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About Us! 
Communities@Work’s Registered
Training Organisation, Centre of
Professional Learning and Education
(RTO 88148) is registered with the
Australian Skills Quality Authority
(ASQA). 
 
We pride ourselves in delivering
exceptional training opportunities through
professional development and nationally
recognised training. Our quality,
evidence based approach to delivering
qualifications consists of a combination
of face-to-face classroom education and
workplace learning which aligns with the
National Quality Standards (NQS). 
 
As an RTO, we have an obligation to
support learners and ensure the quality
of the training and assessment we
deliver enhances the learning
experience.



What qualifications are
offered?

This is an entry level qualification. The Certificate III
will provide you with foundation skills and knowledge
required for working in the sector. There is a
combination of written assessment items, practical
components, on-the-job activities and attendance
required through classroom based sessions. The
expected course completion is between 6 – 12
months.

CHC30113 Certificate III in Early Childhood
Education and Care

Both qualifications are designed for a career in early childhood
education and care. The qualifications are an approved early
childhood education and care qualification by the Australian
Children’s Education and Care Quality Authority (ACECQA)
under the Education and Care Services National Law (2011).

CHC50113 Diploma of Early Childhood
Education and Care
This qualification is designed for a career in early
childhood education and care. The Diploma is targeted
towards educators who manage staff, guiding
curriculum and who have an understanding of
compliance. There is a combination of written
assessment items, practical components, on-the-job
activities and attendance required through classroom
based sessions. The expected course completion is
between 12 – 24 months.



What funding arrangements
are offered?

Skilled Capital is an ACT Government training initiative, funded
by the ACT and Australian Governments’. Skilled Capital
provides subsidised training in a selection of qualifications from
the ACT Skills Needs Lists. Skilled Capital is available to eligible
learners wanting to enrol into a nationally recognised
qualification. Skilled Capital funding is subject to available
places. For further information please visit the ACT Government
Skilled Capital website.

1. Skilled Capital Funding

Centre of Professional Learning and Education offers training to learners
that is subsided through Government funding as well as fee for service
arrangements. Participants must meet eligibility requirements to enrol.

2. User Choice (Traineeships)
User Choice is a national funding policy for Australian Apprenticeships,
‘Australian Apprenticeships in the ACT are funded by the ACT and
Australian Governments’. User Choice funding arrangements provide
subsidised apprenticeships and traineeships. User Choice is available to
eligible learners who are undertaking a nationally recognised
qualification. These learners must be employed part time or full time
working a minimum of 15 hours per week, have supervision in the
workplace and must be released to attend off the job training.

3. Fee For Service (FFS)
This is an arrangement that is not linked to any Government funding or
subsidised fees. Learners who do not meet eligibility through
Government funding arrangements can enroll through FFS
arrangements.



What is involved during enrolment?

Enrolment intakes occur throughout the year. For further information
about our current information sessions and intakes please visit
Communities@Work's website. 

1. Do you have specific intakes or start dates?

Centre of Professional Learning and Education's approach to enrolment
and induction is to provide a pathway for students to make an informed
decision about their learning options and to enter a training pathway that
is suitable for the learner and their current or future employment. 

2. How do I enrol?
Prior to formal enrolment learners are required to attend an information
session that covers qualification, assessment and funding requirements. 
 
A series of eligibility checks will also be completed to ensure the learner
meets th eligibility requirements for their chosen qualification. 
 
Eligibility checks consist of;
 - Enrolment documents
 - ID documents
 - Confirmation of employment
 - Relevant transcripts  
 - Undertake a Language, Literacy and Numeracy (LLN) assessment

3. Language, Literacy and Numeracy
Assessment (LLN)
Learners are required to complete a mandatory LLN assessment prior to
formal enrolment into their elected qualification. The LLN is an
assessment tool used to evaluate the language, literacy and numeracy
skills in line with the Australian Core Skills Framework (ACSF). Results
from this assessment tool will help us to determine if course is right for
you and/or if you will need some support during your course enrolment.



Fee subsidies may apply if you meet eligibility. Fees charged are non-
negotiable or refundable and vary for the funding arrangement in which
you enrol. Fees charged include all administration costs and course
materials. Any optional textbooks or materials that may be recommended,
but are not required for completion of the course are not included in the
course fees. Centre of Professional Learning and Education do not offer
student loans however we do offer payment plans where fees can be paid
off through instalments.  For further information around fees you can refer
to our fee schedule and policy.

4. What fees are charged?

7. Are there any pre-requests for enrolment? 
It is recommended if you are new to working in the industry you enrol into
the CHC30113 Certificate Early Childhood Education and Care. However
under the CHC training package you can enrol directly into the
CHC50113 Diploma of Early Childhood Education and Care. Learners
must also meet the required the language, literacy and numeracy skills
in line with the Australian Core Skills
Framework (ACSF). 

6. What is a Unique Student Identifier (USI)?
Students undertaking nationally recognised training are required to have a
Unique Student Identifier (USI) on enrolment and supply this to their
training provider.  The USI is a reference number made up of ten numbers
and letters. You will need a USI in order to receive your qualification or
statement of attainment. For further information please visit the USI
website http://usi.gov.au

8. How long does the enrolment process take? 
The enrolment process can vary depending on the funding arrangement in
which you enrol. General time frames vary between 4 to 8 weeks for
approval of funded training contracts. Eligible students will be contact via
email from the Centre of Professional Learning and Education when
enrolment is confirmed.

What is involved during enrolment?



Students will need to understand and demonstrate the required skills,
knowledge and performance criteria against each element of the unit of
competency requirements, in order to be deemed competent in
accordance with the training and assessment standards. 
 
Assessment items vary through each module and qualification. Further
information about assessment items is covered within the Student
Handbook.

1. What assessments will I need to do?

2. What are assessment outcomes?
Each assessment item will be assessed as either;
 - Satisfactory (S)
 - Not Yet Satisfactory (NYS)
 - Competent (C)
Each assessment item within a module is to be completed at a (S) level a
to achieve a (C) outcome overall.
 

How does assessment involve?
Trainers Assessors will deliver and assess qualifications to meet the
Standards for Registered Training Organisations (RTOs) 2015 and is
conducted to meet specific training package requirements.

3. Can I receive recognition of previous training?
The Australian Governments' Standards for Registered Training
Organisations (RTO’s) 2015 requires RTOs, such as the Centre of
Professional Learning and Education, to authenticate VET qualifications,
Statement of Attainments and transcripts that are provided by learners
for the purposes of granting credit transfer (CT) or Recognition of Prior
Learning (RPL). 
 
This means that students must provide original certified copies of
qualifications, Statements of Attainments and transcripts to
Communities@Work if they wish to apply for CT or RPL. We will then
verify and assess documentation, if eligible CT or RPL outcomes will be
granted to the learner.



It is recommended for students to start looking for a work placement as
soon as your qualification enrolment is confirmed. This way, when the
time comes to begin your placement you are organised well in advance
and ready to make the most of the opportunity.

1. When should I start to look for a practical work
placement?

2. How do I find an apply for a practical work
palcement?
Finding a work placement is kind of like looking for a new job! Follow the
steps below to find a work placement that will enhance your skills and get
you some valuable on-the-job practical experience throughout your
enrolment.
1. Search: Think about services where you would like to work. Try looking
through available positions through job websites.
2. Apply: Create a shortlist and start contacting potential workplaces.
Provide them with confirmation of your qualification enrolment and an up-
to-date resume and cover letter. 
3. Meet: Arrange a time to meet with the workplace and discuss
placement options. 
4. Secure: Confirm all placement details and inform us of all relevant
details such as your start date and where your placement will be.
5. Commence: Start your work placement!

Will I be required to complete a
practical work placement?
Under our current training package guidelines, students are required to
complete a minimum of 120 practical hours for the CHC30113 Certificate
III in Early Childhood Education and Care and 240 practical hours for the
CHC50113 Diploma of Early Childhood Education and Care. If you are
working within the early childhood industry you will not be required to
organise a practical placement as these hours will be gathered during
your current employment arrangement. If you are not working within the
industry you will be requried to arrange a practical work placement.



A nationally recognised qualification is part of the Australian Qualifications
Framework (AQF). The AQF includes specific standards for courses at
different levels. By studying a nationally recognised course, your
qualification will be recognised by industry across Australia. For further
information you can visit training.gov.au.

1. What is Nationally Recognised Training?

2. What is Vocational Education and Training?

Any general questions?

Vocational education and training (VET) enables students to gain a
nationally recognised qualification for all types of employment, and
specific skills required to for the workplace. VET is how the training is
undertaken. 

3. Who is Skills Canberra?
Vocational education and training (VET) enables students to gain a
nationally recognised qualification for all types of employment, and
specific skills required to for the workplace. VET is how the training is
undertaken. 

4. What is an Apprenticeship Network Provider?
Apprenticeship Network Providers are contracted by the Australian
Government to offer a free service to apprentices, trainees and employers
to assist them with the sign-up, administration and management
of apprenticeships and traineeships.

5. Where can I access your policies and procedures?
Policies and procedures in relation to training and assessment delivered
by the Centre of Professional Learning and Education can be accessed
from the Communities@Work website.


