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About

Wongutha Christian Aboriginal Parented-directed School (CAPS) is a year 11 and 12 Vocational
School catering specifically for the needs of male and female Aboriginal students. All students board
on the campus which is situated approximately 30 kilometres from the coastal town of Esperance.
The school and boarding facilities are sited on farm land providing a spacious and quiet atmosphere
for the students to learn.

The school maintains a strong Christian ethos while also equipping students with knowledge and life
skills that will support them in both work and life. 2014 will be the 60 anniversary for the
Wongutha Campus.

Wongutha CAPS caters for 72 students (36 male and 36 female) who come to the school from all
over Western Australia. A large proportion of the students come from the Kimberley region while
others are from the Pilbara, Goldfields, Perth and South West. At times students have also come
from other states.

Wongutha provides a structured and very supportive environment for students and there is a strong
focus on mentoring in the school. Each student has a mentor allocated when they arrive who
provides ongoing support to the student during their time at the school. The school, and boarding
staff are united in their goal of preparing students for the world of work and they work closely
together to ensure every student has the best opportunity to succeed in their education and
training.

The educational and training program has been developed in consultation with the school board,
parents, past students and employers to ensure that it is meaningful, appropriate and meeting the
needs of all students. Wongutha has introduced driver training into the timetable to meet the strong
demand for students wanting to get their licence.

Vision

Wongutha CAPS equips Indigenous youth to be confident, work ready members of society.
Students are encouraged to consider the Christian faith as a basis for living meaningful
and purposeful lives.
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Organisational Structure
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This organisational chart illustrates the lines of communication between the Board, management

and trainers which ensures the decision making of senior management is informed by the
experiences of its trainers and assessors.
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Student Overview

What Courses Can I study?

The following courses are offered to all students. In some instances, where students arrive later in a
term they may not get to enrol in a course which is their first preference. There will be a limit of 8
students to each course. This allows the trainers to focus on meeting the specific needs of mentoring
and training to the highest standard possible.

Wongutha will endeavour to place a student in a course to their preference or skills.

Qualifications

AHC10116 Certificate | in Conservation and Land Management *
BSB10115 Certificate | in Business *

CPC10111 Certificate | in Construction *

MEM10105 Certificate | in Engineering *

SIT10216 Certificate | in Hospitality *

AUR10116 Certificate | Automotive Vocational Preparation *

* For more information please see pages 12-25

How is training delivered?
Training courses with Wongutha CAPS are delivered by:
*  Face to face training
0 Skills (Hands on/observation)
0 Theory (Work books)
o Wongutha CAPS delivers training that considers the individual needs of students including

low levels of literacy and numeracy.

o VET Trainers participate in ongoing professional development to ensure they provide valid
and current training to students.

9 All Wongutha trainers and assessors will have the Certificate IV in Training and Assessment
(TAE40110) or its equivalent.

9 All Trainers have the equivalent or above certificate in the qualification delivered
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Learning and Assessment Strategies

Wongutha CAPS courses are assessed under the competency based training and assessment criteria
established under the Australian Qualification Framework (AQF).

*  Wongutha CAPS have extensively designed all training and assessment tools to include
Projects/Tasks in a way to provide the student all possible opportunity to relate to real time
work while completing competency

* Learning strategies and assessment have been devised in consultation with industry
representatives. This includes the relevant Industry Skills Councils who wrote the Training
Package and Industry who have expressed interest in helping Wongutha students.

* Competency based assessment is vocationally oriented and skills based.

* Assessments will be directed to ensure that students are able to show evidence of
satisfactorily achieving each outcome (or competency) established in the unit outline.
Students will receive a 'Competent' (C) or a 'Not Yet Competent' (NYC) as the outcome of the
unit.

* At the beginning of the project, students are told the context and purpose of the assessment
and how they will be assessed.

* Students are provided with feedback on the outcomes of their assessment.

What are the pre-requisites?

Prerequisites are required as a prior condition before starting an individual course. There are no
prerequisites for any courses. Though it is preferred to at least have some skills and/or
understanding of the course you are choosing to enrol in.

How do I enrol?

Enrolment into The VET subject that you have chosen will be initiated after enrolling into Wongutha
CAPS. There is no guarantee you will get the subject of your choice, However the quicker you arrive
and complete the induction to Wongutha, your opportunity to get your first choice is high.

On successful completion of the enrolment process, all students will undergo an induction into the
course they have chosen. This will include:

* Introduction to Vocation Education and Training(VET) staff

* The training and assessment procedures including method, format and purpose of
assessment

* Qualifications to be issued

* Student handbook provided

* Clothing and Personal and Protective equipment
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Educational & Support Services

In accordance with the Standards for RTOs 2015, at a minimum, support should include:

* Identifying requirements (such as literacy, numeracy, English language or physical
* capabilities) learners would need to complete each course, and
* Developing strategies to make support available where gaps are identified.
This may include providing:
Language, Literacy & Numeracy (LLN) support
Assistive technology
Additional tutorials, and/or

o O O ©

Other mechanisms, such as assistance in using technology for online delivery
components

The following support will be available to Wongutha learners:

*  Wongutha CAPS provides low literacy language and numeracy(LLN) classes every
week.

* Teachers are trained in code switching between Australian Standard English
and Aboriginal Standard English.

* Wongutha designs their training packages to
provide for Low Literacy and Numeracy (LLN) Students.

The following processes will be applied for students considered to be” at risk”:

* All students enrolling at Wongutha will go through an induction process and be
tested for gaps in their learning including literacy and numeracy.

*  During study, students that are at risk will be supported by LLN
qualified teachers to fill in the gaps of learning.

All courses have been designed extensively for a practical approach

Fees

Wongutha CAPS is funded by a combination of Commonwealth and state grants along with ABSTUDY
payment via Centrelink. Students are not required to contribute financially in the way of fees for any
of the courses or subjects offered at Wongutha.

Fee Structure

Payment required in advance
No payment required in advance.

Enrolment fee
No enrolment fee is applicable.

Produce partial completion statement of attainment
No fee applies to produce a statement of attainment when the student has partially completed the
training program and must withdraw.

Re-print certification
Where the student requests a new copy of his / her certification there will be no Fee.
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RECOGNITION OF PRIOR LEARNING
(RPL)Process

Recognition of prior learning (RPL) is a way of using your existing skills, knowledge and experience to
get a formal qualification.

Do you have experience or training you have gained through paid work, volunteer work and/or any
previous training? If so, you may be eligible to apply for Recognition of prior learning.

After choosing your course to enrol in, check the units that are offered and see if you have
qualifications or skills that are like what is expected. If you would like to apply for RPL please inform
your enrolment /induction teacher and they will happily advise you the process for applying

Recognition of prior learning fee

There will be no fee for the RPL process

Learners Rights

Course appeals

1. All appeals should attempt to be resolved between the involved parties on an individual
basis.

2. Where this has not been the case, a second qualified assessor should then be consulted. The
relevant details entered into writing and discussed between the now involved parties and a
resolution reached.

3. Where a resolution cannot be reached between the involved parties, the serving RTO
principal should then be involved in the appeal and his/her decision should be final and
binding by all.

4. If aresolution cannot be reached between serving RTO principal and parties involved, the
matter should then enter the normal school grievance process as set out in the schools
process map.
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Complaints

If you have a complaint about anything, please follow the below process or ask the office or
Principal.

Key Steps

Note: This process is for any student who has a complaint about the way they have been treated by
other students or staff, or about a specific incident

Procedure
Should a person have a complaint or appeal, the following steps are to be followed:

1. Discuss the issue directly with those involved to try and resolve it verbally.

2. If no resolution is reached, discuss the issue with the Principle to see if it can be

resolved.

3. If this resolves the situation, the outcomes will be put in writing and signed by both
parties. One of the two copies of the outcome will be placed on file with the admin staff

and securely stored. The second will be placed in the students file.

4. Students with low English skills may have mentor or Principal assistance in completing
forms or may sign form that the complaint has been read to student & student

understands to written complaint and make complaint verbal

5. If there is still no resolution, the person should put the following information relating to
the complaint or appeal in writing to the school board. This written notification can
be made using the Concern Complaint form (R:\1 VET Department Administration\1.
RTO\complaints and appeals\ Concern Complaint.docx) or by email, letter or over the
phone (with a dictation made by the RTO representative), and must include:

1 A description of the complaint or appeal
1 A statement about whether the person wishes to formally present their case
1 Information about any prior steps taken to deal with the complaint or appeal

1 What they would like to happen to fix the problem and prevent it from happening

again

6. A written acknowledgement of receipt of the complaint/appeal will be forwarded to the

complainant within five working days.
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7. The School Board will either deal with the issue personally, or arrange for it to be dealt
with by a management representative. This process must commence within two working
days from the time the School Board receives the written notification and a
response/resolution must be presented within 14 working days.

8. The School Board will:
1 Undertake a preliminary enquiry to determine nature of the complaint/appeal
1 Inform other relevant parties (if necessary)

1 Provide all parties an opportunity to present their case (with a support person

and/or parent/guardian if a student is under 18 years of age)

1 Discuss with the parties any resolution and any arrangements required by the
RTO

1 Record the outcome of discussion on Recording details of meetings
template (R:\1 VET Department Administration\1. RTO\complaints and appeals\
Recording details of meetings template.docx)

1 Provide the outcome in writing to the person (and other parties if relevant)

9. Should the issue still not be resolved to the person’s satisfaction, Wongutha CAPS will
make arrangements for an independent party to resolve the issue and outline any costs
that may be involved with this to happen, to the person. The person will be given the
opportunity to formally present their case. The time frame for this process may vary but
should take no longer than 14 working days.

10. All parties involved will receive a written statement of the outcomes, including reasons
for the decision within the 14-working day period. If the process is taking longer than 60
days from the complaint or appeal being received, the person will be notified in writing
of the reason for the delay, and kept informed of all progress.
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11. If the person is still not happy with outcomes from the independent process, they may
take their complaint to the VET Regulator — WA Training Accredited Council (TAC)

1 Information about the process can be found at:

http://www.tac.wa.gov.au/SiteCollectionDocuments/Complaints%20Against%20RTO%2

0%E2%80%93%20Application%20form%20for%20Student%200r%20Parent%20%20V01-

15.pdf
9 Association of Independent Schools (AISWA) https://www.ais.wa.edu.au/policy-and-

procedure-guidelines

12. From any substantiated complaints and appeals, the causes will be reviewed as part of
the Wongutha CAPS continuous improvement processes, and appropriate corrective
action will be taken to prevent or reduce the likelihood of reoccurrence. Actions will be

recorded on the Improvement Register log

13. Any complaint that is related to illegal activity, such as theft, assault etc., will be

immediately referred to the appropriate authority.

14. All documentation relating to complaints or appeals will be stored securely as per the

Records Management Procedure.

15. The Wongutha CAPS VET Coordinator will be personally responsible for the

implementation and maintenance of the policy.
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Medical

A school Nurse is available for students to see before school, during break times, or during school if

urgently needed.

Bullying Policy
Wongutha is committed to providing a safe and supportive school and hostel community for our

students to grow in harmony. Bullying is not acceptable and should be reported to the student’s
Mentor or the Principal.

Child Protection

All children have a right to be protected from harm. Wongutha CAPS has a special responsibility to
protect students when they are at Wongutha and also to intervene when they believe the welfare of
a child is at risk outside the school. In WA doctors, nurses, midwives, teachers, boarding supervisors
and police officers must make a mandatory report if they form a belief, based on reasonable
grounds in the course of their work, paid or unpaid, that child sexual abuse has occurred or is

occurring.

Driver’s License

Wongutha wants to help students to get their driver’s license to become independent and job ready.
To start the Driver Training course the student must be 16. If the student stays long enough at
Wongutha they may be able to achieve their P plates.
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SB10115 Certificate I in Business

The Certificate | in Business is delivered within six months of commencement. This entry-level
qualification allows individuals across a variety of industry sectors to develop basic skills and
knowledge to prepare for work. They may undertake a range of simple tasks under close supervision.
The range of technical skills and knowledge is limited.

National Code BSB10115
Study Areas Business
Study Level Certificate |
Study Type Local
Campuses Wongutha CAPS
Fees

Wongutha CAPS is funded by a combination of Commonwealth and state grants along with ABSTUDY
payment via Centrelink. Students are not required to contribute financially in the way of fees for any
of the courses or subjects offered at Wongutha.

Class Days
Week days

Course Length
Full time — 6 months

Campus
Wongutha CAPS

Study Pathways

After successful completion, you will have many options for further study.

BSB20115 - Certificate Il in  Business

BSB20215 - Certificate Il in Customer Engagement
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Recognition of Prior Learning
Is available.
Accreditation

This course is government accredited and has national recognition
The qualification is aligned with the Australian Qualification Framework (AQF) level 1.
Career Outcomes

This course will provide you with knowledge and skills for the entry of the Business industry.
Units

Consistent with the qualification packaging rules, the units listed below will be delivered for this
qualification.

BSBWHS201 - Contribute to health and safety of self and others

BSBADM101 - Use business equipment and resources

BSBIND201 - Work effectively in a business environment

BSBITU202 - Create and use spreadsheets

BSBSUS201 - Participate in environmentally sustainable work practices

BSBWOR202 - Organise and complete daily work activities

Version: 2017.5 File Location:  R:\1 VET Department Administration\1. RTO\Student hand book

Ownership: Wongutha CAPS Approved: Tim Ross (VET Coordinator)
Review Date: 2018

Page 16 of 26


http://www.boxhill.edu.au/rpl
http://www.boxhill.edu.au/courses/certificate-iv-in-business-bs425-d/#course_accreditation
http://www.boxhill.edu.au/courses/certificate-iv-in-business-bs425-d/#whatemploymentopportunitieswillihave
http://training.gov.au/Training/Details/BSBWHS201
http://training.gov.au/Training/Details/BSBADM101
http://training.gov.au/Training/Details/BSBIND201
http://training.gov.au/Training/Details/BSBITU202
http://training.gov.au/Training/Details/BSBSUS201
http://training.gov.au/Training/Details/BSBWOR202

AHC10116 Certificate I in Conservation and
Land Management

The Certificate | in Conservation and Land Management is delivered within six months of
commencement. This entry-level qualification is aimed at individuals entering conservation and land
management industry. It allows individuals to develop basic skills and knowledge to prepare for
work. They may undertake a range of simple tasks under close supervision. The range of technical
skills and knowledge is limited.

National Code AHC10116

Study Areas Conservation and Land Management
Study Level Certificate |

Study Type Local

Campuses Wongutha CAPS

Fees

Wongutha CAPS is funded by a combination of Commonwealth and state grants along with ABSTUDY
payment via Centrelink. Students are not required to contribute financially in the way of fees for any
of the courses or subjects offered at Wongutha.

Class Days
Week days

Course Length
Full time — 6 months

Campus
Wongutha CAPS

Study Pathways

AHC20616 - Certifi cate Il in Parks and Gardens
AHC21216 - Certificate Il in Rural Operations

AHC21016 - Certificate Il in Conservation and Land Management
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Recognition of Prior Learning
Is available.

Accreditation

This course is government accredited and has national recognition
The qualification is aligned with the Australian Qualification Framework (AQF) level 1.

Career Outcomes
This qualification provides a pathway to work in various horticulture settings, such as parks and
gardens, shire

Units
Consistent with the qualification packaging rules, the units listed below will be delivered for this
qualification.

AHCCHM201 - Apply chemicals under supervision

AHCINF202 - Install, maintain and repair farm fencing
AHCINF203 - Maintain properties and structures

AHCLSC205 - Install tree protection devices

AHCMOMZ204 - Undertake operational maintenance of machinery
AHCPGD201 - Plant trees and shrubs

AHCWHS101 - Work safely

AHCWRK101 - Maintain the workplace

HLTAIDO03 - Provide first aid
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SIT10216 Certificate I in Hospitality

The Certificate | in Hospitality is delivered within six months of commencement. This entry-level
qualification reflects the role of individuals who participate in a range of routine and predictable
hospitality work activities. They work under close supervision and are given clear directions to
complete tasks.

National Code SIT10216
Study Areas Hospitality
Study Level Certificate |
Study Type Local
Campuses Wongutha CAPS
Fees

Wongutha CAPS is funded by a combination of Commonwealth and state grants along with ABSTUDY
payment via Centrelink. Students are not required to contribute financially in the way of fees for any
of the courses or subjects offered at Wongutha.

Class Days
Week days

Course Length
Full time — 6 months

Campus
Wongutha CAPS

Study Pathways

SIT20416 - Certificate Il in Kitchen Operations
SIT20316 - Certificate Il in Hospitality

SIT20116 - Certificate Il in Tourism

Recognition of Prior Learning
Is available.

Accreditation

This course is government accredited and has national recognition
The qualification is aligned with the Australian Qualification Framework (AQF) level 1.

Version: 2017.5 File Location:  R:\1 VET Department Administration\1. RTO\Student hand book
Ownership: Wongutha CAPS Approved: Tim Ross (VET Coordinator)
Review Date: 2018 Page 19 of 26


http://www.boxhill.edu.au/courses/certificate-iv-in-business-bs425-d/#lengthofcourse
http://www.boxhill.edu.au/courses/certificate-iv-in-business-bs425-d/#course_campus
http://www.boxhill.edu.au/courses/certificate-iv-in-business-bs425-d/#whatfurtherstudyoptionswillihave
http://training.gov.au/Training/Details/SIT20416
http://training.gov.au/Training/Details/SIT20316
http://training.gov.au/Training/Details/SIT20116
http://www.boxhill.edu.au/rpl
http://www.boxhill.edu.au/courses/certificate-iv-in-business-bs425-d/#course_accreditation

Career Outcomes

This qualification provides a pathway to work in various hospitality settings, such as restaurants,
hotels, motels, catering operations, clubs, pubs, cafés, and coffee shops.

Possible job titles include:

” bar useful

” food runner

) glass runner
housekeeping assistant

“ kitchen steward

“ kitchen useful.

Units

Consistent with the qualification packaging rules, the units listed below will be delivered for this
qualification.

BSBWOR202 - Organise and complete daily work activit ies

BSBWOR203 - Work effectively with others

SITHCCCO002 - Prepare and present simple dishes
SITHCCCO003 - Prepare and present sandwiches
SITXCCS001 - Provide customer information and assistance

SITXFSAO01 - Use hygienic practices for food safety

SITXWHSO001 - Participate in safe work practices
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CPC10111 Certificate I in Construction

The Certificate | in Construction is delivered within 12 months of commencement. This qualification
provides an introduction to the construction industry, its culture, occupations, job roles and
workplace expectations. The units of competency cover essential work health and safety
requirements, the industrial and work organisation structure, communication skills, work planning,
and basic use of tools and materials. The qualification is built around a basic construction project
unit that integrates the skills and embeds the facets of employability skills in context.

The qualification is suited to VET in Schools programs or learners with no previous connection to the
construction industry or relevant employment history

National Code CPC10111

Study Areas Certificate | in Construction
Study Level Certificate |

Study Type Local

Campuses Wongutha CAPS

Fees

Wongutha CAPS is funded by a combination of Commonwealth and state grants along with
ABSTUDY payment via Centrelink. Students are not required to contribute financially in the
way of fees for any of the courses or subjects offered at Wongutha.

Class Days
Week days

Course Length
Full time — 12 months

Campus
Wongutha CAPS

Study Pathways

CPC20112 - Certificate Il in Construction

Recognition of Prior Learning

Is available.

Accreditation
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This course is government accredited and has national recognition
The qualification is aligned with the Australian Qualification Framework (AQF) level 1.

Career Outcomes

There are no specific job outcomes to this qualification, but the skills achieved will assist in
successfully undertaking a Certificate Il pre-vocational program or job outcome qualification, or will
facilitate entry into an Australian Apprenticeship.

Units
Consistent with the qualification packaging rules, the units listed below will be delivered for this
qualification.

CPCCCM2005B - Use construction tools and equipment
CPCCCM1012A - Work effectively and sustainably in the construction industry
CPCCCM1013A - Plan and organise work

CPCCCM1014A

Conduct workplace communication

CPCCCM2001A - Read and interpret plans and specifications

CPCCCM2004A - Handle construction materials

CPCCCM2005B - Use con struction tools and equipment

CPCCCM2006B - Apply basic levelling procedures

CPCCWHS1001 - Prepare to work safely in the construction industry

CPCCOHS2001A - Apply OHS requirements, policies and procedures in the construction industry

CPCCVE1011A - Undertake a basic construction project
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MEM10105 Certificate I in Engineering

The Certificate | in Engineering is delivered within 12 months of commencement. This entry-level
qualification is aimed at individuals entering the Engineering industries. It allows individuals to
develop basic skills and knowledge to prepare for work. They may undertake a range of simple tasks

under close supervision.

National Code MEM10105

Study Areas Certificate | in Engineering
Study Level Certificate |

Study Type Local

Campuses Wongutha CAPS

Fees

Wongutha CAPS is funded by a combination of Commonwealth and state grants along with
ABSTUDY payment via Centrelink. Students are not required to contribute financially in the
way of fees for any of the courses or subjects offered at Wongutha.

Class Days
Week days

Course Length
Full time — 12 months

Campus
Wongutha CAPS

Study Pathways

MEM20105 - Certificate Il in Engineering
MEM20205 - Certificate Il in Engineering - Production Technology
MEM20413 - Certificate Il in Engineering Pathways

Recognition of Prior Learning
Is available.

Accreditation
This course is government accredited and has national recognition
The qualification is aligned with the Australian Qualification Framework (AQF) level 1.
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Career Outcomes
This qualification provides a pathway to work in various engineering industries

Units

Consistent with the qualification packaging rules, the units listed below will be delivered for this
qualification.

MEMO03003B - Perform sheet and plate assembly

MEMO05004C - Perform routine oxy acetylene welding

MEMO5005B - Carry out mechanical cutting

MEMO5006C - Perform brazing and or silver soldering

MEMO05007C - Perform manual heating and thermal cutting

MEMO05012C - Perform routine manual metal arc welding

MEM11011B - Undertake manual handling

MEM12023A - Perform engineering measurements

MEM13014A - Apply principles of occupational health and safety in the work environment

MEM14004A - Plan to undertake a routine task

MEM15024A - Apply quality procedures

MEM16007A - Work with others in a manufacturing, engineering or related environment

MEM18001C - Use hand tools

MEM18002B - Use power tools/hand  held operations
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AUR10116 Certificate 1
Automotive

Vocational Preparation

This qualification is an introductory qualification to the automotive retail, service and repair
industries and an entry to further training in several sectors. It is designed for application in a highly-
supervised context, such as VET in Schools (VETIS) or other equivalent introduction or induction to
industry environments. The range of technical skills and knowledge is limited.

National Code AUR10116

Study Areas Certificate | in Engineering
Study Level Certificate |

Study Type Local

Campuses Wongutha CAPS

Fees

Wongutha CAPS is funded by a combination of Commonwealth and state grants along with
ABSTUDY payment via Centrelink. Students are not required to contribute financially in the
way of fees for any of the courses or subjects offered at Wongutha.

Class Days
Week days

Course Length
Full time — 12 months

Campus
Wongutha CAPS
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Study Pathways

AUR20716 - Certificate Il in Automotive Vocational Preparation

Recognition of Prior Learning
Is available.

Accreditation
This course is government accredited and has national recognition
The qualification is aligned with the Australian Qualification Framework (AQF) level 1.

Career Outcomes
This qualification provides a pathway to work in various Automotive industries

Units
Consistent with the qualification packaging rules, the units listed below will be delivered for this
qualification.

AURAEA001 Identify environmental and sustainability requirements in an automotive service or repair
workplace

AURASA001 Apply automotive workplace safety fundamentals

AURETRO003 Identify automotive electrical systems and components
AURLTAO01 Identify automotive mechanical systems and components
AURTTK002 Use and maintain tools and equipment in an automotive workplace

AURTTA002 Assist with automotive workplace activities

AURLTJO003 Remove, inspect and refit light vehicle wheel and tyre

HLTAIDOO3 Provide First Aid
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