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Active Career College #91041

67 Station Street Penrith

Course Registration Form

Shops 9 & 10, 67 Station Street, Penrith   ABN 39 114 557 489   RTO Provider No. 91041

(E: activec@bigpond.net.au  Web: www.activecareercollege.com.au             Ph: 4732 4442
Personal Details
	Given Name:
	Middle Name:
	Last Name:

	Address:

	Phone:
	Postcode:

	Mobile:
	Email:

	Date of Birth:       /           /
	Tick if under 18 at commencement (    )
	Gender:  Female (    )   Male (    )

	Uniform size:
	


Identification Requirements – Compulsory for Qualification/Statement of Attainment to be issued
	Important Information:  To create your USI or check your USI number please go to http://www.usi.gov.au/Pages/default.aspx.  Once created write your USI in the space provided.
	USI number (write clearly in BLOCK LETTERS)


	You will be required to provide 100 points of identification at the time of your Registration 


	How did you hear about Active Career College?



Course Selection & Fees
All courses offer hands on, face to face training. 
With the exception of Statement of Attainment/Short Courses, all prices include textbooks 
	BSB51915 Diploma of Leadership and Management  
$10,500 

Cost may be reduced with Smart and Skilled funding *
	This qualification reflects the role of individuals who apply knowledge, practical skills and experience in leadership and management across a range of enterprise and industry contexts. 

Individuals at this level display initiative and judgement in planning, organising, implementing and monitoring their own workload and the workload of others. They use communication skills to support individuals and teams to meet organisational or enterprise requirements. 

They plan, design, apply and evaluate solutions to unpredictable problems, and identify, analyse and synthesise information from a variety of sources.

	40 weeks full time

(960 hrs + 240 hrs work placement)
(

	BSB42015 Certificate IV Leadership and Management 
$8,000
Cost may be reduced with Smart and Skilled funding *
	This qualification reflects the role of individuals working as developing and emerging leaders and managers in a range of enterprise and industry contexts. 

As well as assuming responsibility for their own performance, individuals at this level provide leadership, guidance and support to others. They also have some responsibility for organising and monitoring the output of their team. 

They apply solutions to a defined range of predictable and unpredictable problems, and analyse and evaluate information from a variety of sources.

	40 weeks full time

(960 hrs + 160 hrs work placement)
(

	BSB30115 Certificate III in Business 
 $7,000
Cost may be reduced with Smart and Skilled funding *

	This qualification reflects the varied roles of individuals across different industry sectors who apply a broad range of competencies using some discretion, judgment and relevant theoretical knowledge. They may provide technical advice and support to a team.
	18 weeks full time

(240 hrs + 50 practical hours)
(

	SIR30215 Certificate III in Retail 
$7,000
Cost may be reduced with Smart and Skilled funding *
	This qualification reflects the role of individuals who have the primary responsibility of engaging the customer, maintaining daily store operations and delivering on organisational expectations. They have sound knowledge of product and service offerings. These individuals possess a range of well-developed skills where discretion and judgement is required. They work with some independence under limited supervision. Some individuals working at this level are responsible for supervising other team members and monitoring day-to-day workplace operations. 

The qualification provides a pathway to work in a diverse range of retail settings including specialty retailers, supermarkets, department stores and quick service restaurants. 

Individuals with this qualification are able to perform roles such as frontline sales assistant, customer service representative, shop assistant, retail supervisor, team leader and senior sales assistant.

	18 weeks full time

(960 hrs + 240 hrs work placement)
(

	Statement of Attainment/

Short Course
______________  $__________

	Unit Selection:________________________________________________ 
Upon successful completion, participants will be issued with a Nationally Recognised Statement of Attainment.  Statement of attainment.  Short courses are not qualifications when obtained on their own
	________ hours
       (



* Refer to the website https://smartandskilled.nsw.gov.au/for-students/how-much-will-your-course-cost for estimation of course cost under Government Smart and Skilled funding.

	Do you wish to apply for Recognition of Prior Learning/Credit Transfer?
	YES  /  NO



Student Fee Protection 

The Active Career College will maintain a tuition assurance scheme to safeguard students in the event of it becoming insolvent and are unable to return fees paid in advance. The tuition assurance scheme will source similar training to allow the effected participants to complete their studies without further financial burden. However if the student cannot be placed, the tuition assurance scheme will make refunds.
Emergency Contact Details

	Name:
	Relationship to student:

	Tel: (business hours)
	Mobile:


If under 18*

	Parent/Guardian Name:                                                                                                              *Parent/Guardian to sign Student Declaration (on page 5)

	Address:
	Postcode:

	Tel: (business hours)
	Mobile:


Language & Cultural Diversity

	In what country were you born?
□ Australia
□ Other Country _____________________________________
In what city were you born?
_________________________________________________________
Are you an Australian Resident:
□ Yes
□ No, specify country of residence _________________________


Do you speak a language other than English at home?          □ No, English Only

             □ Yes, please indicate below:
· If Yes, other language(s) spoken at home: __________________________________

· How well do you speak English: Very Well  /  Well  /  Not Well  /  Not at all (please circle)
Are you of aboriginal or Torres Strait Islander origin (For persons of both Aboriginal and Torres Strait Islander origin, mark both “Yes” boxes)

□ No
□ Yes, Aboriginal
□ Yes, Torres Strait Islander
Do you live in social housing?         □ Yes       □  No


Disabilities or Allergies
	Do you consider that you have a disability, impairment or long term medical condition?          □ YES
□ NO

If yes, please indicate the area(s) of impairment:  (you may indicate more than one area)

□ Hearing/Deaf
□ Intellectual
□ Mental Illness
□ Vision
□ Other _________________

□ Physical
□ Learning
□ Acquired Brain Impairment
□ Medical Condition            □ Do you require learning support?
Do you have any allergies that may affect your studies (please specify):

Do you require regular prescribed medication (please specify):


Education

	What is your highest completed school level?  In what year did you complete this level (eg 2000)  ___________________
□ Completed year 9 or lower
□ Completed year 11 
□ Did not go to school

□ Completed year 10
□ Completed year 12 
□ Still attending secondary school

Have you successfully completed any of the following qualifications?          □ YES (please tick all completed)
□ NO

□ Bachelor Degree or Higher Degree
□ Certificate IV (or Advanced Certificate/Technician)
□ Certificate I
□ Advanced Diploma or Associate Degree
□ Certificate III (or Trade Certificate)
□ Certificates other than the above
□ Diploma (or Associate Diploma)
□ Certificate II



Employment Status

	Of the following categories, which best described your current employment status?  (tick ONE box only)

□ Full time employee
□ Employer
□ Unemployed – seeking part-time work

□ Part time employee
□ Employed – unpaid worker in family business
□ Not employed – not seeking employment

□ Self Employed – not employing others
□ Unemployed – seeking full-time work
Do you receive Centrelink payments? __________  What type of payments do you receive? ___________________________________________

Are you with a job network provider? ___________ Which provider? ______________________ Your jobseeker number _____________________




Study Reason

	What is the main reason for undertaking this study?

□ To get a job
□ It was a requirement of my job

□ To develop my existing business
□ I wanted extra skills for my job

□ To start my own business
□ To get into another course or study

□ To try a different career
□ Other reasons

□ To get a better job or promotion
□ For personal interest or self development


Consent to the use of Personal Information
	□
I give permission for my photographic image to be used.

□
I give permission for my written comments to be used.

(
I understand that information supplied by me will be used by the Department of Education for various purposes (funded courses only)
(
I understand that my personal information may be made available to The Australian Skills Quality Authority (ASQA).  ASQA is the national regulator for Australia’s vocational education and training sector.
(
I understand that my personal information may be made available to a Collection Agency in the event of student default.


Enrolment Terms and Conditions
	The Active Career College endeavours to provide courses and units in accordance with details contained on this registration form.  However, The Active Career College reserves the right to run or withdraw any course; or postpone, change dates or cancel a course when student numbers are not sufficient to run a course.  If any of these changes become necessary, you will be advised in advance, where possible, of the changes and the alternative arrangements which may be available for you to complete your course.


Attendance

	A minimum expected attendance level of 85% is required to complete each course.  Absences are to be advised by phone to the college before class commences on the day the absence occurs. If a student is absent from the college for 5 consecutive days without notice, the student will be deemed as having withdrawn from their course.


Cancellation, Transfer & Refund Policy
	Cancellation refers to the withdrawal of enrolment PRIOR to commencement of the course.  Withdrawal or Transfer refers to termination or change of enrolment AFTER the course commences.  Any request for cancellation, withdrawal or transfer must be made in writing.
Cancellation prior to commencement:

	Cancellation of course by The Active Career College 
	Full refund of enrolment, tuition & equipment fees paid

	Cancellation prior to course starting by student
	Enrolment fee is non refundable

	Withdrawal or Transfer during studies

	Enrolment Fee
	Non refundable

	Course transfer within Active Career College
	Tuition fees will be credited.  No penalty applies except in the case of transfer to a lesser course, where the transfer fee is 20% of the difference between the two courses.

	Withdrawal from course after commencement
	Initial deposit and any monies allocated to cover tuition, equipment, uniforms, text books and products will not be refunded. 


Payment of Refunds

	Refunds, if applicable, will be paid by cheque to a nominated bank account.  Payment of refund will be made within 14 days from the date The Active Career College receives the written notification of cancellation or withdrawal within the prescribed times.


Fees and Payments

	Once enrolled, students agree to pay the full balance of fees for their selected course.  Fees paid in full prior to commencement will receive a discount.  Alternatively a Payment Plan Contract may be entered into with The Active Career College for term or monthly instalments.  (Arrangements must be made on enrolment and finalised prior to commencement).  Payments are related to the duration of the course and not to student attendance.  Students also agree that once they have selected a specific course of study, the fees are then set in accordance to the selected course fees and charges.  Failure to keep payments up to date can result in suspension or expulsion from The Active Career College.  Students will not receive any form of certificate, transcript or credit for UOCs (unit of competency) completed until accounts are paid in full.  Students remain liable for any outstanding debts to The Active Career College.  A $25 fee applies for the first week fees are overdue.  Suspension will occur when fees are behind for more than one week (5 working days).  Legal action will be taken for debts outstanding after 30 days.  Legal costs incurred will be charged to the student at a rate of 27.5% of the total outstanding debt.  Any balance payable after your final due date will be charged at 9% interest until final payment is received.


Student Conduct & Responsibility

	As part of course requirements, students will be involved with & participate in class activities both on and off campus and agree to abide by our code of conduct, rules and regulations in dealing with tutors, staff, fellow students, guest lecturers and clients/models of. The Active Career College holds the right to suspend or expel any person who does not abide by the rules and regulations set in the student handbook/code of conduct.
Although general maintenance of The Active Career College equipment and property is the responsibility of the college, students will be billed for reckless or wilful damage of The Active Career College equipment and property.  While The Active Career College does provide standard care in the protection of personal property, it will not accept responsibility for any personal belongings of students.


Security Measures

	For the convenience of students and staff the following security measures take place: * The Active Career College Premises is under 24 hours Recorded Surveillance; * Evening Classes – the college is secure after 6pm when classes are conducted, access available by phone; * We reserve the right to check all bags.


If under 18 years of age
	Prior to enrolment, student’s under 18 years of age must provide The Active Career College with:

* Course Registration Form co-signed by parent
* School reports from the previous two terms OR Reference letter from a previous employer


Privacy Statement/Data Collection
	The information provided by you on this enrolment form is collected nationally and designed to assist the education sector to better meet the needs of the learners. Information may be supplied to funding bodies and government departments as required by law. 


Issuance of Qualifications/Statement of Attainments

	Qualifications/Statement of Attainments will be issued in the name specified on your photo identification.
Issuance is contingent upon a minimum of 85% attendance in all practical and theory classes, and attendance for the minimum hours at the College.  All assignments, tests and examinations must be completed at the required competency level. 
Where a student has not achieved competence in all units of a qualification at the completion of a course, a statement of attainment listing competencies achieved will be issued. Replacement statement of attainment or qualification is available on request at a cost of $45.00.  The cost includes academic transcript and postage.


Complaints and Appeals Processes
	HBA has an extensive complaints and appeals process that can be accessed on completion of each assessment/course.

	


	BSB51915 Diploma of Leadership and Management – $10,500 **

	BSB42015 Certificate IV in Leadership and Management – $8,000 **

	BSB30115 Certificate III in Business – $7,000 **

	SIR30215 Certificate III in Retail – $7,000 **


** Refer to the website https://smartandskilled.nsw.gov.au/for-students/how-much-will-your-course-cost for estimation of course cost under Government Smart and Skilled funding.
	BSB51915 Diploma of Leadership and Management

	Units of competency
	Code
	Title
	Core /

Elective



	
	BSBLDR501
	Develop and use emotional intelligence
	Core

	
	BSBMGT517
	Manage operational plan
	Core

	
	BSBLDR502
	Lead and manage effective workplace relationships
	Core

	
	BSBWOR502
	Lead and manage team effectiveness
	Core

	
	BSBLDR503
	Communicate with influence
	Elective

	
	BSBMGT502
	Manage people performance
	Elective

	
	BSBPMG522
	Undertake project work
	Elective

	
	BSBWHS501
	Ensure a safe workplace
	Elective

	
	BSBWOR501
	Manage personal work priorities and professional development
	Elective

	
	BSBADM502
	Manage meetings
	Elective

	
	BSBLED501
	Develop a workplace learning environment
	Elective

	
	BSBWRK510
	Manage employee relations
	Elective


	BSB42015 Certificate IV in Leadership and Management

	Units of competency
	Code
	Title
	Core /

Elective



	
	BSBLDR401
	Communicate effectively as a workplace leader
	Core

	
	BSBLDR402
	Lead effective workplace relationships
	Core

	
	BSBLDR403
	Lead team effectiveness
	Core

	
	BSBMGT402
	Implement operational plan
	Core

	
	BSBINN301
	Promote innovation in a team environment
	Elective

	
	BSBWHS401
	Implement and monitor WHS policies, procedures and programs to meet legislative requirements
	Elective

	
	BSBWOR404
	Develop work priorities
	Elective

	
	TAEDEL404A
	Mentor in the workplace
	Elective

	
	BSBCMM401
	Make a presentation
	Elective

	
	BSBADM502
	Manage meetings
	Elective

	
	BSBLED501
	Develop a workplace learning environment
	Elective

	
	BSBWRK510
	Manage employee relations
	Elective


	BSB30115 – Certificate III in Business

	Units of competency
	Code
	Title
	Core / Elective 

	
	BSBWHS302
	Apply knowledge of WHS legislation in the workplace
	Core

	
	BSBWHS302 
	Maintain business resources
	Elective

	
	BSBCUS301
	Deliver and monitor a service to customers
	Elective

	
	BSBDIV301
	Work effectively with diversity
	Elective

	
	BSBFLM303
	Contribute to effective workplace relationships
	Elective

	
	BSBFLM312
	Contribute to team effectiveness
	Elective

	
	BSBINM301
	Organise workplace information
	Elective

	
	BSBITU302
	Create electronic presentations
	Elective

	
	BSBITU303
	Design and produce text documents
	Elective

	
	BSBITU304
	Produce spreadsheets
	Elective

	
	BSBSUS401
	Implement and monitor environmentally sustainable work practices
	Elective

	
	BSBWOR301
	Organise personal work priorities and development
	Elective


	SIR30216 – Certificate III in Retail Services

	Units of competency
	Code
	Title
	Core / Elective

	
	SIRXCEG001 
	Engage the customer 
	Core

	
	SIRXCEG002 
	Assist with customer difficulties 
	Core

	
	SIRXCEG003 
	Build customer relationships and loyalty 
	Core

	
	SIRXCOM002 
	Work effectively in a team 
	Core

	
	SIRXIND001 
	Work effectively in a service environment 
	Core

	
	SIRXRSK001 
	Identify and respond to security risks 
	Core

	
	SIRXSLS001 
	Sell to the retail customer 
	Core

	
	SIRXWHS002 
	Contribute to workplace health and safety 
	Core

	
	CHCDIV001 
	Work with diverse people 
	Elective

	
	SIRXHWB001
	Maintain personal health and wellbeing 
	Elective

	
	BSBMKG401 
	Profile the market 
	Elective

	
	SIRRRTF001 
	Balance and secure point-of-sale terminal 
	Elective


Student Declaration
	I have read and understand the terms and conditions of enrolment (pages 1 through 5) and wish to enrol at Active Career College (ACC) in the course/s nominated on this form. I have understood the enrolment application questions and the information provided by me is true and correct. I am aware that withdrawal or cancelation of this enrolment made with ACC may occur if I have provided false, misleading or incomplete information.  I understand that if entering into a payment plan I will be required to sign a payment plan contract on enrolment.
Additionally by signing below I give permission for ACC and staff members to ring an ambulance if required in the event of a medical emergency. I fully understand that I will be liable for the cost of this service and do not hold ACC or its staff responsible for any costs incurred. 
Applicant’s Signature: __________________________________  Print Name:  ____________________________  Date: _________
Witness Signature: ____________________________________  Print Name:  _____________________________  Date: _________

Parent/Guardian Signature: ______________________________  Print Name: ___________________-_________  Date: _________


(if under 18)
Witness Signature: _____________________________________  Print Name:  ____________________________  Date: _________












Note: Details are accurate at the time of printing but are subject to change with or without notice.
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