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GENERAL INFORMATION

Tel: 6559 6699
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Email: chcc@chace.org.au
www.chace.org.au

Camden Haven Community College is a Registered
Training Organisation (RTO 90018) offering a
diverse range of quality vocational and general
education learning opportunities. The college is notfor-profit and community owned. Courses, training
and assessment are available at the college, at
other training sites or workplaces, on-line and by
distance education.

ON-LINE GENERAL INTEREST
Online General Courses

7-9

Go to http://www.ed2go.com/r-chace to
browse the full on-line course catalogue

ENROLMENT
IS EASY!

VOCATIONAL EDUCATION AND
TRAINING (VET)

Come in and see Sally or Steve at the College
office at 16-18 Laurie Street (corner Bonser
Lane
and
Laurie
Streets),
Laurieton
7.30am-3.30pm Mon-Thurs, 8.00am-12.30pm
Friday.

VET Courses—Unique Student Identifier
Aged Care—Certificate III
Business Administration—Cert III
Business Administration (Medical) —Cert III
Food Safety Supervisor
Pathways to Employment
Microsoft Excel
Microsoft Word
Leadership and Management—Cert IV
Traineeships
TAE40110 Certificate IV in Training and Assessment
On-line course
TAE50111
Diploma of Vocational Education and Training
TAE50211
Diploma of Training Design and Development
Information and Requirements for subsidised
Training Programs

NATIONALLY RECOGNISED and ACCREDITED.

IN PERSON

BY PHONE

Pay over the phone using a Credit Card by
ringing 6559 6699. If you don’t have a Credit
Card you can still secure your place on a
course by posting a cheque to PO Box 301,
Laurieton, NSW, 2443.

ON-LINE
Visit
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our

college
website
at
www.chace.org.au and complete the online Enrolment Form.

PLEASE CHOOSE YOUR COURSE
CAREFULLY, THERE ARE NO REFUNDS OR
TRANSFERS ON DISTANCE EDUCATION
OR ON-LINE COURSES.
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ENROLMENT INFORMATION
Enrolment / Refund / Credit Information
Enrolment Form

CAMDEN HAVEN COMMUNITY COLLEGE INC.
Cnr Bonser Lane & Laurie Street, PO Box 301, LAURIETON, NSW, 2443
Phone: 02 6559 6699
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A MESSAGE FROM OUR
PRESIDENT
A very Happy New Year to you all.
Tradition dictates that one can wish
this greeting throughout January, so if you have
forgotten our Great Aunt Agatha—”cast your
bread into the water”—you never know, it might
return fourfold.
Another year and what Bonne Bouches (tid bits)
have we for you?
Ever had a dripping tap? We’ve just the half-day
course for you—Basic Plumbing. Enrol quickly it
will soon “fill up”.
Put some magic into this Age of Science. A twohour talk which explores the scientific secrets
behind nine magic tricks.
Tune up your guitar. Yes, classes are back by
popular demand, as is Buddhist Meditation—and
Ukulele sessions return after a short break.

Are you struggling with Windows 10? All will be
made clear with the help of our IT trainer.
All this and much more, so carefully peruse this
Brochure and get the most from your very own
Community College.
Until we meet again.

Joan

Welcome to the New Year!
It is going to be a great year for Vocational
Education and Training (VET) with Camden Haven
Community College as an approved Registered Training
Organisation (RTO) for NSW Government subsidized
training under the Smart and Skilled Program. We are
fortunate that our 2016 contract with the Department has
been extended to include delivery of training in full
qualifications, part qualifications and traineeships across
extended regions for several industry areas at Certificate
II, III and IV levels. The Smart and Skilled Program fees
and conditions have been reviewed so you may find your
training more accessible. Information about fees and
eligibility is summarized in this brochure (see page 14) and
full details are available from the college.
Our lifestyle program in 2016 has expanded following a
very successful 2015. Our community had indicated a
growing interest in general courses, workshops and other
learning events so we have embraced that interest to offer
even more opportunities this year. The Tech Savvy
Seniors Program has been funded again so exciting free
tech courses will be happening here and at Taree.
Our Aged Care Training is planned to continue and
expand under new qualifications CHC33015 Certificate III
in Individual Support and CHC43015 Certificate IV in
Ageing Support. It is fantastic to see so many of our
students gain employment in this area following the
successful completion of their course.
Looking forward to an exciting and fulfilling 2016—hope
you will join us in learning.
Joneen

CAMDEN HEAD PILOT STATION
Camden Head Pilot Station has won the prestigious Department of Primary Industries
Crown Reserve Trust-Corporate Manager’s Award at the 2015 Regional
Achievement and Community Awards.
The Pilot Station was represented by manager Ross Butlin at the awards and he
accepted the award from The Honourable Niall Blair MLC, Minister for Primary Industries,
Lands and Water.
Following the award ceremony Ross said, “The Camden Head Pilot Station has a real sense of place, heritage
and sanctuary. All the volunteers who work there remark about this and say it is one of the most enjoyable
things they do—to preserve history, preserve the sanctuary and to allow visitors to enjoy a holiday in a 50’s style
holiday cottage and allow all visitors to reflect on the history of the site.
What this award does is recognise Camden Haven Community College and all the volunteers over the years who
have assisted in restoring the property. Dedicated community members in the early days saved the station when
it was at risk of being sold to developers and its heritage lost forever. It was their vision, which not only preserved
this unique heritage but paved the way for the artist in residence programs, the environmental programs and
educational programs that are in place today. In addition this Award promotes the Camden Head Pilot Station
and the Camden Haven Region.”

We are very proud!

Camden Haven Community College
is the Reserve Trust Manager of the Pilot Station.
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Free Tech Savvy Seniors IT workshops will be
eagerly snapped up—so get in fast.

A MESSAGE FROM OUR
MANAGER

Camden Haven Community College Inc.

GENERAL PROGRAM
ADULT LEARNING CIRCLE
Stimulating, invigorating, inspiring, educational. These are some of the words used by members of
the Adult Learning Circle, Discussion Group. Participants choose the topics for discussion:
anything from Aardvarks to Zyzzyvas (yes, it does exist!). Some topics are deadly serious – some a bit less so and
some not the least bit serious!
The groups meet on Monday and Thursday mornings. So if you enjoy energizing conversation, and making new
friends, then come along: you can be assured of a warm welcome.
Please Note: Vacancies are currently only available in the Monday Group.
All groups: 10.00am—12.00noon.
Mon 1 Feb. (Facilitator: Celia Steadman)
$5.00 per wk.
Thurs 4 Feb. (Facilitator: Celia Steadman)

Ring 6559 6699 to enrol.

BIRD WATCHING

Join our self-directed group, see great
local scenery & beautiful native birds.
Please bring morning tea and a packed
lunch. The group meets every second
Thursday of each month (starting Feb), 8.15am at
School of Arts car park. Transport for field trips shared.
Enrol at the College. $2.50 per year.

BUDDHIST MEDITATION
Jim Newman

CIRCLE OF DRUMS

Do you have an unruly brain? Learn the Buddhist
approach to mindfulness and meditation, along with
some of the basic principles of Buddhism. This is a
practical non-religious program with an emphasis on
improving your qualify of life.

This exciting course shows you how to play traditional
African and tribal based drum rhythms on the djembe.
Hand drumming is therapeutic and stimulates your
physical and mental wellbeing.

Tues 16 Feb.
6.00pm—7.30pm. 6 weeks.
$50.00.

African Drumming with Chris Baker

You will be guided individually as well as part of a
group, learning to play a full tribal drum rhythm over a
period of eight weeks. It's fun and a great way to
connect with others in our ever growing drumming
community! The course caters for beginners through to
advanced drummers. Drums supplied.

Note: We are able to offer this special price thanks to
the generosity of our tutor Jim.

Wed 3 Feb 6.00pm—7.30pm.

BASIC PLUMBING

8 weeks. $160.00.

Ian Campbell

Jubilee Hall, Dunbogan.

Save heaps of money by learning how to
change your own tap washers. Very simple when you
know how. Presented by a licenced plumber with 27
years’ experience.

GOLF — Luke Garel

Sat 12 Mar. 9.00am—12.00noon. $30.00.

Come and enjoy professional tuition
at the beautiful Kew Country Club.

COMMUNITY GARDEN

All equipment supplied.
Wear comfortable shoes and neat
attire.

If you are interested in becoming a
member of the Laurieton
Community Garden Group contact
Steve at the college on 6559 6699.

Tues 16 Feb.
9.00am—10.00am.
5 weeks.
$75.00.

Membership $6.00 per term or
$18.00 per year.
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GENERAL PROGRAM
GUITAR FOR BEGINNERS

SELF DEVELOPMENT—

Charles Doyle

This is an exciting opportunity to learn to play the guitar.
You will be part of a small group learning to play songs
in an enjoyable and positive learning environment. You
will love unleashing the guitarist within you!
Thurs 4 Feb. 6.00pm—8.00pm. 4 weeks.
$90.00.
N.B. Students will need to bring their own guitar with them.

ALIGN WITH YOUR SOUL PATHWAY
Ramise
This six week course gives you valuable
tools to use for the rest of your life.
Awaken into ‘Now Consciousness’ to
experience a healthy relationship with your
adult self and your inner child. Heal the old wounds, let
go of the baggage and learn to see and understand how
to use the divine tools that are your birthright. Step out
of fear and victimhood. Enjoy living life from the core of
your unique, powerful and authentic self.

GUITAR 2— THE NEXT STEP

Wed 10 Feb. 6.00pm—8.30pm. 6 weeks. $150.00.

Charles Doyle

This enjoyable course is for guitar players who can play
at least 6 chords and are ready and eager to progress
to the next step.
You will love learning some more songs, riffs and
developing your strumming and picking skills.
Thurs 3 Mar. 6.00pm—8.00pm. 4 weeks.
$90.00.
N.B. Students will need to bring their own guitar with them.

Bring a journal to write in, pen, drinking water, a pillow to sit on,
a shawl or rug, and your sense of humour.

TAI CHI — Alison Dhu
This Chi Kung Tai Chi course is for both beginners and
continuing students. A series of simple Tai Chi/Chi
Kung moves in form of a movement meditation—
uplifting and easy to follow.
Thurs 11 Feb.
11.30am—12.30pm. 6 wks. $55.00.

LAWN BOWLS — AN INTRODUCTION

UKULELE FOR BEGINNERS

Have you ever wanted to give
this popular and sociable sport a
try? You can receive tuition from
accredited bowls coaches on the
beautiful greens at the Kew
Country Club.

Khristina Joy

Flat soled shoes are required on
the bowling greens and comfortable clothing is
recommended (for bending). Refreshments available
from the Clubhouse.
Fri 12 Feb. 9.30am—10.30am. 6 weeks. $60.00.

This will be guaranteed fun! Be brave and take on
the challenge of learning to play a musical
instrument — you know you want to!
All equipment will be supplied, but if you have them,
please bring your own Ukulele, Music stand and
Tuner.
You definitely need to BYO smile, and be ready for a
new thrill!
BOOK EARLY —Small group / personal attention.
Mon 1 Feb.
6.00pm—8.00pm. 4 wks. $90.00.

MAGIC IN AN AGE OF SCIENCE
Don McClimont

UKULELE—The Playing Continues

The lies of a magician and the truth of
science. Magic tricks will be performed,
followed by a class discussion as to
possible methods used. Then the science
based secrets will be revealed. Nine tricks will be dealt
with, one at a time.

Khristina Joy

This course is for those ukulele players who can play
at least eight chords (including the Z chord!) and are
eager to learn more.

Join this group for a two hour talk on the blend of
magic and science.

Take your playing to the next level. Improve your
strumming, learn some new tunes—and find the
musician hidden within.

Sat 27 Feb. 10.00am—12.00noon.
$5.00.

Do you have
a skill
Mon 29
Feb. or talent
6.00pm—8.00pm.
4 wks.others?
$90.00.
you’d like to teach

(to be donated to local wildlife group FAWNA)

Contact us at the College on 6559 6699.
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TECHNOLOGY COURSES
IPADS and TABLETS —

Rob Martin
PLEASE NOTE: The following 3 workshops include IPad,

TECH SAVVY
SENIORS

Android and Windows Tablets. The sessions are designed
to graduate participants through different skill levels,
however the sessions are independent of each other, so
you may choose one that best suits you, or enrol in all 3 for
a more comprehensive course.

Beginners (or for those thinking of buying a Tablet)

Get hands-on experience in this friendly and relaxed
workshop. This session will guide you through the basic
skills every tablet user needs. Covers how to use the
controls on your tablet, locate your apps and organise
your icons. Learn how to open, use and close apps that
are not internet dependent, including your calendar,
clock and organisers; practise taking photos, changing
camera settings and viewing and editing the shots you
take
Wed 17 Feb. 9.00am—1.00pm. $40.00.

Tech Savvy Seniors is an initiative
of the NSW Ageing Strategy and is
funded through a partnership
between the NSW Government and
Telstra.
As a result of this initiative
the following courses are offered

FREE OF CHARGE
to Seniors aged 60 years and over.

The Next Level.

In this workshop you will connect to the internet using
WiFi. Learn some tips on how to search the store to
download and install apps, music and ebooks. Topics
covered include: using your ID for purchases, redeeming
vouchers, checking your credit balance and how to uninstall apps and deleted unwanted ebooks. Many apps
are free so you do not have to spend money to learn the
process.
Wed 24 Feb. 9.00am—1.00pm. $40.00.

INTRODUCTION TO COMPUTERS
Tues 9 Feb. 9.00am—12.00noon.

INTRODUCTION TO INTERNET
Tues 16 Feb. 9.00am—12.00noon.

INTRODUCTION TO EMAIL
Tues 23 Feb. 9.00am—12.00noon.

Using the Internet, Email, Maps and voice input.

INTERNET BANKING AND SHOPPING

This workshop will cover the basics of some of the most
used apps. Learn how to search the Web, read and
send an email, open attachments and organize your
inbox and contacts. Learn how to find a destination, get
travel directions and explore apps that let you message,
chat or video conference with friends and family.
Wed 2 Mar. 9.00am—1.00pm. $40.00.

Tues 1 Mar. 9.00am—12.00noon.

INTRODUCTION TO FACEBOOK
Tues 8 Mar. 9.00am—12.00noon.

All courses will be held at the
Community College.

SMARTPHONES —

Rob Martin
This 2 session course will cover the basics of
smartphones—navigating, making calls, contacts and
use of common apps through to using phones as
Hotspots and connecting them to WiFi. We will also look
at taking and sending photographs.
There will be time at the end of the session to ask
questions and explore possible solutions to users
problems.
Thurs 10 Mar. 9.00am—12.00pm. 2 wks. $60.00.

Places are strictly limited so don’t delay.
Phone 6559 6699 now
and speak to Sally or Steve
to book your place.
(or book by email: admin@chace.org.au
Or call in to the college to enrol)

Some free courses are also held in Taree.
Call the College on (02) 6559 6699 to enquire.

WINDOWS 10
Rob Martin
Come and use this operating system on our
computers or bring your Windows 10 laptop in
and learn how to access programs and shut down apps.
The course will cover getting around, customising
screens, opening apps and programs and creating and
saving files. The second workshop will look at changing
settings, connecting laptops using Wi-Fi, and searching
for and downloading (free) apps in the store.
Thurs 11 Feb. 9.00am—12.00pm. 2 wks. $60.00

PC USERS GROUP
Share your skills, knowledge and
frustrations with this experienced and selfdirected group. Internet access provided.
BYO laptop.
Fri 29 Jan. 9.00am—12.00noon.
$5.00 per wk.
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ON-LINE GENERAL INTEREST COURSES
http://www.ed2go.com/r-chace

These on-line courses are all non-accredited.
The courses are run through an American agency and facilitated by a Sydney-based
organisation. Before enrolling on line, please read the “Course Syllabus”, to ensure
that the course you have chosen is just what you are looking for, and the “Course
Requirements” which will let you know what software is needed for that course.

Look at some of the great new courses below or go to

http://www.ed2go.com/r-chace
to browse the full Course Catalogue
Achieving Success with Difficult People
Learn how to have more successful relationships with
difficult bosses, co-workers, students, neighbours, or
relatives.
Achieving Top Search Engine Positions
Learn proven, step-by-step strategies to
achieve the highest possible position with
the major search engines.

Next Course Start Dates
Wed 13 Jan
Wed 10 Feb
Wed 16 Mar
Wed 13 Apr

ALL ONLINE COURSES
6 WEEKS - $160.00
Creating Web Pages
Learn the basics of HTML so you can design, create,
and post your very own site on the Web.

Advanced Fiction Writing
Explore advanced fiction writing techniques with a
published novelist.
Advanced Microsoft Excel 2010
Discover the advanced features and functions of
Microsoft Excel 2010, including data analysis tools,
database techniques, and advanced methods for using
PivotTables.
Assisting Aging Parents
Be prepared to handle the challenges you and your
parents will face in the coming years, while learning to
cherish the transition.
Beginner's Guide to Getting Published
Published writer shows you how to give yourself the
credibility you need to get your books and articles
published.

Designing Effective Websites
Learn
powerful
graphic
design
techniques and build Web sites that are
both attractive and wickedly effective.
Discover Digital Photography
An informative introduction to the fascinating world of
digital photography.
Effective Business Writing
Improve your career prospects by learning how to
develop powerful written documents that draw readers
in and keep them motivated to continue to the end.
Genealogy Basics
Learn where to look, who to contact, and how to use
research tools to begin an exciting and fascinating
exploration of your roots.
Get Assertive!
Find out how you can stop others from intimidating you
or treating you poorly.

Beginning Writer's Workshop
Get a taste of the writer's life and improve
your writing skills in this introduction to
writing creatively.
Blogging and Podcasting for Beginners
Learn how to create your very own blog and add a
podcast too using the tools that you already have
available on your computer.
Business Finance for Non-Finance Personnel
This course will help you understand business
environments, financial statements, and strategy so you
can make more profitable business and personal
financial decisions.

Effective Business Writing
Improve your career prospects by learning how to
develop powerful written documents that draw readers
in and keep them motivated to continue to the end.
Genealogy Basics
Learn where to look, who to contact, and how to use
research tools to begin an exciting and fascinating
exploration of your roots.

Creating a Successful Business Plan
Turn your business ideas into a solid plan for financing
and long-term success.
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ON-LINE GENERAL INTEREST COURSES
http://www.ed2go.com/r-chace

These on-line courses are all non-accredited.
The courses are run through an American agency and facilitated by a Sydney-based
organisation. Before enrolling on line, please read the “Course Syllabus”, to ensure
that the course you have chosen is just what you are looking for, and the “Course
Requirements” which will let you know what software is needed for that course.

ALL ONLINE COURSES
6 WEEKS — $160.00

Course Start Dates
13 Jan, 10 Feb, 16 Mar, 13 Apr

How to Make Money From Your Writing
You really can make money with your writing.
Whether you want to create your own
business, add to your income, supplement
your retirement, or boost what you're earning
as a writer, you'll find the how-to's here.

Start and Operate Your Own
Home-Based Business
An experienced entrepreneur teaches you
how to develop the motivation, discipline,
and creativity to quit your job and be your
own boss.

Human Anatomy and Physiology
Gain a greater appreciation and understanding of the
marvelous complexity of the human body.

The Keys to Effective Editing
If you aspire to be an editor, this course will teach you
the fundamentals of top-notch editing for both fiction and
nonfiction.

Interpersonal Communication
Become aware of the conscious and unconscious codes
of meaning we send when communicating with others.
Introduction to Business Analysis
Learn powerful techniques to improve your decisionmaking skills at work.
Introduction to Interior Design
Explore a career in interior design as you
learn how to transform any room into a
beautiful and functional space.
Introduction to Microsoft Publisher 2013
Learn how to design professional publications, including
newsletters, fliers, and brochures, with Microsoft
Publisher 2013.
Introduction to Natural Health and Healing
Learn how to promote wellness, balance, and health in
all aspects of your daily life.

Using Social Media in Business
Learn how to use the five most popular
social
media
platforms—Facebook,
Twitter, LinkedIn, Pinterest, and Google to
grow and promote your business."
What's New in Microsoft Office 2010
Get up to speed on MS Office 2010 and learn how to
use the new features of Word, Excel, PowerPoint, and
Access.
"Wow, What a Great Event!"
Looking for a fun new career coordinating special
events? Learn proven techniques from a master event
planner.
Write and Publish Your Nonfiction Book
Become a professional author or advance your career
by learning to write, edit, and publish nonfiction books of
all types.

Learn to Buy and Sell on eBay
Auction pros teach you how to work from home or earn
extra income by buying and selling goods online.

Write Fiction Like a Pro
A Hollywood writer and author teaches
you how professional writers use story
outlines to structure any type of story.

Photoshop for the Digital Photographer
Learn how to use the tools and techniques of Adobe's
Photoshop to edit and enhance your photographic
images.

Write Your Life Story
Learn how to create and distribute an inspirational and
professional autobiography for family, friends, and
others."

Publish and Sell Your E-Books
Learn how to use free tools to publish an e-book, and
then list and sell your e-books in the world's largest
online bookstores.

Writeriffic: Creativity Training for Writers
Banish writer's block forever with these tricks from the
published writer's toolbox.

Small Business Marketing on a Shoestring
Discover small business marketing strategies that can
help you attract attention, woo your target audience,
grow your customer base, and expand your profits - all
for little or no money."
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VOCATIONAL EDUCATION AND TRAINING
(VET)

UNIQUE STUDENT IDENTIFIER
If you are undertaking any nationally recognised training (accredited courses) delivered by a Registered
Training Organisation (RTO) you are now required to have a Unique Student Identifier (USI). This includes
single units of competency, skill sets, traineeships, certificates or diploma courses.
To get your personal USI, visit the USI website at: www.usi.gov.au. Have your personal contact details
ready (e.g. personal ID, email, mobile number, address). Select the ‘Create a USI’ link and follow the steps.
Once you have your USI, please note this in the space provided on the Enrolment Form before returning the
form to us.
If you already have a USI, please put this number on your Enrolment Form.

CHC33015 CERTIFICATE III in INDIVIDUAL SUPPORT
(previously Certificate III in Aged Care)

Are you ready to learn new skills?
Are you seeking a rewarding career in an industry with high employment opportunities?
This could be the course for you.

Course to commence Mon 18 January 2016.
13 weeks (4 days a week, Mon—Thurs)
9.00am—3.00pm.
This course will be run in two parts of approximately equal length. Students with a disadvantage or barrier to access
subsidized training under Smart and Skilled may be eligible for places in one or both parts of the full Certificate under
the ACE CSO program. See conditions on page 14 of this brochure and contact Sally at the college for details.
To be considered for this course participants MUST:
 be able to commit to and attend the full time intense training schedule with the view to seeking employment with
an aged care or disability service provider upon completion.
 be available to attend training sessions during school holidays in preparation for an employment outcome. When
employed in the care sector you will be required to work shift work as we provide care 24 hours a day every day.
 must have a genuine empathetic attitude towards the older, frail or disabled person.
 must have a clear criminal history check and must have a copy of a current check before consideration will be
given to suitability for the course (lodge on-line application with National Crime Check and pay at local police
station)
 present a doctor’s Certificate for absent days.
 purchase and wear the required uniform, i.e. WHS safe nursing type shoes, long black pants each day to class.
We will supply each participant with two shirts at course commencement once the participant has paid a $10
deposit, refundable at course completion and return of shirts. A further third shirt will be issued before the two
week work placement commences.

COURSE FEES
For eligible individuals this training is subsidized by the NSW Government. See further information on page 14 of this
brochure or contact the college to check your eligibility.
FEE for disadvantaged individuals eligible for ACE CSO Program
FEE for individuals eligible for Smart and Skilled Full Qualification Entitlement
FEE for individuals eligible for Smart and Skilled AND eligible for Exemption
FEE for individuals eligible for Smart and Skilled AND eligible for Concession
FULL FEE (i.e. not under any subsidised program)

$ 0.00
$ 1440.00
$ 0.00
$ 240.00
$4200.00

NOTE: Your enrolment details will be submitted to the Smart and Skilled Provider Calculator
to confirm your fee.
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BUSINESS ADMINISTRATION

These courses are conducted by distance education, fully supported with phone and email contact with the trainer. Resources
are included in the cost. Enrol and start at any time. You may be eligible for subsidised training, see page 14.

The Certificate III in Business Administration
(BSB30415) requires successful completion of 13 units
of competency.
To give the students as much choice as possible we now
have five courses available. Courses One, Two and
Three are mandatory if you want to attain the full
Certificate, and then a choice of either Course Four or
Course Five completes the 13 required units. Each
course can be taken as a standalone course, for example
the Customer Service Course or Introduction to Finance
Course. Basic units common to all courses called
Underpinning Knowledge are included in the price.
All the courses are conducted via distance education.
Course notes are provided with assignments preferably
sent in via email, although mail is acceptable. Access to a
computer is needed for most subjects. Support from your
tutor is available via phone and email. Enrol and start at
any time.

COURSE 1—CORE UNITS

$275.00

These are the core units for the Certificate III in
Business Administration. To pass, a speed of 98%
accuracy over 5 minutes is required. There is no speed
limit, however it would be good to aim for 25wpm as a
minimum.
Develop keyboarding speed and
accuracy
BSBWHS201 Contribute to health and safety of
self and others

COURSE 2
DOCUMENTATION

This accredited course covers time management,
conserving the environment and using initiative.
 BSBDIV301 Work effectively with diversity
 BSBWOR301 Organise personal work priorities and
development
 BSBINN201 Contribute to workplace innovation
 BSBSUS201 Participate in environmentally
sustainable work practices

COURSE 5—
$495.00
CUSTOMER SERVICE (optional choice)
This accredited customer service course covers not only
providing a service to customers but also how to
manage resources on hand.
 BSBCUS301 Deliver and monitor a service to
customers
 BSBPRO301 Recommend products and services
 BSBCMM301 Process customer complaints
 BSBADM311 Maintain business resources

BUSINESS ADMINISTRATION (MEDICAL)

 BSBITU307


COURSE 4—
$495.00
WORK EFFECTIVELY (optional choice)

BSB31115
Certificate III

These courses are conducted by distance education,
fully supported with phone and email contact with the
trainer. Resources are included in the cost.
Enrol and start at any time.

$495.00

This accredited course gives a solid foundation to
organising workplace information.
It also covers
producing professional looking business documents

MEDICAL TRANSCRIPTION
SKILL SET

 BSBINM301
 BSBITU303
 BSBITU306

This accredited course is conducted by distance
learning, fully supported with phone and email contact
with the trainer. Textbook and CD are included in the
cost.



BSBMED301 Interpret and apply medical terminology
appropriately

Organise workplace information
Design and produce text documents
Design and produce business
documents
BSBWRT301 Write simple documents

COURSE 3
INTRODUCTION TO FINANCE

BSBRES401

$495.00

This accredited course gives a solid foundation in
processing basic financial data for an organisation.
Please note it does not cover general ledgers.
 BSBITU304 Produce spreadsheets
 BSBFIA302 Process payroll
 BSBFIA303 Process accounts payable and
receivable
 BSBADM307 Organise schedules

Analyse and present research
information

BSBWRT401 Write complex documents
BSBITU307

Develop keyboarding speed and
accuracy

BSBADM411* Produce complex texts from audio
transcription
(For this unit the student is required to provide official proof of

being
able to type for 5 minutes, 70+ wpm with 98% accuracy. Please contact
assessor for details.)
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$880.00
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BUSINESS ADMINISTRATION (MEDICAL)

These courses are conducted by distance education, fully supported with phone and email contact with the trainer. Resources
are included in the cost. Enrol and start at any time. You may be eligible for subsidised training, see page 14.

MEDICAL TERMINOLOGY (Advanced)

$495.00

MEDICAL RECEPTION

$605.00

MEDICAL TYPING

$605.00

This accredited course includes everything a student needs for medical terminology from introduction to advanced
concepts. Topics covered include: an introduction to terminology including prefixes, suffixes and root words as well
as the following systems: Integumentary, Musculoskeletal, Cardiovascular, Blood and Lymph, Respiratory,
Gastrointestinal, Nervous, Optic, Auditory, Urinary, Reproductive, Obstetrics, Endocrine, Oncology, Psychiatry,
Pharmacology, Clinical Pathology and Radiology.

BSBMED301 Interpret and Apply Medical Terminology Appropriately
This accredited course covers the skills needed to work in a medical office, including confidentiality, filing, stock
control, processing Medicare documents and making appointments.

BSBMED302 Prepare and process medical accounts

BSBMED303 Maintain patient records

BSBMED304 Assist in controlling stocks and supplies

BSBMED305 Apply the principles of confidentiality, privacy and security within the medical environment

BSBADM307 Organise schedules
Please note it is a prerequisite that BSBMED301B Interpret and Apply Medical Terminology Appropriately be
completed prior to this accredited course being taken (a copy of the Statement of Attainment will need to be
provided before enrolment). Computer access is essential. This course concentrates on practising typing medical
reports with a variety of medical terminology and accents included.

BSBADM303
Produce text from audio transcription

BSBWRT301
Write simple documents

BSBITU303
Design and Produce text documents

BSBITU306
Design and produce business documents

BSBITU307*
Develop keyboarding speed and accuracy
* For this unit the student is required to provide proof of being able to type for 5 minutes with 98% accuracy.)

MEDICAL ADMINISTRATION

(Finishing Course)
$275.00
This accredited course has been designed to complete the units required for the full BSB31115 Certificate III in
Business Administration (Medical). Eleven units can be completed by taking Medical Terminology (1), Medical
Reception (5) and Medical Typing (5). It is recommended that these courses be taken first but not essential.
 BSBWHS201 Participate in OHS processes
 BSBWOR301 Organise personal work priorities and development

MEDICAL AUDIO TYPING

$570.00

In response to many student requests we have prepared and are very pleased to announce the release
of a new course aimed at students seeking employment in medical report typing. Doubt about typing speed
has prevented many from seeking training in this field. However feedback from employers in medical transcription
and report typing indicates that speed is not the major factor in determining employability in this field; rather the key
is accuracy. We believe that a commencing typist, particularly those planning to work from home, should be able to
begin at their own pace; and that with practice each will eventually achieve his or her optimum output.
With this in mind we have constructed a basic course that we believe will give commencing students the skills they
need to achieve employability; with the focus on accuracy rather than speed.
BSBMED301
Interpret and Apply Medical Terminology
BSBADM303
Produce Text from Audio Transcription
Course materials include hardcopies of our excellent training manuals LGTC805 Medical Terminology Workbook
and LGTC810 Medical Typing. Audio files to assist with medical terminology and medical typing competency are
provided online. For each unit successfully completed participants will receive a Statement of Attainment.

Audio Transcription only

$150.00

Students who already have Medical Terminology (BSBMED301) may wish to undertake the Audio Transcription unit
only.
BSBADM303
Produce Text from Audio Transcription
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VOCATIONAL EDUCATION AND TRAINING (VET)
FOOD SAFETY SUPERVISOR
Is your FSS certificate about to expire? Yes it is 5 years
since the first groups of participants were trained and
assessed for the Food Safety Supervisor certificate.
Most food businesses in Australia have a legal
obligation to employ a qualified Food Safety Supervisor
in their workplace. Food businesses have 30 working
days to ensure their appointed FSS renews their
training and obtains a new FSS certificate.

Are you looking for work in
Hospitality, Retail,
Horticulture or Business?
FSK10213
Certificate I in Skills for Vocational Pathways
Classes will cover workplace foundation skills
including training in:

SITXFSA101 Use hygienic practices for food safety
SITXFSA201 Participate in safe food handling practices

* Technology
* Workplace documents
* Industry specific training

Mon 15 Feb. 9.00am—5.30pm.
$220.00 (including the FSS certificate)
NOTE:
Funding under part qualifications program may be available.
No fee, resource cost only. Contact the college or email
Patrick on programcoord@chace.org.au

INFORMATION SESSION
Tuesday 2 Feb. 9.30am.

BOOKINGS ESSENTIAL
Call Sally on (02) 6559 6699 to book your place.
Course commences
Tues 9 February– 28 June 2016.
9.00am—3.00pm.

PATHWAYS TO EMPLOYMENT

FSK10113 Cert I in Access to Vocational Pathways
FSK10213 Cert I in Skills for Vocational Pathways
FSK20113 Cert II in Skills for Work and Vocational
Pathways

(Classes will run every Tuesday—
no classes during school holidays)

FEES

Foundation Skills Training Package is designed to meet
the needs of learners developing basic skills before they
can effectively participate in the workforce or further
training.

Subsidised under Smart and Skilled.

(Check page 14 of this brochure for eligibility
or phone the college)

Wed 3 Feb. 8 weeks.
9.30am—11.30am OR 12.30pm—2.30pm.

BSB40215

Cert IV in Leadership and Management

FEES:

Enquire at the college regarding fee exemption
for eligible students.

Are you wanting to develop your leadership,
management and communication skills and become
qualified?

MICROSOFT EXCEL

Are you looking to work in industry or enterprise as a
leader or manager?

BSBITU304 Produce Spreadsheets
Learn your way around MS Excel using smart yet logical
design techniques of functions and formula while still
ensuring your spreadsheet’s accuracy and business
presentation is professional.

Wed 17 Feb—7 Dec 2016.
6.00pm—9.00pm.

FEES

Subsidised under Smart and Skilled.

Tues 2 Feb. 6.00pm—9.00pm. 5 wks. $275.00.

(Check page 14 of this brochure or phone the college) or

Fee for Service $2500

MICROSOFT WORD
BSBITU401
Design and develop complex text documents
Gain valuable experience and tips and tricks using
Microsoft Word from your desktop and in the cloud.
Expand your knowledge with tables, columns, headers
and footers, indexing, tables of contents and many
more of MS Word features.

Sally Says . . .

Tues 8 Mar. 6.00pm—9.00pm. 5 wks. $275.00.
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No room in the brochure for me
this Term but if you are interested
in reading my latest scribblings go
directly to my blog at

www.sallyinthehaven.net

Camden Haven Community College Inc.

VOCATIONAL EDUCATION AND TRAINING (VET)

TRAINEESHIPS ARE BACK!
— EMPLOYER INCENTIVES
Camden Haven Community College (RTO 90018) is approved to provide traineeships with NSW Government
subsidized training under the Smart and Skilled Program.
Traineeships with our college include Business, Individual Support (Ageing), Retail,
Hospitality, and Leadership and Management.
Traineeships are for new, or very recent, employees.






Employer financial incentive
Part time or full time employees
Workplace learning and assessment
Fees set by the government capped at maximum of $1000 for whole period of traineeship learning.

INDUSTRY TRAINING
Is your Industry in need of some targeted skills training? Looking for employees but there is a lack of industry skills
needed for your workplace? Is there a new regulation that you need staff trained in to stay compliant?
There are a number of NSW Government subsidized training opportunities available that may fit your workplace
needs. This funding is designed to fill skill gaps within a wide range of industry sectors.
The fee exempt training may include a Unit or Skill Sets for:
 Hospitality compliance
 Key Management skills
 Community Sector team leadership
 Food Safety supervisors
 Customer service
 Business or industry needs—let us know what you need.
NOTE:
Eligibility criteria for fee exemption; fee exempt training may still incur resources costs.
Contact Patrick at the college on (02) 6559 6699 or programcoord@chace.org.au

TAE40110

TAE50111

CERT IV in TRAINING & ASSESSMENT

Diploma of Education and Training

TAE Online for Practicing Trainers is an online
course designed for people who have some
experience training adults, and want to teach
within the Vocational Education and Training
system.

Diploma of Training Design and Development

ON-LINE

$1300.00.
Ring the college on 6559 6699
or email office@chace.org.au
for more information on course dates
and times.

TAE50211

Both these qualifications can be achieved by Recognition of
Prior Learning (RPL). Please contact the college and ask for
the RPL Kit and more information.
A ‘Double Diploma’ can be achieved with careful elective
selection and minimal extra work.
RPL TAE50111 OR TAE50211

$1300.00.

RPL Double Diploma

$1500.00.

(50% payment before commencement)
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INFORMATION AND REQUIREMENTS

For training subsidized by the NSW Government with the Provider

Camden Haven Community College, RTO 90018.

Subsidised Training under SMART AND SKILLED
To be eligible to be subsidised to undertake a Smart and Skilled program an individual must firstly meet personal
eligibility criteria for Smart and Skilled, then meet eligibility for the relevant program.
To be eligible for any NSW Government subsidised training (brief summary—more details available from the college) a
person must be

□
□

□
□

an Australian citizen or equivalent
not at school

aged 15 or over
living or working in NSW

You must provide to the College the following Personal Information (Evidence and/or Student Declaration required)

□
□

Proof of identity
Confirmation of Citizenship (e.g. Signature or Document)

□
□

Valid Unique Student Identifier (USI)
Declaration or signature regarding living or working in NSW

FEES
Fees and eligibility for exemptions and concessions apply. Details can be found with the advertised courses and at
the college.
Fee Exemptions (no fee) apply if you can provide details of
□ Aboriginality
Declaration or signature required as evidence
□ Disability
Centrelink or other evidence required
Fee Concessions apply if you can provide details of
□ Welfare recipient
Centrelink or other evidence required
□ Other
(full list of applicable benefits available from the college)
Scholarships (no fee) apply if you can provide details of
□ eligibility for social housing; age 15-30.

ACE CSO PROGRAM (Under Smart and Skilled)
Background
The ACE CSO Program supports disadvantaged and regional/rural students. This subsidized training comprises
Units of Competency that fall within the CSO Category. We provide part qualifications for eligible individuals as a
pathway to entitlement.
To be eligible for this subsidised training for disadvantaged learners a person must be

□
□

An Australian citizen or equivalent
not at school

□
□

aged 15 or over
living or working in NSW

PLUS fulfil any of the following criteria for Disadvantaged Learners
□ ATSI
□ have a disability or dependant of person with a disability
□ are long term unemployed
□ are low income welfare recipients
□ have other barriers (full list available at the college)

Evidence Requirements
For a student to be eligible for this program our college must assess the student to confirm eligibility.
Evidence and criteria for Disadvantaged Students (summary)
Disadvantage
□ ATSI

Evidence Required
Declaration or signature required as evidence

Fee
$ 0.00

□

Disability or dependant of
Person with a disability

Disability Pensions Concession card or other

$ 0.00

□
□

Long term unemployed

Commonwealth Benefits Card or other

$ 0.00

For any other categories please ask for full details from the college
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HOW TO ENROL IN A CLASS AT THE COLLEGE
IN PERSON

Cnr Bonser Lane & Laurie St, Laurieton.
Office hours are 8.30am–3.30pm, Mon–Thurs

MAIL

Fill out Enrolment Form in this brochure or
from our web site and return with cheque or
money order made out to Camden Haven
Community College, PO Box 301, Laurieton,
2443.

PH/FAX

Payments by Credit Card & Expressions of
Interest can be taken over the phone on 6559
6699 or by fax on 6559 6727. To confirm your
position on a course a completed Enrolment
Form needs to be returned to our office.

EMAIL

office@chace.org.au

INTERNET

Complete
the
Enrolment
Form
www.chace.org.au and click Submit.

at

ENROLMENT & REFUND INFORMATION
Students are to fill out an Enrolment Form. If a course is already
full your fee will be returned/re-credited immediately, unless you
redirect it to another course. If we cancel a course we will
refund by cheque or re-credit your credit card. If you withdraw
your enrolment at least 2 weeks prior to the course your fee will
be refunded. No refunds can be given or transfers accepted
within 5 working days of the course starting date, as course
funds are then committed, your place is reserved and we cannot
refill it. There are No Refunds or Transfers for Distance
Education Courses, On-line Courses or any course, training or
event that is externally arranged where the college has
committed fees or funds prior to the start. Where extreme
circumstances prevent attendance, a lesson transfer may be
arranged, at the discretion of the Manager. Once you send
payment, you are enrolled unless we tell you otherwise. We do
not confirm all enrolments. Please note the date, time and
location of the course as advertised.

CHILDREN
Children cannot accompany participants into adult classes.
COMPUTER and ROOM HIRE
Conference Room hire and Computer Room hire with Data
Projector as negotiated.
COURSES AT OTHER VENUES
Some of our courses are arranged with other
organisations. We do not have control over the venue, the
dates, or changes in these, but will do our very best to
ensure your needs are accommodated.
DISABLED ACCESS
Camden Haven Community College has disability access
and conveniences. Please inform us in advance if you have
special needs.
MEMBERSHIP
Membership of the College costs $5.00 per year. Camden
Haven Community College is a community association. We
would like your involvement but this is OPTIONAL.
OFFICE HOURS
Mondays to Thursdays, 8.00am—3.30pm. Fridays
8.00am—12.30pm. Reduced hours during school holidays.
PHOTOCOPYING / FAX MACHINE
Photocopying - 25c per A4 page. Fax—$4.00 for the first
page, $1.00 per page thereafter.
PUBLIC HOLIDAYS
If a session of your course falls on a public holiday it will
not be conducted on that date and your course will be
extended by one session, or by arrangement with the tutor.

IMPORTANT ENROLMENT / REFUND / CREDIT INFORMATION
*

All students will be asked to fill out an Enrolment Form each time they commence a course.

*

If a course is already full your fee will be returned/re-credited immediately, unless you redirect it to another
course.

*

If WE cancel a course we will refund by EFT to your bank account or re-credit your credit card.

*

If YOU withdraw your enrolment at least 2 WEEKS PRIOR to the course your fee will be refunded.

*

NO REFUNDS can be given or transfers accepted within 5 WORKING DAYS of the course starting date, as course
funds are then committed, your place is reserved and we cannot refill it.

*

NO REFUNDS OR TRANSFERS for distance education or on-line courses. Please choose your course carefully.
*

Where extreme circumstances prevent attendance, a credit transfer may be arranged, at the discretion of the
Manager.

*

Once you send payment, you are enrolled unless we tell you otherwise.

WE DO NOT CONFIRM ENROLMENTS.
Please note the date, time and location of the course as advertised .

Camden Haven Community College acknowledges the support
of the NSW Department of Education and Communities
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ENROLMENT INFORMATION

PLEASE NOTE
Course fees need to be paid at least 7 days
before a course commences.

CERTIFICATES (For Accredited Courses)
As part of the requirements for running accredited courses
we have Assessment Grievance Policies. If you wish to
obtain a copy please contact Camden Haven Community
College. Recognition of Prior Learning (RPL) is available. If
you wish to have prior experience or qualifications
recognised, please contact us for further information.
Students who successfully complete the requirements of
our accredited courses automatically receive a Certificate
or Statement of Attainment. If you do not achieve all
competencies a participation certificate will be issued.

Haven Community College Inc.
ENROLMENT FORM Camden
- Camden
Haven Community College (RTO 90018)
Mr / Mrs/ Ms/ Miss

□ Female

D.O.B.

First Name

□ Male

Surname

Middle Name

For accredited courses please provide some form of photographic identification (driver’s licence/passport etc.)

UNIQUE STUDENT IDENTIFIER (USI)

_____________________________

If you are undertaking any nationally recognised training (accredited courses) delivered by a
Registered Training Organisation (RTO) you are now required to have a Unique Student Identifier
(USI). This includes single units of competency, skill sets, traineeships, certificates or diploma
courses. To get your personal USI, visit the USI website at: www.usi.gov.au. Have your personal
contact details ready (e.g. personal ID, email, mobile number, address). Select the ‘Create a USI’
link and follow the steps. Once you have your USI, please note this in the space provided on the
Enrolment Form before returning the form to us.
If you already have a USI, please put this number on your Enrolment Form.

Address:

ENROLMENT IS EASY

Please choose your course, read the
enrolment conditions, complete the
Enrolment Form and return it to the
college along with your course fee.
Payments for courses may be made:

In person at the College office (corner
Bonser Lane & Laurie Streets,
Laurieton)
8.00am-3.30pm
Monday-Thursday, or before 1.00pm on
Friday. Cash, cheque, money order or
credit cards accepted.

By Direct Credit to college bank

Phone: (Mob)

account.
Camden Haven Community College
Holiday Coast Credit Union
Account No:
100163888
BSB:
802-214
Please enter your Surname as a
reference for the payment when paying
directly into this account.

(Home)

Email:

Including your email address means we can contact you regarding this and other courses.

COURSE NAME

FEE $

Credit Card Payments

PLEASE COMPLETE THE FOLLOWING QUESTIONNAIRE

The following information is collected nationally to assist the government with educational planning. These details will not be
used for any purpose other than administration and educational research. This information will be held and disposed of
securely when no longer needed.

How did you hear about our College?
□ Brochure
□ Newspaper □ Friend
In which city and country were you born?
What language do you speak at home?
How well do you speak English?
□ Very Well
□ Well
□ Not well
Are you Aboriginal / Torres Strait Islander / Neither?

□ Internet □ Other

Phone (02) 6559 6699 to make a
payment, or fill in the details below and
return to us. Your receipt will be posted
to you.

Cardholder Name:
Card No:
Expiry Date:

□ Not at all

Cardholder’s Signature:

(Please circle)

Do you consider yourself to have a disability or impairment?
□ Yes □ No
If yes, please indicate
□ Hearing/Deaf
□ Physical
□ Intellectual
□ Learning
□ Mental Illness
□ Vision
□ Acquired Brain Injury □ Medical condition
□ Other
What is your highest completed school level?
□ Yr 9 or lower
□ Yr 10
□ Yr 11
□ Yr 12 (or equivalent)

ENROLMENT CONDITIONS

In which year did you complete that school level?
Are you still attending secondary school?
□ Yes □ No
Have you successfully completed any of the following qualifications?
□ Bach. Degree or higher □ Adv. Deg. / Ass. Deg.
□ Dip. / Ass. Dip.
□ Cert IV / Adv
□ Cert III / Trade Cert.
□ Cert II
□ Cert I
□ Other
Which of the following BEST describes your current employment status?
□ Full time
□ Part time
□ Employer
□ Self employed—not employing others
□ Employed - unpaid worker in a family business
□ Unemployed seeking full time
□ Unemployed seeking part time
□ Not employed / Not seeking employment / Retired
□ Other
Which of the following BEST describes your main reason for taking this course?
□ To get a job
□ To develop my existing business
□ To start my own business
□ To try for a different career
□ To get a better job or promotion
□ It was a requirement of my job
□ I wanted extra skills for my job
□ To get into another course of study
□ For personal interest or self development □ Other reasons

I understand that:
- My enrolment is not confirmed until:
receipt of completed enrolment
Form and receipt of full fee.
- I give permission for my photo to be
used for promotional or marketing
materials.
- I agree to abide by the CHCC Code
of Conduct.
- I accept full responsibility for any
damage, costs, misadventure or
accident arising as a result of any
act or failure to act on my part.
- CHCC reserves the right to refuse
enrolment to any person.
- Information that may be given during
a course does not constitute
‘advice’.
- Refund and other Policies are
available from the college website
at www.chace.org.au

I understand and agree to these
enrolment conditions.
Signature
Date

16-18 Laurie Street, PO Box 301, LAURIETON, NSW, 2443
Phone: 02 6559 6699

Page
Fax: 02 6559 6727 Email:
office@chace.org.au

Web: www.chace.org.au

