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THE SALAMANCA TRAINING CENTRE

The Salamanca Training Centre is a consultancy company specialising in project management and the development and management of assessment frameworks for enterprises across a wide range of industry sectors. In addition to providing consultancy services, the company has achieved national recognition as a Registered Training Organisation (RTO).

Established in 1990, The Salamanca Training Centre has quickly established a broad client base including major national and state based retailers, training providers, small businesses, secondary schools and industry and government agencies.  

Management
The Salamanca Training Centre’s Director and Senior Consultant, Brad Blackaby manages the organisation, assisted by a small team.  Brad has developed and maintained a long-standing relationship with key organisations involved in training reform and business development.  His fifteen years project management experience includes strategic work with a significant number of government agencies and corporations including:

· Australian National Training Authority, 

· Australian Broadcasting Commission,

· Vodafone Australia,

· Commonwealth Bank of Australia,

· Department of Employment Workplace Relations and Small Business,

· University of Tasmania,

· Tasmanian State Training Authority

Currently, Brad oversees and monitors all projects contracted to The Salamanca Training Centre whilst providing a personal consultancy to a small number of clients.  

Brad is widely recognised for his knowledge, experience and understanding of the issues associated with holistic enterprise based approaches to competency training and assessment, as well as the implementation and customisation of training packages.

	
	Code of Professional Behaviour / Ethics Statement

Salamanca Training Centre is a business dedicated to the pursuit of excellence in the areas of Training, Personal and Professional Development.

The emphasis is on people, support for the individual ultimately leading to enhanced skills that are valuable to organisations.

All Salamanca Training Centre consultants are required to sign confidentiality statements and non-disclosure agreements prior to commencing projects and conduct business under the auspice of a Code of Practice.

	


WHAT IS VOCATIONAL EDUCATION AND TRAINING?

Because it locates learning in the workplace, it is different from traditional training programs.  It is essentially a program of guided self-learning.  It is not a training program (although training may play a part in bringing individual levels of competence up to the required competency standard).  Being a program of guided self-learning, participants are able to develop competencies at their own pace.

The program also provides the opportunity to recognise skills and knowledge that people have already obtained, Recognition of Prior Learning (RPL) and current competency,  Recognition of Current Competency (RCC). 

KEY FEATURES OF THE BUSINESS SERVICES TRAINING PACKAGE

The great majority of units in the Business Services Training Package are at the levels of Certificate IV and Diploma, reflecting the increasing needs and challenges for management across all the fields.

Competencies for managers, at the head of operations level, are relatively new to Australia, and have required some revisions to ensure that programs fully integrate theory and practice and involve the assessment of competency in the fullest sense.

Salamanca Training Centre offers a range of Vocation Education and Training Programs to meet work place needs though the Business Services Training Package.  This package of qualifications at the Certificate IV and Diploma level is ideally suited to business needs and reflects requirements expressed by businesses through-out Australia.
Flexibility and responsiveness

The Business Services Training Package contains qualifications that are capable of responding to the requirements of many different markets, locations and businesses, and groups of students and individuals seeking to use it.

Fundamental work skills

Developing the basic skills required for work in business is the core of the Business Services Training Package. 

WHO ARE BUSINESS MANAGERS?

Business managers are those individuals who play a key role in any organisation.  They include supervisors, forepersons, project managers, team leaders and office coordinators.

RECOGNITION OF PRIOR LEARNING (RPL) AND RECOGNITION OF CURRENT COMPETENCY (RCC)

RCC will be conducted to ascertain the level of competence related to the performance criteria and identify the level of assistance required for the Qualification.
Recognition of current competency (RCC) is the initial process of identifying and establishing which current competencies the participant already holds.  The participant then has the opportunity to identify any competencies, which need to be developed during the course of the program.

This process can reduce the number of training sessions, assessment tasks or coaching sessions required to attain a qualification.

Recognition of Prior Learning is conducted through the national Recognition of Prior Learning (RPL) and Recognition of Current Competency (RCC) process.  It is offered to assist those who may have previous experience or skills to gain recognition and formal qualifications without repeating or undertaking unnecessary training.  Training should not cover what can already be done, but focus on work, personal or career requirements of the Participant.

Recognition of Prior Learning (RPL) and Recognition of Current Competency (RCC) will enable Participants to:

· Receive recognition of current levels of skills and knowledge

· Increase understanding of how to achieve qualifications

· Improve Participant’s confidence in the level of skills and knowledge 

· Undertake fewer modules of training by gaining ‘credits’

· Save time

· Gain recognition in an organisational setting that is accepted by the wider local and national sphere

· Receive a qualification sooner

ISSUANCE OF QUALIFICATIONS
The Salamanca Training Centre issues Qualifications and statements of attainment to Participants who meet the required outcomes of a Qualification or unit of competency, in accordance with all appropriate National Guidelines.  
The qualifications are recognised throughout Australia.
RECORD KEEPING
The Salamanca Training Centre keeps complete and accurate records of the attendance and progress of Participants and provides copies of these records to Participants on request.

QUALITY CONTROL
The Salamanca Training Centre seeks feedback from Participants and clients on their satisfaction with services they have received and seeks to improve its services in accordance with their expectations.

THE QUALIFICATIONS

Certificate III in Business

Learning Outcomes

The learner will develop skills and knowledge to enable them to:

· Exercise initiative in a business environment
· Organise personal work priorities and development

· Contribute to personal skill development and learning

· Organise workplace information

· Produce business documents

· Maintain business resources

· Deliver and monitor a service to customers

· Maintain workplace safety

· Support innovation and change

· Support leadership in the workplace

· Contribute to effective workplace relationships

· Participate in work teams

· Support operational plans

Frontline Management Certificate IV 
Learning Outcomes
The learner will develop skills and knowledge to enable them to:

· Organise their work priorities

· Show leadership in the workplace with both teams and individuals
· Manage workplace relationships effectively
· Implement operational plan developed for the workplace
· Coordinate the implementation of customer service strategies

· Monitor a safe workplace 

Business Management Certificate IV
Learning Outcomes
The learner will develop skills and knowledge to enable them to:
· Lead and develop work teams and individuals

· Promote innovation and change

· Maintain business technology and coordinate business resources 
· Coordinate implementation of customer service strategies
· Develop work priorities

· Analyse and present research information

· Maintain business technology

· Report on financial activity

· Promote products and services

· Monitor a safe workplace

· Promote innovation and change
Business Management Diploma
Learning Outcomes
The learner will develop skills and knowledge to enable them to:
· Market services and concepts to internal customers

· Manage people performance

· Prepare and manage budgets and financial plans

· Ensure a safe workplace

· Recruit, select and induct staff

· Manage quality customer service
· Conduct and manage projects
DELIVERY MODES

An association between the units of competency and an individual’s career, workplace, or employment status (eg full time or casual) is made to enhance the relevance of training to the individual.

Option One – Self Paced
A self paced program which provides the organisation and the training participant flexibility and control over the learning process and time-frame in recognising their competencies in the workplace and in developing skills to meet their needs.
The methods by which learning outcomes are achieved and the order of module completion will be customised to meet participant needs or specific workplace requirements.  
Generally those completing a Certificate IV program require eight Assessor/Coach meetings and those undertaking a Diploma require ten Assessor/Coach Meetings.

Each meeting takes approximately one hour.  The meeting can be conducted in the participant’s work situation or a meeting room.
How are the participants assessed against the competencies?

An Assessor/Coach will be appointed for each Participant and will assist in explaining the procedure.
Participants will be assessed through a process of personal assessment (Recognition of Current Competency) and external assessment. 

In the role of assessor the Assessor/Coach has the task of considering the evidence provided by the participant and deciding if the participant meets the performance criteria.  The assessor is qualified to conduct assessments in accordance with an established procedure, can plan and review assessment and is trained to develop assessment tools.

The Assessor/Coach develops a strong supportive relationship with participants in terms of collecting appropriate evidence and agreeing on methods of assessment.

What are the roles of the coach?

The role of the coach is to assist and encourage participants through the whole process by working closely with them.  Ideally, the coach should be someone who works for the organisation, but it is possible to have an external consultant perform this role.

The coach’s role includes (but is not limited to):

· helping participants to stay motivated;

· answering any questions the participants may have;

· helping participants to understand the Frontline Management competencies;

· helping the participant to gather evidence of competency;

· providing feedback on progress;

· sharing information with other coaches, coordinators etc.

Option Two – recognition of existing workplace skills
Participants are assisted though the support of a Coach/Mentor to provide evidence for the qualifications through the recognition skills and knowledge they exhibit in the workplace.

Where gaps in skills and knowledge are recognised, self-paced learning materials are provided or assessment tasks are provided.

Option Three – training and assessment programs

Training will be delivered in training sessions.

Training sessions are negotiated in situations to suit the particular workplace and individuals. They can be of half day or full day duration.

Assessment is through a structured real or simulated workplace environment.  This ensures that assessment tasks are relevant to the particular individuals workplace and the tasks enhance their workplace skill or resources.

COST

Option One and Two - Self Paced Program and or recognition of existing workplace skills.
Full payment on enrolment is:

· $1,000 for a certificate III qualification, 

· $1,400 for a Certificate IV qualification and 

· $1,800 for a Diploma qualification

· Please note: the above rates are discounted rates which are offered only on receipt of full payment at time of enrolment. 

Payment options are available which involves a minimum deposit of $250 and payment of the remainder over 20 weeks (payments can be made weekly, fortnightly or monthly.  Qualifications can not be issued until full payment is made.
· $1,250 for a certificate III qualification, 

· $1,700 for a Certificate IV qualification and 

· $2,100 for a Diploma qualification

Meetings are arranged for a central location or travel at cost is charged.  This can be negotiated on the basis of locations involved.

Option Three – Training Program
For organisations that have five or more enrolments

Because of the nature of the programs offered and some units being common between Qualifications, pricing can be arranged on a per unit basis depending on the number of participants per session.

The Training Programs conducted for organisations with a number of participants can be conducted at a location arranged by the client.

Payment in full on Enrolment:

	
	Full Training Program

	
	Per Training Participant

(5 per group)
	Per Training Participant

(6 per group)
	Per Training Participant

(8 per group)
	Per Training Participant

(10 per group)

	Certificate III
	$1,100
	$1,000
	$950
	$900

	Certificate IV
	$1,300
	$1,200
	$1,150
	$1,100

	Certificate V
	$1,700
	$1,600
	$1,550
	$1,500


For Individuals enrolling in courses

· $1,250 for a certificate III qualification, 

· $1,600 for a Certificate IV qualification and 

· $1,900 for a Diploma qualification

· Please note: the above rates are discounted rates which are offered only on receipt of full payment at time of enrolment. 

Payment options are available which involves a minimum deposit of $250 and payment of the remainder over 20 weeks (payments can be made weekly, fortnightly or monthly.  Qualifications can not be issued until full payment is made.
· $1,500 for a certificate III qualification, 

· $1,850 for a Certificate IV qualification and 

· $2,200 for a Diploma qualification

NON - ACCREDITED TRAINING SESSIONS

Leadership Skills for the Workplace

Learning Outcomes
The learner will develop skills and knowledge to enable them to:

· take a more proactive leadership role in the organisation
· understand their leadership responsibilities in the organisation
· initiate change 

· influence others 

· manage their workplace responsibilities as a leader
Conflict Resolution in the Workplace

Learning Outcomes
The learner will develop skills and knowledge to enable them to:

· resolve and avoid conflicts

· understand causes of conflict

· use techniques to enhance, resolve or avoid conflict

Communication Skills for an Effective Workplace

Learning Outcomes
The learner will develop skills and knowledge to enable them to:

· understand and use skills appropriate to situations

· use effective techniques

· use negotiation skills
Making Teams Work
Learning Outcomes
The learner will develop skills and knowledge to enable them to:

· understand group dynamics

· develop team mission statements, aims and objectives

· establish team goals

· establish roles for team members

Customer Service
Learning Outcomes
The learner will develop skills and knowledge to enable them to:

· understand the cost of lost customers
· reduce customer loss

· enhance customer loyalty and repeat business

· provide appropriate customer service

· use customer relationship building skills

Cost

	Per Unit

	Per Training Participant

(5 per group)
	Per Training Participant

(6 per group)
	Per Training Participant

(8 per group)
	Per Training Participant

(10 per group)

	$200
	$190
	$180
	$170


Payment by one payment on enrolment

CONTACT

Mr Brad Blackaby
Salamanca Training Centre

81 Patrick Street, Hobart, Tas., 7000
Phone:
(03) 6234 2134
Fax:

(03)6234 2143
Email:

brad@ salamancatc.com.au 
TRAINING ENROLMENT FORM

Instructions: 

Fill in all sections clearly and carefully by writing in block letters.

Information requested on this form is for national database and tracking purposes and assists in ongoing qualification issuance as required.


All data is confidential and is not forwarded to any other party with the sole exception of the national statistical database to inform future federal funding in Vocational Training.

1 PERSONAL DETAILS

	Title: (Please tick)
	Mr
	
	Mrs
	
	Miss
	
	Ms
	
	Dr
	
	Other
	


Family Name:  



Given Names:  



Residential Address: 


Post Code:  

Postal Address: 



Post Code:  

Phone Numbers: Home 
 Mobile 


Email:



Date of Birth 

Gender:  



Emergency/Next of Kin Contact Details:   Name
Phone:


2 COURSE DETAILS

Name of course/qualification undertaking:


3 EMPLOYMENT DETAILS

Business Name:
Address: 


Town/Suburb 
  Telephone:

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

	
	
	
	

	
	Full-time employee
	
	Employed – unpaid worker in a family business

	
	Part-time employee
	
	Unemployed – seeking full-time work

	
	Self employed – not employing others
	
	Unemployed – seeking part-time work

	
	Employer
	
	Not employed – not seeking employment


4 LANGUAGE AND CULTURAL DIVERSITY

	Are you of  Aboriginal or Torres Strait Islander origin?  
	
	No

	(For persons of both Aboriginal AND Torres Strait Islander origin, mark both “Yes” boxes)
	
	Yes, Aboriginal

	
	
	Yes, Torres Strait Islander


Were you born in Australia?   
If not, please specify?

	Do you speak a language other than English at home?
	
	No, English only (Go to disability section)

	
	
	Yes, other – please specify

	
	

	
	


	How well do you speak English?
	
	Very Well
	
	Well
	
	Not well
	
	Not at all


5 DISABILITY

Do you consider that you have a disability, impairment or long-term condition? (You may indicate more that one area)
	
	No
	
	Vision
	
	Hearing/Deaf 
	
	Physical
	
	Medical Condition 

	
	
	
	
	
	
	
	
	
	

	
	Other
	
	Intellectual
	
	Mental Illness
	
	Learning 
	
	Acquired Brain Impairment 


6 STUDY REASON
	Of the following categories, which best describes your main reason for undertaking this 
course/traineeship /apprenticeship?  (Tick ONE box only)

	
	
	
	

	
	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
	
	For self-development

	
	Other reasons
	
	


7 DECLARATION
I understand that information contained in these forms may be provided to State and Commonwealth agency research organisations and I consent to that occurring.  I certify that all details provided on this form are correct.

Signed:  
Date:


8 PAYMENT

( 
I agree to pay the course fee of $........... in three equal instalments $.......... , The first instalment on enrolment and the next two instalments by provision of credit card details for withdrawal by The Salamanca Training Centre at 4 and 8 weeks after enrolment.

( 
I agree to pay the discounted fee of $............... which is available to those who wish to pay their total courses fee in one instalment at the time of enrolment.

PAYMENT - 


I have enclosed a cheque/money order of $_______________

I wish to pay $_____________ by credit card/ /debit card

MasterCard       Bankcard            Visa  
(please circle)

Card Number

Name on Card: _________________________
Expiry Date: _______

Cardholder’s Signature: _____________________________ 

Please forward completed enrolment form with payment to:

Salamanca Training Centre, 81 Patrick Street, Hobart, TAS 7000 or Fax 6234 2143[image: image1.png]
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