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IMPLEMENT AND MANAGE
OPERATIONAL PLAN

Units of Competency:
Implement Operational Plan BSBMGT402A 
Manage Operational Plan BSBMGT515A
 

Frontline Managers are actively engaged in planning to 
achieve the measurable, stated objectives of the team and the 
organisation. The task of the manager at this level is to develop 
and implement an operational plan to ensure that the objectives 
and strategies outlined in the business plan are met by work 
teams.

Designed For
Managers or supervisors and staff members needing to update 
or extend their formal training in this area.

Content
 Develop and implement operational plan 
 Plan and manage resource acquisition 
 �Monitor and review operational performance 

Award
A Certificate of Attendance will be issued at the completion of 
the course. 
A Nationally Accredited Statement of Attainment will be issued 
to those who successfully complete the workplace based project 
as part of Certificate IV in Frontline Management or Diploma of 
Management.

Learning Outcomes
On  successful completion of this course participants should be 
able to: 

ff Monitor and adjust operational performance
ff Produce short term plans for the department
ff Plan and acquire resources
ff Report on performance
ff Apply knowledge of models of operational planning

Duration: Two days 9.00am - 4.30pm
Member Fee: $570
Non Member Fee: $670
Fee includes assessment for accreditation, morning & afternoon 
teas, light lunch and course materials.  GST free.
Venue: AFEI, 313 Sussex St, Sydney
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NETWORKING
SKILLS

Unit of Competency:
Establish Networks BSBREL401A

Being a confident and effective networker is an important 
business skill. In this business networking skills course you 
learn the skills for business networking and how to expand and 
develop your business networks.

Designed For
Anyone wanting to develop their networking skills, confidence 
and strategy for networking in business. 

Content
 Before networking 
 Networking skills 
 �Building relationships
 After a networking event
 Maintaining business relationships
 Promote the business relationships
 
Award
A Certificate of Attendance will be issued at the completion of 
the course. 
A Nationally Accredited Statement of Attainment will be issued 
to those who successfully complete the workplace based project 
as part of Certificate IV in Frontline Management, Certificate IV 
in Human Resources or Certificate IV in Occupational Health and 
Safety.

Learning Outcomes
On successful completion of this course participants should be 
able to: 

ff Identify networking opportunities
ff Develop a planned approach to networking
ff Maintain and manage their network in a contructive win-win 
manner

ff Use their network in a professional manner for business benefit
ff Use effective networking skills
ff Build effective lasting professional relationships

Duration: One day 9.00am - 4.30pm
Member Fee: $360
Non Member Fee: $410
Fee includes assessment for accreditation, morning & afternoon 
teas, light lunch and course materials.  GST free.
Venue: AFEI, 313 Sussex St, Sydney
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MANAGE PROJECTS		

Unit of Competency:
Manage Projects BSBPMG510A

This unit focuses on the application of project management 
skills and the requirement to meet time lines, quality standards, 
budgetary limits and other requirements set for the project. 

Designed For
Project team members, Frontline managers, supervisors and 
staff members needing to extend their formal training in this 
area.

Content
 Define projects
 Develop project plans
 Administer and monitor projects
 Finalise projects
 Review projects

Award
A Certificate of Attendance will be issued at the completion of 
the course. 
A Nationally Accredited Statement of Attainment will be issued 
to those who successfully complete the workplace based project 
as part of Certificate IV in Frontline Management, Certificate IV in 
Occupational Health and Safety or Diploma of Management.

Learning Outcomes
On completion of the course participants should be able to:

ff Develop a project plan
ff Evaluate a project plan’s efficacy to address timelines and 

budgets
ff Apply relevant legislation

RUNNING EFFECTIVE 
MEETINGS

This course is designed to introduce participants to the running 
of effective meetings and hence reduce the number of meetings 
that are time wasters. Participants should be able to effectively 
schedule, plan, document, participate, manage and chair a 
range of productive meetings.

Designed For

Anyone who organizes, runs or attends meetings.

Content
 Types of meetings
 Essentials of effective meetings
 Meeting preparation
 �The paperwork
 Running the meeting
 Communication skills
 �Idea generation and decision making in meetings
 Post meetings
 Meeting difficulties

Award
A Certificate of Attendance will be issued at the completion of 
the course.

Learning Outcomes
On completion of the course participants should be able to:

ff Plan and organise meetings
ff Run meetings more successfully 
ff Participate more effectively in meetings
ff Manage the dynamics of diverse people, groups and agendas 
in meetings

ff Ensure the appropriate documentation is developed and 
distributed

Duration: Two days 9.00am - 4.30pm
Member Fee: $570
Non Member Fee: $670
Fee includes assessment for accreditation, morning and 
afternoon teas, light lunch and course materials. GST free.
Venue: AFEI, 313 Sussex Street, Sydney

Duration: One day 9.00am - 4.30pm
Member Fee: $360
Non Member Fee: $410
Fee includes morning and afternoon teas, light lunch and course 
materials. GST free.
Venue: AFEI, 313 Sussex Street, Sydney
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Coaching and
mentoring

Achievement of results in any organisation is through the 
individual achievements of its people. One of the key qualities 
of being an effective manager or supervisor is the ability to 
coach effectively. Managers need to be proactive in improving 
performance of their employees, hence they need to know when 
and how to apply coaching and mentoring skills. This course will 
help you develop those skills.

Designed For

Managers, supervisors, employees who coach and support 
others to improve and sustain their performance.

Content
 The difference between coaching, mentoring and counselling
 When to use coaching
 Coaching process
 Coaching skills
 Effective feedback
  Dealing with challenges
  Common mistakes

Award
A Certificate of Attendance will be issued at the completion of 
the course.

Learning Outcomes
On completion of the course participants should be able to:
 Use the key skills for successful coaching
 Understand the process of coaching
 Plan and prepare effectively for successful coaching
 Give constructive and useful feedback
 Run an effective coaching session or series of sessions

EFFECTIVE 
COMMUNICATION SKILLS

Your ability to develop and maintain relationships with 
colleagues and friends depends on your ability to communicate 
effectively. How well you communicate can impact your 
professional image, your performance and your prospects for 
career mobility. Good communication skills can be learned.

Designed For
Anybody who wants to improve the effectiveness of their 
communication skills in the work environment.

Content
 Communication style differences
 Effective and powerful communication skills
 Effective questioning skills
 �The lost art of active listening
 Body language
 Diplomacy, tact and credibility
 Handling difficult communication situations

Award
A Certificate of Attendance will be issued at the completion of 
the course.

Learning Outcomes
On completion of the course participants should be able to:

ff Identify and develop personal communication style and that 
of others

ff Recieve and transmit information, ideas, thoughts, feelings 
and needs more clearly and effectively 

ff Listen to others better and respond appropriately
ff Understand how to communicate effectively and tactfully 
with clients, direct reports, colleagues, the boss and senior 
management

ff Use behaviours that enhance working relationships
ff Use techniques and strategies to become a more effective and 
confident communicator

ff Choose and use the most appropriate words and emotional 
tone for every business situation

ff Communicate in difficult situations in a positive, more 
thoughtful and diplomatic manner.

Duration: One day 9.00am - 4.30pm
Member Fee: $360
Non Member Fee: $410
Fee includes morning and afternoon teas, light lunch and course 
materials. GST free.
Venue: AFEI, 313 Sussex Street, Sydney

Duration: One day 9.00am - 4.30pm
Member Fee: $360
Non Member Fee: $410
Fee includes morning and afternoon teas, light lunch and course 
materials. GST free.
Venue: AFEI, 313 Sussex Street, Sydney
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PERSONAL 
INFLUENCE SKILLS		

How do you influence people and get results from people 
who don’t work for you? The ability to win respect, influence 
people and cultivate cooperation is an essential business skill.  
So how do you become an effective influencer and maintain 
and build beneficial relationships? This course is designed for 
people who want to build better work relationships and increase 
productivity through effective communication and relationship 
management. In this course you will focus on the key elements 
of influencing others using personal power, persuasion and 
negotiation.

Designed For
Anyone whose role requires them to influence others such as 
peers, stakeholders, senior management and team members.  
Attendees may include managers, team leaders, supervisors, 
team members and project or change managers.

Content
 What is power?
 Influencing and style
 The laws of reciprocity and relationships
 Persuasion and communication
 Conflict and negotiation
 
Award
A Certificate of Attendance will be issued at the completion of 
the course.

Learning Outcomes
On completion of the course participants should be able to:

ff Identify key skills involved in influencing
ff Know how to build better relationships
ff Know the key elements of persuasion
ff Adapt to different people and situations
ff Understand and use reciprocity
ff Basic approaches to conflicting ideas and styles
ff How to build win-win
ff Use negotiation techniques successfully
ff Use more effective communication skills to influence 
successfully

BETTER ICT
MANAGEMENT

Information technology is pivotal to the smooth running and 
growth of organisations. IT has developed from just text and 
numeric data storage, processing and retrieval to encompass all 
forms of information and communications. Those responsible for 
IT management require knowledge of a broad range of topics. 
This course aims to give those responsible for IT management 
an understanding of what the present salient issues in IT are and 
where the future lies.

Designed For
Those responsible for IT management within organisations or 
departments.

Content
 What is ICT (Information Communication Technology)
 Identifying organisational information requirements
 Identifying organisational IT requirements
 �Setting IT goals
 How can IT help?
 How does it hinder?
 Achieving better value from current information systems
 IT asset management
 Data warehousing
 Total cost of IT ownership
 �Customer relationship management
 Maintenance and upgrades
 Technical support
 Security

Award
A Certificate of Attendance will be issued at the completion of 
the course.

Learning Outcomes
On completion of the course participants should be able to:

ff Describe the main issues involved in managing IT in the 
workplace

ff Identify ICT requirements in the workplace
ff Develop an ICT management strategy

Duration: One day 9.00am - 4.30pm
Member Fee: $360
Non Member Fee: $410
Fee includes morning and afternoon teas, light lunch and course 
materials. GST free.
Venue: AFEI, 313 Sussex Street, Sydney

Duration: One day 9.00am - 4.30pm
Member Fee: $360
Non Member Fee: $410
Fee includes morning and afternoon teas, light lunch and course 
materials. GST free.
Venue: AFEI, 313 Sussex Street, Sydney
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First Choice Training For

 �Managers
 �Supervisors/Team Leaders
 �OHS Specialists
 �HR Specialists
 �Industrial Staff
 �Project Managers
 �Sales Staff
 �Reception/Office Staff
 �Customer Service
 �General Staff



To book please use the registration form on page 67 or book online at http://www.afei.org.au

Human Resources and Employer Compliance

Courses in this category cover the complex web of employment legislation 
and regulations that are relevant to all businesses, whether a small business 
or a major corporation. If you’re a business owner, director, Human Resource 
specialist, manager of a business unit or supervisor responsible for employees 
you need to understand and comply with employment legislation.

TRAINING ON YOUR SITE
All the following courses can be delivered on your site at a very competitive rate. 
Contact AFEI Training Services for further information. (02) 9264 2000

EMPLOYER COMPLIANCE
ff Review Human Resource Functions
ff Recruit, Select and Induct Staff
ff Implement Industrial Relations Procedures
ff Manage Industrial Relations	
ff �Legal Obligations of Employment
ff 	 - Workplace Relations, Agreements, Awards & Employment Contracts 
ff ��	 - Introduction to OHS & Workers Compensation
ff �	 - Preventing Discrimination & Harassment in the Workplace
ff Conducting Performance Appraisals
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REVIEW HUMAN RESOURCES
FUNCTIONS

Units of Competency
Review Human Resources Functions BSBHRM401A
Support Performance Management Process BSBHRM403A

This is a foundation course for persons wishing to persue 
competency in human resources and provides a sound basis 
for working across various human resources functional areas. 
This course covers the skills and knowledge required to gather 
and analyse complex information, and to assist in the effective 
implementation of a performance management system.

Designed For
For people who aspire to work in human resources, people 
newly appointed to a human resource role or those wishing to 
extend their formal training in this area.

Content
 Research human resource functions
 Review policy and procedures framework 		
 Review performance management infrastructure
 Apply ethical framework
 Collate performance management data
 �Report research outcomes

Award
A Certificate of Attendance will be issued at the completion of 
the course.
A Nationally Accredited Statement of Attainment will be issued 
to those who successfully complete the workplace based project 
as part of Certificate IV in Human Resources .

Learning Outcomes
On completion of this course participants should be able to:

ff Have a clear understanding of good policy and ethics in 
human resources management

ff Apply knowledge of legal and compliance requirements
ff Analyse the performance management systems
ff Develop methods and techniques to support effective 
implementation of the performance management system

Duration: Two days 9.00am - 4.30pm
Member Fee: $570
Non Member Fee: $670
Fee includes assessment for accreditation, morning and 
afternoon teas, light lunch and course materials. GST free.
Venue: AFEI, 313 Sussex St, Sydney

Duration: Two days 9.00am - 4.30pm
Member Fee: $570
Non Member Fee: $670
Fee includes assessment for accreditation, morning & afternoon 
teas, light lunch and course materials.  GST free.
Venue: AFEI, 313 Sussex Street, Sydney
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Recruit, Select and Induct  
Staff

Unit of Competency:
Recruit, Select and Induct Staff BSBHRM402A

This course is designed to take participants through a step-by-
step structured approach to recruitment and selection.  The 
interview is only part of the selection process.  Other methods 
and techniques are presented in practical exercises, and 
participants have the opportunity to practice techniques.

Designed For
Anyone involved in the recruitment and selection of staff, 
recruitment or human resource staff, managers and supervisors.

Content
 Recruitment strategies
 Job analysis techniques
 Job descriptions & job specifications
 Legal requirements and EEO
 Selection methods
 Interview techniques and strategies
 �Induction and obligations to employees following 

recruitment and selection

Award
A Certificate of Attendance will be issued at the completion of 
the course.
A Nationally Accredited Statement of Attainment will be issued 
to those who successfully complete the workplace based project 
as part of Certificate IV in Human Resources or Diploma of 
Management.

Learning Outcomes
On completion of this course participants should be able to:
 Define staffing needs in an enterprise or organisation
 �Comply with legal requirements and Equal Opportunity 		

principles
 �Develop a recruitment strategy to legally generate a pool 		

of appropriate candidates
 Design and implement a reliable and valid selection system
 �Select a suitable candidate for a position using a range 		

of techniques
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Duration: Two days 9.00am - 4.30pm
Member Fee: $570
Non Member Fee: $670
Fee includes assessment for accreditation, morning and 
afternoon teas, light lunch and course materials..GST free.
Venue: AFEI, 313 Sussex Street, Sydney

Duration: Three days 9.00am - 4.30pm
Member Fee: $810
Non Member Fee: $960
Fee includes assessment for accreditation, morning and 
afternoon teas, light lunch and course materials..GST free.
Venue: AFEI, 313 Sussex Street, Sydney
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IMPLEMENT INDUSTRIAL  
RELATIONS PROCEDURES

Unit of Competency:
Implement Industrial Relations Procedures BSBWRK410A

This course covers communicating and implementing industrial 
relations policies and procedures that meet statutory and 
legislative requirements, assisting in dealing with industrial 
relations conflicts and issues and generally working towards a 
harmonious industrial relations climate within the workplace.

Designed For
Managers, supervisors, payroll officers, human resources officers.

Content
ff Communicate and implement organisation’s industrial 
relations policies and procedures

ff Assist in minimising industrial relations conflict
ff Enhance industrial relations

Award
A Certificate of Attendance will be issued at the completion of 
the course.
A Nationally Accredited Statement of Attainment will be issued 
to those who successfully complete the workplace based project 
as part of Certificate IV in Human Resources. 

Learning Outcomes
On completion of this course participants should be able to: 

ff Work with legislation, awards and agreements
ff Provide written and verbal advice regarding industrial 
relations matters

ff Apply knowledge of relevant legislation, codes of practice 
and national standards

MANAGE INDUSTRIAL  
RELATIONS 

Unit of Competency:
Manage Industrial Relations BSBWRK509A

This course  applies to staff who have a sound theoretical 
knowledge base in human resources management and 
industrial relations. It includes strategic planning and policy 
development for industrial relations as well as negotiations, 
conflict management and dispute resolution.

Designed For
Human resources managers or supervisors with responsibility 
for managing industrial relations or staff needing to extend their 
formal training in this area.

Content
 Develop industrial relations strategies and policies
 Implement industrial relations strategies, policies and plans
 Manage negotiations, conflict and disputes

Award
A Certificate of Attendance will be issued at the completion of 
the course.
A Nationally Accredited Statement of Attainment will be issued 
to those who successfully complete the workplace based project 
as part of the Diploma of Management

Learning Outcomes
On completion of this course participants should be able to:

ff Demostrate an understanding of contemporary industrial 
relations issues and legislation

ff Document strategies and procedures for dealing with 
grievances and disputes

ff Apply conflict resolution techniques
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Legal Obligations of 
Employment Session 1
Workplace Relations, Agreements, Awards & Employment Contracts

The legal conditions and obligations of employing staff are 
complex. This course equips Human Resource specialists, 
managers, supervisors and payroll personnel with the 
knowledge to be able to confidently operate within this ever-
changing environment. 

This course gives an overview of the legal basis of employment, 
with particular emphasis on new industrial relations law, 
contract of employment and employee entitlements. 

Designed For
Human Resource specialists, managers, supervisors and payroll 
officers wishing to up-date or extend their formal training in this 
area. 

Content
ff New employment law 
ff Introduction to workplace relations and employment law 
ff Awards, agreements and interpretation of conditions and 
provisions 

ff Fair pay and conditions standards and other minimum 
entitlements 

ff Employee leave entitlements
ff Contract of employment
ff Termination of employment

Award
A Certificate of Attendance will be issued at the completion of 
the course.

Learning Outcomes
On completion of this course participants should be able to:
 �Identify the rights and obligations of employers and 

employees arising from employment 
 Explain the obligations under the new industrial relations       	
      reform
 Explain how Awards and Agreements apply to the workplace 
 Describe the content and terms of a contract of employment

Duration: One day 9.00am - 4.30pm
Member Fee: $260
Non Member Fee: $330
Fee includes morning & afternoon teas, light lunch and course 
materials.  GST free.
Venue: AFEI, 313 Sussex Street, Sydney
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DATE
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2
0902/39

23
0904/39

27
0907/39

12
0911/39

Legal Obligations of 
Employment Session 2
Introduction to OHS and Workers Compensation

The legal conditions and obligations of employing staff are 
complex. This session equips managers, supervisors, HR 
personnel and staff with the knowledge to be able to operate 
within this ever-changing environment.

Designed For
Managers, supervisors, payroll officers, human resource 
professionals and staff members needing to up-date or extend 
their formal training in this area.

Content
 Overview of OHS obligations
 OHS Act and Regulation
 Risk management
 Overview of workers compensation obligations
 Injury management process
 Return to Work

Award
A Certificate of Attendance will be issued at the completion of 
the course.
Learning Outcomes
On completion of this course participants should be able to:
 Describe the employers general obligations for OHS in the 

workplace
 Explain how to apply OHS risk management
 �Explain the legal obligations of employers and employees 

with regards to workers compensation
 �Explain the process and procedures for workplace injury 

management
 �Explain the importance of return to work plans

JAN FEB MAR APR MAY JUN

JUL AUG SEP OCT NOV DEC

DATE
BOOKING ID

3
0902/86

24
0904/86

28
0907/86

13
0911/86

Duration: Half day 9.00am - 12.30pm
Member Fee: $130
Non Member Fee: $165
Fee includes morning tea and course materials.  GST free.
Venue: AFEI, 313 Sussex Street, Sydney
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Legal Obligations of 
Employment Session 3
- Preventing Discrimination and Harassment in the Workplace

There are various obligations on employers under equal 
opportunity law including anti-discrimination and harassment.  
Anti-discrimination  legislation makes discrimination and 
harassment in the workplace unlawful on various grounds.  Also, 
employers can be held vicariously liable for the unlawful acts of 
their employees.

This session identifies the obligations of employers and provides 
an understanding of the steps an employer must take to comply 
with those obligations.

Designed For
Managers, supervisors, payroll officers, human resource 
professionals and staff members needing to up-date or extend 
their formal training in this area.

Content
 �Anti-discrimination law - federal and state legislation - direct 

and indirect discrimination - harassment 
 Sexual harassment 
 Victimisation 
 Policies 
 Grievance-handling procedures 
 Remedies and enforcement 
 Prevention strategies

Award
A Certificate of Attendance will be issued at the completion of  
the course.

Learning Outcomes
On completion of this course participants should be able to:
 Explain the legal requirements of anti-discrimination law
 Explain the range of laws and jurisdictions included in these 

matters
 �Describe the steps to be taken to prevent discrimination 		

and harassment in the workplace
 �Explain how to handle complaints together with grievance 

and dispute handling

Duration: Half day 1.15pm - 4.30pm
Member Fee: $130
Non Member Fee: $165
Fee includes afternoon tea and course materials. GST free.
Venue: AFEI, 313 Sussex Street, Sydney

JAN FEB MAR APR MAY JUN

JUL AUG SEP OCT NOV DEC
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3
0902/48

24
0904/48

28
0907/48

13
0911/48

CONDUCTING PERFORMANCE APPRAISALS

A critical skill for all managers is that of reviewing performance 
and providing constructive feedback to their team members. 
A formalised way of providing such feedback is through the 
appraisal or job-performance evaluation. It is an examination of 
how well employees have met their previously established job 
performance requirements.

The aim of this course is to improve the competency of the 
participants to undertake successful Performance Appraisals.

Designed For
Managers, supervisors, team leaders who are responsible for 
reviewing the performance of others. 

Content
 Purpose of performance appraisal 
 Ground rules for success in performance appraisal 
 Key steps in conducting performance appraisal 
 Problems of error in performance appraisal 
 Applying the techniques through practice role plays 

Award
A Certificate of Attendance will be issued at the completion of 
the course.

Learning Outcomes
On completion of this course participants should be able to:
 �Explain the reasons and benefits of conducting a 

performance appraisal 
 Describe how to plan for the appraisal interview 
 �Outline important steps to follow in conducting performance 

appraisal

Duration: Half day 9:00am - 1:00pm
Member Fee: $240
Non Member Fee: $290
Fee includes morning tea and course materials. GST free.
Venue: AFEI, 313 Sussex Street, Sydney
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Computer Courses

Courses in this category include business applications that are commonly used in 
the workplace. 

Computer courses
  �Introduction to Word for Windows
  �Advanced Word for Windows
  �Introduction to Excel
  �Advanced Excel

IT RELATED COURSES
  �Better ICT Management
This course aims to give those responsible for IT management an understanding 
of what the present salient issues in IT are and where the future lies. 
(See page 46 for details).



56 To book please use the registration form on page 69 or book online at http://www.afei.org.au

Introduction to Word for Windows

Designed for
A  two day hands-on course to provide participants with 
sufficient skills to use Word for Windows. Some familiarity with 
Windows and a PC is desirable.

Content
 �Initial Concepts - Use a mouse  - Access menus - Access tools 

and toolbars - Use TAB screens - Open and close different 
windows - Create a new document - Load an existing 
document - Save a document - Use help

 �Perform basic  editing - View a document in different modes 
- Select text - Cut, copy and paste text - Undo last command - 
Perform search and replace - Format text 

 �Set page layouts - Set margins - Determine paper size and 
orientation - Indent paragraphs - Insert and remove tab stops 
- Understand  the purpose of templates - Use spell check, 
autocorrect and thesaurus - Use autotext 

 �Print  documents - Print entire document - Print selected text 
- Print in landscape mode - Use the print manager

Award
A  Certificate of Attendance will be issued at the successful 
completion of the course.

Learning Outcomes
On completion of this course participants should be able to: 
 Explain the capabilities of Word for Windows
 �Describe Word for Windows commands - what they do and 

how to use them
 State how to type, edit, format and print letters and other 

documents

Advanced Word for Windows

Designed for
This two day course is designed for experienced users of Word 
for Windows who need to cover the more advanced features 
that Word for Windows has to offer.  Knowledge of basic Word 
for Windows commands is necessary.

Content
 �Advanced  formatting - Splitting the screen - Working with 

multiple windows - Placing page borders in a document
 Glossaries - Storing entries in a glossary - Using glossary 
entries
 Macros - Recording and running macros
 �Outlining - Using outline view - Numbering  outlines  

automatically - Expanding and collapsing outline - Expanding 
and collapsing  individual levels - Re-arranging text in outline 
mode

 �Style sheets - Creating style sheets by example and by 
definition - Applying style sheets - Merging style sheets

 �Form  letters - Creating a data document - Creating a main 
document - Merging form letters to another 	
document - Printing form letters - Printing labels - Working 
with the labels templates

 �Pictures - Inserting pictures into a document - Scaling, 
cropping, positioning  the picture - Importing graphics files 
from freelance

 �Table of contents - Creating a table of contents from outline 
headings - Creating a table of contents by inserting field 
entries - Generating the table of contents

 �Indexes - Inserting index field entries - Generating the index - 
Updating the index - Adding formats to page numbers in the 
index - Cross referencing the index - Creating multiple level 
indexes

Award
A Certificate of Attendance will be issued at the completion of 
the course.

Learning Outcomes
On completion of this course participants should be able to:
 �Explain how to apply Word for Windows to create and present 

professional documents
 �Explain  how to use sophisticated formats, incorporate 

pictures and logos, and create form letters

Duration: Two days 9.00am - 4.30pm
Member Fee: $650
Non Member Fee: $680
Fee includes morning & afternoon teas, light lunch and course 
materials.  GST free.
PLEASE INDICATE ON YOUR REGISTRATION WHICH VERSION OF 
WORD YOU USE. 
Venue: AFEI, 313 Sussex St, Sydney

Duration: Two days 9.00am - 4.30pm
Member Fee: $650
Non Member Fee: $680
Fee includes morning & afternoon teas, light lunch and course 
materials.  GST free.
PLEASE  INDICATE ON YOUR REGISTRATION WHICH VERSION OF 
WORD YOU USE. 
Venue: AFEI, 313 Sussex St, Sydney
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Introduction to Excel

Designed for
This  two day course is designed for first-time users of Excel who 
need to learn how the spreadsheet works.  Some familiarity with 
Windows and a PC is essential.

Content
 �Initial spreadsheet concepts - Keyboard vs menu vs tool bar 

- Distinguish rows, columns, cells - Define cell ranges - Move 
around a worksheet - Create a new worksheet - Enter data - 
Delete data - Save a worksheet - Load a worksheet 

 �Work with a worksheet - Recognise numeric and text - 
Use calculations - Format cells - Copy data and 		
expressions - Move data and expressions - Insert and delete 
columns and rows 

 �Print a worksheet - Use page setup - Set up printer 
commands - Select different areas to print 

 �Charting - Select data to chart - Chart wizard - Display a chart 
- Change chart display - Insert text, legends, arrows - Print a 
chart 

 �Added  features - Drag and drop - Named areas - More 
calculations - Windows - Splitting the screen - Titles - Linking 
worksheets

Award
A Certificate of Attendance will be issued at the completion of 
the course.

Learning Outcomes
On completion of this course participants should be able to:
 �Explain the capabilities of Excel
 �Describe  Worksheet commands - what they do and how to 

use them
 �Know how to use simple calculations, formatting and printing

Advanced Excel

Designed for
This two day hands-on course is designed for users of Excel who 
need  to create sophisticated spreadsheets.  Knowledge of basic 
Excel Spreadsheet commands is necessary.

Content
 �Use windows and titles - Split the screen into windows - 

Connect windows - Retain titles
 �Use named areas - Create name areas - Use named areas with 

expressions
 �Link files - Open links to other files - Linking to multiple files 

- View multiple files on screen - Transfer data between files - 
Creating formulas to link files -consolidation

 �Use  advanced numeric and mathematical operations  - 
Perform mathematical operations - Use Excel numeric 
functions - Use table function - Copy expressions

 �Transfer data - Integrate data to other Windows packages 
such as Word for Windows - Export data to Lotus format

 �Use conditional expressions - perform conditional 
expressions - Perform nested conditional expressions - Copy 
conditional expressions

 �Use  advanced printing techniques - Print named areas - Print 
using titles, grid, header/footer

 Perform “what if” operations - using solver 
 �Database  functions within a Spreadsheet - Retrieve records 

from a spreadsheet - Finding records within a spreadsheet - 
Sorting records - Sorting records by multiple levels

 �Graph - Create  and print graphs with chart wizard - Enhance 
graphs with titles and comments - Adding symbols to graphs 
- Paste into spreadsheet

 Macros - Create and execute keystroke macros

Award
A Certificate of Attendance will be issued at the completion of 
the course.

Learning Outcomes
On completion of this course participants should be able to:
 �State  how to use sophisticated calculations, conditional 

expressions and lookup functions

Duration: Two days 9.00am - 4.30pm
Member Fee: $650
Non Member Fee: $680
Fee includes morning & afternoon teas, light lunch and course 
materials.  GST free.
PLEASE INDICATE ON YOUR REGISTRATION WHICH VERSION OF 
EXCEL YOU USE. 
Venue: AFEI, 313 Sussex St, Sydney

Duration: Two days 9.00am - 4.30pm
Member Fee: $650
Non Member Fee: $680
Fee includes morning & afternoon teas, light lunch and course 
materials.  GST free.
PLEASE  INDICATE ON YOUR REGISTRATION WHICH VERSION OF 
EXCEL YOU USE. 
Venue: AFEI, 313 Sussex St, Sydney
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Community Services

While all the courses offered by AFEI are valuable for staff in community service 
organisations, those in this section are designed exclusively for Community 
Sector staff.  These courses provide relevant examples, case studies and up-
to- date information from the Sector. Courses are provided for managers, team 
leaders and coordinators working with staff delivering services and support 
to clients and also to senior staff, CEOs and Board members who need to 
develop knowledge and skills in governance, strategic planning and general 
management. 

All participants will be provided with information and tools that can be 
immediately applied in the workplace and will be presented by trainers who have 
considerable experience in the sector.

ComMunity services courses
  �Managing Staff in the Community Sector
  �Peformance Management and Improving Staff Performance in the Community 

Sector
  �Strategic Governance and management Sustainability for Not For Profit 

Services in the Community Sector
  �The Board and Management Partnership in the Community Sector - 
   Governance for Not For Profit Organisations
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MANAGING STAFF IN THE 
COMMUNITY SECTOR

The effectiveness of managers, coordinators and team leaders is 
essential to the effective and efficient day-to-day running of the 
organisation and particularly to provide the support to ensure 
social goals are achieved. The workshop will provide information 
and tools to allow participants to identify and implement 
appropriate strategies for the management of individuals and 
teams.

Designed for
Managers, team leaders and coordinators in Community Sector 
not for profit organisations.

Content
ff The role of a team leader in a Community Sector organisation
ff Key principles for managing individuals and a team
ff Determine a leadership style
ff Assessing the management needs of the team
ff Managing individual team members 
ff Managing difficult team members
ff Manage the team
ff The 360 team leader—working with the senior managers, 
colleagues and other stakeholders.

Award
A Certificate of Attendance will be issued at the successful 
completion of the course.

Learning Outcomes
On completion of this course participants should be able to: 

ff Understand the role of the team leader in a not for profit 
organisation

ff Determine an appropriate team leader style 
ff Assess individual team member’s situation and best way to 
manage them

ff Identify best practice methods of managing the team
ff Manage difficult workers
ff Communicate with staff to ensure co-operation and teamwork
ff Report and respond to senior managers
ff Review and discuss staff performance
ff Handle small incidents or poor performances

PERFORMANCE MANAGEMENT 
AND IMPROVING STAFF IN THE 
COMMUNITY SECTOR

The course will provide case studies, exercises and step-by-step 
methods for monthly performance discussions, yearly appraisals, 
performance counselling, resolving conflicts between staff, and 
generally supporting, supervising and negotiating changes 
with staff. The ability to review and discuss staff performance 
is a critical skill for managers and coordinators in community 
service organisations. How small incidents or poor performances 
are handled, through to monthly or yearly appraisals will very 
much affect the overall performance of the team and your 
organisation as a whole.

Designed for
Managers, Coordinators and Team Leaders in the Community 
Sector.

Content
Design and use the individual and team position descriptions

ff Developing individual and team goals and KPIs
ff Working to key accountabilities and KPIs
ff Develop a performance management and development 
system

ff Performance appraisals and reviews
ff Performance progress meetings
ff Team performance reviews

Award
A Certificate of Attendance will be issued at the completion of 
the course.

Learning Outcomes
On completion of this course participants should be able to:

ff Identify job requirements and write effective position 
descriptions

ff Link position descriptions to organisation and team goals 
through KPIs and other goals

ff Develop and work with a performance management system
ff Manage work re-design and job changes to cope with the 
impact of change

ff Use work systems to facilitate new standards, policies and 
procedures

Duration: One day 9.00am - 4.30pm
Member Fee: $360
Non Member Fee: $410
Fee includes morning & afternoon teas, light lunch and course 
materials.  GST free.
Venue: AFEI, 313 Sussex St, Sydney

Duration: One day 9.00am - 4.30pm
Member Fee: $360
Non Member Fee: $410
Fee includes morning & afternoon teas, light lunch and course 
materials.  GST free.
Venue: AFEI, 313 Sussex St, Sydney
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STRATEGIC GOVERNANCE AND MANAGEMENT 
SUSTAINABILITY FOR NOT FOR PROFIT 
SERVICES IN THE COMMUNITY SECTOR

The workshop will provide information and skills relevant 
to assessing and improving the relevance and financial and 
operational viability of a not for profit community organisation 
while maintaining Values and Social Goals. The workshop will be 
based around relevant situations, case studies and examples.

Designed for
Board members, Finance Managers, Senior Managers and 
Coordinators with similar responsibilities in not for profit 
community service organisations.

CONTENT
ff Identify sustainability while maintaining the Mission and 
Values for your organisation

ff The factors which determine relevant growth and 
sustainability in a community organisation

ff Strategic decisions for sustainability—size, range of services, 
alliances, partnerships

ff Effective and efficient operations
ff Ensuring long-term financial sustainability
ff Improving income from Government and non-Government 
resources 

Award
A Certificate of Attendance will be issued at the successful 
completion of the course.

Learning Outcomes
On completion of this course participants should be able to: 

ff Establish realistic and clear Mission, Values and goals
ff Determine the most appropriate strategic, management and 
service delivery model

ff Benchmarking performance
ff Developing and monitoring effective budgets
ff Use financial management tools
ff Matching physical and financial resources 
Tendering more effectively

ff Find alternative sources of funds 

THE BOARD AND MANAGEMENT 
PARTNERSHIP IN THE COMMUNITY SECTOR –  
GOVERNANCE FOR A NOT FOR PROFIT 
ORGANISATION

The course will provide knowledge and skills for participants to 
ensure they have both the most effective governance of their 
service and also the most effective reporting and partnership 
between the Board of Management and the rest of the 
organisation.

Designed for
Board of Management members, CEO and senior staff of a 
community service organisation.

CONTENT
ff Design and use the individual and team position descriptions
ff Develop individual and team goals and KPIs
ff Work to key accountabilities and KPIs
ff Develop a performance management and development 
system

ff Performance appraisals and reviews
ff Performance progress meetings
ff Team performance reviews 

Award
A Certificate of Attendance will be issued at the successful 
completion of the course.

Learning Outcomes
On completion of this course participants should be able to: 

ff Identify job requirements and write effective position 
descriptions

ff Link position descriptions to organisation and team goals 
through KPIs and other goals

ff Develop and work with a performance management system
ff Manage work re-design and job changes to cope with the 
impact of change

ff Use work systems to facilitate new standards, policies and 
procedures

Duration: One day 9.00am - 4.30pm
Member Fee: $360
Non Member Fee: $410
Fee includes morning & afternoon teas, light lunch and course 
materials.  GST free.
Venue: AFEI, 313 Sussex St, Sydney

Duration: One day 9.00am - 4.30pm
Member Fee: $360
Non Member Fee: $410
Fee includes morning & afternoon teas, light lunch and course 
materials.  GST free.
Venue: AFEI, 313 Sussex St, Sydney
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Workplace Services

In addition to the wide range of training courses and qualifications, we also have 
a number of other services available for our members. These services range 
from Forklift, Security and Fire Protection Training to OHS Site and Safety Audits 
and Workplace Ergonomic Assessments. 

For further information on any of these services, please contact the training 
department on (02) 9264 2000.
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DANGEROUS GOODS ROAD TRANSPORT
 

This course is designed for anyone involved in the road transport 
of dangerous goods. This course will help them better perform 
their job as well as have a better understanding of their 
responsibilities.

This one day course is designed for personnel involved in 
warehousing or distribution related to the interaction of 
dangerous goods. Drivers who transport dangerous goods 
as well as OHS personnel whose responsibilities may involve 
dangerous goods road transport will also benefit from this 
course. 

This course will provide underpinning skills and knowledge of 
road transport dangerous goods including: 

 Classes and properties
 Hazchem code
 Transport procedures
 Packaging and bulk containers
 Marking (labelling) 
 Placarding
 Documentation
 
On completion of this course participants should be able to 
understand the responsibilities involved with road transport of 
dangerous goods and have the knowledge to complete their job 
safely and efficiently. 

For more information regarding the content of this course or for 
a quote. Please contact the training department  
on (02) 9264 2000.

Bulk Driver 

This course is available to those seeking to gain a license 
to transport dangerous goods in bulk. Drivers should make 
themselves aware of the requirements for the application for 
Dangerous Goods Bulk Driver License, in particular the medical 
assessment and driving history sections.

This two day course is designed for drivers seeking a new 
license for the transport of dangerous goods in bulk or those 
upgrading their qualifications with respect to new employment 
opportunities.

The responsibilities when transporting dangerous goods in 
bulk are discussed throughout and on completion participants 
should be able to understand their responsibilities and the 
consequences of transporting dangerous goods in bulk.

For more information regarding the content of this course or for 
a quote. Please contact the training department  
on (02) 9264 2000.

DANGEROUS GOODS STORAGE AND 
HANDLING

It is very important for anyone involved with the storage 
and handling of dangerous goods to be aware of their 
responsibilities. This one day course is for personnel involved 
in warehousing and distribution whose responsibilities include 
dangerous goods and hazardous substances storage and 
handling. OHS Personnel with similar responsibilities would also 
benefit from this course.

This course provides underpinning skills and knowledge of 
the storage and handling of dangerous goods and hazardous 
substances including: 

 �Classification  and identification of dangerous goods and 
hazardous substances

 Material Safety Data Sheets (MSDS)
 �Storage handling and use context
 �Risk management context
 �Controls for dangerous goods and hazardous substances

On completion of this course participants should be able to 
understand the responsibilities involved with the  storage  and 
handling of dangerous goods and/or hazardous substances, as 
well as having the knowledge to complete their job safely and 
efficiently.

For more information regarding the content of this course or for 
a quote. Please contact the training department  
on (02) 9264 2000.

FORKLIFT DRIVING

This is an intensive three day training course which includes 
two days of training and an assessment on the third day.These 
courses can be conducted on our site, or if you have the facilities, 
it can be conducted on your own site.  
The course is prescribed by the national guidelines for 
Occupational Health and Safety competency standards for the 
operation of fork lift trucks.

For more information regarding the content of this course or for 
a quote. Please contact the training department on 
(02) 9264 2000.
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OHS workplace inspections

The Occupational Health and Safety Act 2000 is based on 
the principle of Duty of Care and covers all workplaces.  
Implementing the Duty of Care principle means planning for the 
prevention of workplace accidents, illnesses and injuries.

A workplace safety inspection involves conducting a systematic 
inspection of your workplace.  On completion a written report 
will be issued identifying the actions needed to be taken to 
comply with your Duty of Care.  The inspection will assist 
with identification of workplace risks and hazards, signage 
requirements, personal protective equipment requirements, 
Work Methods Statements and Standard Operating Procedures.

For more information regarding the content of this course or for 
a quote. Please contact the training department on  
(02) 9264 2000.

ERGONOMIC ASSESSMENTS 

The aim of an ergonomic assessment is to recognise potential 
risk factors for the individual using the workstation and provide 
them with strategies to maximise their ergonomic workstation 
and minismise the risk of injury. The ergonomic assessment 
involves analysing how the individual workers interacts with 
their workstation, their job tasks/requirements and the products 
they are using. Basically it looks at the person and their working 
environment.

This assessment involves assessing the need to adjust and 
make recommendations regarding the employee’s workstation 
including, but not limited to:

ff Chair/Seating
ff Desk
ff Monitor/Laptop
ff Mouse
ff Footrest
ff Document solutions
ff Keyboard

The assessment also considers the employee’s:
ff Posture
ff Work habits
ff Work speed
ff Individual limitations
ff Repetitious movements

For more information regarding the content of this course or for 
a quote. Please contact the training department on  
(02) 9264 2000.

SECURITY TRAINING

The Security Industry Regulation 2007 affects all license holders 
and entrants to the security industry in NSW. Security staff need 
to supply the Security Industry Registry with evidence that they 
have upgraded their training to the new standards. The Security 
Industry Registry website www.police.nsw.gov.au/sir should be 
checked. AFEI can assist you with facilitating the specific training 
requirements related to your circumstances. 

For more information regarding the content of this course or for 
a quote. Please contact the training department  
on (02) 9264 2000.

FIRE PROTECTION TRAINING
Fire Attack Training

This course provides a comprehensive understanding of fire and 
associated dangers. It identifies various types of fire, the relevant 
type of equipment to use on each and the practical operation 
of the various types of fire fighting equipment installed in your 
premises.

As part of this training, a ‘live fire’ hands on experience is 
performed for all staff at your premises. However, if you do not 
wish for the ‘live fire’ demonstration to go ahead, we can do a 
dummy run and still certify your staff.

For more information regarding the content of this course or for 
a quote. Please contact the training department on  
(02) 9264 2000.

Fire warden Training

Fire Warden training consists of taking the appointed personnel 
through the duties of the various positions within the 
Emergency Control Organisation in your company.

This course is structured to address Occupational Health and 
Safety legislation in providing a fire safe working environment.

The duration of each course is an hour an a half. All participants 
will receive a certificate upon completion of the course.

For more information regarding the content of this course or for 
a quote. Please contact the training department  
on (02) 9264 2000.
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Process Communication Model (R)

Process Communication Model(R) - an effective occupational 
health and safety management tool. Hazards in many areas 
are well researched, identified and well documented. When 
workplace incidents are analysed, however, communication 
problems or behaviour under stress is often identified as 
the root-cause. This makes stress, miscommunication and 
mismanagement a major risk.

PCM allows you to manage this risk. It enables detection of early 
warning signs of miscommunication, mismanagement and 
harm.

These courses are designed for anyone with responsibilities in 
leadership, supervising, management or training.

Introduction to communication and stress management based 
on a well-established professional development programme 
used by NASA and other organisations in high-risk areas, which 
is now available in OHS management. Explore differences in 
people perceptions, communication and management styles, 
personal needs and resulting failure mechanisms when needs 
are not met positively. Learn about communication, motivation 
and intervention techniques in management.

The advanced course expands on the knowledge of PCM as 
a management tool. Exploring failure mechanisms, people’s 
scripts and stress behaviours. 

For more information regarding the content of this course or for 
a quote. Please contact the training department  
on (02) 9264 2000.

DEALING PROFESSIONALLY WITH AGGRESSIVE 
CUSTOMERS

This course provides a comprehensive range of practical skills 
and knowledge in dealing professionally with aggressive 
customers. Designed and delivered by a specialist training 
provider, this uniquely simple and effective workshop integrates 
customer service and personal protection skills.

This training is part of best practice in violence prevention. 
It contributes towards effective risk management and the 
promotion of workplace safety culture. Significant results 
from this are the reduction of assault, time lost through injury, 
workers compensation claims and premiums.

Designed For
Managers, supervisors, OHS Committee members and those 
staff responsible for monitoring OHS in the workplace.

Content
 Risk analysis
 Foundation elements of personal safety
 Physical protection skills
� Legal guidelines of self defence
� Early warning signs of aggression
 Positive body language
 Effective verbal responses
 Professional image

Learning Outcomes
On completion of this course participants should be able to: 

ff Identify and assess a range of situations in which they could 
be at risk of aggression or violence

ff Outline the stages and timing of aggression and violence 
response strategies

ff Identify, assess and respond appropriately to the early 
warning signs of aggression and violence

ff Identify and apply a range of body language strategies to 
prevent and defuse aggression and violence

ff Identify and apply a range of effective verbal responses to 
defuse aggression and violence

ff Remain calm, confident and in control when faced with 
potentially threatening situations

ff Maintain professionalism in challenging situations
ff Apply physical protection skills within a legal and 

professional framework 

For more information regarding the content of this course or for 
a quote. Please contact the training department  
on (02) 9264 2000.
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COURSE PARTICIPANT INFORMATION 

The following information is provided to assist you with your 
participation in our courses. Your course trainer will discuss 
this information with you and if you have any further questions 
regarding any of this information please do not hesitate to ask any 
of our training staff.

[1] INTRODUCTION

We value and appreciate your participation in our training courses. 
Participants who undertake our training courses can look forward to 
a valuable and lasting learning experience. 

AFEI  is one of the largest and most influential employer 
associations in Australia, with a long history of representing and 
defending employers’ interest and providing members with advice 
and representation on a wide range of employment and workplace 
matters.

AFEI  is a Registered Training Organisation accredited by VETAB NSW 
and a provider of quality training courses and learning experiences. 
Many of the courses we present are nationally accredited and are 
all presented by highly qualified and experienced trainers  who 
have established their ability to perform in their specialist field in 
industry.

Our philosophy is to have a practical approach to learning through 
applied projects, work related case studies and active learning 
techniques. We combine this with the trainer’s awareness of 
industry requirements, which means you derive the benefits of 
practical and relevant learning.

Our class sizes allow you to experience a more personalised and 
individualised standard of training. 

Assessment for accredited Courses

During  your course you will be required to undertake assessments 
to check your progression of learning and achievement of 
competencies. Assessments are designed to the requirements of 
individual modules or courses and will therefore be different for 
each course. As an example your assessments may include written 
assignments, group activities and oral presentations. You will 
receive assignment requirements and the submission date at the 
commencement of each course and the Trainers will assess your 
progress and understanding through a variety of means.

Assessments will be graded as either ‘Competent’ or ‘Not Yet 
Competent’.

Participants  are able to re-sit or re-submit assessments through 
prior arrangement with the principal trainer/assessor if they are ‘Not 
Yet Competent’. Assessments for each course/unit of competency 
are kept on your file as evidence of achievement and validation for 
your ‘Statement of Attainment’ or qualification.

Set assessment due dates are expected to be adhered to, if you are 
having trouble meeting the deadlines you should submit a request 
for an extension of time in writing, stating your reasons and send it 
to the Training Coordinator prior to the due completion date. 

2] GENERAL INFORMATION

Mobile phones
Please ensure your mobile phone is switched off while in a 
training course. In emergency situations please consult the course 
Trainer. 

Emergency contact
Messages may be left for you to be contacted and please see the 
Training Coordinator for access to a telephone. Please do not make 
telephone calls in the general reception area.

First aid
If you require first aid whist attending a training session please 
notify your Trainer or the Training Coordinator of any injury or illness 
so that appropriate assistance can be given.

Smoking
Smoking is not allowed in the building.

Records and privacy
We agree to collect, manage, use and disclose personal information 
strictly in accordance with Australia’s Information Privacy Principles 
(IPP’s) and the National Privacy Principles (NPP’s) contained in the 
Privacy Act 1988.  

We  only keep information on file regarding your training, such as 
your registration form, details of your assessment and information 
regarding your attendance. 

Behaviour standards
Participants are expected to dress and act in an appropriate manner 
and to demonstrate ethical behaviour standards. 

This means demonstrating respect for other people, not using 
inappropriate language towards or in the presence of others, 
and being courteous.  Adherence to this practice will ultimately 
assist you and others to get the most benefit from the learning 
environment. The welfare of participants is of utmost importance 
therefore anyone who cannot abide by this standard of behaviour 
will have their training terminated. 

Serious breaches would include any of the following: harassment 
of other persons; being under the influence of alcohol or a drug; 
causing an imminent risk of injury or illness; behaving in a way 
that is inconsistent with the continuation of a registered training 
contract.

Occupational health & safety
We aim to provide a safe learning environment for all and this 
requires that the following responsibilities to be met.

Participants are required to: 
 �Behave in a safe manner that will not endanger themselves or 

others whilst on our premises or on off-site premises,

 �Follow safety instructions and use equipment as instructed by 
the trainer.

 �Ensure that their actions do not create or increase risks whilst on 
our premises or on off-site premises, and

We will: 
 �Ensure that all training staff are educated and work in a safe 

manner 

 �Assess compliance with the workplace health and safety 
practices

 �Ensure that safety equipment and practices are used where 
required



To book please use the registration form on page 69 or book online at http://www.afei.org.au66

COURSE PARTICIPANT INFORMATION 

[3] POLICY STATEMENTS

Refund Policy

Course fee payment is required with registration prior to the 
commencement date of the course.

Cancellations or transfers must be in writing at least (7) days 
prior to the commencement date of the course.
Cancellations or Transfers within (7) days of the 
commencement date of the course will not be refunded.
If a participant misses any day of a course the day may be 
made up t a later course at a pro-rata course fee.
A substitute delegate may be nominated at any time.
A refund of course fees will be made when:

ff A course is cancelled by us
ff A booking is cancelled in writing at least (7) days prior to the 
commencement date of the course

A refund will not be issued for:
ff A change in work hours or work commitments
ff Inconvenience of travel to the course
ff Non attendance at the course
ff Leaving the course early or not finishing the course

Mutual Recognition Policy
Mutual Recognition is acknowledged and supported as one 
of the most important features of the Australian Quality 
Training Framework. 
We accept the credentials issued by other Registered 
Training Organisations based in any State/Territory of 
Australia.

ff �Course  participants seeking recognition must apply in 
writing and provide evidence of the qualifications/units of 
competency achieved. 

ff �Recognition will be granted for qualifications/units of 
competency achieved in attaining a qualification where 
these outcomes also form part of the requirement for 
another qualification. It is necessary for an applicant 
to demonstrate that the knowledge/skills learned have 
remained relevant or current.

ff �Applicants will be provided with the results of their 
application in writing.

Recognition of Prior Learning
Intending training course participants may apply for 
recognition of competencies (skills and knowledge) that they 
already possess. 
Participants who receive  recognition of prior learning (RPL) 
need not undertake the respective course. Where RPL is 
granted, the participant is given full equivalent status to 
participants who successfully complete the course.

ff �Participants  must make a formal application in writing to 
apply for RPL and complete the application form. There is 
a fee for processing and assessing the application for RPL 
and this is to be sent with the application. 

ff �Participants  are required to provide evidence to prove 
competency in the subject for which they are requesting 
RPL and this may require attendance at an interview.

�Participants  who cannot provide sufficient documentary 
evidence may have to undergo an assessment and/or 
additional training. Costs for any additional training are not 

included in the application fee.
  �RPL  applications are assessed by appropriately qualified 

assessors and recommendations made to the Manager, 
Human Resource and Training Services for approval.

  �Applicants seeking RPL will be provided with the results 
of their application in writing.

  �Any disputes to the outcome of an application for RPL 
will be dealt with through the Grievance Procedure.

Assessment Policy
Training  course participants are assessed throughout each 
course using appropriate assessment strategies and methods 
in accordance with the National Assessment Principles. Each 
course and module details specific assessment requirements 
based on the principles of validity, reliability, fairness and 
flexibility. Assessments must be undertaken by appropriately 
qualified Assessors. 
  �The  assessment must be related to the specific learning 

outcomes and assessment criteria as specified in each 
module and course.

  �The assessment must be relevant to the participants and 
transferable to their work place.

  �The assessment results must be in writing and clearly 
indicate whether the competence has or has not been 
demonstrated.

  �The  assessment should use a variety of approaches 
which would be work-based or directly relevant to the 
work environment.

  �The  assessment should be flexible and ensure that all 
participants have the opportunity to be assessed.

  �Participant assessment results are recorded and 
successful participants are issued an appropriate 
certificate.

  �Course participants dissatisfied with the outcome of an 
assessment can request another assessment by another 
appropriately qualified assessor. The request for a 
reassessment must be in writing. In the 		
event the course participant is still not satisfied 
with the outcome, the matter is to be referred to the 
Manager Human Resources and  Training Services for 
determination.

  �In the event the participant is still not satisfied, an appeal 
can be referred to a mutually agreed accredited assessor 
for determination. The cost of this assessment will be 
shared by both parties equally.

Privacy Policy
Information that we gather about clients and course 
participants will not be disclosed to any third party. The 
information collected is only used for the services we 
provide and no client or course participant information is 
shared with another organisation. 
No client or course participant information will be released 
to a third party without their written consent.
Clients and course participants seeking access the their own 
information must complete an Authorisation Form. This form 
is available from our Training Administration Office and must 
be submitted to the Training Coordinator.
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4]  CODE OF PRACTICE
AFEI is committed to providing training courses and 
learning for employers and their employees to improve 
their competence in the workplace and improve the safety, 
quality and productivity of the enterprise.
The following standards underpin our services:
To  act at all times with integrity in providing professional 
delivery of training and learning opportunities.
Training courses offered are first and foremost to meet the 
needs of members and industry in general and to satisfy 
identified and  established training needs in industry.
The training and the learning experience should meet the 
expectations of course participants and their employers 
Training and assessment services are learner centred and 
delivered in accordance with the principles of adult learning 
in a safe and encouraging environment.
Encouragement  of course participants to express any 
dissatisfaction with any service.
Access and Equity principles are integrated within all our 
services. All staff recognise the rights of course participant 
and provide information, advice and support that is 
consistent with our Code of Practice.
Regardless sex, race, colour, nationality, ethnic origin, 
national origin, marital status, sexual preference, disability, 
age of or any other unlawful grounds of discrimination 
we will provide a learning environment that is free from 
discrimination and harassment and ensure that course 
participants will be treated with respect and in a fair and 
considerate manner whilst receiving our services.
INFORMATION, ADVICE AND SUPPORT SERVICES
Theh following services are provided and supported within 
this Code of Practice:
 Client selection, registration and induction procedures
The admission of course participants will be conducted 
at all times in an ethical and responsible manner. Training 
courses are available to participants who meet the specified 
minimum course entry requirements without discrimination 
on the grounds of sex, race, colour, nationality, ethnic origin, 
national origin, marital status, sexual preference, disability, 
age or any other unlawful ground of discrimination.
Course enrolments are limited and the priority for enrolment 
is in the order of receipt of the course registration and 
payment of course fees

 Course information
Our Course Directory and brochures have been developed 
for all the courses within our scope of registration. This 
information can be viewed on our website. www.afei.org.au/
training
 Fees and charges 
Information on fees, charges and refund policy is 
clearlydocumented within our course marketing material. 
The course cancellation and refund policy and conditions 
are also stated on the course Registration Form.  
Participant support
Support we offer includes:
RPL assessment; pre-course advice; tutoring and feedback 
on assignments; and provision of learning materials.
Advice and guidance on training courses is available.  
Employers and course participants who have queries on 
the appropriateness or suitability of any training courses to 
meet their needs should enquire with us in the first instance. 
 Flexible learning and assessment
Flexible learning and assessment procedures are identified 
when we develop the course learning and assessment 
strategies. 
Course  participants will be formally assessed by a qualified 
Assessor using assessment methods in accordance with 
the National Assessment Principles. Each course details the 
specific assessment requirements. 
Course participants dissatisfied with the outcome of an 
assessment can request a review of their assessment by 
another assessor or may lodge an appeal in accordance with 
our Appeals procedure.  
 Welfare and guidance services
We endeavour to provide welfare and guidance to 
participants. This includes learning and possible RPL 
and RCC opportunities; provision for special cultural and 
religious needs; and provision for special dietary needs.
 Appeals, complaints and grievance procedures
Appeals, complaints and grievances are dealt with in 
accordance Hwith documented procedures. 
A formal grievance procedure is in place for handling course 
participants who have a grievance or complaint. In the 
first instance participants should raise the complaint with 
their course trainer. If the grievance cannot be resolved 
at this level, participants will be advised of the Grievance 
Procedure to be followed.
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Registration Form

TO REGISTER FOR ALL COURSES PHOTOCOPY AND COMPLETE THIS FORM.
YOUR BOOKING WILL BE ACKNOWLEDGED IN WRITING.

Please print clearly – in BLOCK LETTERS

Contact Name	 Position	
(Course booking confirmation and Tax Invoice will be sent to this person)

Company Name	 Membership Number	

Postal Address		

	 Postcode	

Telephone	 Fax	

E-mail	 Mobile

How did you hear about AFEI Training?		

1.   Please find enclosed a cheque for $			    (payable to AFEI)

2.   Please debit my  Bankcard  Visa Mastercard  Amex (Amex 3 or 4 digit code required)    

	Card Number      Expiry Date Of Card:		    /                    /

	Cardholder’s Name	 Cardholder’s Signature	

3.   Please Invoice

Computer Courses – If you are booking a computer course, what version are you using	

Certificate Level Courses – If you are booking this course as part of a Certificate Level Course, 
which Certificate Course are you doing?

Sign	 Print Name	

COURSE NAME BOOKING 
ID

DATE PARTICIPANTS NAME POSITION FEE

The following conditions apply:
 �Payment is required with registration prior to the 

commencement date of the course

 �Cancellations or transfers must be in writing at least seven (7) 
days prior to the commencement date of the course

 �Cancellations or transfers within seven (7) days of the 
commencement date of the course will not be refunded

 �Only one course transfer date permitted if notified at
 least seven (7) days  prior to the commencement date of the 
course

 �A substitute delegate may be nominated before the course 
commencement

 �Courses may be cancelled by AFEI if there are insufficient 
registrations

 �If a course participant misses any day of a course the day may be 
made up at a later course at a pro-rata course fee.

A refund will not be issued for: 

 �A change in work hours or work commitments 

 �Inconvenience of travel to the course 

 �Non attendance at the course 

 �Leaving the course early or not finishing the course 

AFEI cannot accept any responsibility for any changes in personal 
circumstances or work commitments.

I have read and agree to the above conditions of registration

Return this form with payment to	

By Mail: AFEI Training, PO Box A233, Sydney South NSW 1235
By Fax: (02) 9264 5699        

Have you considered easy online registration?	 www.afei.org.au 
PRIVACY POLICY: The information collected on the registration form is for the purpose of processing your registration for the course, keeping you informed of services we offer and to assist 
us to improve  
services we provide to you. The information collected is confidential and is not released to a third party. 

PART 1

PART 2

PART 3

PART 4

PART 5



AFEI Location

Contact AFEI Training Services

Street 313 Sussex Street, Sydney, New South Wales 2000, Australia
Postal PO Box A233, Sydney South, New South Wales, 1235

Phone (02) 9264 2000
Fax (02) 9264 5699

E-mail training@afei.org.au
Web www.afei.org.au

for easy online registration

LIVERPOOL STREET

TOWN
HALL

STATION
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CARPARK
AFEI

BATHURST STREET

SUSSEX STREET

KENT STREET

GEORGE STREET


