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Diploma of Leadership and Management

Who is this qualification designed for?
Workers who undertake this qualification generally work as managers in community service organisations however it is transferable across sectors. They work independently and report to executive management or Boards, and may supervise other staff or be responsible for managing a team. These workers have input into the development of policies, procedures, budgets and operational plans. 

What is Recognition of Prior Learning (RPL)?
RPL is an assessment tool that recognises your current and prior knowledge/skills and measures it against what is needed to meet the learning outcomes and standards of the qualification. It means that you do not have to learn in a training setting what you already know or do.

What are the advantages of RPL?
You don't have to sit through training courses or assessment tasks that you have already done before. It is normally less expensive than a learning pathway. You can therefore spend your training budget and time on different training.
Am I a RPL candidate?
If you have the skills and knowledge in 12 units of competency then the answer is yes. To help you decide, please fill in the Self Assessment Checklist which is on our website www.acwa.asn.au.  As a guide we believe that you will need at least 2 years experience in a management role. 




Are there any prerequisites?
There are no prerequisites for this Diploma however on enrolment we will send you a LLN (Language, Literacy, Numeracy)

 
The RPL workshop

What is the structure of the workshop?
The RPL workshop is 3 days. Two of these days are delivered together with the third approximately 1 month later.

What are the dates, times & location of the workshop?
You have two dates to choose from in 2017. They are:

	Dates 
	Time 
	Location

	10 & 11 May & 14 June
	9.30am-4.30pm
	Sydney



	Dates 
	Time 
	Location

	20 & 21 September & 25 October 
	9.30am-4.30pm
	Sydney


You must be able to attend all 3 days fully of your nominated workshop. 

What subjects will I cover in the workshop?
To complete the Diploma you will need to achieve twelve (12) units of competency. Four (4) of these are core units, which must be completed.
The RPL workshop will cover 10 units. These are:
BSBMGT502 Manage people performance
BSBMGT517 Manage operational plan (Core unit)
BSBPMG522 Undertake project work
[bookmark: _GoBack]BSBLED501 Develop a workplace-learning environment
BSBWOR502 Lead and manage team effectiveness (Core unit)
BSBLDR502 Lead and manage effective workplace relationships (Core unit)
BSBLDR501 Develop and use emotional intelligence (Core unit)
CHCMGT005 Facilitate workplace debriefing & support process
Two units will be completed as take home projects
BSBMGT516 Facilitate continuous improvement
BSBWOR501 Manage personal work priorities and professional development

How do I select, my remaining 2 units of competency? 
CCWT offers are range of elective units that you can choose in order to complete your Diploma. These are:
BSBFIM501 Manage budgets and financial plans 
BSBHRM513 Manage workforce planning
BSBWHS501   Ensure a safe workplace
BSBRSK501    Manage risk
BSBLDR504 Implement diversity in the workplace
BSBMGT521 Plan, implement and review a quality assurance program
BSBINM501 Manage an information or knowledge management system
BSBHRM405   Support the recruitment, selection and induction of staff

What happens in the workshop?
Once you have applied and been accepted, we will send pre-workshop resources which will help you prepare for the RPL workshop. In the workshop you and other Diploma participants will demonstrate your skills and knowledge in 10 units of your Diploma. 
An assessor will determine if you are competent and give you feedback. The assessor will identify any gaps in competency and plan with you how to address them.

Is there preparation for the workshop and homework?
Yes …some. Before the RPL workshop you will receive a set of pre readings, which you will be required to complete prior to your workshop. 70% of assessments are done in the workshop but there will be two take home projects, one on Continuous Improvement and one on your own professional development. There are always resubmissions, although these are usually small.

When do I complete my other 2 units?
Up to you. These can be completed before, in between or after the RPL workshop.

Credit Transfers
If you have any Diploma qualifications, some of those units may be mapped over to the Diploma of Leadership and Management. This is restricted if your qualification is from another Training Package e.g. Community Services. Talk over credit transfers with CCWT.

How long will it take me to achieve the Diploma? 
This really depends on you and submitting your assessments. The Diploma RPL workshop pathway is usually 6- 12 months. 

How much does it cost? 
$2400/$2300 Members
This includes pre-readings, the 3 days of RPL workshops with catering, your two take-home projects, your 2 nominated elective units, assessment material and associated resubmissions.

How do I apply?
Send in the Self-Assessment Checklist and the Application Form with other required documents as outlined in the application.

Are there other ways for me to obtain my Diploma?
If the RPL workshop is not for you may wish to consider either RPL by Portfolio or the Learning Pathway towards obtaining your qualification. Contact CCWT to discuss. 




	Application Form



|_|  I understand that by lodging this Application Form, I am agreeing to CCWT’s Terms and Conditions on page 7 of this form. Please note refund conditions in particular.
	Personal Details

	[bookmark: Text1]Family Name:       
	[bookmark: Text2]Given Names:       

	[bookmark: Text6]Home Address:       

[bookmark: Text7]Postcode:                                                        

	[bookmark: Text8]Phone (H)       
	[bookmark: Text9](W)       
	[bookmark: Text10](M)       

	[bookmark: Text11]Email:      
	[bookmark: Text12]Fax:       

	Current Employer:      

	Position:      

	Documentation

	Please attach the following:

	1. Current Job Description (if available)
	[bookmark: Check10]|_|

	2. Current Resume (if available)
	[bookmark: Check11]|_|

	3. Self Assessment Checklist 
	|_|

	4. Statistical Information Collection form 
	|_|

	5. Previous transcripts 
	

	6. USI* (Unique Student Identifier)
If you do not have an USI, you can apply by following the following link
www.usi.gov.au. 
	|_|

	Payment Details

	Please note: CCWT does not require full payment up front if an individual is paying.  For the full qualification the payment schedule is:
1st instalment of $1000                           on enrolment
2nd instalment of up to $1000                 due mid Diploma
3rd instalment of remaining payment      due on completion of Diploma
If your organisation is paying, the full amount can be paid upfront

	CCWT will invoice you for all payments. The invoice can then be paid by cheque, credit card (Visa or MasterCard), direct deposit or cash (at Sydney office only).

	Total Amount Payable:   

	If your organisation’s paying, please provide details on who to send the invoice to: 
Contact name:
Invoice address:




Terms and Conditions
By lodging this Application Form, you are agreeing to CCWT’s Terms and Conditions.

Course Attendance
It is essential to attend all workshops for the full duration.  

What does my course fee cover?
Course fees include:
· Course attendance and distance resources  
· Assessment materials
· Support provided by the Learning and Development Coordinator;
· Tea/coffee, biscuits and lunch at workshops;
· Assessment services – if more than two attempts are needed an additional fee of $50 per unit will apply;
· Relevant certification, that is, Statement of Attainment, or Diploma. 

It is important that assessment tasks are submitted by the due date given by the trainer/assessor, or that you apply for an extension. Generally there is no problem with gaining an extension but it is essential to request one. You can request an extension by contacting the Learning and Development Coordinator or faxing in a completed Extension Request Form (found in your Student Handbook). 

If completed assessment tasks are not received within six months from the completion of the workshop, and an extension has not been arranged, a further fee of $50 per unit will be charged.  This fee must be paid when you lodge late assessment tasks.

Course fees remain valid until 26th October 2017. After this date, 2018 course fees will apply.
Receipts
Please note that invoices and receipts are only issued on request.

Refunds
Once your registration is processed we will refund 75% of the course fees provided that you notify us in writing two weeks before the commencement of your first workshop. Course fees are not refundable after the first workshop that you attend, except in the case of illness or misadventure as stated below.

A pro-rata refund will be considered if a medical certificate is provided in the event of an illness or misadventure. Any requests for refunds or changes to your enrolment or attendance preferences must be made in writing. 

If you register for a nominated workshop and do not attend, you will need to register in that workshop for the following year and will incur an additional charge based on the current CCWT Handbook fees. 

Course Cancellations/Postponements
CCWT does all it can to ensure that courses run in accordance with the course schedule, however CCWT also reserves the right to alter any arrangements, including course cancellations. In the event of a course cancellation, CCWT will negotiate a mutually satisfying arrangement. This may include registration into the same workshop at a different time, registration into a similar workshop, completion of distance packages, and/or personal support from a CCWT trainer/assessor.


Travelling Costs
In the event of a workshop postponement or cancellation, CCWT is not responsible for travel costs that may be incurred.  If a workshop is postponed or cancelled, CCWT will make reasonable efforts to contact you within seven days of the scheduled date.  It is advisable that before booking travel you phone CCWT seven days prior to the workshop.



After reading the Terms and Conditions:
Please return your Application Form & required documentation to: 
Course Coordinator – Diploma of Leadership and Management 
CCWT 
Locked Bag 13 
Haymarket Post Office NSW 1240
Phone (02) 9281 8822
Or email: lesley@acwa.asn.au



























Statistical Information Collection Form

Please note:  If you have previously completed this form you do not need to complete it again. You only need to complete this form the first time that you enrol with CCWT for nationally recognised training. If you have previously completed this form but would like to make changes to your information answer only the questions that you wish to alter and provide your name and birth date.
About this form:
CCWT is required to collect statistical information about all participants in training and assessment programs. We use the information to:
· Adjust our training and assessment services to meet your requirements where necessary (e.g. using information about your needs and language background)
· Comply with government funding requirements
· Comply with the requirements of the AQTF Standards, to which all registered training organisations are required to comply.

The information collected is stored securely in our database. You are entitled to receive a copy of any information that you have stored and to request changes are made when information is inaccurate. The information may be accessed by:
· ACWA staff – trainer/assessor, administration staff, and as part of our continuous improvement processes
· the NSW registering body for registered training organisations (VETAB), particularly during audits
· State Training Services (Dept of Education NSW) if you are receiving government funding

Please tick the following statement if you agree to this use of your information.
[bookmark: Check66]  |_|  I, agree to the collection and use of the following information by ACWA. I understand that my information will only be shared as necessary to fulfil government funding and registration requirements.

Information about you:
Name: 
	Title
	     
	First name
	     
	Last name
	[bookmark: Text3]     



Mailing Address:
	[bookmark: Check1]Work |_| OR:
	[bookmark: Text4]     

	[bookmark: Check2]Home |_|
	[bookmark: Text5]     
	State
	     
	P/code
	     



Contact Details:
	Work phone
	     
	Home phone
	     

	Mobile 
	     
	Fax 
	     

	Email
	     



	Date of birth
	[bookmark: Text13]     
	Gender
	[bookmark: Check3]Female  |_|
	[bookmark: Check4]Male  |_|

	Residency status e.g. Aus citizen, type of visa
	[bookmark: Text21]     



Reason for studying:
Of the following categories, which BEST describes your main reason for undertaking this course:
	[bookmark: Check5]|_|
	To get a better job or promotion

	[bookmark: Check6]|_|
	To try for a different career

	[bookmark: Check7]|_|
	It was a requirement of my job

	[bookmark: Check8]|_|
	I wanted extra skills for my job

	[bookmark: Check9]|_|
	To get into another course of study

	|_|
	For personal interest or self development

	|_|
	To start my own business

	[bookmark: Check12]|_|
	To develop my existing business

	[bookmark: Check13]|_|
	Other reasons



Special Needs:

	Do you have a disability?
	[bookmark: Check14]Yes |_|
	[bookmark: Check15]No |_|



	If yes, please indicate the areas of disability, impairment or long term condition:

	[bookmark: Check16]|_|
	Hearing/deaf

	[bookmark: Check17]|_|
	Physical

	[bookmark: Check18]|_|
	Intellectual

	[bookmark: Check19]|_|
	Learning

	[bookmark: Check20]|_|
	Mental Illness

	[bookmark: Check21]|_|
	Acquired brain impairment

	[bookmark: Check22]|_|
	Vision

	[bookmark: Check23]|_|
	Medical condition

	[bookmark: Check24]|_|
	Other



	Please describe any special assistance you will require during training and/or assessment:

	[bookmark: Text14]     






Cultural and linguistic background:
	Are you of Aboriginal or Torres Strait Islander background?

	[bookmark: Check25]|_|
	No

	[bookmark: Check26]|_|
	Yes, Aboriginal

	[bookmark: Check27]|_|
	Yes, Torres Strait Islander

	[bookmark: Check28]|_|
	Yes, both Aboriginal or Torres Strait Islander

	Do you speak a language other than English at home?

	[bookmark: Check29]|_|
	No, English only

	[bookmark: Check30]|_|
	Yes – please specify the language/s spoken:
[bookmark: Text19]     

	If you do speak a language other than English at home, how well do you speak English?

	[bookmark: Check31]|_|
	Very well

	[bookmark: Check32]|_|
	Well

	[bookmark: Check33]|_|
	Not well

	[bookmark: Check34]|_|
	Not at all



Educational background:

	What was the highest level of primary/secondary school that you completed?

	[bookmark: Check35]|_|
	Did not go to school

	[bookmark: Check36]|_|
	Year 8 or below

	[bookmark: Check37]|_|
	Year 9 or equivalent

	[bookmark: Check38]|_|
	Completed Year 10

	[bookmark: Check39]|_|
	Completed Year 11

	[bookmark: Check40]|_|
	Completed Year 12

	[bookmark: Text20]     
	Please indicate which year you completed your schooling in.




	Have you successfully completed any qualifications since leaving school?
	[bookmark: Check42]Yes |_|
	[bookmark: Check43]No |_|

	

	If so, please tick all applicable:

	[bookmark: Check44]|_|
	Bachelor degree or higher degree

	[bookmark: Check45]|_|
	Advanced diploma or associate degree

	[bookmark: Check46]|_|
	Diploma or associate diploma

	[bookmark: Check47]|_|
	Certificate IV or advanced trade certificate/technician

	[bookmark: Check48]|_|
	Certificate III or trade certificate

	[bookmark: Check49]|_|
	Certificate II

	[bookmark: Check50]|_|
	Certificate I

	[bookmark: Check51]|_|
	Certificates other than the above




Information about your employer:

	Name of Organisation
	[bookmark: Text15]     


	Program or team (if different from above)
	[bookmark: Text16]     

	Approximate number of employees (in Australia)
	[bookmark: Text17]     

	

	Please indicate the type of organisation that you work for:

	[bookmark: Check52]|_|
	Private sector

	[bookmark: Check53]|_|
	Group training scheme

	[bookmark: Check54]|_|
	Government business enterprise

	[bookmark: Check55]|_|
	Local government

	[bookmark: Check56]|_|
	State government

	[bookmark: Check57]|_|
	Commonwealth government

	[bookmark: Check58]|_|
	Other

	Of the following, which best describes your employment status:

	[bookmark: Check59]|_|
	Full-time employee

	[bookmark: Check60]|_|
	Part time employee

	[bookmark: Check61]|_|
	Self employed and not employing others

	[bookmark: Check62]|_|
	Employer





Fees and payment
	Provide details of who and where invoices should be sent to:
(write ‘As Above’ if same as contact details)
	[bookmark: Text18]     





	

	If you tick yes to one of the following statements you are eligible for a fee concession or exemption. CCWT will contact you for further information.

	[bookmark: Check63]|_|
	I am an Aboriginal or Torres Strait Islander

	[bookmark: Check64]|_|
	I receive a Disability Support Pension (partial or full)

	[bookmark: Check65]|_|
	I receive a Centrelink benefit (including Family Tax Benefit A maximum rate, Austudy)



Thank you for completing this form.

Please send to the CCWT VET Administration Officer at:
Locked Bag 13
Haymarket NSW 1240.
Fax (02) 9281 8827

If you have completed this form electronically you can email it to ccwt@acwa.asn.au


Consider RPL


Discuss with CCWT


enrol RPL workshop


enrol RPL portfolio


enrol Learning Pathway 
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