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ECTARC Early Childhood Training And Resource Centre

Early Childhood Training And Resource Centre

The Early Childhood Training And Resource Centre (ECTARC) is a community owned not for profit registered training
organisation (RTO).

ECTARC is registered with the NSW Vocational Education and Training Board (VETAB), our National Training Informatic
{ SNIBAOS oO6b¢L{0 ydzYoSNJ A& dnoomo® +9¢! . O2yRdz00Ga | dzRAG &

Quality Training Framework (AQTF) standards. ECTARC is also a member of the Australian Council for Private Education
Training (ACPET) and participates in the ACPET Australian Student Tuition Assurance Scheme (ASTAS).

ECTARC is managed by lllawarra Area Child Care Ltd (IACC). IACC also manages 10 community owned child care servic
the lllawarra and Shoalhaven areas. The close working connection between IACC services, management and ECTAF
ensures that training provided continues to meet the needs of early childhood sector and regulatory bodies.

About the ECTARC Team

ECTARC has a dedicated team of people that aim to provide a high quality training experience for every student so they gair
the required skills and knowledge to deliver high quality care and education to children in the workplace. The Training &
Development Officers are qualified and have many years experience working in the early childhood industry. All Training &
Development Officers also hold the additional qualification of the Certificate IV in Training and Assessment.

Award Winning Training

The NSW Training Awards are conducted annually by the NSW STAT E FINALI ST
Department of Education and Training (DET) to recognise outstanding 2008 NSW TRAINING AWARDS

. . . N .. 2008 Small Training Provider of the Year
achievement in the vocational education and training sector. ECTARC

won the Innovative Business Award at the Australian Training Awards

in 2007. ECTARC has also received the following awards:
STATE WINNER

e NATIONAL FINALIST 2007 NSW TRAINING AWARDS

2007 Australian Training Awards 2007 NSW Small Training Provider of the Year
Small Training Provider of the Year

= STATE WINNEROO7 NSW Training Awards
Small Training Provider of the Year ZSU-I-U%-LEWWRIAFNN EAF&IARDS

L 2006 NSW Small Training Provider of the Year
= STATE WINNERO06 NSW Training Awards

Small Training Provider of the Year

s STATE FINALISZ005 NSW Training Awards
Small Training Provider of the Year

AUSTRALIAN TRAINING

AWARDS 7) 7

Innovative Business Award 2007
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iInformation

materials, study and support

, program

9/ ¢! w/ RSEAGSNEB | H6ARS @I Nikcladeshor? guestdiiis AahdR ABwWEre amultpl& MIdiseO S &
programs and workshops. There are also qualifications questions, case study evaluations, workplace
that have been customised to meet the needs of those  observations, demonstrations, written assessments,

people managing early childhood services. Different projects and/or reports. ECTARC can also customise
programs have different delivery methods: assessment tasks for students to meet individual learning

needs. Please call ECTARC to discuss the assessment
. Distance Study printed learning materials are methods for each program if you require more

posted to students. Learning materials are
comprehensive and no additional texts are
required. Assessment tasks can be emailed o
handwritten and mailed to the ECTARC office.

. Face to face workshops ECTARC releases a
workshop calendar each year that offers a diverse
range of workshops to meet the needs of early
childhood professionals. Often single units from
qualifications are presented as workshops.
Learning materials are presented on the day of the
workshop. If the workshop is designed to deliver

an accredited qualification, assessment tasks are

1Sy K2YS (2 oS8 02 YL

time.

Accredited vs Non Accredited Programs

An accredited course is approved by a state or territory
course accrediting body such as NSW VETAB (Vocatio
Education Training And Accreditation Board)ror a
course to be accredited, it must meet the standards
outlined in the AQTF 2007 Standards for State an
Territory Course Accrediting Bodies and the AQTF 200
Standards for Accrediting Coursédl accredited courses
are listed on www.ntis.gov.au Accredited courses can b
identified by the nationally recognised training logo. A
qualification such as a Certificate Ill, Diploma or
Statement of Attainment is issued on the successfu
completion of an accredited program.

Non accredited programs or workshops offer professional

development opportunities. A statement of attendance
is given to students that attend non accredited
workshops.

Assessment

Each qualification has a number of different units of
study which contain specific learning materials and
assessment tasks. Students are required to submit
range of assessment tasks for each unit which ma

r
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information.

Practical experience

Some qualifications require students to have-tbe-job
LIN} OGAOIFf SELISNASYyOSo®
qualifications this will mean that the student must have

access to a licensed child care service on a regular basis.

The onthe-job experience gives students the practical
WKIYyRa 2yQ &1 1Affa
notes on practicum under each qualification for more
information.

iKS
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Support provided by ECTARC

ECTARC has a team of Training and Development Officers

who have worked in the early childhood industry and
who also hold training qualifications. This is what makes
ECTARC so specialwe specialise in early childhood
training and development this is our focus. ECTARC is
part of lllawarra Area Child Care (IACC). Working so

closely with IACC services ensures that the ECTARC team

has current knowledge, skills and an understanding of the
issues facing staff in services.

Each student is allocated a personal Training and
Development Officer. You will receive the email address
of your Training And Development Officer so you can ask
questions and develop a relationship with this person.

An ECTARC Training and Development Officer is available

at all times during office hours, via telephone and email,
to answer questions and offer support. If you have a
question please call usyou are not alone throughout
your studies, and we are here and happy to help.

The ECTARC @Qme Forum is available to all students.
Students can participate and/or browse through the
range of early childhood and study discussions taking
LX I OS @ rfaz2 2y GKS 9/ ¢! w/
tual childcare centre which is a valuable learning re-
source for students.
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Recognition
Pathways

Credit transfer/advanced standing

If you have undertaken a unit of competency or
qualification  with  another Registered Training

Organisation (RTO) and have documented evidence of

your achievement (i.e. a Statement of Attainment/
Certificate/Transcript) you can apply foredit transfer/
advanced standing for the relevant assessment

outcomes/unit(s) of competency. Please send transcript

evidence with your enrolment form and we will notify
you of the credit transfer you have been awarded.
Recognition of Prior Learning (RPL)

Recognition of Prior Learning (RPL) is a process th
recognises people can learn informally through work anad

life experiences as well as through formal education and

training.

Evidence can be based on:

. formal training programs (e.g. professional
development workshops)

. paid or unpaid work experience

. community or voluntary work

. life experiences

. any combination of the above.

To be granted RPL you will need to provide ECTARC w
documented evidence that demonstrates you are able to
meet all the elements/performance criteria for a
particular unit of competency. This includes
demonstration of the underpinning knowledge, values
and attitudes as well as the practical skills required to
perform to the standard stated for that unit. If you feel
you are eligible to apply for RPL contact ECTARC for g
applicant's guide to the RPL process.

RPL

recognition of prior learning

RPL Workplace Assessment

This pathway is designed for candidates with some
industry experience (suggested five (5) years), who do
not hold the required formal qualifications and wish to
seek RPL for a number of units of competency. The RPL
Workplace Assessment process involves supplying
evidence (documentation, pictures, video, portfolio etc)
to establish that you have current skills that match the
competencies for each unit in a program. ARPL
Workplace Assessment Handbogkpurchased to assist
you to collect evidence. Once all evidence has been
collected an ECTARC Assessor will visit the workplace to
validate the evidence and assess the applicanithan

job.

An ECTARC Assessor will notify the candidate of the
unit/s in which they have been deemed competent. A list
of any units the candidate is required to study to
complete the program will also be provided. Any
remaining units will be studied via on and -tfi-job
training and assessment pathways.

If you feel you are eligible to apply for a workplace
assessment contact ECTARC for an information guide
which outlines the process in detail.

Early Childhood Training And Resource Centre
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general information

the early childhood training specialists

Entry Requirements, Client Selection
and Enrolment Policy

All students will be recruited in an ethical and responsible

manner. Our equity and access policy ensures that client

selection decisions comply with equal opportunity
legislation, AQTF standards and state/territory legislative
requirements.

All ECTARC programs recognise the need for flexibility

with respect to entry requirements. Applicants may be:

. school leavers

. persons already working in the industry sector
related to the proposed program of study

. mature age

For most programs theminimum requirement is

successful completion ofenglish (Year 10) or its
equivalent. If you are concerned about your eligibility to
enrol in a program, contact ECTARC for further
information.

Enrolment Fee

All programs incur an enrolment fee that is reviewed
annually. Se€&ee Schedulerochure for further details.

Other Expenses

Other expenses to be covered by ymayinclude:

. travel expenses (for example, for practicum or to
workshops)

. expenses related to the submission of assessment
tasks (posting assignments by mail)

. photocopying of your assessment tasks before
submission

. completion of a First Aid program¥ 2 NJ / KA {
Services programs only.

Program Fees

Program fees are detailed in théee Schedulbrochure
which can be obtained by phoning or emailing the

ECTARC office, or downloaded from the ECTARC website.
Please note fees are subject to variation as part of the
annual review of program costs. Current students will be
notified before any fee increases are introduced.

The number of units you need to complete may vary if
you receive exemption for some unitsplease refer to

the Recognition Pathways section for further
information. ECTARC also reserves the right to vary the
contents of all study programs and any changes may lead
to a variation in the number of units and/or the cost of
the program.

Program fees must be paid advanceand may be paid
by cheque, money order, credit card or by calling in to
our head office. Credit card facilities are also available by
telephone. Units will be sent once payment is received.

Refund Policy

The Enrolment Fee is non refundable, except where an
applicant does not satisfy the enrolment criteria, in which
case it will be refunded in full. If a student is accepted by
ECTARC and then elects not to participate in the program
then the enrolment fee is non refundable.

ECTARC will refund students on fees paid in the following
circumstances:

- If program units are returned in good condition
within 30 days of purchase refund less a 20%
administration fee

- Where a student has overpaid the enrolment fee/
unit charges full refund of the difference

- Where a program is cancelled by ECTARAI
refund

All refunds will be forwarded to the student within two
(2) weeks.

kR Rifgncsal Assistance

DET/Centrelink has a range of financial assistance
programs such as Austudy, Abstudy and Youth Allowance,
F2NJ St A3A0tS OtASydGa 2F [/ KA
important to recognise, however, that if you are in
receipt of an allowance or supplement from Centrelink,

you must fulfil your responsibilities e.g. continuous
enrolment, regular submission of assessments etc as the

Early Childhood Training And Resource Centre
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general information

award winning early childhood training

agency (ie. Centrelink) monitors all recipients to
determine continued eligibility. To see if you are eligible
for financial assistance please call Centrelink on 13 10 2
or visit www.centrelink.com.au.

1

The Enrolment Process

Step 1 Complete anECTARC Enrolment foreind a
Learning Needs Assessment Questionnaire
(Remember: you can commence your program of
study at any time throughout the year)

Step 2 Return theEnrolment formand Learning Needs

Assessment  Questionnaire (i 2 9/ ¢!

Warrawong office together with payment and

credit transfer evidence, ie transcripts etc.

w

PLEASE NOTE: All copies of qualifications an
transcripts must be signed by a Justice of the Peace that
has sighted the original document. Do not send original
copies of qualifications or transcripts to ECTARC.
Enrolments will not be processed if qualifications are
not certified.

d

Criminal History Check

Most states and territories throughout Australia have
regulatory and/or legislative requirements to protect the
interests of children, by setting standards that include the
requirement that 'fit and proper' persons be engaged in
prescribed childcare services. This requirement applies
equally to voluntary/work experience caregivers.

If you are enrolled in ahildren's servicegualification
and not currently employedéh the industry, you will need
G2 02 YLX BNISA yI3  W2A (K
attending practicum. A copy of the form is included in
the Practicum Handbogkssued when you notify ECTARC
of your practicum details. Contact ECTARC for furthe
details.

=

Dispatch of Learning Support Materials

Processing of enrolments and distribution of learning
materials takes 14 working days. If you have submitted
qualifications and transcripts for credit transfer

N rog
beforef R N:é: \leab

consideration the enrolment and distribution of learning
materials will take 21 working days. Your first package
will include the first units of your courseStudent
Information HandbookUnit Listand Student Units Order
Form You can commence study as soon as you receive
your package. You will be notified of your allocated
Training and Development Officer who will mark your
assignments and provide you with support throughout
your program.

Submission of Assessment Tasks

/S' gly send your completed assessment task/
assignments by mail, email or fax to your Training and
Development Officer. The assessment task/assignment
will be marked and returned with constructive comments
to supplement learning. Your Training and Development
Officer will be available on the telephone or via email
during business hours to answer questions, discuss your
program and give moral support!

All ECTARC vocational training programs are based on
national industry competency standards describing the
knowledge, understanding and skills you are required to
demonstrate to gain a qualification outcome.

PLEASE NOTE: Students must submit at least one
assessment task within a 12 month period or they will
be made inactive. To ractivate the enrolment the
student will be required to reenrol and pay another
enrolment fee.

Student Records

e ranscript of your academic record is
e%:tgg?lj atqlgme throughout your studies. Your

ECTARC Training and Development Officer will be able to
provide you with a progression transcript at no cost.

Access & Equity Policy

All ECTARC staff are required to act in accordance with
9/ ¢! Wode &f Practicand ensure that all students/
clients are made aware of their rights and
responsibilities. Th€ode of Practicean be viewed on
the ECTARC website at www.ectarc.com.au.

Early Childhood Training And Resource Centre 7
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general information

the early childhood training specialists

This means: are encouraged to contact ECTARC to raise any
complaint/concern and are to be reassured that their
« ECTARC offers additional language, literacy and complaint/concern will be dealt with:
numeracy support to students who enrol in a study
program. . promptly and efficiently
. in a fair and equitable manner
= Assessment tasks will be assessed flexgohaking . so as to respect confidentiality and ensure
Ayid2 1 002dzyG adGdzZRSy GaQ &LISOA Hpadtialify$s $nRiktained
. so that parties are informed regularly of action
« ECTARC has policies and procedures to ensure all being taken/progress
students receive appropriate welfare and guidance in a manner whereby follow up checks are made

throughout their program. All efforts are made to
offer a flexible method of assessment to enable
students to complete programs satisfactorily. Each

case is reviewed on an individual basis to determine
ng The formal appeals and complaints process is outlined in

the best solution. Please speak to an ECTARC Train
and Development Officer regarding your
requirements.

If you feel you require adjustments to your learning

materials or assessment tools, please indicate on the
enrolment form so ECTARC can customise your program

to meet your needs.

Welfare & Guidance Services

Should you require support in areas other than your
study, ECTARC can assist you to locate appropria
welfare and guidance services. A list of welfare anc
guidance services can be found on the ECTARC website

Disciplinary Procedures

ECTARC reserves the right to terminate the training and

or assessment of any student found guilty of academic

misconduct (e.g. plagiarism). This policy is set out i
detail in the Student Information Handboogiven to all
students upon enrolment.

Appeals & Complaints

ECTARC offers students the opportunity to appeal again
an assessment decision or make a complaint. Th
appeals and complaints process is considered a valuab
tool for management to improve the products, services
and business operations it delivers to students. Student

te
]

v

[}

le

at a later date to review the appropriateness of
solutions reached
- so that documented records are maintained.

detail in theStudent Information Handbodkat you will
receive on enrolment.

The ECTARC Library

The ECTARC library contains a range of specialist
resources that may be valuable to you during your study.
If you do not find the item you need in your local library
or workplace, the ECTARC library carries many of the
references listed in the learning support materials.
Details on how to join our library, borrowing rules etc are
available on the ECTARC website at www.ectarc.com.au.

University Advanced Standing

ECTARC qualifications are VETAB accredited and
nationally recognised. Universities are now offering
advanced standing for vocational education and training
qualifications. Each university has its own criteria for
assessing advanced standing. ECTARC recommends you
contact the university of your choice to discuss entry and
advanced standing requirements.

Early Childhood Training And Resource Centre
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distance study

commence at any time of the year

Enrolment

O S &nytimelotfe@ N T Ny

Certificate Il in
/| KAt RNByYy Qa {S

¢CKS /SNIAFTAOIGS LLL wwveewow KAEf RNBYQa { SNBAOSA A& |

n & Trareyg H H H .
nationally recognised qualification from them s e s Units studied for this program:
CHC08 Community Services Training . . . .
Pack -% 11 compulsory units and 4 elective units must be completed for this
ackage. —r qualification.
This qualification covers workers who use 1. HLTOHS3008ontribute to OHS processes
organisation policies, procedures and 2. CHCCN303&ontribute to provision of nutitionally balanced
AYRADGARdzZ f OKAf RNBY Q& LINBTACf Safoodipasafeikhygigncpaiygf x gA GASE |+ yR LJ
care to children, facilitating their leisure and play and 3. CHCFC3013upport the development of children
enabling them to achieve their developmental outcomes 4. CHCCS400/ork within a relevant legal & ethical framework
Depending on the setting, workers may work under direct >~ CHCCN301Bnsure the health & safety of children
supervision or autonomously 6. CHCCN302Rrovide care for children
' 7. CHCIC301bteract effectively with children
8. CHCPR30IANE gA RS SELISNASyOSa G2 adz
learning
Career prospects CHCPR303B $ #St 2L) dzy RSNEGFYRAYy3 2F
~ A " < PN men
¢.K S [ SNUAFAONU S. LLL A )f [ KAt B NS(??%%ILDﬁl%e?\ﬁyzg\respongtoc |Ic1aen &young peopT]S 2 L
wish to commence a career in the early childhood at risk

industry. Employers look favourably upon applicants who 17, HiTFA301B Apply First Aid

hold the Certificate Il qualification and often ask for it in

job advertisements for positions such as a Child Care glective units

Worker, Child Care Assistant, Playgroup Superviso

Family Day Care Worker, Recreation AssistaNanny, CHCCN305Rrovide care for babies

Mobile Assistant or Out of School Hours Assistant CHCRF511AVork in partnership with families to provide

(*some jurisdictions require CHC41208 Certificate IV in appropriate care for children

/| KAt RNByQa { SNIAOSA ECTARG & @IRORGBGFgticipriedndhnmgrk edilonNgst |

also offers thisprogram). CHCICSOZAqu?on .’IAboriginaI a?d/o[ Torres/’ S}rait Islandu )
FILYAEASE (2 LINLGAOALIGS Ay OKAfF

-
N

puj
> w»

Practicum Requirements 120 hours

30 hoursg 0-2 yearsg Infant practicum
30 hoursg 2-3 yearsg Toddler practicum
60 hoursg 3-5 yearsg Preschool practicum

Completion time

There are 14 units in the Certificate Il progragrthe
average time it takes to complete this program is twelve
months. The more time you allocate to study the quicke
the qualification can be achieved. However, please note
the whole Certificate Ill program must be completed
within two (2) years and regular submission of
assessment tasks is required.

Early Childhood Training And Resource Centre 9 Page www.ectarc.com.au



distance study

commence at any time of the year

Diploma of
/| KAt RNByQa { SN
(Early Childhood Education ands :

Vo
Educason & Trareyg

S

Care) CHC50908 Accreataton Board
This qualification covers workers in —===
E—

OKAf RNByQa &SNIAOSa

planning, implementing and managing
programs in early childhood services, in
accordance with licensing, accreditation and
duty of care requirements. At this level workers have
responsibility for supervision of other staff and
volunteers. In most states it is the highest qualification
required at director or service manager level for
OKAf RNBY Qa-bas&iNaeh OS OSy i NB

It is noted that whilst this qualification equips workers to
work with children from € years of age, some
workplaces and jurisdictions require workers to have
skills and knowledge to work with children in both early
and middle childhood (i.e. aged-12 years). Where
workers are required to work across the span of
development from €12 years (eg Outside School Hours
Care environment), candidates should receive training
and/or assessment across this broader span o
development and in addition to the qualification, be
awarded a Statement of Attainment for achievement of
the middle childhood development skill set (CHCFC5124
CHCFC513A, CHCFC514A, CHCFC515A).

Career Prospects

¢CKS S5ALX2YF 2F / KAfRNBYyQa
to take on a managerial or leadership role in an early
childhood service. The Diploma qualification is often
requested for the positions such as Authorised Supervisa

6/ KAt RNByQa {SNBAOS&a0: /
{SNBAOS&0: /[ KAtR /[ FNB 2
I KAt RNBy Qa { SNBAOSE 5ANBOI
] 22NRAYFG2NE DNRdzZLK ¢ SFHY / 2

Services) and Child Development Worker.

2

a

- INBS

f

r

2
u

I'1/ pndony 5ALX 2YI 27T I KAt RN
Childhood Education and Care). This unit can be
undertaken as a individual unit via distance study prior to
O2YYSyOAy3a GKS 5ALIX2YI 27

!/ K.

Practicum Requirements 120 hours

N‘%fhbﬁfgrsé/ OaZ &&%nfarﬁ/%oh'dler practicum

30 hoursg 2-5 years- Preschoolers

30 hours¢ must include a child with additional
needs (any age group)

30 hours- Service Management

Completion time

There are 18 units in the Diploma progranthe average
time it takes to complete this program is eighteen (18)
months. The more time you allocate to study the quicker
the qualification can be achieved. However, please note
the Diploma qualification must be completed within two
and a half (2%%) years and regular submission of
assessment tasks is required.

Enrolment

Any time of year.

Units studied for this program:

13 compulsory units and 5 elective units must be completed for this
ualification, %tudents must choose 5 electives from the elective units

t a a F2NJ LIS2LIX S oK2 gA
Please note CHCCN305A Provide care for babies must be completed to
dzy RSNI 1S GKS /1 /pndny 57\LJt2Y|

Chijldhoad Education and Care) qualification. Also a cert|f|ed of a

)équeN@e Seniét hré{Aldi e HLPFA3BL /ip
Nok pEedddied on donfplatidn. R NB y Qa I R @ 7\ a S NJZ

2Nkalyl3ISNE / KAt RNByQa { SNBAO
2 NR A yipqﬁd-ﬁelﬁmb[s@mwelmsa@ § hRaNY eIt Q 3

children

27F

2. CHCFC502Poster physical development in early childhood
3. CHCFC503Poster social development in early childhood
.. 4. CHCFC5048upport emotional & psychological development in
Prerequisite early childhood
~ ~ " < PR terc lo ntin early cl |Id,hood
¢KS /SNIAFTAOLGS LLL Ay /K)\ Iiﬂ gﬁ -BY AT 2%
O2YLX SUSR 08F2NB SyNBREfAyS3 ems‘*ﬂi R KES 5
Services. Please note:In some states, including NSW, CHCIC501A | v 38 OKAf RNByQa &SNIIAOSA
CHCCN5C Care for babies is a prerequisite for the address regulations & quality assurance
Early Childhood Training And Resource Centre 10 Page www.ectarc.com.au



distance study

start your early childhood career today

8. CHCIC510AEstablish & implement plans for developing
cooperative behaviour

9. CHCIC512APlan & implement inclusion of children with
additional needs

10. (;HCPRSQZEDIganise exvpehrie;nges to facilitatg & enhance
OKAf RNBYyQa RS@ESt 2LIYSyd

11. CHCPR509Bather, interpret & use information about children

12. CHCPR510Resign, implement & evaluate programs & care
routines for children

13. CHCRF511AVork in partnership with families to provide
appropriate care for children

Elective units

Choose 5 electives from this list of units.

1. CHCFC507A &S YdzaAr O G2 SykKlFyO0S (¢
development

2. CHCFC50882 4 i SNJ OKAf RNBy Qa | SaidkKS

3. CHCIC511#nplement & promote inclusive policies & practices

4 CHCORG611Lead & develop others in a community sector
workplace

5. CHCQM501B Facilitate an accreditation process

6. CHCORG28A Reflect and improve upon professional practice

7. CHCPOL402A Contribute to policy development

8. HLTHIR403B Work effectively with culturally diverse clients anc
co-workers

9. CHCORG61Manage a community sector organisation

10. HLTHIR404B Work effectively with Aboriginal and/or Torres
Strait Islander people

Early Childhood Training And Resource Centre 11 Page www.ectarc.com.au



distance study

award

winning early childhood training

Advanced Diploma of
| KAt RNByQa { SN S

¢ KS ' RO yOSR 5A LI 2um oo F
Services is a nationally recogniSeC e v

qualification from the CHC08 Community ——sm

Services Training Package. :':'

This program is for those people operating

at an advanced skills level to provide specialist service
act as a resource for other workers, provide practice
supervision of staff including volunteers, work intensively
with clients and work with clients with complex needs.

Career Prospects

Enrolment

Q)¢

Ady tilnelof Gedl H 1Y

| KAt RNBYy Q&
Units studied for this program:

7 compulsory units and 6 elective units must be completed for this

qualification.
L BSBMGT608Banage innovation & continuous improvement
2 2, CHCCS5024aintain legal & ethical work practices
3. CHCCS6044anage the delivery of quality services to clients
4. CHCORG6114ad & develop others in a community sector

o

6.

7.

workplace

CHCORG620®%omote & represent the service
CHCORG624%ovide leadership in community services
delivery

CHCORG627B Provide mentoring support to colleagues

¢tKS ! ROFYOSR S5ALX2YF 2F [/ KAfRNByQa {SNBAOSa Aa T2NJ
people who may wish to be employed as a Service Elective units

Director, Child and Family Support Service Coordinator,

/| KAf RNByQa {SNIBAOS& [/ 22 NRA ¢heoge 8 aegtivepimy thiglisyoQufitsdza A 2 Y { dzLILI2 NI

Facilitator. The Advanced Diploma qualification is often
the minimum requirement for a position as a Service
Director.

Prerequisite

CKS S5ALIX 2YLI 2F / KAt RNByYQ
Education & Care) or equivalent must be completed
0ST2NB SyNRffAy3a Ay (KS
Services.

Practicum

No practicum required.

Completion time

There are 13 units in the Advanced Diploma progmam
the average time it takes to complete this program is one
(1) year. The more time you allocate to study the quicke

the qualification can be achieved. However, please note

the whole program must be completed within two and a
half (2%2) years and regular submission of assessme
tasks is required.

1.

NookownN

X A
8

ROI

{ S RO S &
y Graplandsr Reple o vy

CHCCN520C Advocate for the rights and needs of children and

young people

CHCFC520C Promote the ethical understandings of children

/1 /LbCcnn/ alyl3s GKS 2NHIyAal (A
PSPMNGT605A Manage diversity

CHCORGA428A Reflect and improve upon professional practice
CHCORG610A Manage organisational change

CHCIC302A Support Aboriginal and/or Torres Strait Iglander .

O LNKIBA OV LK K 6 RAK/2 QKA £ F
HLTHIR404B Work effectively with Aboriginal and/or Torres

2F |/ KAt RNByQa

Please notea certified copy of @urrentthe Senior First Aid certificate
HLTFA301B Apply First Aid must be presented on completion.
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upgrade

upgrade to a higher qualification

Update

your gualification

Do you hold any of the following qualifications?

. IV onnnu [/ SNIAFAOLIGS LL
. CHC30399 Certificate Il in Community Service
6/ KAf RNByQa { SNBAOSa&vL
. Associate Diploma in Social Studies (Child Studie

G2 GKS 5ALX2YIF 2F [ KAfRF
. Certificate of Child Care Studies (CCCS)
. Child Care Certificate (CCC)
. /1] pnodd 5ALX 2YI 27T
(Community Services)
. /'l / pnonu S5ALIX2YI 2F [ KA

You can update your qualification at any time to either

S

5)

L Ay

Have you completed a
gualification prior
| KAf RN®ZQDO?{ SNIBA OSa

]

NBy Qa { SNDA C)%és

/| KAf RNBy Qa {tmz'n\()éa

Do you want to update your

CRNBY Q3 " H&fiCaion?

GKS /SNIAFAOIGS LLL Ay [/ KAftRNByQa {SNWBAOS& /1/onTtny 2
S5ALX 2YIF 2F / KAfRNByQa {SNBAOSA 09I NI @& /lKAt RK22R 9RdzOI A
& Care). To update your qualification you may like to firs
look at Recognition of Prior Learning (RPIf)you have Yes
been working in the early childhood industry for a
number of years you may have the knowledge and skills l
to be assessed as competent for some units. See the
section on RPL on page 5 of this booklet for more Call ECTARC today to
information. Alte_rnatl\_/ely, units can be compl_eted by discuss how you can
correspondence via distance learning to achieve the e .
Diploma qualification. upgrade your qua“flcatlon-

An ECTARC Training & Development

Officer will explain the different study

options such as RPL Evidence Assess-

ment, RPL Workplace
Assessment and units completed
via distance study.
Next
Enrol with ECTARC.
Enrol at any time of the year.
Early Childhood Training And Resource Centre 13 Page www.ectarc.com.au



distance study

start your early childhood career today

Units studied for this program:

Certificate Il in
Community Services
CHC20108

5 compulsory units and 6 elective units must be completed for this
qualification.

NSW Vocatinnnel 1

e CHCCS211epare for work in the community sector
Eoucason & Traneyg

The Certificate 1l in Community Services s Azmatnion bard 2. CHCCOM201Communicate with people accessing the services

nationally recognised qualification from the s of the organisation
3. CHCORG201Rollow policies, procedures & programs of the

CHC08 Community Services Trainir ——= organisation
Package. A 4, CHCORG202ork with others

) o ) ) 5. HLTOHS200Rarticipate in OHS processes
This qualification is appropriate for support

workers, case workers and client contact officers and
generally, these positions have direct contact with clients,  Electives
identify presenting needs and refer to appropriate

services and support. Choose 6 electives from this list of units.
Career prospects 1. CHCFC3018upport the development of children
2. CHCIC2018ommunicate with children

The Certificate 1l in Community Services is for people wh CHCPR30IANE A RS SELISNASyOSa (2 ada.
wish to commence a career in community services. The learning .
ECTARC Certificate Il in Community Services has been CHCCN301&nsure the health & safety of children

Vo

P

tailored to be offered as a VET in schools program for 2' HLTFABOlBg’"” First Aid o |
atdRSylGa slyGay3a G2 62N Ay *>OKKERNEPRIY S ERNY YE § ¥gno people
" . . . . 7. CHCCOM302Communicate appropriately with clients
The Cgrtlflcate Il in Community Services is for people who o CHCGROUP30EDpport group activities
may wish to be employed as a community care worker 9 CHCNET301Rarticipate in networks
nelghbourhoo_d. centre  worker, . residential support 10. CHCADMIN305®Work within the administrative protocols of
worker, Aboriginal or Torres Strait Islander community the organisation
development worker, indigenous youth worker, youth 11.  CHCIC302/upport Aboriginal and/or Torres Strait Islander )
worker or juvenile justice officer. FrYAEASa 02 LI NUAOALI OGS Ay OKACLF

Practicum Requirements

Students must have access to a community service
organisation to undertake the practicum component of
the program. 40 hours of practicum in a community
service must be completed for this qualification.

Completion time

There are 11 units in the Certificate Il program. The
average time it takes to complete this program is one (1
year. For VET in school students the program is normally
conducted over 24 months in Years 11 and 12. Pleas
note that the whole program must be completed within
two (2) years and regular submission of assessment tasks
is required.

@D

Early Childhood Training And Resource Centre 14 Page www.ectarc.com.au



ECTARC is an award winning BTO that specialises in
early childhood training and professional development.




distance study

commence at any time of year

Certificate IV in Enrolment
/| KAt RNBy Qa { SN S & Any time of year.
(Outside school hours care) — ——
5 nnAYm'r'l
CHC41208 @ Units studied for this program:
A ~ 7 < i A e — - ~ ~ < = A
¢KS [/ SNUAFTAOFIUGS L + g [ KA fi2RdNEsIS6rQuits afd & dEEE WIS dust be completed for this
(Outside school hours care) qualification i = qualification.
for workers who conduct vacation programs
as well as before and after school care 1. CHCCHILD401dentify & respond to children & young people
activities for children of school age. at risk
2. CHCCN301Ensure the health & safety of children
Outside school hours care workers: 3. CHCCN3038ontribute to provision of nutritionally balanced
» plan activites and provide care to children, food in a safe & hygienic manner
facilitating their leisure and plan and enabling them 4. CHCCS400A0rk within a relevant legal and ethical framework
to achieve their developmental outcomes 5. CHCFC3013upport the development of children
« may work under direct supervision or autonomously 6. g;ggig&iog‘::po“ children to participate in outside
- may have some supervisory responsibilities for 7. CHCOSHC402%velop and implement activities in outside
volunteers and other workers. school hours care
8. CHCOSHC403¥ork effectively with children in outside school
hours care
Career Prospects 9. CHCPR30IANE A RS SELISNASYyOSa (2 &dzLu
learnin
Employment prospects for people holding the Certificate 10. HLT,:A%mgpmy first aid
L+ A )/ /| KAt RNB )/ Qa { S NJZ}\ 0Sa 10 h dﬂflﬂéﬁno&grk eféc@efﬁ/ RitR éulturaligl Avetzbldients OF NB 0
qualification include assistant OSHC coordinator, mobile and coworkers
assistant, OSHC assistant, OSHC supervisor/coordinator, 12.  HLTOHS3008ontribute to OHS processes
play leader, program leader, recreation assistant
recreation leader, team leader or vacation care  Electives
supervisor.
Choose 4 electives from this list of units.
; 1. CHCIC3028upport Aboriginal and/or Torres Strait Islander
Practicum FlLYALEA gpé G zg LI NIAOALI GS Ay OKATLF
. 2. CHCORG502A0rk autonomousl
180 hours with €12 years 3. CHCCN302Rrovide care for chilgren
4. CHCORG303articipate in the work environment
5. CHCRF511Work in partnership with families to provide
Completion time appropriate care for children
6. CHCIC512Rlan & implement inclusion of children with
¢CKSNBE INB wmMc dzyAda Ay GKS /[ SHditenFeeds 6 S L+ Ay / KAfRNBYyQ
Services (Outside school hours care) proggastudying
an average of 1.5 units per month will allow you to Please notea certifieq copy of @urrentthe Senior First Aid c_ertificate
. . HLTFA301B Apply First Aid must be presented on completion.
complete the Certificate IV program in one (1) year. The
more time you allocate to study the quicker the
qualification can be achieved. However, please note the
whole Certificate IV program must be completed within
two and a half (2.5) yearand regular submission of
assessment tasks is required.
Early Childhood Training And Resource Centre 16 Page www.ectarc.com.au



distance study

early childhood - a rewarding career

Dip|0ma of Completion time

/| KAt RNByQa { SN SE& ¢k&NB INB My dyAda Ay (KS 57
(Outside School Hours Care) i (Outside School Hours Care) program. Studying an
CHC51008 Etmm e Diplomawitin 1 year. The more fime you allocats t
ks saen er o0 S (REETAEHE o b e

School Hours Care) program is for worket

who have the responsibility for the dag-

day management of a before and after

school care and/or vacation care service, including
planning, implementing and managing programs which
address licensing, accreditation and duty of care
requirements. At this level workers have responsibility
for supervision of other staff and volunteers.

Career Prospects

In most states this Diploma is the minimum qualification
required under the national standards for outside school
hours care coordinator positions.

Employment prospects for people holding the Diploma of
/| KAf RNBy Qa { SNIBA OSa 6 h dzi
qualification include director, group coordinator, group
leader, outside school hours care coordinator, outside
school hours care worker, program leader, service

director, service manager, team leader or vacation care

coordinator.

Prerequisite

¢KS /SNIAFAOFIGS L+t 2F [ KA
Hours Care) or equivalent must be completed before
SYNRtftAYy3 Ay GKS S5ALIX 2YI
School Hours Care).

Practicum

180 hours with 612 years
30 hours must include a child with additional needs (any

age group).

Enrolment

Any time of year.

be completed withintwo and a half (2.5) yearand
regular submission of assessment tasks is required.

Units studied for this program:

11 compulsory units and 7 elective units must be completed for this
qualification.

1. CHCCN511A Establish & maintain a safe & healthy environment
for children
2. CHCFC512Foster physical development in middle childhood
3. CHCFC513poster social development in middle childhood
4. CHCFC5148upport emotional & psychological development in
middle childhood
5. CHCFC515Aoster cognitive development in middle childhood
6. CHCIC501AF vy 38 OKAf RNByQa &aSNWAOSa
address regulations & quality assurance
& N.R S cHC{cUKeRtabliEh & imperaiei Bblans forl dBl&ofing
cooperative behaviour
8. CHCIC512APlan & implement inclusion of children with
additional needs
9. CHCPOL504Bevelop & implement policy
10. CHCPR510Resign, implement & evaluate programs & care
routines for children
11. CHCRF511AVork in partnership with families to provide
appropriate care for children
Electives
f RNByQa {SNBAOS& 6hdziaARS { OK:
Choose 7 electives from this list of units.
2F / KAfRNByQa { SNBAOSa o6hdziaa
1. CHCFC507A &S YdzAA O G2 SyKlIyOS OKAfR
development
2. CHCFC520@romote the ethical understandings of children
3. CHCORG506mbordinate the work environment
4. CHCFC50882 8 i SNJ OKAf RNByQa | SadKSGAC
5. CHCIC§11nmplep1enE & promote irlclus[ve pvoIiAcies & practices
AY OKAf RNBYyQa aSNWAOSa
6. CHCORG611kead & develop others in a community sector
workplace
7. CHCPR5098ather, interpret & use information about children
8. HLTHIR404BVork effectively with Aboriginal and/or Torres

Strait Islander people

Please notea certified copy of @urrentthe Senior First Aid certificate
HLTFA301B Apply First Aid must be presented on completion.

Early Childhood Training And Resource Centre
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distance study

commence at any time of the year

Certificate IV in
Frontline Management

Y

BSB40807 L)
y . G ey
¢2RF&8Qa al yl3ISNE ySSwR=GYy

knowledge in people management, finance —_—
OH&S, leadership, marketing, busines =
planning and industrial relations. The
Certificate IV in Frontline Management
gives Owners, Directorbjanagers and Supervisors new
and improved leadership and management skills in thes
areas. People who assess or coordinate the work ¢
other employees are ideal
Management qualification.

This qualification reflects the role of individuals who take
the first line of management in a wide range of
organisational and industry contexts. They may hav
existing qualifications and technical skills in any give
vocation or profession, yet require skills or recognition in
supervisory functions.

Study this program if you want to
® become an effective team
supervisor

be a proactive and innovative contributor

be recognised as someone who can plan an
consistently reach their goals

develop an effective and efficient teaoriented
environment achieve greater profits and strategic
outcomes.

leader/coordinator/

Assessment

This program is designed for people who are currently
employed in a workplace. Many of the assessmen
activities require that the student have access to 4
workplace.

Completion time

There are 10 units in the Certificate IV in Frontline
Management program. Each unit takes approximately 2
hours to complete. If you allocate 10 hours per week tg
study you would complete the Certificate IV program in 5

months. The more time you allocate to study the quicker

the qualification can be achieved.

candidates for a Frontline

11

-

t

Enrolment

Commence at any time of the year.

K [Ugis stugied fof thiszprogran R

BSBMGT401A Show leadership in the workplace
BSBMGT402A Implement operational plan
BSBOHS407A Monitor a safe workplace
BSBWOR402A Promote team effectiveness
BSBLED401A Develop teams and individuals
BSBFIA402A Report on financial activity
BSBMGT403A Implement continuous improvement
BSBRSK401A Identify risk and apply risk management
processes

BSBWOR401A Establish effective workplace relationships
BSBWOR404A Develop work priorities

©ONOUAWNE

©

Early Childhood Training And Resource Centre
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face to face

attend a workshop to achieve your qualification

Certificate IV in Units studied for this program:

Training & Assessment

1. TAAENV401A Work effectively in VOCET
TAA4O 104 2. TAAENV402A Foster and promote an inclusive learning culture
NBW Vocstional 3. TAAENV403A Ensure a healthy and safe learning environment
Toucston & Trareg 4., TAAENV404A Develop innovative ideas at Weldctive)
Accrediston Board 5. TAADES401A Use training packages to meet client needs
The Certificate IV in Training anc = 6. TAADES402A Design and develop learning programs
Assessment TAA40104 applies to: = 7. TAADELA401A Plan and organize group based delivery
8. TAADEL402A Facilitate group based learning
® individuals seeking to undertake 9. TAADEL403A Facilitate individual learning
training and assessment qualifications 1‘; Kﬁggig;ﬁ Z'a” and °fgar;ise assessment
. . ssess competence
and units of competency 12. TAAASS403A Develop assessment tools
® individuals undertaking professional or staff 13.  TAAASSA404A Participate in assessment validation
development 14. BSBCMN404A Develop teams and individuals (or as determined

AT . in consultation with participant/sfelective)
® ndividuals seeking to extend, enhance and

complement existing qualifications

® RTO staff intending to deliver and/or assess the
TAAO4 Training and Assessment Training Package
e 30FFF 2F we¢ehQa YR 20GKSNJ 2NHIyAalGAz2ya LINRPJARAYZ
training and assessment to internal staff and/or
external clients (in Training Package qualifications).

Completion time

The Certificate IV in Training and Assessment is a 12
month face to face program The full program takes
approximately 140 hours to completel12 hours in the
classroom and 28 hours of g@ghe-job assessment.

Assessment

For this qualification you will be required to submit a
range of assessment tasks that may include conducting
demonstrations, completing activity sheets and case
studies, project work and reporting, oral question and
answers, written question and answers, group project
and report development, documented plans and
simulated workplace activities. Please note

assessments can be customised to meet individual
student needs.

Enrolment

Contact ECTARC for upcoming commencement dates.

Early Childhood Training And Resource Centre 19 Page www.ectarc.com.au



distance study

study a single unit for your professional development

Statement of Attainment
in Nutrition & Menu Planning
HLTNA302B

NSW Vocatinnal

Educason & Trarey

Accrectaton Board

This program has been customised to mee =

the training needs of early childhood staf =

to assist with the planning and evaluation o

meal plans and menus to meet the

nutritional needs of infants and children in centre based
care and family day care facilities. Learning materials
are in a form that is suitable for people who work, or

who are planning to work, in an early childhood setting.

The program is accredited and nationally recognised
based on competency HLTNA302B: Plan and evaluat
meals and menus to meet recommended dietary

guidelines. This qualification is appropriate to meet
DoCS and accreditation requirements.

Completion time

Approx. 6 hours to complete Please note: whole unit
must be completed within twelve (12) months.

Enrolment

Any time of year.

Topics covered include:

Nutritional goals and policies for child care services
Menus: An introduction to the principles of menu planning
Nutrition

Applying menu planning principles

Managing food budgets

Menu planning in steps

©CONoOGOA~WNE

Statement of Attainment
in Safe Food Handling

HLTES207B
SITXOHS002A vt T
=

—_—

This program is designed to ensure hygien
food handling practices and food safety arec
maintained in the preparation and service
of food at your service.

Whilst completing the program, you will develop skills
and practical knowledge relevant to your service routine
as the program has been customised to meet early
childhood industry needs.

The program accredited and nationally recognised based
on the competencyHLTFS207B: Follow basic food safety
practices. This qualification is appropriate to meet DoCS
and accreditation requirements.

Completion time

Approx. 6 hours to completePlease note: whole unit
must be completed within twelve (12) months.

Enrolment

Any time of year.

Topics covered include:

1. Food hygiene and the law

2. Food unfit for consumption spoiled food; food capable of
causing iliness

Evaluating the menu 3. Food poisoning
Standardising recipes 4. Personal hygiene
Resources 5. Safe work practices with food
6. Cleaning, sanitation and waste disposal
7. Pest control
Early Childhood Training And Resource Centre 20 Page www.ectarc.com.au



distance study

commence at any time of the year

Food Safety Supervisors Completion time

Program Approx. 20 hours to complete (this includes practicum

hours). Please note: whole unit must be completed

AW Yosshona! within twelve (12) months.
Under the Food Act 2006, all serviceGo oo

providing food will be required t0 have a —

Food Safety Supervisor on the premises k '?- Enrolment
early 2008. A Food Safety Supervisor mu -
be reasonably available at all times o, * Any time of year.

service operation. This program is designed

to ensure hygienic food handling practices and food
safety are maintained in the preparation and service of  Topics covered include:
food at your service.

1. Legal requirements for food safety
To be a Food Safety Supervisor you must complete 3 2. Safe work practices with food
units from the Health training package: 3. Cleaning, sanitation and waste disposal
4. Food safety programs
5. Food safety records required
HLTFS207B Follow Basic food safety practices 6. Preventing food poisoning
HLTFS309B Oversee the dayday implementation 7. Personal hygiene
of food safety in the workplace 8. Food safety hazards
. 9. Pest control
3. HLTFS310B Apply and monitor food safety 10.  Implementing auditing

requirements

This program is for the cook, Director or nominated
person who is responsible for the supervision of meals for
children in Long Day Care, Vacation Care or Family Day
Care services.

Upgrade option

Persons who have completed an accredited Safe Food
Handling program can upgrade to the Food Safety
Supervisor qualification by undertaking part of the
program. Contact ECTARC for details.

Practicum
Participants will require access to a child care service that

provides food for clients for a minimum of 4 to 5 hours to
complete practicum requirements.

Early Childhood Training And Resource Centre 21 Page www.ectarc.com.au



distance study

study a single unit for your professional development

Statement of Attainment

in CHCCHILD401A
Identify and respond to
children and young people

NSW Vocational

Eoucason & Trarery

Accredtston Board

at risk J—
-
' YRSNI GKS b{?2 | KAt RNB Y ¢

Regulation 2004 (Sect 15, 2e), Authorised Supervisors a
required to successfully complete a course in child
protection. The Statement of Attainment in
CHCCHILD401A Identify and respond to children an
young people at risk qualification meets this regulatory
requirement.

Completion time
Approx. 20 hours to completePlease note: whole unit

must be completed within twelve (12) months.

Enrolment

Any time of year.

Topics covered include:

The CHCCHILD401A distance study and workshop programs will cover
the following elements:

1. Implement work practices which support the protection of children
and young people

This includes:
understanding the different forms of abusephysical, sexual,
emotional, neglect and domestic violence

{e@gqi‘g@g\in@cgtgs, recognising risk factors in family situations
etc

understanding the effect of abuse on children and young people
responding to disclosure in accordance with accepted standards
and techniques

reviewing appropriate information gathering techniques
importance of confidentiality and understanding own level of
responsibility.

. Report indications of possible risk of harm

This includes understanding the learner's role in identifying and
reporting incidents; reviewing relevant state legislation and

understanding mandatory notification implications; understanding

accurate recording of relevant specific and general circumstances
surrounding risk of harm; understanding service's policy and
procedures for reporting to relevant authorities.

. Apply ethical and nurturing practices in working with children and
young people

This includes:

responding to unethical behaviour of others

recognising indicators for potential ethical problems

developing ethical and nurturing practices in accordance with
professional boundaries

Identifying and seeking support for issues of ethical concerns.

Early Childhood Training And Resource Centre

22 Page

www.ectarc.com.au



distance study

commence at any time of the year

Statement of Attainment Completion time

in CHCORG14B
Manage a Service Organisation

Approx. 120 hours to completePlease note: whole unit
must be completed within twelve (12) months.

NSW Vocatinnal
Lnu—.gunaha'rq
Management Training is a requirement fori==xion b

approval as an Authorised Supervisor unde ——s==
Clause 15 (3) (@)(ig ¥ G KS b {2 = R NBphyfithe of year.
Services Regulation 2004. hecaes

Enrolment

. People who were approved and employed as an . Coordinating organisational planning
Authorised Supervisor in NSW when the . Designing and implementing the structures and process of the
Regulation came into effect on 30 September organisation )
2004 continue to be accepted as meeting the . Implementing evaluation processes
i ) p 9 . Enabling the organisation to meet legal requirements
requirements of this clause. . Establishing the profile of the organisation and marketing its
services
. People who werenot approved and employed as . Giving direction for the effective management of the

organisation

an Authorised Supervisor when the Regulation Managing changes in the organisation

came into effect on 30 September 2004, and who
wish to be approved as an Authorised Supervisor
at a service licensed under the 1996 Regulation
must successfully complete the management
training by 1 January 2006.

. People who werenot approved and employed as
an Authorised Supervisor when the Regulation
came into effect on 30 September 2004, and who
wish to be approved as an Authorised Supervisor
at a service licensed under the 2004 Regulatior
are required to successfully complete the
following training prior to being approved as the
Authorised Supervisor.

The training required is CHCORG14A or CHCORG14B
Manage a Service Organisation. = The competency
CHCORG14A or CHCORG14B Manage a Service
Organisation is the approved course unit and this unit
meets the requirements foboth units (ie management
and administration) referred to in the clause.

Assessment

There are a number of written assessment tasks for this

unit such as

. documenting systems and processes
. budgeting reports and

. managerial reports.
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