 

C CHCPA301B Deliver care services using a palliative approach 55 

C CHCCS411B Work effectively in the community sector  40 

E HLTHIR403C Work effectively with culturally diverse clients and co workers 20 

C CHCICS302A Participate in the implementation of individualised plans 15 

C CHCOHS312B Follow safety procedures for direct care work  30 

E HLTIN301C Comply with infection control policies and procedures  20 

C HLTAP301B Recognise healthy body systems in a health care context 70 

E HLTFA301C Apply first aid 18 

 14 UNITS TOTAL NOMINAL HOURS 503 

 

<Nominal range 473-543> Total Hours 503 
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CHC40108 Certificate IV  in Aged Care 

UNIT DESCRIPTOR 

This qualification addresses work primarily in residential facilities within defined organisation 

guidelines and service plans. These workers: 

• Carry out activities related to maintaining an individual’s well being through personal care 

and/or other activities of living. 

• May provide services to individuals with complex needs, and/or work with groups of older 

people. 

Work may include training and support to promote independence and community 

participation, which may be provided as part of activities and programs in a variety of settings 

including residential and centre-based programs. 

• Report to service managers and liaise with professionals and other service providers. 

• May be required to supervise and/or coordinate a limited number of other workers. 

 

COURSE  PACKAGING RULES  

The successful assessment outcome for issuing a Certificate IV in Aged care qualification is a total of 

fifteen (15) units, as specified in the Community Services Training Package (CHC08) qualification rules. 

Ten (10) of these are Core units and fiver (5) are Elective units. The units are relevant to a work-

related outcome and/or local industry requirements.  

 

ENTRY REQUIREMENTS 

To gain entry into CHC40108 Certificate IV in Aged Care a candidate must be recognised as 

competent, through a recognised training program or recognition process, against the following core 

units from CHC30208 Certificate III in Aged Care (or equivalent): CHCAC318B Work effectively with 

older people, CHCAC319A Provide support to people living with dementia, CHCCS411B Work 

effectively in the community sector, CHCICS303A Support individual health and emotional well being, 

CHCPA301B Deliver care services using a palliative approach. HLTAP301B Recognise healthy body 

systems in a health care context. They must also achieve 70% and above in the  Level IV Literacy and 

numeracy test provided  

 

DELIVERY ARRANGEMENTS 

Tutorial delivery or fully workplace based using trainer led instruction and activities in a simulated 
classroom environment  workplace which incorporates:  

 learner guides  

 sample documents  

 workbooks /activity booklets 

 text  

 trainer power points 

 web resources  

http://considerthistraining.com.au/certificate-iii-in-aged-care/
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 workplace simulations 

 media support DVDs 
 
Integrated delivery of units and assessments may occur.  

The trainer may provide additional learning material when gaps are identified in either the 

participant’s underpinning knowledge or the training resources.  

Participants are expected to complete activities prior to, and after, each training session. 

This course is designed to offer participants progressive improvement in their work practices. As such 
all assessment tasks are developed around real work experience and simulated work tasks in our 
virtual aged care facility “Consider Our Care” 

Training materials have been identified and mapped to each unit. These materials are available within 

each unit file. Please refer to the competency review tool document. 

 

DELIVERY & ASSESSMENT 

Delivery would normally be scheduled over 14 full day (6 hour) training sessions, delivered weekly to 

allow for sufficient training and assessment practice between sessions. Training sessions are 

supplemented with study, practice, work on assessment tasks, and on the job training as per the table 

below 

 

Fewer training hours are anticipated for existing employees depending on outcomes of skills audits. 

Students with disabilities or learning difficulties may require more hours. 

Face to 

face 

Delivery 

Study 

time 

 

Assessment 

1 

Bank of 

Questions 

Assessment  

2 

Observations 

Assessment 

3 

Practical 

Assessment 

4 

Portfolio of 

evidence 

Assessment 

5 

Work 

placement 

Total 

Duration 

120 213 70 42 45 45 240 775 

 

EVIDENCE GATHERING TECHNIQUES 

Unit of Competency   A B C D E 

CHCAC412A Provide services to older people with complex needs       

CHCAC416A Facilitate support responsive to the specific nature of 

dementia  
     

CHCAC417A Implement interventions with older people at risk of falls      

CHCICS401A Facilitate support for personal care needs      

HLTHIR403C Work effectively with culturally diverse clients and co - 

workers 
     

CHCICS404A Plan and provide advanced behaviour support      
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CHCCS305B Assist clients with medications       

CHCICS402A Facilitate individualised plans       

CHCCM404A Undertake case management for clients with complex 

needs 
     

CHCCS400B  Work within a relevant legal and ethical framework      

CHCAD401D Advocate for clients      

CHCINF403D Coordinate information systems       

CHCNET404A Facilitate links with other services      

CHCORG406

B 

Supervise work      

CHCOHS312B Follow safety procedures for direct care work       

A Bank of Questions  B Practical Assessments C Portfolio of Evidence 

D Observations E Third party/ mentor/ supervisor 
report (witnessing assessment 
implementation) 

  

RESOURCES 

The following resources are the prescribed texts and relevant websites required for this qualification. 

The trainer may provide additional learning material where gaps are identified in either the 

participant’s underpinning knowledge or the training resources. 

Units Core Textbook / Texts URL 

ALL CTT developed learner 
guides and activity booklets  

Located in the back of the 
learner guide 

ALL CTT Policy and procedure 
manual for Virtual training 
centre 

ALL  Media support discs 

 

PATHWAYS AND JOB ROLES  

There are no pathway qualifications in this level  

Examples of indicative job roles for candidates seeking entry based upon their vocational experience 
include: 

 Care assistant / worker  Home maintenance worker  

 Care service employees   In-home respite giver  

 Community care worker   Personal care assistant  

 Community support worker   Personal care giver / worker 

 Disability support worker   Planned activity assistant  

 Driver   Transport support worker 

 Food services deliverer   Support worker  

 Home care worker   
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EMPLOYABILITY SKILLS  

The delivery of this qualification will reflect relevant industry work situations and will 
develop/enhance skills identified in the employability skills for this qualification. Employability Skills 
are therefore embedded, as appropriate, within the units of competency and learning outcomes. 
Information on Employability Skills can be accessed from the CHC08 Community Services Training 
Package available on the Training info website  www.training.gov.au 

 

The application of Employability Skills is holistically assessed in the evidence gathering techniques. 

TRAINING PLAN   

CORE/ 
ELECTIVE  

Code Unit Title Nom 
Hours 

C CHCAC412A Provide services to older people with complex needs  70 

C CHCAC416A Facilitate support responsive to the specific nature of dementia  55 

C CHCAC417A Implement interventions with older people at risk of falls 45 

C CHCICS401A Facilitate support for personal care needs 65 

E HLTHIR403C Work effectively with culturally diverse clients and co - workers 20 

E CHCICS404A Plan and provide advanced behaviour support 85 

E CHCCS305B Assist clients with medications  40 

C CHCICS402A Facilitate individualised plans  50 

E CHCCM404A Undertake case management for clients with complex needs 50 

C CHCCS400B  Work within a relevant legal and ethical framework 50 

C CHCAD401D Advocate for clients 20 

C CHCINF403D Coordinate information systems  75 

C CHCNET404A Facilitate links with other services 70 

C CHCORG406B Supervise work 50 

CE CHCOHS312B Follow safety procedures for direct care work  30 

 15 UNITS TOTAL NOMINAL HOURS 775 

*CHCAC412A  note pre requisite CHCAC318A  (from cert III) 

*CHCCS305A note pre requisite (HLTAP301A) 

<Nominal range 650-925> Total Hours 775 



44 considerthistraining.com.au                Consider This Training Course Directory Victoria 2011 

 

CHC30308 Certificate III in Home and Community  Care  
UNIT DESCRIPTOR 

This qualification addresses work in client homes and other community settings under regular supervision 
within clearly defined organisational guidelines and service plans. 
These workers: 

 Carry out activities to maintain personal care and/or other activities of living for people in their own homes or 
in other community settings 

 Carry out activities related to an individualised plan 

 Report directly to a supervisor and are not responsible for other workers. 

 

COURSE  PACKAGING RULES  

The successful assessment outcome for issuing a Certificate III in HACC qualification is a total of fourteen (14) 

units, as specified in the Community Services Training Package (CHC08) qualification rules. Nine (9) of these are 

Core units and five (5) are Elective units. The units are relevant to a work-related outcome and/or local industry 

requirements.  

 

ENTRY REQUIREMENTS 

There are two formal entry requirements for Certificate III in HACC. They must however achieve 70% and above 

in the  Level III Literacy and numeracy test provided  

 

DELIVERY ARRANGEMENTS 

Tutorial delivery or fully workplace based using trainer led instruction and activities in a simulated classroom 
environment  workplace which incorporates:  

 learner guides  

 sample documents  

 workbooks /activity booklets 

 text  

 trainer power points 

 web resources  

 workplace simulations 

 media support DVDs 
 
Integrated delivery of units and assessments may occur.  

The trainer may provide additional learning material when gaps are identified in either the participant’s 

underpinning knowledge or the training resources.  

Participants are expected to complete activities prior to, and after, each training session. 

This course is designed to offer participants progressive improvement in their work practices. As such all 
assessment tasks are developed around real work experience and simulated work tasks in our virtual aged care 
facility “Consider Our Care” 

Training materials have been identified and mapped to each unit. These materials are available within each unit 

file. Please refer to the competency review tool document. 

 

http://considerthistraining.com.au/certificate-iii-in-aged-care/
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DELIVERY & ASSESSMENT 

Delivery would normally be scheduled over 14 full day (6 hour) training sessions, delivered weekly to allow for 

sufficient training and assessment practice between sessions. Training sessions are supplemented with study, 

practice, work on assessment tasks, and on the job training as per the table below 

 

Fewer training hours are anticipated for existing employees depending on outcomes of skills audits. Students 

with disabilities or learning difficulties may require more hours. 

Face to 

face 

Delivery 

Study 

time 

 

Assessment 

1 

Bank of 

Questions 

Assessment  

2 

Observations 

Assessment 

3 

Practical 

Assessment 

4 

Portfolio of 

evidence 

Assessment 

5 

Work 

placement 

Total 

Duration 

84 137 70 42 35 35 100 506 

 

EVIDENCE GATHERING TECHNIQUES 

Unit of Competency   A B C D E 

CHCDIS313A Work effectively with people with a disabilities who are 

ageing 
     

CHCAC318B Work effectively with older people       

CHCCS411B Work effectively in the community sector       

HLTHIR403C Work effectively with culturally diverse clients and co 

workers 
     

CHCHC311B Work effectively in home and community care       

CHCICS304B Work effectively with carers       

CHCOHS312B Follow safety procedures for direct care work       

HLTIN301C Comply with infection control policies and procedures       

HLTAP301B Recognise healthy body systems in a health care context       

HLTFA301C Apply first aid      

CHCICS302A Participate in the implementation of individualised plans      

CHCAC319A  Provide support to people living with dementia       

CHCICS301A Provide support to meet personal care needs       

HLTFS207C Follow basic food safety practices      

A Bank of Questions  B Practical Assessments C Portfolio of Evidence 

D Observations E Third party/ mentor/ supervisor 
report (witnessing assessment 
implementation) 
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RESOURCES 

The following resources are the prescribed texts and relevant websites required for this qualification. The 

trainer may provide additional learning material where gaps are identified in either the participant’s 

underpinning knowledge or the training resources. 

Units Core Textbook / Texts URL 

ALL CTT developed learner 
guides and activity booklets  

Located in the back of the 
learner guide 

ALL CTT Policy and procedure 
manual for Virtual training 
centre 

ALL  Media support discs 

 

PATHWAYS AND JOB ROLES  

There are no pathway qualifications in this level  

Examples of indicative job roles for candidates seeking entry based upon their vocational experience include: 

 Care assistant / worker  Home maintenance worker  

 Care service employees   In-home respite giver  

 Community care worker   Personal care assistant  

 Community support worker   Personal care giver / worker 

 Disability support worker   Planned activity assistant  

 Driver   Transport support worker 

 Food services deliverer   Support worker  

 Home care worker   

 

EMPLOYABILITY SKILLS  

The delivery of this qualification will reflect relevant industry work situations and will develop/enhance skills 
identified in the employability skills for this qualification. Employability Skills are therefore embedded, as 
appropriate, within the units of competency and learning outcomes. Information on Employability Skills can be 
accessed from the CHC08 Community Services Training Package available on the Training info website  
www.training.gov.au 

 

The application of Employability Skills is holistically assessed in the evidence gathering techniques. 
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TRAINING PLAN   

CORE/ 
ELECTIVE  

Code Unit Title Nom 
Hours 

C CHCDIS3O1B Work effectively with people with a disability 50 

C CHCAC318B Work effectively with older people  30 

C CHCCS411B Work effectively in the community sector  40 

E HLTHIR403C Work effectively with culturally diverse clients and co workers 20 

C CHCHC311B Work effectively in home and community care  45 

C CHCICS304B Work effectively with carers  35 

C CHCOHS312B Follow safety procedures for direct care work  35 

E HLTIN301C Comply with infection control policies and procedures  20 

E HLTAP301B Recognise healthy body systems in a health care context  70 

E HLTFA301C Apply first aid 18 

C CHCICS302A Participate in the implementation of individualised plans 15 

C CHCAC319A  Provide support to people living with dementia  55 

C CHCICS301A Provide support to meet personal care needs  50 

E HLTFS207C Follow basic food safety practices 20 

 14 UNITS TOTAL NOMINAL HOURS 503 

 

<Nominal range 448-690> Total Hours 503 
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CHC40308 Certificate IV  in Disability  
UNIT DESCRIPTOR 

This qualification addresses work in residential group homes, training resource centres, day respite 

centres and open employment services, other community settings and clients’ homes. 

These workers: 

• Apply knowledge and skills gained through qualifications and/or previous experience to provide 

training and support to people with disabilities to enhance their ability to achieve greater levels of 

independence, self reliance and community participation 

• Report to service managers and may liaise with health professionals and other service agencies 

• May work without direct supervision and may be required to supervise and/or coordinate a limited 

number of lower classified workers.. 

 

COURSE  PACKAGING RULES  

The successful assessment outcome for issuing a Certificate IV in Disability qualification is a total of fifteen (15) 

units, as specified in the Community Services Training Package (CHC08) qualification rules. Ten (10) of these are 

Core units and fiver (5) are Elective units. The units are relevant to a work-related outcome and/or local 

industry requirements.  

 

ENTRY REQUIREMENTS 

There are no formal entry requirements into CHC40308 Certificate IV in Disability. They must however  achieve 

70% and above in the  Level IV Literacy and numeracy test provided  

 

DELIVERY ARRANGEMENTS 

Tutorial delivery or fully workplace based using trainer led instruction and activities in a simulated classroom 
environment  workplace which incorporates:  

 learner guides  

 sample documents  

 workbooks /activity booklets 

 text  

 trainer power points 

 web resources  

 workplace simulations 

 media support DVDs 
 
Integrated delivery of units and assessments may occur.  

The trainer may provide additional learning material when gaps are identified in either the participant’s 

underpinning knowledge or the training resources.  

Participants are expected to complete activities prior to, and after, each training session. 

This course is designed to offer participants progressive improvement in their work practices. As such all 

http://considerthistraining.com.au/certificate-iii-in-aged-care/
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assessment tasks are developed around real work experience and simulated work tasks in our virtual aged care 
facility “Consider Our Care” 

Training materials have been identified and mapped to each unit. These materials are available within each unit 

file. Please refer to the competency review tool document. 

 

DELIVERY & ASSESSMENT 

Delivery would normally be scheduled over 15 full day (6 hour) training sessions, delivered weekly to allow for 

sufficient training and assessment practice between sessions. Training sessions are supplemented with study, 

practice, work on assessment tasks, and on the job training as per the table below 

 

Fewer training hours are anticipated for existing employees depending on outcomes of skills audits. Students 

with disabilities or learning difficulties may require more hours. 

Face to 

face 

Delivery 

Study 

time 

 

Assessment 

1 

Bank of 

Questions 

Assessment  

2 

Observations 

Assessment 

3 

Practical 

Assessment 

4 

Portfolio of 

evidence 

Assessment 

5 

Work 

placement 

Total 

Duration 

120 280 75 45 45 45 240 850 

 

EVIDENCE GATHERING TECHNIQUES 

Unit of Competency   A B C D E 

CHCDIS301B Work effectively with people with a disability      

CHCCS411B  Work effectively in the community sector       

HLTHIR403C Work effectively with culturally diverse clients and co 

workers 

     

CHCCS400B Work within a legal and ethical framework        

CHCOHS312B Follow safety procedures for direct care work       

CHCCM404A Undertake case management for clients with complex 

needs 

     

CHCDIS302A Maintain an environment to empower people with 

disabilities 

     

CHCDIS409A Provide services to people with disabilities with complex 

needs   

     

CHCICS404A Plan and provide advanced behaviour support       

CHCCS413A  Support individuals with autism spectrum disorder      



51 considerthistraining.com.au                Consider This Training Course Directory Victoria 2011 

 

CHCDIS411A  Communicate using augmentative and alternative 

communications strategies 

     

CHCDIS404C Design procedures for support      

CHCDIS405A Facilitate skills development and maintenance      

CHCDIS410A Facilitate community participation and inclusion      

CHCICS402A Facilitate  individualised plans      

A Bank of Questions  B Practical Assessments C Portfolio of Evidence 

D Observations E Third party/ mentor/ supervisor 
report (witnessing assessment 
implementation) 

  

 

RESOURCES 

The following resources are the prescribed texts and relevant websites required for this qualification. The 

trainer may provide additional learning material where gaps are identified in either the participant’s 

underpinning knowledge or the training resources. 

Units Core Textbook / Texts URL 

ALL CTT developed learner 
guides and activity booklets  

Located in the back of the 
learner guide 

ALL CTT Policy and procedure 
manual for Virtual training 
centre 

ALL  Media support discs 

 

PATHWAYS AND JOB ROLES  

There are no pathway qualifications in this level  

Examples of indicative job roles for candidates seeking entry based upon their vocational experience include: 

  Behavioural support officer   Marketing coordinator  

 Development officer   Project officer (life enhancement team) 

 Disability officer - day support  Residential care officer  

 Disability support officer / 
worker 

 Senior personal care assistant  

 Employment coordinator 
(disability) 

 Social educator  

 Job coordinator   Social trainer  

 Lifestyle support officer   Supervisor  

 Local area coordinator   

 

EMPLOYABILITY SKILLS  

The delivery of this qualification reflects relevant industry work situations and will develop/enhance skills 
identified in the employability skills for this qualification. Employability Skills are therefore embedded, as 
appropriate, within the units of competency and learning outcomes. Information on Employability Skills can be 
accessed from the CHC08 Community Services Training Package available at www.training.gov.au. The 
application of Employability Skills is holistically assessed in the evidence gathering techniques. 

http://www.training.gov.au/
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TRAINING PLAN   

CORE/ 
ELECTI
VE  

Code Unit Title Nom 
Hours 

C CHCDIS301B Work effectively with people with a disability 50 

C CHCCS411B  Work effectively in the community sector  40 

C HLTHIR403C Work effectively with culturally diverse clients and co workers 20 

C CHCCS400B Work within a legal and ethical framework   50 

C CHCOHS312B Follow safety procedures for direct care work  30 

E CHCCM404A Undertake case management for clients with complex needs 50 

C CHCDIS302A Maintain an environment to empower people with disabilities 90 

E CHCDIS409A Provide services to people with disabilities with complex needs   75 

E CHCICS404A Plan and provide advanced behaviour support  85 

E CHCCS413A  Support individuals with autism spectrum disorder 50 

C CHCDIS411A  Communicate using augmentative and alternative communications 
strategies 

60 

E CHCDIS404C Design procedures for support 90 

C CHCDIS405A Facilitate skills development and maintenance 50 

C CHCDIS410A Facilitate community participation and inclusion 60 

C CHCICS402A Facilitate  individualised plans 50 

 15 UNITS TOTAL NOMINAL HOURS 850 

 

<Nominal range 598-985> Total Hours 850 
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BSB30107 Certificate III in Business 

UNIT DESCRIPTOR 

This qualification reflects the role of individuals who apply a broad range of competencies in a varied 

work context using some discretion, judgement and relevant theoretical knowledge. They may provide 

technical advice and support to a team. 

 

COURSE  PACKAGING RULES  

The successful assessment outcome for issuing a Certificate III in Business qualification is a total of twelve (12) 

units, as specified in the Business Services Training Package (BSB07) qualification rules. One (1) of these are 

Core units and eleven (11) are Elective units. The units are relevant to a work-related outcome and/or local 

industry requirements.  

 

ENTRY REQUIREMENTS 

There are no formal entry requirements, however it is recommended that students have basic computer skills, 

good literacy, communication and interpersonal skills and the opportunity to access a workplace or practice 

environment for facilitation and assessments 

 

DELIVERY ARRANGEMENTS 

Tutorial delivery or fully workplace based using trainer led instruction and activities in a simulated classroom 
environment  workplace which incorporates:  

 learner guides  

 sample documents  

 workbooks /activity booklets 

 text  

 trainer power points 

 web resources  

 workplace simulations 

 media support DVDs 
 
Integrated delivery of units and assessments may occur.  

The trainer may provide additional learning material when gaps are identified in either the participant’s 

underpinning knowledge or the training resources.  

Participants are expected to complete activities prior to, and after, each training session. 

This course is designed to offer participants progressive improvement in their work practices. As such all 
assessment tasks are developed around real work experience and simulated work tasks in our virtual aged care 
facility “Consider Our Care” 

Training materials have been identified and mapped to each unit. These materials are available within each unit 

file. Please refer to the competency review tool document. 

 

DELIVERY & ASSESSMENT 

http://considerthistraining.com.au/certificate-iii-in-aged-care/
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Delivery would normally be scheduled over 12 full day (6 hour) training sessions, delivered weekly to allow for 

sufficient training and assessment practice between sessions. Training sessions are supplemented with study, 

practice, work on assessment tasks, and on the job training as per the table below 

 

Fewer hours are anticipated for existing employees depending on outcomes of skills audits. Students with 

disabilities or learning difficulties may require more hours. 

Face to 

face 

Delivery 

Study 

time 

 

Assessment 

1 

Bank of 

Questions 

Assessment  

2 

Observations 

Assessment 

3 

Practical 

Assessment 

4 

Portfolio of 

evidence 

Assessment 5 

Work 

placement 

Total 

Duration 

72 132 60 36 25 25 120 470 

 

EVIDENCE GATHERING TECHNIQUES 

Unit of Competency   A B C D E 

BSBCUS301A Deliver and monitor a service to customers      

BSBINM301A Organise workplace information      

BSBCMM301A Process customer complaints      

BSBWOR301A Organise personal work priorities and development      

BSBITU303A Design and produce text documents      

BSBITU306A Design and produce business documents      

BSBITU309A Produce desktop published documents      

BSBITU302B Create electronic presentations      

BSBITU304A Produce spreadsheets      

BSBWRT301A Write simple documents      

BSBPRO301A Recommend products and services      

BSBOHS201A Participate in OHS processes      

A Bank of Questions  B Practical Assessments C Portfolio of Evidence 

D Observations E Third party/ mentor/ supervisor 
report (witnessing assessment 
implementation) 

  

 

 

RESOURCES 

The following resources are the prescribed texts and relevant websites required for this qualification. The 

trainer may provide additional learning material where gaps are identified in either the participant’s 
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underpinning knowledge or the training resources. 

Units Core Textbook / Texts URL 

ALL CTT developed learner 
guides and activity booklets  

Located in the back of the 
learner guide 

ALL CTT Policy and procedure 
manual for Virtual training 
centre 

ALL  Media support discs 

 

 

PATHWAYS AND JOB ROLES  

This qualification can be completed: 

 As described in this Training and Assessment Strategy, which typically reflects  individuals who have want to 
enter an office environment that do not have the vocational experience and require a qualification to enter the 
business environment 

 Through achievement of the BSB20107 Certificate II in Business  

 Through providing evidence of competency in the majority of from the Certificate III in Business 
Administration 

Examples of indicative job roles for candidates seeking entry based upon their vocational experience include: 

 customer service adviser 
 data entry operator 
 general clerk 
 typist 

 Word processing operator. 

 
The Trainer/Assessor will advise participants of further employment options and articulation into higher levels of 

training during the delivery of this program. This includes, upon achieving the BSB30107 Certificate III in 

Business, the option of undertaking the Certificate IV in Business, or a range of other Certificate IV qualifications 

such as Certificate IV in Business Administration 

 

 

EMPLOYABILITY SKILLS  

The delivery of this qualification will reflect relevant industry work situations and will develop/enhance skills 
identified in the employability skills for this qualification. Employability Skills are therefore embedded, as 
appropriate, within the units of competency and learning outcomes. Information on Employability Skills can be 
accessed from the BSB07 Business Services Training Package available on the Training info website  
www.training.gov.au 

 

The application of Employability Skills is holistically assessed in the evidence gathering techniques. 

TRAINING PLAN   

CORE/ 
ELECTI
VE  

Code Unit Title Nom 
Hours 

C BSBOHS201A Participate in OHS processes 20 

E BSBCUS301A Deliver and monitor a service to customers 35 
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E BSBINM301A Organise workplace information 30 

E BSBCMM301A Process customer complaints 30 

E BSBWOR301A Organise personal work priorities and development 30 

E BSBITU303A Design and produce text documents 90 

E BSBITU306A Design and produce business documents 80 

E BSBITU309A Produce desktop published documents 50 

E BSBITU302B Create electronic presentations 20 

E BSBITU304A Produce spreadsheets 35 

E BSBWRT301A Write simple documents 30 

E BSBPRO301A Recommend products and services 20 

 12 UNITS TOTAL NOMINAL HOURS 470 

 

<Nominal range 315-610> Total Hours 470 

BSB30407 Certificate III in Business Administration 

UNIT DESCRIPTOR 

This qualification reflects the role of individuals who apply a broad range of administrative 

competencies in varied work contexts, using some discretion and judgement. They may provide 

technical advice and support to a team. 

 

COURSE  PACKAGING RULES  

The successful assessment outcome for issuing a Certificate III in Business qualification is a total of thirteen (13) 

units, as specified in the Business Services Training Package (BSB07) qualification rules. Two (2) of these are 

Core units and eleven (11) are Elective units. The units are relevant to a work-related outcome and/or local 

industry requirements.  

 

http://considerthistraining.com.au/certificate-iii-in-aged-care/


59 considerthistraining.com.au                Consider This Training Course Directory Victoria 2011 

 

ENTRY REQUIREMENTS 

There are no formal entry requirements, however it is recommended that students have with vocational 

experience assisting in a range of support roles without a formal business qualification, good literacy, 

communication and interpersonal skills and the opportunity to access a workplace or practice environment for 

facilitation and assessments 

 

 

DELIVERY ARRANGEMENTS 

Tutorial delivery or fully workplace based using trainer led instruction and activities in a simulated classroom 
environment  workplace which incorporates:  

 learner guides  

 sample documents  

 workbooks /activity booklets 

 text  

 trainer power points 

 web resources  

 workplace simulations 

 media support DVDs 
 
Integrated delivery of units and assessments may occur.  

The trainer may provide additional learning material when gaps are identified in either the participant’s 

underpinning knowledge or the training resources.  

Participants are expected to complete activities prior to, and after, each training session. 

This course is designed to offer participants progressive improvement in their work practices. As such all 
assessment tasks are developed around real work experience and simulated work tasks in our virtual business 
“Consider Our Training” 

Training materials have been identified and mapped to each unit. These materials are available within each unit 

file. Please refer to the competency review tool document. 

 

DELIVERY & ASSESSMENT 

Delivery would normally be scheduled over 13 full day (6 hour) training sessions, delivered weekly to allow for 

sufficient training and assessment practice between sessions. Training sessions are supplemented with study, 

practice, work on assessment tasks, and on the job training as per the table below 

 

Fewer hours are anticipated for existing employees depending on outcomes of skills audits. Students with 

disabilities or learning difficulties may require more hours. 

Face to 

face 

Delivery 

Study 

time 

 

Assessment 

1 

Bank of 

Questions 

Assessment  

2 

Observations 

Assessment 

3 

Practical 

Assessment 

4 

Portfolio of 

evidence 

Assessment 5 

Work 

placement 

Total 

Duration 



60 considerthistraining.com.au                Consider This Training Course Directory Victoria 2011 

 

78 153 65 39 25 25 120 505 

 

EVIDENCE GATHERING TECHNIQUES 

Unit of Competency   A B C D E 

BSBCUS301A Deliver and monitor a service to customers      

BSBINM301A Organise workplace information      

BSBADM307B Organise schedules      

BSBCMM301A Process customer complaints      

BSBITU303A Design and produce text documents      

BSBITU306A Design and produce business documents      

BSBITU309A Produce desktop published documents      

BSBITU302B Create electronic presentations      

BSBITU304A Produce spreadsheets      

BSBITU307A Develop keyboarding speed and accuracy      

BSBWRT301A Write simple documents      

BSBPRO301A Recommend products and services      

BSBOHS201A Participate in OHS processes      

       

A Bank of Questions  B Practical Assessments C Portfolio of Evidence 

D Observations E Third party/ mentor/ supervisor 
report (witnessing assessment 
implementation) 

  

 

 

RESOURCES 

The following resources are the prescribed texts and relevant websites required for this qualification. The 

trainer may provide additional learning material where gaps are identified in either the participant’s 

underpinning knowledge or the training resources. 

Units Core Textbook / Texts URL 

ALL CTT developed learner 
guides and activity booklets  

Located in the back of the 
learner guide 

ALL CTT Policy and procedure 
manual for Virtual training 
centre 

ALL  Media support discs 
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PATHWAYS AND JOB ROLES  

This qualification can be completed: 

 As described in this Training and Assessment Strategy, which typically reflects  individuals who have want to 
enter an office environment that do not have the vocational experience and require a qualification to enter the 
business environment 

 Through achievement of the BSB20107 Certificate II in Business  

 Through providing evidence of competency in the majority of from the Certificate III in Business 
Administration 

Examples of indicative job roles for candidates seeking entry based upon their vocational experience include: 

 customer service adviser 
 data entry operator 
 general clerk 
 typist 

 Word processing operator. 

 
The Trainer/Assessor will advise participants of further employment options and articulation into higher levels of 

training during the delivery of this program. This includes, upon achieving the BSB30407 Certificate III in 

Business administration, the option of undertaking the Certificate IV in Administration, or a range of other 

Certificate IV qualifications such as Certificate IV in Business  

 

EMPLOYABILITY SKILLS  

The delivery of this qualification will reflect relevant industry work situations and will develop/enhance skills 
identified in the employability skills for this qualification. Employability Skills are therefore embedded, as 
appropriate, within the units of competency and learning outcomes. Information on Employability Skills can be 
accessed from the BSB07 Business Services Training Package available on the Training info website  
www.training.gov.au 

 

The application of Employability Skills is holistically assessed in the evidence gathering techniques. 

TRAINING PLAN   

CORE/ 
ELECTI
VE  

Code Unit Title Nom 
Hours 

E BSBCUS301A Deliver and monitor a service to customers 35 

E BSBINM301A Organise workplace information 30 

E BSBADM307B Organise schedules 15 

E BSBCMM301A Process customer complaints 30 

E BSBITU303A Design and produce text documents 90 

E BSBITU306A Design and produce business documents 80 

E BSBITU309A Produce desktop published documents 50 

E BSBITU302B Create electronic presentations 20 

E BSBITU304A Produce spreadsheets 35 

C BSBITU307A Develop keyboarding speed and accuracy 50 

E BSBWRT301A Write simple documents 30 

E BSBPRO301A Recommend products and services 20 

C BSBOHS201A Participate in OHS processes 20 

 13 UNITS TOTAL NOMINAL HOURS 505 
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<Nominal range 350-665> Total Hours 505 
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BSB40307 Certificate IV  in Business  
UNIT DESCRIPTOR 

This qualification reflects the role of individuals who use well-developed skills and a broad knowledge 

base in a wide variety of contexts. They apply solutions to a defined range of unpredictable problems, 

and analyse and evaluate information from a variety of sources. They may provide leadership and 

guidance to others with some limited responsibility for the output of others. 

 

COURSE  PACKAGING RULES  

The successful assessment outcome for issuing a Certificate III in Business qualification is a total of ten (10) 

units, as specified in the Business Services Training Package (BSB07) qualification rules. One (1) of these are 

Core units and nine (9) are Elective units. The units are relevant to a work-related outcome and/or local 

industry requirements 

 

ENTRY REQUIREMENTS 

There are no formal entry requirements, however it is recommended that students have with vocational 

experience assisting in a range of support roles without a formal business qualification, good literacy, 

communication and interpersonal skills and the opportunity to access a workplace or practice environment for 

facilitation and assessments 

 

DELIVERY ARRANGEMENTS 

Tutorial delivery or fully workplace based using trainer led instruction and activities in a simulated classroom 
environment  workplace which incorporates:  

 learner guides  

 sample documents  

 workbooks /activity booklets 

 text  

 trainer power points 

 web resources  

 workplace simulations 

 media support DVDs 
 
Integrated delivery of units and assessments may occur.  

The trainer may provide additional learning material when gaps are identified in either the participant’s 

underpinning knowledge or the training resources.  

Participants are expected to complete activities prior to, and after, each training session. 

This course is designed to offer participants progressive improvement in their work practices. As such all 
assessment tasks are developed around real work experience and simulated work tasks in our virtual business 
“Consider Our Training” 

Training materials have been identified and mapped to each unit. These materials are available within each unit 

http://considerthistraining.com.au/certificate-iii-in-aged-care/
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file. Please refer to the competency review tool document. 

 

DELIVERY & ASSESSMENT 

Delivery would normally be scheduled over 13 full day (6 hour) training sessions, delivered weekly to allow for 

sufficient training and assessment practice between sessions. Training sessions are supplemented with study, 

practice, work on assessment tasks, and on the job training as per the table below 

 

Fewer hours are anticipated for existing employees depending on outcomes of skills audits. Students with 

disabilities or learning difficulties may require more hours. 

Face to 

face 

Delivery 

Study 

time 

 

Assessment 

1 

Bank of 

Questions 

Assessment  

2 

Observations 

Assessment 

3 

Practical 

Assessment 

4 

Portfolio of 

evidence 

Assessment 5 

Work 

placement 

Total 

Duration 

60 100 50 30 25 25 130 420 

 

EVIDENCE GATHERING TECHNIQUES 

Unit of Competency   A B C D E 

BSBINN301A Promote innovation in a team environment      

BSBLED401A Develop teams and individuals      

BSBADM405B Organise meetings      

BSBMKG414B Undertake marketing activities      

BSBCMM401A Make a presentation      

BSBMKG413A Promote products and services      

BSBRES401A Analyse and present research information       

BSBWRT401A Write complex documents      

BSBPMG510A Manage projects      

BSBOHS407A Monitor a safe workplace      

A Bank of Questions  B Practical Assessments C Portfolio of Evidence 

D Observations E Third party/ mentor/ supervisor 
report (witnessing assessment 
implementation) 

  

 

 

RESOURCES 

The following resources are the prescribed texts and relevant websites required for this qualification. The 
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trainer may provide additional learning material where gaps are identified in either the participant’s 

underpinning knowledge or the training resources. 

Units Core Textbook / Texts URL 

ALL CTT developed learner 
guides and activity booklets  

Located in the back of the 
learner guide 

ALL CTT Policy and procedure 
manual for Virtual training 
centre 

ALL  Media support discs 

 

 

PATHWAYS AND JOB ROLES  

This qualification can be completed: 

 For those with vocational experience assisting in a range of environments providing administrative or 
operational support to individuals and/or teams but without a formal business qualification. 

 Through achievement of the BSB30107 Certificate III in Business  

 Through providing evidence of competency in the majority of from the Certificate III in Business 
Administration 

Examples of indicative job roles for candidates seeking entry based upon their vocational experience include: 

 Accounts Clerk 

 Customer Service Advisor 

 Clerk 

 E-business Practitioner 

 Legal Receptionist 

 Medical Receptionist 

 Office Administration Assistant 

 Student Services Officer 

 Word Processing Operator  
The Trainer/Assessor will advise participants of further employment options and articulation into higher levels 

of training during the delivery of this program. This includes a range of Diploma level qualifications within the 

BSB07 Business Services Training Package, or other Training Packages. 

 

EMPLOYABILITY SKILLS  

The delivery of this qualification will reflect relevant industry work situations and will develop/enhance skills 
identified in the employability skills for this qualification. Employability Skills are therefore embedded, as 
appropriate, within the units of competency and learning outcomes. Information on Employability Skills can be 
accessed from the BSB07 Business Services Training Package available on the Training info website  
www.training.gov.au 

 

The application of Employability Skills is holistically assessed in the evidence gathering techniques. 
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TRAINING PLAN   

CORE/ 
ELECTI
VE  

Code Unit Title Nom 
Hours 

E BSBINN301A Promote innovation in a team environment 40 

E BSBLED401A Develop teams and individuals 40 

E BSBADM405B Organise meetings 20 

E BSBMKG414B Undertake marketing activities 50 

E BSBCMM401A Make a presentation 30 

E BSBMKG413A Promote products and services 40 

E BSBRES401A Analyse and present research information  40 

E BSBWRT401A Write complex documents 50 

E BSBPMG510A Manage projects 60 

C BSBOHS407A Monitor a safe workplace 50 

 10 UNITS TOTAL NOMINAL HOURS 420 

<Nominal range 325-570> Total Hours 
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BSB40507 Certificate IV  in Business  Administration 

http://considerthistraining.com.au/certificate-iii-in-aged-care/
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UNIT DESCRIPTOR 

This course is part of the Business Services Training Package.  This qualification reflects the role of 
individuals who apply a broad range of administrative competencies in varied work contexts, using 
some discretion and judgement. They may provide technical advice and support to a team. 
 

COURSE  PACKAGING RULES  

The successful assessment outcome for issuing a Certificate III in Business qualification is a total of ten (10) 

units, as specified in the Business Services Training Package (BSB07) qualification rules. One (1) of these are 

Core units and nine (9) are Elective units. The units are relevant to a work-related outcome and/or local 

industry requirements 

 

ENTRY REQUIREMENTS 

There are no formal entry requirements, however it is recommended that students have with vocational 

experience assisting in a range of support roles without a formal business qualification, good literacy, 

communication and interpersonal skills and the opportunity to access a workplace or practice environment for 

facilitation and assessments 

 

DELIVERY ARRANGEMENTS 

Tutorial delivery or fully workplace based using trainer led instruction and activities in a simulated classroom 
environment  workplace which incorporates:  

 learner guides  

 sample documents  

 workbooks /activity booklets 

 text  

 trainer power points 

 web resources  

 workplace simulations 

 media support DVDs 
 
Integrated delivery of units and assessments may occur.  

The trainer may provide additional learning material when gaps are identified in either the participant’s 

underpinning knowledge or the training resources.  

Participants are expected to complete activities prior to, and after, each training session. 

This course is designed to offer participants progressive improvement in their work practices. As such all 
assessment tasks are developed around real work experience and simulated work tasks in our virtual business 
“Consider Our Training” 

Training materials have been identified and mapped to each unit. These materials are available within each unit 

file. Please refer to the competency review tool document. 

 

DELIVERY & ASSESSMENT 

Delivery would normally be scheduled over 12 full day (6 hour) training sessions, delivered weekly to allow for 



69 considerthistraining.com.au                Consider This Training Course Directory Victoria 2011 

 

sufficient training and assessment practice between sessions. Training sessions are supplemented with study, 

practice, work on assessment tasks, and on the job training as per the table below 

 

Fewer hours are anticipated for existing employees depending on outcomes of skills audits. Students with 

disabilities or learning difficulties may require more hours. 

Face to 
face 
Delivery 

Study 
time 
 

Assessment 
1 
Bank of 
Questions 

Assessment  
2 
Observations 

Assessment 
3 
Practical 

Assessment 
4 
Portfolio of 
evidence 

Assessment 5 
Work 
placement 

Total 
Duration 

72 123 50 30 25 25 165 490 

 

EVIDENCE GATHERING TECHNIQUES 

Unit of Competency   A B C D E 

BSBITU401A Design and develop complex text documents      

BSBITU402A Develop and Use Complex Spreadsheets       

BSBITU404A Produce complex desktop published documents      

BSBWRT401A Write complex documents      

BSBADM405B Organise meetings      

BSBCMM401A Make a presentation      

BSBMKG414B Undertake marketing activities      

BSBRES401A Analyse and present research information       

BSBMKG413A Promote products and services      

BSBPMG510A Manage projects      

A Bank of Questions  B Practical Assessments C Portfolio of Evidence 

D Observations E Third party/ mentor/ supervisor 
report (witnessing assessment 
implementation) 

  

RESOURCES 

The following resources are the prescribed texts and relevant websites required for this qualification. The 

trainer may provide additional learning material where gaps are identified in either the participant’s 

underpinning knowledge or the training resources. 

Units Core Textbook / Texts URL 

ALL CTT developed learner 
guides and activity booklets  

Located in the back of the 
learner guide 

ALL CTT Policy and procedure 
manual for Virtual training 
centre 

ALL  Media support discs 
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PATHWAYS AND JOB ROLES  

This qualification can be completed: 

 For those with vocational experience assisting in a range of environments providing administrative or 
operational support to individuals and/or teams but without a formal business qualification. 

 Through achievement of the BSB30407 Certificate III in Business  

 Through providing evidence of competency in the majority of from the Certificate III in Business 
Administration 

Examples of indicative job roles for candidates seeking entry based upon their vocational experience include: 

 Accounts Clerk 

 Customer Service Advisor 

 Clerk 

 E-business Practitioner 

 Legal Receptionist 

 Medical Receptionist 

 Office Administration Assistant 

 Student Services Officer 

 Word Processing Operator  
The Trainer/Assessor will advise participants of further employment options and articulation into higher levels 

of training during the delivery of this program. This includes a range of Diploma level qualifications within the 

BSB07 Business Services Training Package, or other Training Packages. 

EMPLOYABILITY SKILLS  

The delivery of this qualification will reflect relevant industry work situations and will develop/enhance skills 
identified in the employability skills for this qualification. Employability Skills are therefore embedded, as 
appropriate, within the units of competency and learning outcomes. Information on Employability Skills can be 
accessed from the BSB07 Business Services Training Package available on the Training info website  
www.training.gov.au 

 

The application of Employability Skills is holistically assessed in the evidence gathering techniques. 

TRAINING PLAN   

CORE/ 
ELECTI
VE  

Code Unit Title Nom 
Hours 

E BSBITU401A Design and develop complex text documents 100 

E BSBITU402A Develop and Use Complex Spreadsheets 50 

E BSBITU404A Produce complex desktop published documents 50 

E BSBWRT401A Write complex documents 50 

E BSBADM405B Organise meetings 20 

E BSBCMM401A Make a presentation 30 

E BSBMKG414B Undertake marketing activities 50 

E BSBRES401A Analyse and present research information  40 

E BSBMKG413A Promote products and services 40 

E BSBPMG510A Manage projects 60 

 10 UNITS TOTAL NOMINAL HOURS 490 

<Nominal range 345-620> Total Hours 490 
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SIR20207 Certificate II in Retail 
UNIT DESCRIPTOR 

This course is part of the Retail Training Package.  It provides the foundation skills and knowledge for an 

individual to be competent in a range of activities and functions requiring basic retail operational knowledge 

and limited practical skills in a defined context. Work would be undertaken in various retail store settings, such 

as speciality stores, supermarkets, department stores and retail fast food outlets. Individuals may work with 

some autonomy or in a team but under close supervision 

 

COURSE  PACKAGING RULES  

The successful assessment outcome for issuing a Certificate II in Retail qualification is a total of fourteen (14) 

units, as specified in the Retail Services Training Package (SIR07) qualification rules. Nine (9) of these are Core 

units and five (5) are Elective units. The units are relevant to a work-related outcome and/or local industry 

requirements.  

 

ENTRY REQUIREMENTS 

There is no formal entry requirements, participants could be from all walks of life. Must achieve 70% and above 

in the   Level III Literacy and numeracy test provided  

 

DELIVERY ARRANGEMENTS 

Tutorial delivery or fully workplace based using trainer led instruction and activities in a simulated classroom 
environment  workplace which incorporates:  

 learner guides  

 sample documents  

 workbooks /activity booklets 

 text  

 trainer power points 

 web resources  

 workplace simulations 

 media support DVDs 
 
Integrated delivery of units and assessments may occur.  

The trainer may provide additional learning material when gaps are identified in either the participant’s 

underpinning knowledge or the training resources.  

Participants are expected to complete activities prior to, and after, each training session. 

This course is designed to offer participants progressive improvement in their work practices. As such all 
assessment tasks are developed around real work experience and simulated work tasks in our virtual business 
“Consider Our Training” 

Training materials have been identified and mapped to each unit. These materials are available within each unit 

file. Please refer to the competency review tool document. 

 

http://considerthistraining.com.au/certificate-iii-in-aged-care/
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DELIVERY & ASSESSMENT 

Delivery would normally be scheduled over 12 full day (6 hour) training sessions, delivered weekly to allow for 

sufficient training and assessment practice between sessions. Training sessions are supplemented with study, 

practice, work on assessment tasks, and on the job training as per the table below 

 

Fewer hours are anticipated for existing employees depending on outcomes of skills audits. Students with 

disabilities or learning difficulties may require more hours. 

 

General Stream 

Face to 

face 

Delivery 

Study 

time 

 

Assessment 

1 

Bank of 

Questions 

Assessment  

2 

Observatio

ns 

Assessment 

3 

Practical 

Assessment 

4 

Portfolio of 

evidence 

Assessme

nt 5 

Third 

Party 

Total 

Duration 

72 76 70 42 35 35 40 370 

 

 

Food Stream 

Face to 
face 
Delivery 

Study 
time 
 

Assessment 
1 
Bank of 
Questions 

Assessment  
2 
Observatio
ns 

Assessment 
3 
Practical 

Assessment 
4 
Portfolio of 
evidence 

Assessme
nt 5 
Third 
Party 

Total 
Duration 

72 71 70 42 35 35 40 365 

 

EVIDENCE GATHERING TECHNIQUES 

Unit of Competency   A B C D E 

SIRXCOM001A Communicate in the workplace      

SIRXIND001A Work effectively in a retail environment      

SIRXOHS001A Apply safe working practises      

SIRXCLM001A Organise and maintain work areas      

SIRXICT001A Operate retail technology      

SIRXCCS002A Interact with customers      

SIRXCCS001A Apply point of sale handling procedures      

SIRXRSK001A Minimise theft      

SIRXINV001A Perform stock control procedures      

SIRXFIN001A Balance point of sale terminal      

SIRXSLS001A Sell products and services      
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SIRXMER001A Merchandise products            

SITXOHS002A Follow workplace hygiene procedures      

SITHFAB012A  Prepare and serve espresso coffee       

BSBWOR204A Use business technology      

SIRXSLS002A Advise on products and services      

A Bank of Questions  B Practical Assessments C Portfolio of Evidence 

D Observations E Third party/ mentor/ supervisor 
report (witnessing assessment 
implementation) 

  

 

RESOURCES 

The following resources are the prescribed texts and relevant websites required for this qualification. The 

trainer may provide additional learning material where gaps are identified in either the participant’s 

underpinning knowledge or the training resources. 

Units Core Textbook / Texts URL 

ALL CTT developed learner 
guides and activity booklets  

Located in the back of the 
learner guide 

ALL CTT Policy and procedure 
manual for Virtual training 
centre 

ALL  Media support discs 

 

PATHWAYS AND JOB ROLES  

There are no pathway qualifications in this level  

Examples of indicative job roles for candidates seeking entry based upon their vocational experience include: 

 sales assistant 

 customer service representative 

 crew member 

 checkout operator  
 
EMPLOYABILITY SKILLS  

The delivery of this qualification will reflect relevant industry work situations and will develop/enhance skills 
identified in the employability skills for this qualification. Employability Skills are therefore embedded, as 
appropriate, within the units of competency and learning outcomes. Information on Employability Skills can be 
accessed from the SIR07 Retail Services Training Package available on the Training info website  
www.training.gov.au 

 

The application of Employability Skills is holistically assessed in the evidence gathering techniques. 

TRAINING PLAN  - FOOD STREAM 

CORE/ 
ELECTI
VE  

Code Unit Title Nom 
Hours 

C SIRXCOM001A Communicate in the workplace 40 
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C SIRXIND001A Work effectively in a retail environment 45 

C SIRXOHS001A Apply safe working practises 20 

C SIRXCLM001A Organise and maintain work areas 20 

C SIRXICT001A Operate retail technology 20 

C SIRXCCS002A Interact with customers 30 

C SIRXCCS001A Apply point of sale handling procedures 20 

C SIRXRSK001A Minimise theft 20 

C SIRXINV001A Perform stock control procedures 35 

E SIRXFIN001A Balance point of sale terminal 20 

E SIRXSLS001A Sell products and services 20 

E SIRXMER001A Merchandise products       30 

E SITXOHS002A Follow workplace hygiene procedures 15 

E SITHFAB012A  Prepare and serve espresso coffee  30 

 14 UNITS TOTAL NOMINAL HOURS 365 

<Nominal range 340-420> Total Hours 365 

TRAINING PLAN  -GENERAL STREAM 

CORE/ 
ELECTI
VE  

Code Unit Title Nom 
Hours 

C SIRXCOM001A Communicate in the workplace 40 

C SIRXIND001A Work effectively in a retail environment 45 

C SIRXOHS001A Apply safe working practises 20 

C SIRXCLM001A Organise and maintain work areas 20 

C SIRXICT001A Operate retail technology 20 

C SIRXCCS002A Interact with customers 30 

C SIRXCCS001A Apply point of sale handling procedures 20 

C SIRXRSK001A Minimise theft 20 

C SIRXINV001A Perform stock control procedures 35 

E SIRXFIN001A Balance point of sale terminal 20 

E SIRXSLS001A Sell products and services 20 

E SIRXSLS002A Advise on products and services 30 

E SIRXMER001A Merchandise products 30 

E BSBWOR204A Use business technology 20 

 14 UNITS TOTAL NOMINAL HOURS 370 

<Nominal range 340-420> Total Hours 370 

SIR30207 Certificate III in Retail 
UNIT DESCRIPTOR 

This course is part of the Retail Training Package.  It provides the skills and knowledge for an individual 
to be competent in retail operations and/or supervision with the need to apply discretion and 
judgement. Work would be undertaken in various retail store settings, such as speciality stores, 
supermarkets, department stores and retail fast food outlets. Individuals may have some responsibility 
for others and provide or hold specific coordination or support responsibilities within a store team. 
 

COURSE  PACKAGING RULES  

The successful assessment outcome for issuing a Certificate II in Retail qualification is a total of ten (10) units, as 

specified in the Retail Services Training Package (SIR07) qualification rules. Three (3) of these are Core units and 

seven (7) are Elective units. The units are relevant to a work-related outcome and/or local industry 

http://considerthistraining.com.au/certificate-iii-in-aged-care/
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requirements 

 

ENTRY REQUIREMENTS 

There are two alternative pathways for entry into the Certificate III in Retail. The candidate must either be 

recognised as competent, through a recognised training program or recognition process, against the following 

units of competency: SIRXCCS001A  Apply point-of-sale handling procedures, SIRXCCS002A Interact with 

customers, SIRXCLM001A Organise and maintain work areas, SIRXCOM001A Communicate in the workplace, 

SIRXICT001A Operate retail technology, SIRXIND001A Work effectively in a retail environment, SIRXINV001A 

Perform stock control procedures, SIRXOHS001A Apply safe working practices, SIRXRSK001A Minimise theft  or 

have sufficient relevant retail employment experience. A current or previous job role that involves or has 

involved the application of the above competencies would be a satisfactory indicator for entry. A determination 

need not involve a formal process of measuring, evaluating or recording performance against the units of 

competency. They must also achieve 70% and above in the  Level III Literacy and numeracy test provided  

 

DELIVERY ARRANGEMENTS 

Tutorial delivery or fully workplace based using trainer led instruction and activities in a simulated classroom 
environment  workplace which incorporates:  

 learner guides  

 sample documents  

 workbooks /activity booklets 

 text  

 trainer power points 

 web resources  

 workplace simulations 

 media support DVDs 
 
Integrated delivery of units and assessments may occur.  

The trainer may provide additional learning material when gaps are identified in either the participant’s 

underpinning knowledge or the training resources.  

Participants are expected to complete activities prior to, and after, each training session. 

This course is designed to offer participants progressive improvement in their work practices. As such all 
assessment tasks are developed around real work experience and simulated work tasks in our virtual business 
“Consider Our Training” 

Training materials have been identified and mapped to each unit. These materials are available within each unit 

file. Please refer to the competency review tool document. 

 

DELIVERY & ASSESSMENT 

Delivery would normally be scheduled over 12 full day (6 hour) training sessions, delivered weekly to allow for 

sufficient training and assessment practice between sessions. Training sessions are supplemented with study, 

practice, work on assessment tasks, and on the job training as per the table belowFewer hours are anticipated 

for existing employees depending on outcomes of skills audits. Students with disabilities or learning difficulties 

may require more hours. 



78 considerthistraining.com.au                Consider This Training Course Directory Victoria 2011 

 

General Stream 

Face to 

face 

Delivery 

Study 

time 

 

Assessment 

1 

Bank of 

Questions 

Assessment  

2 

Observatio

ns 

Assessment 

3 

Practical 

Assessment 

4 

Portfolio of 

evidence 

Assessme

nt 5 

Third 

Party 

Total 

Duration 

60 65 50 30 25 25 80 335 

Food Stream 

Face to 
face 
Delivery 

Study 
time 
 

Assessment 
1 
Bank of 
Questions 

Assessment  
2 
Observatio
ns 

Assessment 
3 
Practical 

Assessment 
4 
Portfolio of 
evidence 

Assessme
nt 5 
Third 
Party 

Total 
Duration 

60 25 50 30 25 25 80 295 

 

EVIDENCE GATHERING TECHNIQUES 

Unit of Competency   A B C D E 

SIRXCCS003A Coordinate interaction with customers      

SIRXMPR001A Profile a retail market      

SIRRRPK014A Recommend specialised products and services      

SIRXMER005A Create a display      

SIRXICT003A Operate retail information technology systems      

SIRXFIN003A Produce financial reports      

SIRXSLS003A Coordinate sales performance      

SIRXRSK002A Maintain store security      

SIRXOHS002A Maintain store safety      

SIRXINV002A Maintain and order stock      

*SITHCCC003A Receive and store kitchen supplies       

*SITHFAB010B  Prepare and serve non-alcoholic beverages       

SIRXCCS003A Coordinate interaction with customers      

SIRXMPR001A Profile a retail market      

A Bank of Questions  B Practical Assessments C Portfolio of Evidence 

D Observations E Third party/ mentor/ supervisor 
report (witnessing assessment 
implementation) 

  

 

RESOURCES 

The following resources are the prescribed texts and relevant websites required for this qualification. The 
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trainer may provide additional learning material where gaps are identified in either the participant’s 

underpinning knowledge or the training resources. 

Units Core Textbook / Texts URL 

ALL CTT developed learner 
guides and activity booklets  

Located in the back of the 
learner guide 

ALL CTT Policy and procedure 
manual for Virtual training 
centre 

ALL  Media support discs 

 

PATHWAYS AND JOB ROLES  

There are no pathway qualifications in this level  

Examples of indicative job roles for candidates seeking entry based upon their vocational experience include: 

 sales assistant 

 customer service representative 

 crew member 

 checkout operator  
 
EMPLOYABILITY SKILLS  

The delivery of this qualification will reflect relevant industry work situations and will develop/enhance skills 
identified in the employability skills for this qualification. Employability Skills are therefore embedded, as 
appropriate, within the units of competency and learning outcomes. Information on Employability Skills can be 
accessed from the SIR07 Retail Services Training Package available on the Training info website  
www.training.gov.au 

 

The application of Employability Skills is holistically assessed in the evidence gathering techniques. 

TRAINING PLAN  - FOOD STREAM 

CORE/ 
ELECTI
VE  

Code Unit Title Nom 
Hours 

E SIRXCCS003A Coordinate interaction with customers 35 

C SIRXRSK002A Maintain store security 20 

C SIRXOHS002A Maintain store safety 35 

E SIRXICT003A Operate retail information technology systems 35 

C SIRXSLS003A Coordinate sales performance 35 

E SIRRRPK014A Recommend specialised products and services 35 

E SIRXMER005A Create a display 35 

E SIRXINV002A Maintain and order stock 35 

*E SITHCCC003A Receive and store kitchen supplies  10 

*E SITHFAB010B  
 

Prepare and serve non-alcoholic beverages  
 

20 

 10 UNITS TOTAL NOMINAL HOURS 295 

<Nominal range 220-350> Total Hours 295 
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* SITHFAB010B Pre requisite unit SITXOHS002A Follow workplace hygiene procedures (delivered as part 
of certificate II) 

* SITHCCC003A must be assessed after unit SITXOHS002A Follow workplace hygiene procedures 
(delivered as part of certificate II) 

 

TRAINING PLAN  -GENERAL STREAM 

CORE/ 
ELECTI
VE  

Code Unit Title Nom 
Hours 

E SIRXCCS003A Coordinate interaction with customers 35 

E SIRXMPR001A Profile a retail market 35 

E SIRRRPK014A Recommend specialised products and services 35 

E SIRXMER005A Create a display 35 

E SIRXICT003A Operate retail information technology systems 35 

E SIRXFIN003A Produce financial reports 35 

C SIRXSLS003A Coordinate sales performance 35 

C SIRXRSK002A Maintain store security 20 

C SIRXOHS002A Maintain store safety 35 

E SIRXINV002A Maintain and order stock 35 

 10 UNITS TOTAL NOMINAL HOURS 335 

<Nominal range 220-350>Total Hours 335 
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Workshops 
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Kick-Start Your Career 

 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

Course Description: This course will provide 
you with the following skills: 

 Create a resume that sells your experience, 
qualifications and talents in an engaging 
and professional manner. 

 Have job interviewers impressed with you 
before you even walk in the door. 

 Create a great first impression with job 
interviewers. 

 Overcome nerves and jitters when going 
for job interviews. 

 Have a strong, foolproof plan in place for 
getting promotions and doing 
extraordinarily well at work. 

 
Duration: 1 day. 
 
Subjects:   

 How to Write A Killer CV 

 Goal Setting for High Achievers  
 Must Have Skills for an Impressive 

Interview. 
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Boost Your Career 
The Ladder of Success (Silver Package) 

 

 

 

 

.  
  

Course Description 
With any new career, the four pillars of a great start are: 
communication, team work, rapport and empowerment. 
Without these, a new employee can find themselves stuck in a 
quagmire of misunderstandings, helplessness, lack of confidence 
and no direction. The Ladder of Success takes the guesswork out 
of fitting into any new work environment.  
 
Duration: 5 days. 
 
Subjects: The key topics under each pillar are outlined below: 
 
Teamwork 

 How to be accepted into an established team 

 Become an important part of any team project 

 Understand team dynamics and fulfil different roles in a team 
Rapport Building 

 Achieve credibility fast 

 Creating and maintaining a good impression with colleagues 
and management 

 How to be assertive and likeable at the same time 
Communication  

 Clear, simple and effective communication techniques for 
smooth office relationships 

 Quality questions to ask yourself, your team and your boss 
that will save you time and get the job done 

 How to handle disagreements effectively 
Empowerment  

 Confidence Building and how to cultivate optimism 

 Emotionally intelligent techniques for goal setting and career 
progression 

o Managing your emotions and enhancing your personal power 
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The Emerging Leader 
(Platinum Package) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Course Description 

As an employee becomes great at what they do, there comes a 

time for that employee to step up and harness new potential. 

This course is for employees who are becoming unofficial 

leaders in the workplace and are ready for promotion. The skills 

in this program equip the emerging leader with the capacity to 

take their communications skills to an advanced level so they 

can demonstrate their readiness for leadership and take on the 

challenges they face as their career reaches new levels. 

Duration: 5 days.  

Subjects: The key topics are outlined below: 

Influential & Persuasive Communication 
 Harness the power of persuasion so team projects run 

smoothly 
 Cultivate your own charisma 
 Elicit motivations and needs of others and use these to 

empower them 

Resilience 
 Handling setbacks, disappointment and frustration 
 Turning setbacks into success 
 Facing fear and challenges with emotional IQ 

Presentation & Public Speaking 
 Speaking confidently 
 How to 'sell' ideas, plans and projects 
 The art of engaging and interacting with a room 

 



85 considerthistraining.com.au                Consider This Training Course Directory Victoria 2011 

 

The Effective Manager 
(Gold Package) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Course Description: Becoming a new manager is one of the 

toughest hurdles any employee faces. This transition can be 

made all the more comfortable and successful with this package 

which arms the new manager with skills and know-how to 

manage 'the three T's' - teams, time and temperaments! 

Duration: 5 days. 

Subjects: The key topics are outlined below: 

The Management of Time, Stress & Conflict 

 Thriving in a busy, challenging environment 
 How to prioritise, multitask and when to delegate 
 Successfully mediating the resolution of disagreements 

Coaching & Mentoring 

 Developing individuals and teams using advanced coaching 
techniques 

 Managing individuals work performance and how to handle 
underachievers 

 The difference between leadership and management and 
how to cultivate both 

Negotiation & Liaison Skills 

 Achieve win-win outcomes in friendly or hostile environments 
 Represent the business professionally and build relationships 

with external partners 
 Represent staff and management interests fairly 
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If you would like to contact the 

team at 

Consider This Training, 

please call our office on 

 

(03) 9091 3150 
 

CONTACT DETAILS  
Head Office:  
66-68 Dudley Street  
West Melbourne VIC 3003  
Tel: +61 3 9091 3150  
Fax: +61 3 9326 9206  
Email: admin@cttraining.net.au  
Compliance/Training and Assessment :  
Tel: 9091 3150  
Mobile: 0409 952 091  
Email: considerus@cttraining.net.au 

 


