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Welcome to Combined Team Services 
 

Combined Team Services is a Registered Training Organisation (RTO) ς provider number: 50995.  We offer a wide 
range of nationally recognised training as well as professional development. 
 

This handbook contains information on courses available at Combined Team Services.  Please feel free to contact 
staff at any time if you have any queries about enrolment, course details or while you are completing your studies. 
We have a very supportive and friendly team who are willing to assist wherever we can. 
 
Should you have any questions, problems or concerns, please ŘƻƴΩǘ ƘŜǎƛǘŀǘŜ ǘƻ contact us.  
 
Full details of our policies and procedures can be found on the CTS website at www.ctsconsult.com.au, in our 
Student Handbook,  or information can also be obtained from Combined Team Services staff.  Personal profiles of 
our qualified and experienced staff are also on our website.  
 

Our Vision 
To be the training and human resources provider of choice 
 
Our Mission 
Providing excellence to all stakeholders through a professional focused and ethical approach that meets or exceeds 
customer expectation 
 

Our Values 
 

¶ Safety ¶ Communication 

¶ Integrity ¶ Ethics 

¶ Synergy ¶ Continuous Improvement 
 

 

 
Information in this guide is correct at the time of printing, January 2010.  Please note that fees , charges and course 
details may change.  Please contact us prior to enrolling to confirm costs and course details are still current.  

http://www.ctsconsult.com.au/
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Contact Combined Team Services 
 
 

 
 

Head Office 
92 King Road 

BUNBURY  WA  6230 
 

Postal Address 
PO Box 6064 

SOUTH BUNBURY  WA  6230 
 

Telephone 
(08) 9791 6611 

 

 

Facsimile 
(08) 9791 6411 

 

Email 
training@ctsconsult.com.au 

 

Web 
www.ctsconsult.com.au 
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How to Enrol 
 

Staff are happy to discuss the criteria and selection procedures for each training program.  Prior to you enrolling in a 
qualification they can assist you to identify what type of training is suitable for your needs and what, if any, 
prerequisites are required.  Once you are ready to enrol, contact us and we will send you an enrolment form and 
student handbook.  You can either fax, post, or scan and email the enrolment form back to us.  Our contact details 
are on page 3 of this guide.  We accept cheque, credit card, purchase orders or direct deposit payments.  
Alternatively you can download and complete an enrolment form from our website. 
 

Combined Team Services will assign you a Case Manager who will support your learning and assess your work.  Your 
Case Manager will assist you with your Training Plan and any questions or queries you may have.  
Information about the units available to make up each qualification are suggestions only.  Your Case Manager can 
assist you with unit selection to ensure they meet the packaging rules.  

 
Please note:  Prices in this guide may change.  Please check with CTS before enrolment to confirm course fees and 
charges. 
 

 

 

Funded Training 
 
CTS offer a range of fee free and subsidised training to eligible jobseekers and existing workers through the 
Productivity Places Training Program and other programs which may become available throughout the year.   
 
Call us to find out if we can offer you for fee free or subsidised training.   
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Flexible Learning and Assessment 
 

Training can be delivered in a variety of ways depending on your needs, including on the job, flexible delivery, online, 
classroom based and Recognition of Current Competencies.  Most qualifications can be enrolled in at any time.   
 
Combined Team Services specialise in customising training resource materials to suit your workplace and individual 
requirements.  All training is carried out in consultation with the learner as well as industry and other stakeholders.  
We seek feedback from all participants and our policy is to evaluate and improve our services on a continual basis.  
Assessments are developed to suit your situation and/or workplace. 
 
Flexible learning process: 
 

¶ Decision:  Choose your units and/or qualification 

¶ Enrolment:  Fill out an enrolment form and return to us 

¶ Commencement:  We will send you a learning package 

¶ Study Time:  Completing a unit every 6 weeks will require 3 to 6 hours per week (depending on experience 
and unit size) 

¶ Support:  You will be allocated a case manager who will contact you about once a month via email and/or 
phone 

¶ Process:   
o Forward your assessment tasks by the due date 
o Receive feedback from your Case Manager within 10 working days  
o Competency Development Action Plan (CDAP) if extra evidence is required 

¶ Completion:  Nationally Recognised Statement of Attainment or qualification 

 

Should you have any specific requirements in regards to completing training and/or assessment please speak with or 
see your trainer/assessor. 
 
 

Text Books for Sale & Customised Manuals 
 

We keep a stock of learning guides and text books onsite.  We also specialise in the development of customised 
training resource materials to suit your workplace and individual requirements.  These resources are developed in 
consultation with the learner and industry and include resources for the Community Services, Business Services and 
Metalliferous Mining Operations (Processing) training packages.   
 
We can also provide you with a list of text books and retail outlets should you be required to purchase text books 
and or other resources. 
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Recognition of Prior Learning (RPL) 
 

άRPL involves the assessment of previously unrecognised skills and knowledge an individual has 
achieved outside the formal education and training system. RPL is an assessment process that 
ŀǎǎŜǎǎŜǎ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƴƻƴ-formal and informal learning to determine the extent to which that 
individual has achieved the required learning outŎƻƳŜǎ ƻǊ ŎƻƳǇŜǘŜƴŎȅ ǎǘŀƴŘŀǊŘǎΦέ ς Revised 
AVETMISS definitions January 2007 

 

Recognition of Prior Learning Cost Full Qualification 
An initial non refundable enrolment fee of $150 (GST free) is charged for our skills recognition service for a full or 
partial qualification.  This fee covers enrolment, initial contact and administration and issue of Statements of 
Attainment or certificate on successful completion. 
 

Once enrolled a per unit cost is charged (GST free) for assessment.  These costs do not include travel, travel time or 
accommodation if this is required.  A time frame of 3 months applies to all RPL enrolments. 
 
If you would like your work returned please advise us on the submission of work and it will be returned via 
registered post, a postage and handling fee will be charged for this. 
 

 

Traineeships 
 

We can provide training for your trainees in the following traineeships: 
 

¶ Certificate II,  III and IV in Resource Processing (RII20509, RII30409, RII40509) 

¶ Certificate II, III & IV Business and Certificate III Business Administration (BSB20107, BSB30107,BSB40207, 
BSB30407) 

¶ Certificate IV Human Resources (BSB41007) 

¶ Certificate III & IV Employment Services (CHC30908, CHC42008) 
 
¸ƻǳΩƭƭ ŘƛǎŎƻǾŜǊ ǘƘŜǊŜ ŀǊŜ ƭƻǘǎ ƻŦ ōǳǎƛƴŜǎǎ ŀŘǾŀƴǘŀƎŜǎ ƛƴ ŘŜǾŜƭƻǇƛƴƎ ȅƻǳr own skilled workforce. Traineeships combine 
practical experience at work with structured training.  Taking on a trainee is an easy and simple process, and 
employers may be eligible for incentives including commencement and completion payments, payroll tax 
exemptions and subsidised course fees.  A range of flexible training arrangements are available.  A trainee does not 
have to be a new inexperienced worker, some existing employees may be eligible for a funded traineeship. 
 

To find out more about traineeships contact your local  ApprentiCentre to  discuss how you can get started now. 

Telephone:  13  19  54 

Web:  www. apprenticentre.wa.gov.au 

Email: apprenticentre@det.wa.edu.au 

Fax: 9264 8952 

 

If you are in the South West you may wish to call: 
 
 The Apprenticeship and Training Company  
51 Spencer St, Bunbury 6230.  Ph: (08) 9791 4075 Fax: (08) 9721 7199 
 

Or  
 

CCI Apprenticeship Solutions 
Unit 2, 17 Symmons St, Bunbury 6230.  Ph (08) 9791 5399  Fax: (09) 9791 9534 
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Certificate II in Business (BSB20107) 
Program Overview: 
This qualification reflects the role of individuals who perform a range of routine tasks using practical skills and fundamental operational 
knowledge in a defined context, working under direct supervision.  Possible job titles relevant to this qualification include: Administration 
Assistant; Clerical Worker; Office Junior; Receptionist. 
 
Pathways from the Qualification: 
After achieving the BSB20107, candidates may undertake the BSB30107 Certificate III in Business, a qualification for those seeking to develop 
more specialised technical skills and knowledge for working in a range of business environments, or a range of other Certificate III 
qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 2.  
 
Qualification Rules: 
Requiring 12 units for the qualification: 
1 core unit plus 11 elective units 
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning are undertaken on a flexible basis.   Participants are required to 
complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Certificate II program must be completed, submitted and assessed within one year of commencement.  You will be contacted by a Case 
Manager on a regular basis who will provide feedback and assistance. 
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available. 
 
Traineeship: 
This qualification can be completed as part of a traineeship.  Contact the Apprenticeships & Traineeships Support Network on  
13 19 54 or call us for more information. 
 
Suggested Course Outline: 

Unit Code Unit Title Core or 
Elective Unit 

Average study 
hours required 

BSBOHS201A  Participate in OHS processes Core 20 
BSBCUS201A  Deliver a service to customers Elective 40 

BSBIND201A  Work effectively in a business environment Elective 20 
BSBINM202A  Handle mail Elective 15 
BSBINN201A  Contribute to workplace innovation Elective 20 
BSBCMM201A  Communicate in the workplace Elective 30 
BSBITU201A Produce simple word processed documents Elective 40 
BSBITU202A  Create and use spreadsheets Elective 20 
BSBSUS201A  Participate in environmentally sustainable work practices Elective 10 
BSBWOR202A  Organise and complete daily work activities Elective 15 
BSBWOR203A  Work effectively with others Elective 20 
BSBWOR204A Use business technology Elective 30 

 
Cost:  
 
Flexible learning  
$200 per unit PLUS resource/text books fees 
 
RPL  
$150 per unit plus an initial Non Refundable Enrolment fee of $150 

  

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
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 Certificate III in Business (BSB30107)   
Program Overview: 
This qualification reflects the role of individuals who apply a broad range of competencies in a varied work context using some discretion, 
judgment and relevant theoretical knowledge.  They may provide technical advice and support to a team.  Possible job titles relevant to this 
qualification include: Customer Service Advisor; General Clerk; Payroll Officer; Word Processing Operator.  
 
Pathways from the Qualification: 
After achieving the BSB30107, candidates may undertake the BSB40207 Certificate IV in Business, a qualification for those who work in a range 
of business environments and who provide leadership and guidance in relation to specific technical knowledge and skills, or a range of other 
Certificate IV qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 3.  
 
Qualification Rules: 
Requiring 12 units for the qualification: 
 
1 Core unit plus 11 elective units 
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning are undertaken on a flexible basis.   Participants are required to 
complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Certificate III program must be completed, submitted and assessed within one year of commencement.  You will be contacted by a Case 
Manager on a regular basis who will provide feedback and assistance. 
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available. 
 
Traineeship: 
This qualification can be completed as part of a traineeship.  Contact the Apprenticeships & Traineeships Support Network on  
13 19 54 or call us for more information. 
 
Suggested Course Outline: 
 

Unit Code Unit Title Core or 
Elective Unit 

Average study 
hours required 

BSBOHS201A Participate in OSH processes Core 15 
BSBCUS301A Deliver and monitor a service to customers Elective 40 
BSBDIV301A Work effectively with diversity Elective 20 
BSBINM301A Organise workplace information Elective 20 
BSBINN301A Promote innovation in a team environment Elective 30 
BSBITU306A Design and produce business documents Elective 60 
BSBOHS201A Participate in OHS processes Elective 15 
BSBPRO301A Recommend products and services Elective 20 
BSBPUR301B Purchase goods and services Elective 30 
BSBSUS301A Implement and monitor environmentally sustainable work practices Elective 40 
BSBWOR301A Organise personal work priorities and development Elective 30 
BSBWRT301A Write simple documents Elective 30 

 
Cost: 
 
Flexible learning  
$250 per unit PLUS resource/text books fees 
 
RPL  
$150 per unit plus an initial Non Refundable Enrolment fee of $150 
 

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
https://corpsys.training.wa.gov.au/rtonet/RTONet_Module.asp?hMode=read&hTRAINING_PRODUCT_ID=1363388
https://corpsys.training.wa.gov.au/rtonet/RTONet_Module.asp?hMode=read&hTRAINING_PRODUCT_ID=1363390
https://corpsys.training.wa.gov.au/rtonet/RTONet_Module.asp?hMode=read&hTRAINING_PRODUCT_ID=1363391
https://corpsys.training.wa.gov.au/rtonet/RTONet_Module.asp?hMode=read&hTRAINING_PRODUCT_ID=1363395
https://corpsys.training.wa.gov.au/rtonet/RTONet_Module.asp?hMode=read&hTRAINING_PRODUCT_ID=1363393
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Certificate IV in Business (BSB40207)   
Program Overview: 
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.  Possible job titles relevant to this 
qualification include: Administrator; Project Officer. 

 
Pathways from the Qualification: 
After achieving the BSB40207 Certificate IV in Business, candidates may undertake a range of Diploma level qualifications within the BSB07 
Business Services Training Package, or other Training Packages. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 4.  
 
Qualification Rules: 
Requiring 10 units for the qualification: 
1 core unit plus 9 elective units 
A full list of elective units and packaging rules can be obtained from your Case Manager.   
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning may be undertaken on a flexible basis. Some units are available 
via classroom delivery mode.  Participants are required to complete a range of assessment tasks showing how they would or are applying the 
competencies addressed within the workplace.  The Certificate IV program must be completed, submitted and assessed within 18 months of 
commencement.  You will be contacted by a Case Manager on a regular basis who will provide feedback and assistance. 
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available.   
 
Traineeship: 
This qualification can be completed as part of a traineeship.  Contact the Apprenticeships & Traineeships Support Network on  
13 19 54 for more information. 
 
Suggested Course Outline: 
 

Unit Code Unit Title Unit Average study 
hours required 

BSBOHS407A Maintain workplace safety Core 20 
BSBCUS401A Coordinate implementation of customer service strategies Elective 30 
BSBADM405B Organise meetings Elective 30 
BSBINN301A Promote innovation in a team environment Elective 30 
BSBLED401A Develop teams and individuals Elective 30 
BSBMKG413A Promote products and services Elective 20 
BSBPMG510A Manage projects Elective 30 
BSBREL401A Establish networks Elective 30 
BSBRES401A Analyse and present research information Elective 30 
BSBRSK401A Identify risk and apply risk management processes Elective 30 

 

 
Cost: 
 
Flexible learning  
$350 per unit PLUS resource/text books fees 
 
RPL  
$200 per unit plus an initial Non Refundable Enrolment fee of $150 
 
Contact us for more information about this qualification so that we can assist you to choose the best units to meet your workplace 
requirements. 
 

 

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
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Diploma of Business (BSB50207)   
Program Overview: 
This qualification reflects the role of individuals with substantial experience in a range of settings and who are seeking to further develop their 
skills across a wide range of business functions.  This qualification is also suited to the needs of individuals with little or no vocational 
experience, but who possess sound theoretical business skills and knowledge that they would like to further develop in order to create further 
educational and employment opportunities.  Possible job titles relevant to this qualification include: Executive Officer; Program Consultant; 
Program Coordinator 

 
Pathways from the Qualification: 
After achieving the BSB50207 Diploma of Business, candidates may undertake the BSB60207 Advanced Diploma of Business or a range of other 
Advanced Diploma qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 5.  
 
Qualification Rules: 
Requiring 8 units for the qualification: 
Please contact us for the full packaging rules for this qualification. 
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning may be undertaken on a flexible basis, or you may prefer to 
attend a classroom session for some units.   Participants are required to complete a range of assessment tasks showing how they would or are 
applying the competencies addressed within the workplace.  The Diploma program must be completed, submitted and assessed within two 
years of commencement.  You will be contacted by a Case Manager on a regular basis who will provide feedback and assistance. 
 
Cost: 
 
Flexible learning  
$500 per unit PLUS resource/text books fees 
 
RPL  
$300 per unit plus an initial Non Refundable Enrolment fee of $150 
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Certificate III in Frontline Management (BSB31207)   
Program Overview: 
This qualification reflects the role of individuals who provide supervision in a wide range of organisational and industry contexts.  They are 
likely to have existing technical skills in a broad range of vocations or professions, but require some training in the basics of supervision.  
Typically they would report to a supervisor or team leader. 
At this level frontline managers provide basic leadership and guidance to small groups of others and have limited responsibility for the 
effective functioning and performance of a unit and its work outcomes.  Possible job titles relevant to this qualification include: Unit Leader; 
Leading Hand. 
 
Pathways from the Qualification: 
After achieving the BSB31207 Certificate III in Frontline Management, candidates may undertake the BSB40807 Certificate IV in Frontline 
Management, or a range of other Certificate IV qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 3.  
 
Qualification Rules: 
Requiring 6 units for the qualification, consisting of 4 core units and 2 elective units 
Please contact us for the full packaging rules for this qualification. 
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning are undertaken on a flexible basis.   Participants are required to 
complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Certificate III program must be completed, submitted and assessed within one year of commencement.  You will be contacted by a Case 
Manager on a regular basis who will provide feedback and assistance. 
 
Suggested Course Outline: 
 

Unit Code Unit Title Unit Average study 
hours required 

BSBCMN311B Maintain workplace safety Core 20 
BSBFLM303C Contribute to effective workplace relationships Core 30 
BSBFLM312B Contribute to team effectiveness Core 30 
BSBWOR301A Organise personal work priorities and development Core 30 
BSBFLM311C Support a workplace learning environment Elective 30 
BSBRSK401A Identify risk and apply risk management processes Elective 40 

 
Cost: 
 
Flexible learning  
$250 per unit PLUS resource/text books fees 
 
RPL  
$150 per unit plus an initial Non Refundable Enrolment fee of $150 
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Certificate IV in Frontline Management (BSB40807)   
 

Program Overview: 
This qualification reflects the role of individuals who take the first line of management in a wide range of organisational and industry contexts. 
They may have existing qualifications and technical skills in any given vocation or profession, yet require skills or recognition in supervisory 
functions. Typically they would report to a manager.  At this level frontline managers provide leadership and guidance to others and take 
responsibility for the effective functioning and performance of the team and its work outcomes.  Possible job titles relevant to this 
qualification include: Coordinator; Leading Hand; Supervisor or Team Leader. 

 
Pathways from the Qualification: 
After achieving the BSB40807 Certificate IV in Frontline Management, candidates may undertake the BSB51107 Diploma of Management, or a 
range of other Diploma qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 4.  
 
Qualification Rules: 
Requiring 10 units for the qualification, consisting of 4 core units and 6 electives.  
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available.  
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning may be undertaken on a flexible basis.  Participants are required 
to complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Certificate IV program must be completed, submitted and assessed within 18 months of commencement.  You will be contacted by a Case 
Manager on a regular basis who will provide feedback and assistance.   
 
Suggested Course Outline: 
 

Unit Code Unit Title Unit Average study 
hours required 

BSBMGT402A Implement operation plan Core 50 
BSBMGT401A Show leadership in the workplace Core 50 
BSBOHS407A Monitor a safe workplace Core 40 
BSBWOR402A Promote team effectiveness Core 40 
BSBPMG510A Manage projects Elective 45 
BSBRSK401A Identify risk and apply risk management processes Elective  40 
BSBCUS401A Coordinate implementation of customer service strategies Elective 30 
BSBWOR401A Establish effective workplace relationships Elective 40 
BSBWOR404A Develop work priorities Elective 30 
BSBMGT403A Implement continuous improvement Elective 50 

 
Cost: 
 
Flexible learning  
$350 per unit PLUS resource/text books fees 
 
RPL  
$200 per unit plus an initial Non Refundable Enrolment fee of $150 
 

    Reference Text: Kris Cole ς  άaŀƴŀƎŜƳŜƴǘ ¢ƘŜƻǊȅ ŀƴŘ tǊŀŎǘƛŎŜέ $83.95 
SCOPE Learning Guides 

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
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Diploma of Management (BSB51107)   
Program Overview: 
This qualification reflects the role of individuals who are engaged to manage the work of others or to add value to or review management 
practices. Their role may be in any industry or organisational setting. Typically people in these roles will have considerable experience in their 
respective industries or vocational areas and couple an informed perspective of the specific work requirements with their managerial 
approaches.  The qualification requires a sound theoretical knowledge base and managerial competencies to plan, carry out and evaluate own 
work and/or the work of a team.  Possible job titles relevant to this qualification include: Manager. 
 
Pathways from the Qualification: 
After achieving the BSB51107 Diploma of Management, candidates may undertake the BSB60407 Advanced Diploma of Management, or a 
range of other Advanced Diploma qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 5.  
 
Qualification Rules: 
Requiring 8 units for the qualification, consisting of 5 core and 3 elective units.  All units below are core units.  Electives may be selected from 
the core units listed or from any other currently endorsed national training package. 
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available.  
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning may be undertaken on a flexible basis.  Participants are required 
to complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Diploma program must be completed, submitted and assessed within 18 months of commencement.  You will be contacted by a Case Manager 
on a regular basis who will provide feedback and assistance.   
 
Suggested Course Outline: 

Unit Code Unit Title Unit Average study 
hours required 

BSBPMG510A Manage projects Elective 45 
BSBMGT515A Manage operational plan Elective 50 
BSBOHS509A Ensure a safe workplace Elective 50 
BSBCUS501A Manage quality customer service Elective 50 
BSBWOR502A Ensure team effectiveness Elective 50 
BSBWOR501A Manage personal work priorities & professional development Elective 50 
BSBMGT516A Facilitate continuous improvement Elective 50 
BSBINM501A Manage an information or knowledge management system Elective 40 

 
Cost: 
 
Flexible learning  
$500 per unit PLUS resource/text books fees 
 
RPL  
$300 per unit plus an initial Non Refundable Enrolment fee of $150 
 

    Reference Text: Kris Cole ς  άaŀƴŀƎŜƳŜƴǘ ¢ƘŜƻǊȅ ŀƴŘ tǊŀŎǘƛŎŜέ $83.95 
 

  

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
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Certificate III in Micro Business Operations (BSB30307) 
Program Overview: 
This qualification reflects the role of skilled operators who apply a broad range of competencies in varied micro business contexts, using some 
discretion and judgement and relevant theoretical knowledge.  They may provide technical advice and support to a small team. 

 
Pathways from the Qualification: 
After achieving the BSB30307 Certificate III in Micro Business Operations, candidates may undertake the BSB40407 Certificate IV in Small 
Business Management. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 3.  
 
Qualification Rules: 
Requiring 10 units for the qualification: 
5 core units plus 5 elective units. 
A full list of elective units and packaging rules can be obtained from your Case Manager.   
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning may be undertaken on a flexible basis, or you may choose to 
attend our face to face classroom training for four weeks with further ongoing support as required. Participants are required to complete a 
range of assessment tasks.  The Certificate III program must be completed, submitted and assessed within 12 months of commencement.  You 
will be contacted by your Case Manager on a regular basis who will provide feedback and assistance. 
 
NEIS Program: 
This qualification is available to eligible participants through the New Enterprise Incentive Scheme.  Contact us for more information.  You will 
require a referral from a registered NEIS Provider. 
 
 
Suggested Course Outline: 

Unit Code Unit Title Unit Average Study 
Hours 

BSBSMB301A Investigate micro business opportunities Core 30 
BSBSMB302A Develop a micro business proposal Core 30 
BSBSMB303A Organise finances for the micro business Core 50 
BSBSMB304A Determine resource requirements for the micro business Core 30 
BSBSMB305A Comply with rregulatory, taxation and insurance requirements for the micro 

business 
Core 45 

BSBCUS301A Deliver and monitor a service to customers Elective 40 
BSBFIA301A Maintain financial records Elective 60 
BSBSMB306A Plan a home-based business Elective 25 
BSBWOR301A Organise personal work priorities and development Elective 30 
BSBSMB403A Market the small business Elective 40 

 
Cost: 
 
Classroom:  
$4100.00 Plus Resources 
 
Flexible learning  
$250 per unit PLUS resource/text books fees 
 
RPL  
$150 per unit plus an initial Non Refundable Enrolment fee of $150 
 
Resources: The cost of text books and learning guides will depend on the units selected to make up this qualification.   
 
Please contact us for more information about this qualification so that we can assist you to choose the best units to meet your requirements.  
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Certificate IV in Small Business Management (BSB40407)   
Program Overview: 
This qualification reflects the role of individuals who use well-developed skills and a broad knowledge base in a wide variety of small business 
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, and have responsibility for the output of others.  Possible job titles relevant to this 
qualification include: Small Business Manager. 

 
Pathways from the Qualification: 
After achieving the BSB40407 Certificate IV in Small Business Management, candidates may undertake a qualification in a specialist area within 
the BSB07 Business Services Training Package such as marketing, management or human resources. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 4.  
 
Qualification Rules: 
Requiring 10 units for the qualification: 
4 core units plus 6 elective units. 
A full list of elective units and packaging rules can be obtained from your Case Manager.   
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available.  
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning may be undertaken on a flexible basis, or you may choose to 
attend our face to face classroom training for five weeks with further ongoing support as required. This qualification is available through the 
NEIS program to eligible applicants. Participants are required to complete a range of assessment tasks.  The Certificate IV program must be 
completed, submitted and assessed within 18 months of commencement.  You will be contacted by your Case Manager on a regular basis who 
will provide feedback and assistance. 
 
NEIS Program: 
This qualification is available to eligible participants through the New Enterprise Incentive Scheme.  Contact us for more information.  You will 
require a referral from a registered NEIS Provider. 
 
 
Suggested Course Outline: 

Unit Code Unit Title Unit 

BSBSMB401A Establish legal risk management requirements for small business Core 
BSBSMB402A Plan small business finances Core 
BSBSMB403A Market the small business Core 
BSBSMB404A Undertake small business planning Core 
BSBFIA402A Report on financial activity Elective 
BSBRES401A Analyse and present research information Elective  
BSBADM409A Coordinate business resouces Elective 
BSBMKG401B Profile the market Elective  
BSBMKG402B Analyse consumer behavior for specific markets Elective 
BSBSMB301A Investigate micro business opportunities Elective 

 
Cost: 
 
Classroom:  
$4000.00 Plus Resources 
 
Flexible learning  
$350 per unit PLUS resource/text books fees 
 
RPL  
$200 per unit plus an initial Non Refundable Enrolment fee of $150 
 
Resources: The cost of text books and learning guides will depend on the units selected to make up this qualification.   
 
Please contact us for more information about this qualification so that we can assist you to choose the best units to meet your requirements. 
 

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
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Certificate IV in Human Resources (BSB41007)   
Program Overview: 
This qualification reflects the role of individuals who work in a range of support positions in human resources management. In smaller 
companies they may work across all human resources functional areas and in larger companies they may be assigned responsibilities in units 
or business areas focused on discrete human resources functions, such as remuneration, workforce planning or human resources information 
systems.  Possible job titles relevant to this qualification include: Human Resources Assistant; Human Resources Officer; Payroll Officer. 
 
Pathways from the Qualification: 
After achieving the BSB41007 Certificate IV in Human Resources, candidates may undertake a range of other Diploma qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 4.  
 
Qualification Rules: 
Requiring 10 units for the qualification, consisting of 4 core units and 6 electives 
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available. 
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning may be undertaken on a flexible basis, or participants may elect 
to attend classroom training for some of the units.   Participants are required to complete a range of assessment tasks showing how they 
would or are applying the competencies addressed within the workplace.  The Certificate IV program must be completed, submitted and 
assessed within 18 months of commencement.  You will be contacted by a Case Manager on a regular basis who will provide feedback and 
assistance.   
 
Traineeship: 
This qualification can be completed as part of a traineeship.  Contact the Apprenticeships & Traineeships Support Network on  
13 19 54 or call us for more information. 
 
 
Suggested Course Outline: 

Unit Code Unit Title Unit Average study 
hours required 

BSBHRM401A Review human resources funtions Core 40 
BSBHRM402A Recruit, select and induct staff Core 45 
BSBHRM403A Support performance management processes Core 40 
BSBWRK410A Implement industrial relations procedures Core 40 
BSBOHS407A Monitor a safe workplace Elective 40 
BSBRSK401A Identify risk and apply risk management processes Elective  40 
BSBWOR401A Establish effective workplace relationships Elective 40 
BSBWOR402A Promote team effectiveness Elective 40 
BSBINM401A Implement workplace information system Elective 40 
BSBREL401A Establish networks Elective 40 

 
 
Cost: 
 
Flexible learning  
$400 per unit PLUS resource/text books fees 
 
RPL  
$200 per unit plus an initial Non Refundable Enrolment fee of $150 
 
Resources: The cost of text books and learning guides will depend on the units selected to make up this qualification.   
 
 
Reference /Learning Guide Core Units: HRM Fundamentals  
SCOPE Learning Guides 

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
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Certificate III  in Employment Services (CHC30908)   
Program Overview: 
This qualification covers workers who provide a range of services to clients and employers aimed at locating, securing and maintaining suitable 
employment for clients.  Possible job titles relevant to this qualification may include: Associate employment consultant, Employment services 
receptionist, Employment consultant in training, Employment services administrative support, Customer service officer, Administrative officer. 
 
Pathways from the Qualification: 
After achieving the CHC30908 Certificate III in Employment Services, candidates may undertake the CHC42008 Certificate IV in Employment 
Services, or a range of other Certificate IV qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Community Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 3. 
 
Qualification Rules: 
Requiring 12 units for the qualification: 

¶ 8 compulsory units 

¶ 4 elective units 
 
Elective units (all 4 units)  These articulate into the Certificate IV in Employment Services reducing the total number of units if you are 
completing both qualifications. 
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning are undertaken on a flexible basis.   Participants are required to 
complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Certificate III program must be completed, submitted and assessed within 12 months of commencement.  You will be contacted by a Case 
Manager on a regular basis who will provide feedback and assistance.   
 
Traineeship: 
This qualification can be completed as part of a traineeship.  Contact the Apprenticeships & Traineeships Support Network on  
13 19 54 or call us for more information. 
 
Suggested Course Outline: 

Unit Code Unit Title Unit Average study 
hours required 

CHCCOM403C Utilise targeted communication skills to build relationships Core 40 
CHCCS311C Deliver and monitor services to clients Core 55 
CHCCS400A Work within a relevant legal and ethical framework Core 40 
CHCES311A Work effectively in employment services  Core 45 
CHCES301B Use labour market information Core 25 
CHCES312A Deliver contracted employment services Core 20 
CHCORG303A Participate effectively in the work environment Core 35 
HLTOHS300A Contribute to OSH processes Core 30 
BSBWOR204A Use business technology Elective 30 
CHCCS411A Work effectively in the community sector Elective 50 
CHCES406A Plan and provide job search support Elective 40 
HLTHIR403B Work effectively with culturally diverse clients and co-workers Elective 30 
    
    
    
    

 
Cost: 
 
Flexible learning  
$250 per unit PLUS resource/text books fees 
 
RPL  
$200 per unit plus an initial Non Refundable Enrolment fee of $150 
 
Resources: The cost of text books and learning guides will depend on the units selected to make up this qualification.   
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Certificate IV in Employment Services (CHC42008)   
Program Overview: 
This qualification covers workers who provide a range of workers who provide a range of programs and services to individuals and groups of 
clients and employers to support them in locating, securing and maintaining suitable employment. Workers at this level may have limited 
supervisory responsibilities in the employment services context and require an understanding of access and equity issues including cultural 
diversity. Possible job titles relevant to this qualification may include: Client Services Officer, Employment Consultant-job placement, 
Employment Consultant-training, Employment Consultant-case manager, Job Search Training Consultant, Employment consultant-marketing 
and liaison, Training and Placement Officer. 
 
Pathways from the Qualification: 
After achieving the CHC42008 Certificate IV in Employment Services, candidates may undertake a range of other Diploma qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Community Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 4. 
 
Qualification Rules: 
Requiring 14 units for the qualification: 

¶ 7 compulsory units 

¶ 7 elective units 
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning are undertaken on a flexible basis.   Participants are required to 
complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Certificate IV program must be completed, submitted and assessed within 18 months of commencement.  You will be contacted by a Case 
Manager on a regular basis who will provide feedback and assistance. 
 
Traineeship: 
This qualification can be completed as part of a traineeship.  Contact the Apprenticeships & Traineeships Support Network on  
13 19 54 for more information. 
 
Suggested Course Outline: 

Unit Code Unit Title Unit Average study 
hours required 

CHCCOM403A Use targeted communication skills to build relationships Core 45 
CHCCS400A Work within a relevant legal and ethical framework Core 50 
CHCES311A Work effectively in employment services Core 45 
CHCES411A Collect, analyse and apply labour market information Core 25 
CHCES415A Monitor and improve contracted employment services Core 25 
CHCORG405C Maintain an effective work environment Core 40 
HLTOHS300A Contribute to OHS process Core 30 
HLTHIR403B Work effectively with culturally diverse clients and co-workers Elective 30 
CHCAD401D Advocate for clients Elective 30 
CHCCAR501B Conduct career guidance interview Elective 70 
CHCCDP403B Analyse and apply education and training information Elective 30 
CHCCDP402B Assist clients to plan and access career pathways Elective 90 
CHCCS412D Deliver and develop client services Elective 20 
CHCCS407B Operate referral procedures Elective 20 

 
Cost: 
 
Flexible learning  
$350 per unit PLUS resource/text books fees 
 
RPL  
$250 per unit plus an initial Non Refundable Enrolment fee of $150 
 
Resources: The cost of text books and learning guides will depend on the units selected to make up this qualification.   
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Certificate IV in Career Development (CHC42108)   
Program Overview: 
This qualification covers workers who provide a range of programs and services to individuals and groups of clients and employers to support 
them in planning their career and/or locating, securing and maintaining suitable employment. Workers at this level need an understanding of 
access and equity issues including cultural diversity and may have limited supervisory responsibilities (in employment services context). Work 
in this area may include: work in career information and transition services, assisting in career adviser roles in education, training, school or 
transition work environment. Occupation titles may include: Career Information Officer, Career and Transitions Services Coordinator. 
 

Pathways from the Qualification: 
After achieving the CHC42108 Certificate IV in Career Development, candidates may undertake a range of other Diploma qualifications. 
 

Accreditation and Articulation: 
This practical Certificate is part of the Community Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 4. 
 

Qualification Rules: 
Requiring 16 units for the qualification: 

¶ 13 compulsory units 

¶ 3 elective units 
 

Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning are undertaken on a flexible basis.   Participants are required to 
complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Certificate IV program must be completed, submitted and assessed within 18 months of commencement.  You will be contacted by a Case 
Manager on a regular basis who will provide feedback and assistance.   
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available.   
 
Skill Set: 
A άCareer Development Practiceέ skill set has been endorsed by industry as appropriate for people who hold a relevant professional or 
vocational qualification or commensurate industry skills as evaluated through recognition of prior learning processes.  It provides skills and 
knowledge in career development practice for application in areas such as school career advice and VET in Schools work, or in human 
resources, education and training and industry specialisation.  Completing Cluster A meets the requirements of the άCareer Development 
Practiceέ Skill Set. 
 

Suggested Course Outline: 

Unit Code Unit Title Unit Average study 
hours required 

Cluster type 

CHCCAR501B Conduct career guidance interview Core 70 Cluster A 
CHCCDP401B Deliver service consistent with a career development framework Core 70 Cluster A 
CHCCDP402B Assist clients to plan and access career pathways Core 90 Cluster A 
CHCCDP403B Analyse and apply education and training information Core 30 Cluster A 
CHCCOM403A Use targeted communication skills to build relationship[s Core 45 Cluster A 
CHCCS400A Work within a relevant legal and ethical framework Core 50 Cluster A 
CHCES411A Collect analyse and apply labour market information Core 25 Cluster A 

CHCORG405A Maintain an effective work environment Core 30 Cluster B 
HLTHIR403B Work effectively with culturally diverse clients and co-workers Core 30 Cluster B 
CHCNET404A Facilitate links with other services Core 55 Cluster B 
CHCCS407B Operate referral procedures Core 20  Cluster B 

CHCES416A Plan and provide job search support Elective 40 Individual 
BSBWOR404A Develop work priorities Elective 30 Individual 
CHCNET402A Establish and maintain effective networks Elective 20 Individual 
CHCGROUP403D Plan and conduct group activities Elective 50 Individual 
CHCCS411A Work effectively in the community sector Core 50 Individual 
HLTOHS300A Contribute to OHS processes Core 30 Individual 

 

 
Cost: 
 
Flexible learning: 
$350 per unit PLUS resource/text books fees 
 
RPL  
$200 per unit plus an initial Non Refundable Enrolment fee of $150 
 
Resources: The cost of text books and learning guides will depend on the units selected to make up this qualification 

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
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Certificate IV in Training and Assessment (TAA40104) 
Program Overview: 
This qualification specifies the competencies required to deliver training in an industry area or area of subject matter expertise, and to conduct 
competency-based assessment in a range of contexts.  This professional qualification is required by trainers and assessors operating within the 
structure of a Registered Training Organisation.  Possible job titles relevant to this qualification include: Workplace Trainer; Workplace 
Assessor; VET Coordinator; Training Coordinator. 
 
Pathways from the Qualification: 
After achieving the TAA40104 Certificate IV in Training and Assessment candidates may undertake the Diploma of Training and Assessment or 
a range of other Diploma qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Training and Assessment Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 4.  
 
Qualification Rules: 
Requiring 14 units for the qualification: 

¶ 12 core units  

¶ 2 elective units 
 
Enrolment and Assessment: 
There are a variety of ways to complete this qualification.  Participants can enroll in the five day TAA CLUSTER 1 ς Facilitating TAA, then enroll 
in the five day TAA CLUSTER 2 ς Developing TAA, which covers the remaining units required.   Participants will receive assessment tasks in class 
and may be required to undertake further study outside of the classroom.  
 
Alternatively, participants may enroll throughout the year on a flexible basis and complete the qualification externally.  
 
The Certificate IV program must be completed, submitted and assessed within 12 months of commencement.  You will be contacted by a Case 
Manager on a regular basis who will provide feedback and assistance.   
 
 
Cost: 
 
Flexible learning: 
$350 per unit PLUS resource/text books fees 
 
RPL  
$200 per unit plus an initial Non Refundable Enrolment fee of $150 
 
Classroom (Both clusters required for full qualification): 
Cluster 1:   
$1527.00  
t[¦{ ά¢ǊŀƛƴƛƴƎ ƛƴ !ǳǎǘǊŀƭƛŀέ ǘŜȄǘ ōƻƻƪ Ϸ54.95 
 
Cluster 2: 
$1593.00  
t[¦{ ά¢ǊŀƛƴƛƴƎ ƛƴ !ǳǎǘǊŀƭƛŀέ ǘŜȄǘ ōƻƻƪ Ϸ54.95 if required 
 
Please note that if you have been allocated subsidised or free course fees a resource fee of $157.95 applies for the full qualification to cover 
ά¢ǊŀƛƴƛƴƎ ƛƴ !ǳǎǘǊŀƭƛŀέ ǘŜȄǘ $54.95 and classroom resource fee of $51.50 per cluster. 
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available.  
 
ά{ƪƛƭƭ {Ŝǘέ ŦǳƴŘƛƴƎ is also available for seven units (Cluster 1) to eligible supervisors and employers of apprentices and/or trainees.   Please 
contact Combined Team Services for more information on funding eligibility. 
 
Please Note:  
CTS may cancel courses where there are insufficient numbers.  Participants will be notified as soon as possible. 

  

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
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TAA40104 ɀ Cert IV Training & Assessment Cluster 1 ɀ FACILITATING TAA 
Program Overview: 
This set of skills has been identified by the WA Dept of Education and Training as meeting the needs of supervisors/employees of 
apprentices/trainees.  The set of skills has been specifically selected to help employers and supervisors build and improve training skills so they 
can provide apprentices/trainees with a quality training experience.  The three TAAASS units also meet the requirements for the ά!ǎǎŜǎǎƻǊ 
{ƪƛƭƭ {Ŝǘέ, identified as meeting industry requirements for enterprise trainers when used with relevant vocational competencies.  (See bottom 
of this page for more information). 
 
Enrolment and Assessment: 
Participants enrol in a five day course, and will be required to complete a range of assessment tasks during the workshop showing how they 
ǿƻǳƭŘ ƻǊ ŀǊŜ ŀǇǇƭȅƛƴƎ ǘƘŜ ŎƻƳǇŜǘŜƴŎƛŜǎ ŀŘŘǊŜǎǎŜŘ ǿƛǘƘƛƴ ǘƘŜ ǿƻǊƪǇƭŀŎŜΦ  ¢ƘŜ ά{Ŝǘ ƻŦ {ƪƛƭƭǎέ ǇǊƻƎǊŀƳ Ƴǳǎǘ ōŜ ŎƻƳǇƭŜǘŜŘΣ ǎǳbmitted and 
assessed within 12 months of commencement.   
 
Pathways from the Training: 
!ŦǘŜǊ ŀŎƘƛŜǾƛƴƎ ǘƘŜ ¢ǊŀƛƴƛƴƎ ŀƴŘ !ǎǎŜǎǎƳŜƴǘ ά{Ŝǘ ƻŦ {ƪƛƭƭǎέΣ ŎŀƴŘƛŘŀǘŜǎ Ƴŀȅ ŎƘƻƻǎŜ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ Ŧǳƭƭ ¢!!плмлп /ŜǊǘƛŦƛŎŀǘŜ IV in Training and 
Assessment or a range of other Certificate IV qualifications.   
 
Accreditation and Articulation: 
This practical learning is part of the Training and Assessment Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 4.  
 
Course Outline: 
TAA CLUSTER 1 ς Facilitating TAA: Classroom Attendance Dates 
 

Unit Code Unit Title Average study 
hours required 

Dates 
2010 

TAAASS401C Plan and organise assessment 10  
 

15
th

 ς 19th February 
12

th
 ς 16

th
 April 

14
th

 ς 18
th

 June 
30

th
 Aug ς 3 September 

25
th

 ς 29
th

 October 
 

TAAASS402C Assess competence 15 
TAAASS404B Participate in assessment validation 20 
TAADEL401B Plan and organise group-based delivery 20 
TAAENV401B Work effectively in vocational education & training 10 
TAAENV403B Ensure a healthy and safe learning environment 10 
TAADEL301C Provide training through instruction and demonstration of 

work skills (elective) 
40 

 
During this five day course participants can complete all training and assessment required to obtain the seven units of competence.  If 
competence is successfully demonstrated no further work will be required.  If competence is not demonstrated during the five day workshop 
participants may be required to complete and submit further assessment tasks. 
 
Cost:   
 
Classroom:  
$1527.00  
t[¦{ ά¢ǊŀƛƴƛƴƎ ƛƴ !ǳǎǘǊŀƭƛŀέ ǘŜȄǘ ōƻƻƪ Ϸр4.95 
Includes learning support, assessment and issue of qualification or statement of attainment on successful completion of training, and light 
lunch, morning and afternoon tea on workshop days. 
 
Please note that if you have been allocated subsidised or free course fees through the Productivity Places Program a classroom resource fee of 
$51.50 also applies. 
Due to demand for this course additional dates may be scheduled, please contact us for more information. 
 
Department of Education and Training Skill Set Funded: This course is available FREE to eligible supervisors and employers of apprentices 
and/or trainees. Please contact Combined Team Services for more information on funding eligibility. 
 
Flexible learning: 
$350 per unit PLUS resource/text books fees 
 
RPL  
$200 per unit plus an initial Non Refundable Enrolment fee of $150 
 
Skill Set: 
An ά!ǎǎŜǎǎƻǊ {ƪƛƭƭ {Ŝǘέ has been identified by industry for individuals wishing to obtain the assessment competencies to assess according to 
AQTF2007 requirements. This skill set has been identified as meeting industry requirements for enterprise trainers when used with relevant 
vocational competencies.   Assessor Skill Set units are:  
TAAASS401C Plan and organise assessment 
TAAASS402C Assess competence 
TAAASS404B Participate in assessment validation 

http://www.apprenticeships.training.wa.gov.au/docs/CertIVSkillsSet.pdf
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TAA40104 ɀ Cert IV Training & Assessment Cluster 2 ɀ DEVELOPING TAA 
Program Overview: 
This study provides candidates who have completed the TAA Skills Set for employers/supervisors of apprentices/trainers with the skills and 
knowledge required to meet the needs of the full Certificate IV in Training and Assessment (TAA40104).    
 
Pre-requisite: 
¢ǊŀƛƴƛƴƎ ŀƴŘ !ǎǎŜǎǎƳŜƴǘ ά{Ŝǘ ƻŦ {ƪƛƭƭǎέ όǎŜŜ Ǉrevious page) 
 
Enrolment and Assessment: 
Participants enroll in a 5 day workshop, and will be required to complete some work after the workshop showing how they would or are 
applying the competencies addressed within the workplace.  The Certificate IV program must be completed, submitted and assessed within 12 
months of commencement.  You will be contacted by a Case Manager on a regular basis who will provide feedback and assistance.  
 
Qualification Rules: 
The following units of competence must be completed: 
 
Course Outline: 
TAA CLUSTER 2 ς Facilitating TAA:  Classroom Attendance Dates 

 
 
Cost:  
 
Classroom: 
$1593.00  
t[¦{ ά¢ǊŀƛƴƛƴƎ ƛƴ !ǳǎǘǊŀƭƛŀέ ǘŜȄǘ ōƻƻƪ Ϸр4.95 if required 
Includes learning support, assessment and issue of qualification or statement of attainment on successful completion of training, and light 
lunch, morning and afternoon tea on workshop days.  
 
Please note that if you have been allocated subsidised or free course fees through the Productivity Places Program a classroom resource fee of 
$51.50 also applies. 
 
Flexible learning: 
$350 per unit PLUS resource/text books fees 
 
RPL  
$200 per unit plus an initial Non Refundable Enrolment fee of $150 
 
Please Note: Due to demand for this course additional dates may be scheduled, please contact us for more information. 
CTS may cancel courses where there are insufficient numbers.  Participants will be notified as soon as possible. 
 
 
 

 
 

  

Unit Code Unit Title Average study 
hours required 

Dates 
2010 

TAADEL403B Facilitate individual learning 15  
8

th
 ς 12

th
 March 

19
th

 ς 23
rd

 April 
3

rd
 ς 7

th
 May 

9
th

 ς 13
th

 August 
18

th
 ς 22

nd
 October 

29
th

 November ς 3
rd

 
December 

TAADEL404B Facilitate work-based learning 15 
BSBCMM401A Make a presentation (elective) 30 
TAAENV402B Foster and promote an inclusive learning culture 10 
TAADES401B Use training packages to meet client needs 20 
TAADES402B Design and develop learning programs 40 
TAAASS403B Develop assessment tools 30 
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Occupational Health and Safety Representative Course 
Program Overview: 
This interactive five day course provides the essential knowledge and skills that elected Safety Representatives and other relevant 
supervisory/management personnel require to work within legislation.  Successful completion of the Safety Representative Course can provide 
participants with a partial completion of the Certificate III in Occupational Health and Safety (BSB30707) if they undertake further study.  Refer 
ǘƻ άtŀǘƘǿŀȅǎ ŦǊƻƳ ǘƘŜ ŎƻǳǊǎŜέ ǎŜŎǘƛƻƴ ōŜƭƻǿ ŦƻǊ ŦǳǊǘƘŜǊ ƛƴŦƻǊƳŀǘƛƻƴΦ  Construction Training Funding is available for this course to eligible 
participants. 
 
The Occupational Health and Safety Representative Course has five modules: 
 
Module 1:  Occupational safety & health legislation 
Module 2:  Conduct workplace inspection and investigations as a Safety and Health Representative 
Module 3:  Conduct hazard identification and risk management associated with the role of the Safety and Health Representative 
Module 4:  Communicate on safety and health matters and represent employees 
Module 5:  Resolve conflict and issue (PINS) provisional improvement notices in the role of the Safety and Health Representative 
 

It is a requirement of WorkSafe that participants must attend face to face classroom training for the five day Safety Rep 
Course.  It is not possible to complete this course externally. 
 

Course Dates: 
18

th
-22

nd
 January 2010 

22
nd

 ς 26
th

 March 2010 
17

th
 ς 21

st
 May 2010 

28
th

 June ς 2
nd

 July 2010 
19

th
 ς 23

rd
 July 2010 

13
th

 ς 17
th

 September 2010 
15

th
 ς 19

th
 November 2010 

 
Course Times: 
8.30 am ς 4.00pm 
 

Pathways from the Course:   
After completing the Occupational Health and Safety Representative Course, participants may choose to be assessed against some of the units 
of competence from the Certificate III in Occupational Health and Safety (BSB30707).  Candidates should indicate to the facilitator that they 
wish to be assessed, and will have one month from attendance at the 5 day workshop to submit completed assessments.   There is no charge 
for this service.  Skills recognition may occur dependent on existing knowledge and skills, or further workplace experience as a safety and 
health representative.  The units of competence covered during the one week course are:  
 

 

Unit Code Unit Title Unit Average study 
hours required 

BSBOHS301B Apply knowledge of OHS legislation in the workplace Core 30 
BSBOHS302B Participate effectively in OHS communication and consultative processes Core 30 
BSBOHS303B Contribute to OHS hazard identification and risk assessment Core 30 
BSBOHS304B Contribute to OHS hazard control Core 30 
BSBOHS305B Contribute to OHS issue resolution Core 20 
BSBOHS307B Participate in OHS investigations Core 30 

 
Enrolment and Assessment for the Certificate III in Occupational Health and Safety (BSB30707) units: 
Participants can undertake additional study to gain the full Certificate III in Occupational Health and Safety BSB30707.  Please refer to the 
following page for more details of this option.  
 
Cost:  
 
Classroom: 
$950.00 
Includes optional assessment, resources and catering (morning, afternoon tea and light lunch).  
A subsidy of $765 may be available through the Construction Training Fund to eligible candidates. 
Call us for more information or go the Construction Training Fund website at http://bcitf.org/ 
 

Flexible learning: 
$250 per unit PLUS resource/text books fees 
 
RPL  
$150 per unit plus an initial Non Refundable Enrolment fee of $150 
 
 
Please Note: CTS may cancel courses where there are insufficient numbers.  Participants will be notified as soon as possible.  

http://bcitf.org/
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Partial Certificate III in Occupational Health and Safety (BSB30707)  
Program Overview: 
Participants who have completed the Occupational Health and Safety Representative Course and who successfully completed assessments in 
the six units can then enroll in the remaining units listed below to complete the full Certificate III in Occupational Health and Safety 
(BSB30707).   
 

Core Unit Unit Title 
 

Unit Average study 
hours required 

BSBOHS306B Contribute to implementing emergency prevention activities and response 
procedures 

Core 20 

BSBWOR301A Organise personal work priorities and development Elective 30 
BSBDIV301A Work effectively with diversity Elective 20 

BSBINM301A Organise workplace information Elective 20 
BSBSUS301A Implement and monitor environmentally sustainable work practices Elective 40 
BSBWRT301A Write simple documents Elective 30 

 
 
Pathways from the Course: 
After achieving the BSB30707 Certificate III in Occupational Health and Safety candidates may undertake the Certificate IV in Occupational 
Health and Safety or a range of other Certificate IV qualifications. 
 
Enrolment and Assessment for the Certificate III in Occupational Health and Safety units: 
Enrolments for the units listed are accepted throughout the year and assessments and learning are undertaken on a flexible basis.   
Participants are required to complete a range of assessment tasks showing how they would or are applying the competencies addressed within 
the workplace.  The units must be completed, submitted and assessed within 1 year of commencement.  You will be contacted by a Case 
Manager on a regular basis who will provide feedback and assistance.  Participants will receive assessment tasks in class and be required to 
undertake further study outside of the classroom. 
 
Cost:  
 
Flexible learning: 
$250 per unit PLUS resource/text books fees 
 
RPL: 
$150 per unit plus an initial Non Refundable Enrolment fee of $150 
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Certificate III  in Occupational Health and Safety (BSB30707)   
Program Overview: 
This qualification reflects the role of skilled operators who apply a broad range of competencies in varied work contexts, using some discretion 
and judgment and relevant theoretical knowledge. They may provide technical advice and support to a team. This qualification is for people 
whose main job is not dedicated to OHS but who take it on as a voluntary duty or as part of their supervisory role.  Possible job titles relevant 
to this qualification include: Health and Safety Assistant; Health and Safety Committee Member; Health and Safety Representative. 
 
Pathways from the Qualification: 
After achieving the BSB30707 Certificate III in Occupational Health and Safety candidates may undertake the Certificate IV in Occupational 
Health and Safety or a range of other Certificate IV qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 3.  
 
Qualification Rules: 
Requiring 12 units for the qualification, consisting of 7 specialist OHS core units and 3 BSBCMN common units plus 2 extra units. 
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available.  
 
Enrolment and Assessment: 
Participants attend a five day Introductory Safety Rep course, then complete six more units on a flexible, external basis.  More details are 
available on pages 32 and 33 of this course guide.  Participants are required to complete a range of assessment tasks showing how they would 
or are applying the competencies addressed within the workplace.  The Certificate III program must be completed, submitted and assessed 
within 12 months of commencement.  You will be contacted by a Case Manager on a regular basis who will provide feedback and assistance.   
 
Course Outline: 

Unit Code Unit Title Unit Average study 
hours required 

  

BSBOHS301B Apply knowledge of OHS legislation in the workplace Core 30 SAFETY REP COURSE 
BSBOHS302B Participate effectively in OHS communication and 

consultative processes 
Core 30 SAFETY REP COURSE 

BSBOHS303B Contribute to OHS hazard identification and risk assessment Core 30 SAFETY REP COURSE 
BSBOHS304B Contribute to OHS hazard control Core 30 SAFETY REP COURSE 
BSBOHS305B Contribute to OHS issue resolution Core 20 SAFETY REP COURSE 
BSBOHS306B Contribute to implementing emergency prevention 

activities and response procedures 
Core 20 Flexible 

BSBOHS307B Participate in OHS investigations Core 30 SAFETY REP COURSE 
BSBWOR301A Organise personal work priorities and development Elective 30 Flexible 
BSBDIV301A Work effectively with diversity Elective 20 Flexible 
BSBINM301A Organise workplace information Elective 20 Flexible 
BSBSUS301A  Implement and monitor environmentally sustainable work 

practices 
Elective 

 
40 Flexible 

BSBWRT301A Write simple documents Elective 30 Flexible 

 
 
Cost: Please refer to previous pages of this guide (SHREP course & Partial Cert III) for total cost to complete this qualification in the 
classroom or on a flexible basis.  This course is also fully available online.  See course costs below. 
 
Online: 
Non Refundable Enrolment Fee $187.00 includes access to online portal then $150.00 per unit PLUS text books if required. 
 
 
 
 

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
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Refresher Occupational Health and Safety Representative Course 
 

Program Overview: 
This two day course is designed for elected safety and health reps looking to update their current level of knowledge and skills.  Participants 
will have attended the introductory five day OHS Representative Course.   

 
Cost:  
$550 (includes GST)  
Includes morning, afternoon tea and light lunch 
 
Course Times: 
8.30 am ς 4.00pm 
 
Course Dates: 
28

th
 ς 29

th
 April 2010 

23
rd

 & 24
th

 August 2010 
 
 
Please note: 
CTS will need to see your Statement of Attendance at the 5 day Health and Safety Representative Course prior to attending the Refresher 
Course to confirm you are eligible. 
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Certificate IV in Occupational Health and Safety (BSB41407)   
Program Overview: 
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.  This qualification would suit an OHS 
officer in a full-time dedicated role who works under the supervision of an OHS Coordinator or OHS Manager.  Possible job titles relevant to 
this qualification include: Safety Training Officer; Health Safety Environment Advisor. 
 
Pathways from the Qualification: 
After achieving the BSB41407 Certificate IV in Occupational Health and Safety candidates may undertake the Diploma of Occupational Health 
and Safety. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 4.  
 
Qualification Rules: 
Requiring 9 units for the qualification: 6 OHS units and 3 elective units.   
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available. 
 
Enrolment and Assessment: 
This qualification is available on a flexible basis and online.  Participants will be required to complete a range of assessment tasks showing how 
they would or are applying the competencies addressed within the workplace.  You will be contacted by a Case Manager on a regular basis 
who will provide feedback and assistance.  Qualification must be completed within 18 months of enrolment. 
 
Course Outline: 

Unit Code Unit Title Unit Average study 
hours required 

BSBOHS401B Contribute to the implementation of a systematic approach to managing OHS Core 40 
BSBOHS402B Contribute to the implementation of the OHS consultation process Core 40 
BSBOHS408A Assist with compliance with OHS and other relevant laws Core 40 
BSBOHS403B Identify hazards and assess OHS risk Core  40 
BSBOHS404B Contribute to the implementation of strategies to control OHS risk Core  40 
BSBOHS405B Contribute to the implementation of emergency procedures Core  40 
BSBRES401A Analyse and present research information Elective 40 
BSBRSK401A Identify risk and apply risk management processes  Elective  40 
BSBOHS307B Participate in OHS investigations  Elective  30 

 
Cost:  
 
Flexible learning: 
$400 per unit PLUS resource/text books fees 
 
RPL: 
$200 per unit plus an initial Non Refundable Enrolment fee of $150 
 
E-Learning Course fees: 
Non Refundable Enrolment fee: $187.00 (is charged once only on initial enrolment - regardless of which cluster is enrolled in first) 
PLUS ¢ŜȄǘ ōƻƻƪΥ ά9ƴƘŀƴŎƛƴƎ {ŀŦŜǘȅέ $76.55 (required reference)  
 
PLUS course fees as follows: 
Cluster 1: $600.00 
Cluster 2: $444.00 
Cluster 3: $624.00 
 
Face to face training support: 
Night classes are held at our premises in Bunbury to support candidates studying Occupational Health and Safety.  Please refer to the end of 
this section for dates.  Contact us if you would like to attend OSH night classes, these are not mandatory but are recommended if you live in 
the Bunbury area.  Dates may change. 
 

  

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
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Diploma of Occupational Health and Safety (BSB51307)   
Program Overview: 
This qualification reflects the role of individuals who coordinate and maintain the OHS program within an organisation.  Individuals would 
possess a sound theoretical knowledge base and use a range of specialised, technical or managerial competencies to plan, carry out and 
evaluate their own work and the work of others with safety responsibilities.  Possible job titles relevant to this qualification include: OHS 
Manager; OHS Practitioner; Senior OHS Officer. 
 
Pathways from the Qualification: 
After achieving the BSB51307 Diploma in Occupational Health and Safety candidates may undertake the Advanced Diploma of Occupational 
Health and Safety. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 5.  
 
Qualification Rules: 
Requiring 8 units for the qualification: 

¶ 5 OHS core units  

¶ 3 elective units  
 
Subsidised Training 
If you are currently unemployed you may qualify for course fee free training for this qualification under the Australian Government 
άtǊƻŘǳŎǘƛǾƛǘȅ tƭŀŎŜǎ tǊƻƎǊŀƳέΦ    Limited subsidised training places may also be available to existing workers for this qualification.  Please refer 
to the website http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/ for more information or call one of our friendly staff or email 
training@ctsconsult.com.au to find out if you are eligible and if funding is currently available. 
 
Enrolment and Assessment: 
This qualification is available on a flexible basis and online. Enrolments are accepted throughout the year.  Participants are required to 
complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Diploma program must be completed, submitted and assessed within 2 years of commencement.  You will be contacted by a Case Manager on 
a regular basis who will provide feedback and assistance. 
 
Suggested Course Outline: 

Unit Code Unit Title Unit Average study 
hours required 

BSBOHS501B Participate in the coordination and maintenance of a systematic approach to 
managing OHS 

Core 50 

BSBOHS502B Participate in the management of the OHS information and data systems Core 50 
BSBOHS503B Assist in the design and development of OHS participative arrangements Core 50 
BSBOHS504B Apply principles of OHS risk management Core 50 
BSBOHS505B Manage hazards in the work environment Core 50 
BSBOHS506B Monitor and facilitate the management of hazards associated with plant Elective 40 
BSBOHS507B Facilitate the application of principles of occupational health to control OHS risk Elective 50 
BSBOHS508B Participate in the investigation of incidents Elective 60 

 
Cost:  
 
Flexible learning: 
$500 per unit PLUS resource/text books fees 
 
RPL: 
$300 per unit plus an initial Non Refundable Enrolment fee of $150 
 
E-Learning Course fees: 
Non Refundable Enrolment fee: $187.00 (is charged once only on initial enrolment - regardless of which cluster is enrolled in first) 
PLUS ¢ŜȄǘ ōƻƻƪΥ ά9ƴƘŀƴŎƛƴƎ {ŀŦŜǘȅέ $76.55 (required reference)  
 
PLUS course fees as follows: 
Cluster 1: $1000.00 
Cluster 2: $1000.00 
 
Face to face training support: 
Night classes are held at our premises in Bunbury to support candidates studying Occupational Health and Safety.  Please refer to the end of 
this section for dates.  Contact us if you would like to attend OSH night classes, these are not mandatory but are recommended if you live in 
the Bunbury area.  Dates may change. 

  

http://www.trainingwa.wa.gov.au/dtwd/detcms/portal/
mailto:training@ctsconsult.com.au
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 Advanced Diploma of Occupational Health and Safety (BSB60607)   
Program Overview: 
This qualification reflects the role of individuals who analyse, design and execute judgements using wide-ranging technical, creative, 
conceptual or managerial competencies. Their knowledge base may be specialised or broad. These individuals are often accountable for group 
outcomes. Examples of indicative job roles for candidates seeking entry based upon their vocational experience include: OHS Manager, OHS 
Practitioner or Senior OHS Officer. 

 
Pathways from the Qualification: 
After achieving the BSB60607 Advanced Diploma in Occupational Health and Safety candidates may undertake tertiary study in the field of 
health and Safety or align their studies with other Advanced Diploma qualifications.  
 
Accreditation and Articulation: 
This practical Certificate is part of the Business Services Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 6.  
 
Qualification Rules: 
Requiring 8 units for the qualification: 

¶ 5 OHS core units  

¶ 3 elective units  
 
Enrolment and Assessment: 
This qualification is available on a flexible basis and online. Enrolments are accepted throughout the year.  Participants are required to 
complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Advanced Diploma of Occupational Health and Safety program must be completed, submitted and assessed within 2 years of commencement.  
You will be contacted by a Case Manager on a regular basis who will provide feedback and assistance.   
 
Suggested Course Outline: 

Unit Code Unit Title Unit Average study 
hours required 

BSBOHS601B Develop a systematic approach to managing OHS Core 60 
BSBOHS602B Develop OHS information and data analysis and reporting and recording processes Core 50 
BSBOHS603B Analyse and evaluate OHS risk Core 40 
BSBOHS604B Apply ergonomic principles to control OHS risk Core 50 
BSBOHS605B Apply occupational hygiene principles to control OHS risk Core 50 
BSBOHS607B Advise on application of safe design principles to control OHS risk Elective 50 
BSBOHS608B Conduct an OHS audit  Elective 60 
BSBOHS609B 9ǾŀƭǳŀǘŜ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ hI{ ǇŜǊŦƻǊƳŀƴŎŜ Elective 50 

 
Cost:  
 
Flexible learning: 
$550 per unit PLUS resource/text books fees 
 
RPL: 
$400 per unit plus an initial Non Refundable Enrolment fee of $150 
 
Face to face training support: 
Night classes are held at our premises in Bunbury to support candidates studying Occupational Health and Safety.  Please refer to the end of 
this section for dates.  Contact us if you would like to attend OSH night classes, these are not mandatory but are recommended if you live in 
the Bunbury area.  Dates may change. 
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OSH TRAINING EVENINGS TO SUPPORT STUDENTS CURRENTLY STUDYING OSH AT 
COMBINED TEAM SERVICES 
 

 
 
 

Date Evening Topic Times 
   
7/9/2010 Legislation and the framework in WA 5.30pm-8.30pm 

 
14/9/2010 Consultation, communication and storage of OHS information 

 
5.30pm-8.30pm 

21/9/2010 Identifying hazards and managing risk within the workplace 5.30pm-8.30pm 
 

12/10/2010 Use equipment to conduct workplace monitoring 
 

5.30pm-8.30pm 

19/10/2010 Dealing with emergencies, notifying, reporting and investigating of 
incidents 
 

5.30pm-8.30pm 

26/10/2010 Auditing a safety system 5.30pm-8.30pm 
 

 
 
Above classes are only for currently enrolled students in Cert III, IV, Diploma or Advanced Diploma in OHS.  
Please confirm dates and times with CTS before attending evening classes.
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Supervisors / Frontline Management 2 Day Course 
Program Overview: 
Do you or your staff supervise others?  Learn how to be an effective communicator and supervisor.  Proven and practical, this course is 
designed for people who do not require a formal qualification but would like to develop their leadership skills and leadership key 
competencies.  See improvement in your people, your profits, and your business. 
 
Course Outline: 
 

Role of Supervisor /  Manager 
 

¶ Coaching, modeling, reinforcing 

¶ Championing company mission, vision and values 

¶ Distinguishing features of superior frontline managers 

¶ Organisational culture ς organisational procedures 

¶ Code of practice 
 

Leadership ¶ Characteristics of leaders 

¶ Follower-ship 

¶ Motivation 

¶ Communication 

¶ Self Esteem 

¶ Team 
 

Delegation ¶ Delegation 

¶ Fully utilise staff 

¶ Time management 
 

Improve Work Habits ¶ Improve work habits 

¶ Effective follow-up action 

¶ Maintaining performance 
 

Conflict Management ¶ Dealing with conflict 
 

Assertive Communication ¶ Learning to communicate assertively 
 
 
 
Course Dates: 
On demand 
 
Course Times: 
8.30 am ς 4.00pm 
 
Cost:  
$770 (includes GST) 
Includes all resources, morning and afternoon tea and light lunch.   
 
This course covers the required learning for the nationally recognised unit BSBMGT401A Show leadership in the workplace.  Candidates may 
elect to complete additional  work for assessment after completion of the course.  This option is FREE.  However candidates must indicate 
before completion of the course if they intend to submit work for assessment.  Work must be completed and submitted within 3 months of 
completing course or the offer lapses.  All candidates are issued with a Certificate of Attendance.  If a candidate submits work and is assessed 
as competent they will also receive a nationally recognised Statement of Attainment which can be used towards the Certificate IV in Frontline 
Management or other relevant Certificate. 
 
The two day practical course provides participants with an excellent introduction to supervision.  It is fully catered and all resources are 
supplied.  The Construction Training Fund is for people who work in the building and construction industry.  More information can be obtained 
from their website at www.bcitf.org 
 

A subsidy of $495.00 may be available through the Construction Training Fund to eligible candidates. 
Call us for more information or go the Construction Training Fund website at http://bcitf.org/ 
 
 
 
Please Note: CTS may cancel courses where there are insufficient numbers.  Participants will be notified as soon as possible. 

http://www.bcitf.org/
http://bcitf.org/


36 

Professional Development Short Courses 
 

CTS delivers the following programmes on demand.  If you would like to know more about these contact us and 
one of our consultants would be happy to discuss your requirements. 

 
 
 
WORKPLACE COMMUNICATION ς 1 Day  
 

 

Morning Session:  Assertive Communication 
Course Outline: 

¶ Communication styles ¶ Attitude ¶ Self Esteem 

¶ Active/reflective listening ¶ Dealing with anger and angry people ¶ Dealing with passive people 
 

Course Times: 8.30am ς 12.30pm 
Course Dates: On request 
 

 

Afternoon Session:  Dealing with Difficult People 
Pre Requisite:  Assertive Communication (Morning Session) 
Course Outline: 

¶ Communication elements and barriers ¶ Generational differences ¶ Questioning techniques 

¶ Responding to good and poor behavior ¶ Framework for success ¶ Conflict resolution 

¶ Cultural diversity ¶ Action planning ¶ Attitude 
 

Course Times: 8.30am ς 12.30pm 
Course Dates: On request 
 

Cost:  Full day $350 fully catered and all resources supplied 

Half day (morning or afternoon session only) $175 includes morning tea or afternoon tea 
 
 
 

 

 

TIME MANAGEMENT ς Half Day 
 

Course Outline: 

¶ Time wasters ¶ Prioritisation ¶ Meetings 

¶ Analyse your time ¶ Planning and organizing ¶ Time management strategies 

¶ Technology ¶ Tools and techniques ¶ Action plan 
 

Course Times: 8.30 ς 12.30pm includes morning tea 
Course Dates: On request 
Cost: $175 
 

 
Please Note: CTS may cancel courses where there are insufficient numbers.  Participants will be notified as soon as possible. 
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Microsoft Office Courses Online 
Overview 
The following Microsoft Courses are now available online: 
 

¶ Microsoft Office Word 2007 Level 1 
 

¶ Microsoft Office Word 2003 Level 1 
 

¶ Microsoft Office Word 2007 Level 2 
 

¶ Microsoft Office Word 2003 Level 2 
 

¶ Microsoft Office Word 2007 Level 3 
 

¶ Microsoft Office Word 2003 Level 3 
 

  

¶ Microsoft Office Excel 2007 Level 1 
 

¶ Microsoft Office Excel 2003 Level 1 
 

¶ Microsoft Office Excel 2007 Level 2 
 

¶ Microsoft Office Excel 2003 Level 2 
 

¶ Microsoft Office Excel 2007 Level 3 ¶ Microsoft Office Excel 2003 Level 3 
 

  

¶ Microsoft Office Outlook 2007 Level 1 
 

¶ Microsoft Office PowerPoint 2007 New Features 
 

¶ Microsoft Office Outlook 2007 Level 2 ¶ Microsoft Office PowerPoint 2007 Level 1 
 

¶ Microsoft Office Outlook 2007 Level 3 ¶ Microsoft Office PowerPoint 2007 Level 2 
 

 

How to access training: 
You will need access to a computer, access to the internet, and speakers or headphones to successfully complete the 
courses.  Self-paced courses let you move at your own pace.  They can be repeated as often as necessary within the 
3 month time frame.  A range of different learning experiences are available: 
 
¶ Hands on, interactive training with easy navigation tools that follow a tutorial. It's as if the student is actually 

using the application.  
¶ 10- to 15-minute audio and video presentations.  
¶ Courses with a "big picture" concepts, then added details and procedures in short, easy-to-understand 

segments with a mix of interactive components.  
 
Hardware and Software Required:  
 
¶ Browser Microsoft Internet Explorer 6.0  
¶ Browser Firefox 1.x  
¶ Browser Safari 1.x  
¶ Operating System MS-Windows 2000  
¶ Operating System MacOS 10.3.x 

 
Cost: $143 (includes GST) per module 
Includes assistance for students who have any technical issues logging in or using the self paced material. 
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Profiling 
 
PRISMA PROFILING 
Overview: 
Competency Profiling is a terrific way to assist with the integration of the person with the job.  As an ongoing 
performance management tool it is cost effective and an extremely efficient way to further develop people. 
Competency Profiling using PRISMA® can be used in structured interviewing and ongoing work for:  
 

¶ Assessment and Selection 

¶ Training Needs Analysis 

¶ Individual Performance Counseling 

¶ Team Building 

¶ The Management of Change  
 
Cost: $550 (including GST) includes feedback interview and report 
 
 
 
 
 

 
 
 
 
 
 
PSYCHOMETRIC ASSESSMENTS 
 
Overview: 
Assessments are available for recruitment and development which add value to Human Resource processes 
by offering un-biased recommendations in selecting cognitive ability, skills-based, personality, emotional 
intelligence, survey, 360 feedback, safety, integrity and industry specific tools.  

 

Cost:  Contact Combined Team Services for more information on (08) 9791 6611. 
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Apollo Personality Profiling 
 
 
Overview: 
Competency Profiling is a terrific way to assist with the integration of the 

person with the job.  As an ongoing performance management tool it is 
cost effective and an extremely efficient way to further develop people.   

The Apollo Profile, designed by the Apollonean Institute and provided 
online by TestGrid, is designed to be comprehensible at the HR level and 
measures candidates against a normative group of high performing 
employees across a range of main job functions.  

When applying for recognition of prior learning, completing a personality 
profile will assist in demonstrating to your assessor where you are at 
and what work preferences, motivations and values you hold.   

 
Content: 
The Apollo profile is a multi-purpose instrument for measuring work 
preferences, motivations and values and groups 34 career related factors 
into 8 core competency areas: 
 

Career Drives Achievement, Independence, Remuneration, Ambition 

Values Altruism, Trust/Openness, Loyalty, Pragmatic/Conformity 
Strategic Orientation Goal Setting, Analysing, Proactive, Innovation 
Leadership and Influence Power, Decisive, Persuasion, Delegating, Directive, Coaching 
People Orientation Agreeable, Teamwork, Extraversion, Intimacy 
Workplace Management Style Conscientious, Detail, Self Organisation 
Conflict Management Assertive, Competing, Collaborating, Compromising 
Coping Stress Resilience, Sensitivity, Security, Responsibility 

 
Time: 
The Apollo Personality Profile is an online test that takes approximately 30 minutes. 
 
Reports: 
On completion of the test, you will be provided with a number of comprehensive reports, including a narrative 
report for the employer/recruitment agent, a candidate summary for feedback and a summary report showing the 
ŎŀƴŘƛŘŀǘŜΩǎ ōŜƴŎƘƳŀǊƪ ŀƎŀƛƴǎǘ ǘƘŜ Ŝǎǘŀōƭished norm. 
 
Cost: 
$200 + GST if conducted as a standalone evaluation 
OR 
$140 + GST  
If undertaking any qualification training (either RPL or via structured/work based learning) with Combined Team 
Services. 
 
Contact Details: 
If you are interested in conducting a profile evaluation, or would like further information, please contact CTS. 
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Safety Consultancy Services 
Overview: 
Combined Team Services provide a comprehensive range of Occupational Health and Safety services to all sectors of 
industry.  These services range from the site safety audits and safety implementation plans to specific training of 
staff and supervisors in safety and health that meets or exceeds legislative obligations. 
 
We can develop documents and on-the-job learning guides in Isolation and Tagging, Enter Confined Space, Safe 
Working at Heights and Risk Management to national standards and widely accepted within the mining and 
construction industries.  We can assist business in the industrial skills areas including safe operating procedures in 
High Risk work.  All our services are customised to meet the needs of the customer and increase their learning 
capacity with minimal disruption to work flow. 
 
Other services available include  
 

¶ Safety audits and consultancy 

¶ Customised safety ŎƻǳǊǎŜǎ ƛƴŎƭǳŘƛƴƎ ά{ŀŦŜǘȅ ŦƻǊ {ǳǇŜǊǾƛǎƻǊǎέ ǿƘƛŎƘ Ŏŀƴ ōŜ ŀƭƛƎƴŜŘ ǘƻ ƴŀǘƛƻƴŀƭƭȅ ǊŜŎƻƎƴƛǎŜŘ 
units of competence 

¶ Free ThinkSafe audits for small business 

¶ Safety coaching 
 
Please contact our friendly staff on 08 9791 6611 for more information.  

 
 
 

Coaching and Mentoring Solutions 
Overview: 
Individual workplace coaching and mentoring is a viable and effective way to improve management, safety and 
productivity.  We understand that nationally recognised training and assessment services are only part of the 
solution ŦƻǊ ȅƻǳ ŀƴŘ ȅƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ƎǊƻǿǘƘΦ  hǳǊ ǘŜŀƳ ƻŦ ǿƻǊƪǇƭŀŎŜ ƳŜƴǘƻǊǎ ŀƴŘ ŎƻŀŎƘŜǎ Ŏŀƴ ǿƻǊƪ ǿƛǘƘ ȅƻǳ 
one on one in the workplace to provide customised safety and management development for you and your team. 
 
We use comprehensive workplace audits, including 360 degree evaluation tools, self analysis psychometric testing 
and consultation with relevant (identified) stakeholders. 
 
Call and ask to speak to one of our consultants about our coaching services and let us start your workplace 
optimisation today.  
 

Skill Set for Mining Supervisors 
Overview: 
Keep ahead of industry demand ς recently the mining sector has started demanding these units of competence from 
their contractors and employees.  We offer this skill set 
 
Dates: 14th & 15th October 2010 
2011: 3rd-4th February, 7th-8th April, 23rd-24th June. 
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Participate in OHS Investigations 
Program Overview: 
This course meets the requirements of the unit BSBOHS307A 
Participate in OHS Investigations.  This unit covers the requirements for 
participating in an OHS investigation and contributing to OHS data 
collection relevant to an investigation. 
 
Course Duration: 
Half day 
 
Cost: 
$270 per person ς (training & assessment component GST free)    
 
Training Venue: 
Training can take place at your site if required or we can organise a 
venue for you. 
 
Course Dates: 
Please contact Combined Team Services on 08 9791 6611 to book a 
course. 
 
Training and Assessment Delivery Options: 
Customised training, coaching and assessment is available.  Please call 
us and ask to speak to one of our friendly staff or send your query to 
training@ctsconsult.com.au. 
 

 

Job Safety Analysis 
Program Overview: 
This course meets the requirements of the unit RIIRIS201A Conduct 
local risk assessment.  This unit covers the skills and knowledge 
required to apply basic risk control processes at a mine site.  It includes 
the identification of hazards; assessing risk; identifying unacceptable 
risk; identifying/analyzing and implementing risk treatment; and 
completing records and reports. 
 
Course Duration: 
Half day 
 
Pre-requisites: 
All applicants must be a minimum of 18 years old and must be able to 
read and comprehend English 

 
Cost: 
$270 per person - (training & assessment component GST free) 
 
Training Venue: 
Training can take place at your site if required or we can organise a 
venue for you. 
 
Training and Assessment Delivery Options: 
Customised training, coaching and assessment is available.  Please call 
us and ask to speak to one of our friendly staff or send your query to 
training@ctsconsult.com.au. 
 
Please Note:  
CTS may cancel courses where there are insufficient numbers.  
Participants will be notified as soon as possible. 

 

Site Safety Management 
Program Overview: 
This course is for all those in control of the workplace who are required 
to meet their legislative obligations to have a site safety management 
plan in place.  It examines the risk management process to control risks 
for all those working on the site.  
 
Course Duration: 
Half day 
 
Cost: 
$270 per person ς (including GST)    
 

Training Venue: 
Training can take place at your site if required or we can organise a 
venue for you. 
 

Training Options: 
Customised training and coaching is available.  Please call us and ask to 
speak to one of our friendly staff or send your query to 
training@ctsconsult.com.au. 
 
Please Note:  
CTS may cancel courses where there are insufficient numbers.  
Participants will be notified as soon as possible. 

 

Issue Work Permits 
Program Overview: 
This course meets the requirements of the unit MSAPMPER300B Issue 
Work Permits.  This unit addresses the need for personnel who issue 
work permits to understand the permit system, know the limitations of 
each permit and make decisions regarding the need for and correct use 
of each permit.  This competency unit excludes the issue of hot work 
and confined space work permits, however, sufficient knowledge 
regarding these permits is required to ensure the correct permit is 
issued.  
 
Course Duration: 
Half day 
 
Pre-requisites: 
Á Successful completion of the unit PMAOHS200A Participate in 

workplace safety procedures 
Á All applicants must be a minimum of 18 years old and must be 

able to read and comprehend English 
 
Cost: 
$270 per person ς (training & assessment component GST free)    
 
Training Venue: 
Training can take place at your site if required or we can organise a 
venue for you. 
 
Course Dates: 
Please contact Combined Team Services on 08 9791 6611 to book a 
course. 
 
Training and Assessment Delivery Options: 
Customised training, coaching and assessment is available.  Please call 
us and ask to speak to one of our friendly staff or send your query to 
training@ctsconsult.com.au. 

 
 

   

mailto:training@ctsconsult.com.au
mailto:training@ctsconsult.com.au
mailto:training@ctsconsult.com.au
mailto:training@ctsconsult.com.au
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Identify Hazards and  

Assess OHS Risk 
Program Overview: 
This course meets the requirements of the unit BSBOHS403A Identify 
Hazards and Assess OHS Risks.   
This unit specifies the outcomes required to identify hazards and assess 
OHS risks in the workplace.   It addresses the knowledge, processes and 
techniques necessary to identify hazards and assess risks using 
developed processes and tools.   
  
Course Duration: 
Half day 
 
Cost: 
$270 per person ς (training & assessment component GST free)    
 
Training Venue: 
Training can take place at your site if required or we can organise a 
venue for you. 
 
Course Dates: 
Please contact Combined Team Services on 08 9791 6611 to book a 
course. 
 
Training and Assessment Delivery Options: 
Customised training, coaching and assessment is available.  Please call 
us and ask to speak to one of our friendly staff or send your query to 
training@ctsconsult.com.au. 
 

Isolation and Tagging 
Program Overview: 
This course meets the requirements of the unit RIISAM202A Isolate and 
access plant.   
This unit covers the isolation, tagging and restoration of mechanical 
plant. 
  
Course Duration: 
Half day 
 
Cost: 
$300 per person ς (training & assessment component GST free)    
 
Training Venue: 
Training can take place at your site if required or we can organise a 
venue for you. 
 
Course Dates: 
Please contact Combined Team Services on 08 9791 6611 to book a 
course. 
 
Training and Assessment Delivery Options: 
Customised training, coaching and assessment is available.  Please call 
us and ask to speak to one of our friendly staff or send your query to 
training@ctsconsult.com.au. 
 
Combined Team Services can advise you of funded training 
opportunities. 
 
Please Note:  
CTS may cancel courses where there are insufficient numbers.  
Participants will be notified as soon as possible. 
 
 

Conduct Safety and Health  

Investigations 
Program Overview: 
This course meets the requirements of the unit RIIOHS301A Conduct 
Safety and Health Investigations.  This unit covers the application of 
safety and health investigative processes at the operational level, 
including the identification and collection of evidence, the analysis of 
evidence to identify the reasons for and results of the occurrence or 
situations, and the identification and documentation of courses of 
action to resolve and/or prevent re-occurrence of the issues or 
problems. 
 
Course Duration: 
1 day 
 
Cost: 
$280 per person - (training & assessment component GST free) 
 
Training Venue: 
Training can take place at your site if required or we can organise a 
venue for you. 
 

Enter and Work in Confined Spaces 
(RIIOHS202A) 
Program Overview: 
This course meets the requirements of the unit RIIOHS202A Enter and 
work in confined spaces.   
 
Course Duration: 
One day 
 
Cost: 
$300 per person ς (training & assessment component GST free)    
 
Training Venue: 
92 King Road, Bunbury 
 
Course Dates: 
30

th
 March (FULL), 27

th
 April, 24

th
 May, 11

th
 June, 7

th
 July, 25

th
 August, 

8
th

 September, 11
th

 October, 12
th

 November, 9
th

 December 
2011: 14

th
 January, 9

th
 March, 5

th
 April, 10

th
 May, 8

th
 June. 

 
 
Training and Assessment Delivery Options: 
Customised training, coaching and assessment is available.  Please call 
us and ask to speak to one of our friendly staff or send your query to 
training@ctsconsult.com.au. 
 
Combined Team Services can advise you of funded training 
opportunities. 
 
A subsidy of $257.00 per person may be available through the 
Construction Training Fund to eligible candidates. 
Call us for more information or go the Construction Training Fund 
website at http://bcitf.org/ 
 
 
 
 

 

mailto:training@ctsconsult.com.au
mailto:training@ctsconsult.com.au
mailto:training@ctsconsult.com.au
http://bcitf.org/
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Work Safely at Heights (RIIOHS204A) 
Program Overview: 
This course meets the requirements of the unit RIIOHS204A Work 
Safely at Heights 
 
Course Duration: 
One day 
 
Cost: 
$300 per person ς (training & assessment component GST free) Fully 
catered and all resources provided   
 
Training Venue: 
92 King Road, Bunbury 
 
Course Dates: 
17

th
 March, 9

th
 April, 21

st
 June, 16

th
 August, 15

th
 October, 10

th
 

December 
2011: 31

st
 January, 4

th
 April, 9

th
 June. 

 
Training and Assessment Delivery Options: 
Customised training, coaching and assessment is available.  Please call 
us and ask to speak to one of our friendly staff or send your query to 
training@ctsconsult.com.au. 
 
Combined Team Services can advise you of funded training 
opportunities. 
 
Please Note:  
CTS may cancel courses where there are insufficient numbers.  
Participants will be notified as soon as possible. 
 
A subsidy of $252.00 per person may be available through the  
Construction Training Fund to eligible candidates. 
Call us for more information or go the Construction Training  
Fund website at http://bcitf.org/ 
 
 

Basic Worksite Traffic Management & 
Traffic Controller 
Program Overview: 
This course meets the requirements of the units RIIOHS205A Control 
traffic with stop-slow bat and RIIOHS302A Implement traffic 
management plan 
 
Course Duration: 
Two days 
 
Cost: 
$420 per person ς (training & assessment component GST free) includes 
light lunch  
 
Training Venue: 
92 King Road, Bunbury 
 
Course Dates: 
28

th
 & 29

th
 January 2010 

8
th

 & 9
th

 February 2010 
2

nd
 & 3

rd
 March 2010 

6
th

 & 7
th

 April 2010 
10

th
 & 11

th
 May 2010 

8
th

 & 9
th

 June 2010 
5

th
 & 6

th
 July 2010 

26
th

 & 27
th

 August 2010 
6

th
 & 7

th
 September 2010 

 
A subsidy of $225.00 per person may be available through the 
Construction Training Fund to eligible participants.  Call us for more 
information or go to the Construction Training Fund website at 
http://bcitf.org 
 

Safety for Supervisors 
Program Overview: 
Learn how to : 

¶ Understand your responsibilities under the Act 

¶ Provide leadership with risk assessment and Job Safety Analysis 

¶ Be prepared to take a non biased role in the application of safety 

¶ Investigate accidents and incidents to prevent a re-occurrence. 
  
Course Duration: 
One day 
 
Cost: 
$440 per person ς (training & assessment component GST free)    
 
Training Venue: 
Training can take place at your site if required or we can organise a 
venue for you. 
 
Course Dates: 
4

th
 November 2010 

 
Training and Assessment Delivery Options: 
Customised training, coaching and assessment is available.  Please call 
us and ask to speak to one of our friendly staff or send your query to 
training@ctsconsult.com.au. 
 
A subsidy of $315.00 per person may be available through the  
Construction Training Fund to eligible candidates. 
Call us for more information or go the Construction Training  
Fund website at http://bcitf.org/ 

 

mailto:training@ctsconsult.com.au
http://bcitf.org/
http://bcitf.org/
mailto:training@ctsconsult.com.au
http://bcitf.org/
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Certificate II in Resource Processing (RII20509)  
Program Overview: 
This qualification reflects the role of individuals working in a metal processing facitliy,or a coal preparation plant, performing mainly routine, 
operational tasks using limited practical skills and fundamental operational knowledge, in a defined context under direct supervision. 
 
Pathways from the Qualification: 
After achieving the RII20509, candidates may undertake the RII30409 Certificate III in Resource Processing, or a range of other Certificate III 
qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Resource Processing Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 2.  

 
Qualification Rules: 
Requiring 1 units for the qualification: 

¶ Five mandatory units of competency 

¶ And five electives units relevant to the job function of which: 
o At least four units are drawn from the specified elective units listed and 
o Up to one from the general electives listed, or from Certificate II or Certificate III level in the Resource Processing Training 

Package, or any other endorsed Training Packages 
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning are undertaken on a flexible basis.   Participants are required to 
complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Certificate II program must be completed, submitted and assessed within one year of commencement.  You will be contacted by a Case 
Manager on a regular basis who will provide feedback and assistance. 
 
Traineeship: 
This qualification can be completed as part of a traineeship.  Contact the Apprenticeships & Traineeships Support Network on  
13 19 54 for more information. 
 
Suggested Course Outline: 

Unit Code Unit Title Unit Average study 
hours required 

BSBSUS201A Participate in environmentallu sustainable work practices Core 10 
RIICOM201A Communicate in the workplace Core 20 
RIIOHS201A Work safely and follow OHS policies and procedures Core 30 
RIIRIS201A Conduct local risk control Core 40 
RIIGOV201A Comply with site work processes/procedures Core 20 
RIIPRO201A Conduct crushing operations Elective 40 
PMLTEST300B Perform basic tests Elective 20 
PMAOPS223B Operate and monitor valve systems Elective 80 
RIIPEO201A Conduct conveyor operations Elective 20 
RIISTD202A Collect routine site samples Elective 80 

 Please contact us for a full list of specified and general electives. 
Cost: 
 
Flexible:  
$2000.00 
Plus learning guides 

 
RPL: 
$2,150.00 
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Certificate III in Resource Processing (RII30409)  
Program Overview: 
This qualification reflects the role of employees such as production operators in a metalliferous processing facility or a coal preparation and 
treatment plant, who perform tasks involving a broad range of skilled applications applied in a wide variety of contexts, which may involve 
application of some discretion and judgment in selecting equipment, services or contingency measures. 
 
Pathways from the Qualification: 
After achieving the RII30409, candidates may undertake the RII40509 Certificate IV in Resource Processing, or a range of other Certificate IV 
qualifications. 
 
Accreditation and Articulation: 
This practical Certificate is part of the Resource Processing Training Package which is nationally accredited.  This program aligns with the 
Australian Qualifications Framework level 3.  

 
Qualification Rules: 
Requiring 13 units for the qualification: 

¶ Five mandatory units of competency relevant to the job function, and  

¶ Eight elective units of which: 
o At least six must come from the specified electives listed and 
o Up to two from the general electives listed, or from Certificate II, III or IV level in Resource Processing, or any other 

endorsed Training Package. 
 
Pre-requisites: 
Certificate II in Resource Processing (RII20509) 
 
Enrolment and Assessment: 
Enrolments are accepted throughout the year and assessments and learning are undertaken on a flexible basis.   Participants are required to 
complete a range of assessment tasks showing how they would or are applying the competencies addressed within the workplace.  The 
Certificate III program must be completed, submitted and assessed within one year of commencement.  You will be contacted by a Case 
Manager on a regular basis who will provide feedback and assistance. 
 
Traineeship: 
This qualification can be completed as part of a traineeship.  Contact the Apprenticeships & Traineeships Support Network on  
13 19 54 for more information. 
 
Suggested Course Outline: 

Unit Code Unit Title Unit Average study 
hours required 

BSBSUS301A Implement and monitor environmentally sustainable work practices Core 40 
RIICOM201A Communicate in the workplace Core 20 
RIIOHS201A Work safely and follow OHS polidies and procedures Core 30 
RIIQUA201A Maintain and monitor site quality standards Core 40 
RIIRIS301A Apply risk management processes Core 30 
MSAPMPER300B Issue work permits Elective 20 
RIICOM301A Communicate information Elective 20 
RIIPRO302A Perform processing control room operations Elective 60 
RIIPGP302A Monitor and operte auxiliary plant and equipment Elective 40 
RIISAM202A Isolate and access plant Elective 20 
RIIPRO301A Conduct crushing and screening plant operations Elective 60 
RIIOHS301A Conduct safety and health investigation Elective 40 
RIIVEH201A Operate light vehicle Elective 40 

           Please contact us for a full list of specified and general electives. 
Cost: 
 
Flexible:  
$1,500.00 
Plus learning guides 

 
RPL:  
$1050.00 
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Certificate IV in Resource Processing (RII40509)  
Program Overview: 
This qualification reflects the role of employees such as a supervisor/team leader working in a metal or coal processing facility.  They perform 
tasks involving a broad range of varied activities most of which are complex and non-routine.  They are responsible for the quantity and quality 
of the output of others, contribute to the development of technical solutions to non-routine problems and apply mine management plans to 
the workplace. 
 
Qualification Rules: 
Successful completion of a total of 12 units of competency relevant to the job function, made up of: 

¶ Five mandatory units of competency, plus 

¶ Seven elective units of which: 
o At least one must come from the specified electives listed; 
o Up to four from the general electives listed; and 
o Up to two units may come from the Certificate III, Certificate IV or Diploma level from the Resource Processing Training 

Package or any other endorsed Training Packages. 
 
Traineeship: 
This qualification can be completed as part of a traineeship.  It is available to existing workers as well as new workers. Contact the 
Apprenticeships & Traineeships Support Network on 13 19 54 for more information. 
 
Suggested Course Outline: 

Unit Codes Unit Title Unit Average study 
hours required 

RIICOM301A Communicate information Core 20 

RIIERR401A Apply and monitor surface operations emergency preparedness and 
response procedures 

Core 80 

RIIGOV401A Apply, monitor and report on compliance systems Core 80 

RIIOHS301A Conduct safety and health investigations Core 40 

RIIRIS402A Carry out risk management processes Core 80 

PMAOPS411B Manage plant shutdown and restart Elective 40 

RIIRAI401A Apply and monitor mine services and infrastructure systems Elective 60 

RIIWMG402A Monitor and coordinate waste and process water treatment Elective 35 

BSBWOR404A Develop work priorities Elective 30 

HLTFA402B Apply advanced first aid Elective 40 

RIIERR401A Apply and monitor surface operations emergency preparedness and 
response procedures 

Elective 80 

RIISAM403A Commission/recommission plant Elective 60 

      Please contact us for a full list of specified and general electives. 
Cost: 
 
Flexible:  
$3,500.00 
Plus learning guides 

 
RPL:  
$2,150.00 
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Certificate II in Drilling Operations (RII20909)  
Program Overview: 
The Certificate II in Drilling Operations reflects the role of employees such as drillers' assistants who undertake a prescribed range of functions 
involving known routines and procedures and who take some responsibility for the quality of work outcomes. 
 
Qualification Rules: 
Successful completion of 12 units of competency, made up of: 

¶ Eight mandatory units, plus 

¶ Four elective units relevant to the job function, of which: 
o At least one must come from the specified electives listed; 
o Up to two may come from the general electives listed; 
o Up to one unit may come from Certificte II or Certificate III level from this, or any other endorsed Training Package. 

 
Suggested Course Outline: 

Unit Codes Unit Title Unit Average study 
hours required 

BSBWOR203A Work effectively with others Core 20 

RIICOM201A Communicate in the workplace Core 20 

RIIENV201A Identify and assess environmental and heritage concerns Core 20 

RIINHB201A Load, secure and nload drilling equipment and material Core 40 

RIINHB201A Set-up/pack up drill site Core 40 

RIINHB203A Support drilling process Core 96 

RIIOHS201A Work safely and follow OHS policies and procedures Core 30 

RIIRIS201A Conduct local risk control Core 20 

RIINHB205A Assist continuous flight auger drilling Elective 30 

RIIHAN213A Work effectively in the drilling industry Elective 18 

RIIQUA201A Maintain and monitor site quality standards Elective 40 

CPCCCM2001A Read and interpret plans and specifications Elective 32 

         Please contact us for a full list of specified and general electives. 

 
 
Cost: 
 
Flexible:  
$1,400.00 
Plus learning guides 

 
RPL:  
$1,200.00 
 
Please call us for more details of this qualifications packaging rules and costs. 
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Certificate III in Drilling Operations (RII31809) 
Program Overview: 
The Certificate IIi in Drilling Operations reflects the role of employees such as drillers who perform tasks involving a broad range of skilled 
applications applied in a wide varity of contexts, which may involve application of some discretion and judgement in selecting equipment, 
services or contingency measures. 
  
Qualification Rules: 
Successful completion of 13 units of competency relevant to the job function, made up of: 

¶ Eight mandatory units, plus 

¶ Five elective units relevant to the job function, of which: 
o Up to two must come from the specified electives listed, including at least one Conduct unit; 
o Up to two may come from the general electives listed. 

  

Suggested Course Outline:   

         Please contact us for a full list of specified and general electives. 
 
 
 
Cost: 
 
IF YOU ALREADY HAVE CERT II DRILLING OPERATIONS 
Flexible:  
$1500.00 
Plus learning guides 
 
RPL:  
$1,050.00 
 
 
LC ¸h¦ 5hbΩ¢ HAVE CERT II DRILLING OPERATIONS 
Flexible:  
$2,500.00 
Plus learning guides 
 
RPL:  
$1,650.00 
 
Please call us for more details of this qualifications packaging rules and costs. 

Unit Codes Unit Title Unit Average study 
hours required 

BSBCMN311B Maintain workplace safety Core 20 

RIIBEF301A Run on-site operations Core 30 

RIICOM201A Communicate in the workplace Core 20 

RIINHB301A Set up and prepare for drilling operations Core 60 

RIIRIS301A Apply risk management processes Core 30 

RIISAM209A Carry out operational maintenance Core 50 

MSAPMSUP172A Identify and minimize environmental hazards Core 20 

TAADEL301C Provide training through instruction and demonstration of work skills Core 40 

RIINHB304A Conduct air drilling Elective 60 

RIINHB305A Conduct continuous flight auger drilling Elective 60 

PMASUP236B Operate vehicles in the field Elective 20 

RIINHB204A Assist air drilling Elective 30 

RIINHB205A Assist continuous flight auger drilling Elective 30 
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Certificate IV in Drilling Operations (RII40909) 
Program Overview: 
The Certificate IV in Drilling Operationsreflects the role of employees such as senior drillers.  They perform tasks involving a broad range of 
varied activities most of which are complex and non-routine.  They are responsible for the quantity and quality of the output of others and 
contribute to the development of technical solutions to non-routine problems. 
 

Qualification Rules: 
Successful completion of 11 Units of Competency made up of: 

¶ Seven mandatory units and 

¶ Four (4) elective units of which: 
o at least one (1) must come from the specified electives listed in the RII40909 qualification outline 
o up to three (3) from the general electives 
o up to one (1) unit may come from Certificate III, IV or Diploma level from this or any other endorsed Training Package 

 
Suggested Course Outline: 

Unit Codes Unit Title Unit Average study 
hours required 

BSBMGT401A Show leadership in the workplace Core 50 

BSBMGT402A Implement operation plan Core 50 

BSBOHS407A Monitor a safe workplace Core 40 

RIIBEF402A Supervise on-site operations Core 30 

RIIENV402A Implement and monitor environmental policies Core 40 

RIINHB401A Plan and supervise the mobilisation of equipment, crew and materials Core 30 

RIIRIS401A Apply site risk management system Core 40 

RIINHB406A Supervise foundation drilling operations Elective 45 

BSBLED401A Develop teams and individuals Elective 40 

BSBSMB405A Monitor and manage small business operations Elective 50 

RIIQUA401A Apply a quality management system on site Elective 30 

         Please contact us for a full list of specified and general electives. 
 
 
Cost: 
 
IF YOU ALREADY HAVE CERT III DRILLING OPERATIONS 
Flexible:  
$1,050.00 
Plus learning guides 
 
RPL:  
$750.00 
 
Please call us for more details of this qualificationΩs packaging rules. 
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Diploma of Drilling Operations (RII50609) 
Program Overview: 
This qualification reflects the role of employees such as senior drillers or field supervisors. They perform tasks involving a broad range of varied 
activities most of which are complex and non-routine. They are responsible for the quantity and quality of the output of others and contribute 
to the development of technical solutions to non-routine problems. 
 

Qualification Rules: 
Successful completion of 11 units of competency made up of: 

¶ Ten mandatory units and 

¶ One elective unit form the specified electives listed in the RII50609 qualification outline 
 
 

Suggested Course Outline: 

Unit Codes Unit Title Unit Average study 
hours required 

BSBCUS501A Manage quality customer service Core 50 

BSBMGT515A Manage operational plan Core 50 

BSBOHS509A Ensure a safe workplace Core 50 

BSBWOR502A Ensure team effectiveness Core 50 

RIIENV501A Implement and maintain environmental management plan Core 60 

RIIGOV501A Identify, implement and maintain legal compliance 
requirements 

Core 80 

RIINHB501A Plan drilling Core 40 

RIIPRM501A Implement, monitor, rectify and report on contracts Core 80 

RIIRIS501A Implement and maintain management system to control risk Core 80 

RIISAM502A Manage general drilling equipment maintenance Core 40 

RIINHB401A Plan and supervise the mobilisation of equipment, crew and 
materials 

Elective 30 

         Please contact us for a full list of specified and general electives. 
 
 
Cost: 
 
IF YOU ALREADY HAVE CERT IV DRILLING OPERATIONS 
Flexible:  
$2,000.00 
Plus learning guides 
 
RPL:  
$1,350.00 
 
 
Please call us for more details of this qualification. 

 


