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1 Introduction
MacKillop Catholic College established its Registered Training Organisation (RTO 45147) in 2017 as part of
the College’s commitment to making a difference, however big or small, in the lives of each young person
to “be the best they can be.”
By providing specialist vocational education and training (VET) courses as part of MacKillop Catholic
College’s RTO, we are providing opportunities for all learners to explore their interests, learn in a wider
range of challenging environments, and work in creative partnerships with industry and the community,
including through work placements.
This Course Guide for BSB10120 - Certificate I in Workplace Skills will provide you an introduction to
Vocational Education and Training information and to your course. Read this guide and keep it for
reference throughout your course. You will also need to read the RTO Student Handbook to ensure you
understand your rights and responsibilities in undertaking a VET course with MacKillop Catholic College
RTO.

2 Starting Your Course
To be eligible for enrolment into BSB10120 - Certificate I in Workplace Skills you must;
•

meet the level of foundation skills in learning (1), reading (1), oral communication (1), writing (1)
and numeracy (1) (as assessed by the College RTO at enrolment);

•

complete the MacKillop Catholic College Laptop Agreement;

•

provide a Unique Student Identifier (USI) or give permission for the College RTO to apply for one
on your behalf (see the Enrolment Form); and,

•

complete a VET Course Enrolment Form.

Prior to enrolling, or at enrolment, you will be asked to complete a short evaluation test to confirm your
Language, Literacy and Numeracy (LLN) levels in line with the Australian Core Skills Framework (ASCF).
This LLN test is designed to assist the trainer in understanding how they can support you in completing
your course and if LLN issues are identified, this does not automatically preclude you from participating in
this course.
Learners with special needs will be identified prior to enrolment to ensure an appropriate partnership
approach can be arranged to support their needs within the course and the broader College community.
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3 BSB10120 Certificate I in Workplace Skills
3.1 Course Overview
This course provides a range of introductory skills and knowledge to provide learners an understanding
of the business environment and prepare them for the workplace.
BUSINESS RESOURCES: This unit describes the skills and knowledge required to identify, use and
maintain resources to complete a variety of tasks in the workplace.
WORK READINESS: This unit describes the skills and knowledge required to identify and document
current skills and plan future skills development.
SUSTAINABILITY: This unit describes the skills and knowledge required to measure, support and find
opportunities to improve the sustainability of work practices.
WORK HEALTH SAFETY: This unit describes the skills and knowledge required to work in a manner that is
healthy and safe in relation to self and others, and to assist in responding to incidents. It covers following
work health and safety (WHS) policies, procedures, instructions and requirements; and participating in
WHS consultative processes.
OPERATE DIGITAL DEVICE: This unit describes the skills and knowledge required to start up and use a
range of basic functions on a personal computer or business computer terminal.
WORK EFFECTIVELY: This unit describes the skills and knowledge required to work effectively in a
business environment. It includes identifying and working to organisational standards, managing
workload, and working cooperatively with others as part of a team.
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Units of Competency: To achieve a Certificate I in Workplace Skills a total of six (6) units of
competency must be completed. This comprises of two (2) core units plus four (4) elective units of
competency as detailed in the packaging rules and listed below.
Core Units:
•

BSBOPS101 Use business resources

•

BSBPEF101 Plan and prepare for work readiness

Elective Units:
•

BSBSU211 Participate in sustainable work practices

•

BSBWHS211 Contribute to health and safety of self and others

•

BSBTEC101 Operate digital devices

•

BSBTWK201 Work effectively with others

Duration: 1 Semester. The course will be timetabled for approximately 6 hours per week for 20 weeks.
A further 100 hours of homework, self-study or project work is required to supplement your training
and assessment. Your trainer will schedule additional study sessions during lunch breaks, Pastoral Care
classes and after school to ensure you have access to the required equipment to undertake your
course. During these times, the trainer will also be available for one-on-one student support,
assessment review and learning and study groups.
Location: On Campus – MacKillop Catholic College
Delivery Mode: Classroom based, with online access to resources.
Prerequisites: Nil
Cost: $50 consumables fee. Additional fees may apply to students from other schools.
Career Opportunities: Job roles and titles vary across different industry sectors. This is an entry level
qualification that could lead to study in a range of different and diverse industry areas. Students could
continue into a Certificate II in Workplace Skills and work as an office administrative assistant.

3.2 Assessment Procedures in BSB10115 Certificate I in Business
At the beginning of the course, you will be given a Course Timetable which outlines the schedule of
training, the expected time allocation for each topic and the expected assessment deadlines. Your
trainer will give you exact dates each term for all assessments and other tasks related to the start date
of your training and assessment, the Course Timetable is a useful guide over your semester of study
and will assist you to plan your approach to the projects and jobs in the course.
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The College RTO has a flexible learning approach to the delivery of this course, and you can negotiate
a more flexible approach to the assessments with your trainer, however, the SACE Assessment
Responsibility Code of Practice policy will apply. This policy can be found on the College website.

3.1 Assessments for BSB10120 - Certificate I in Workplace Skills
Assessments will vary with each unit. They may include written assessments, practical observations,
projects, oral questions and/or portfolios.

4 Fees and Charges
The College RTO does not charge a fee for delivery of this course. There is a $50.00 consumables
levy which is charged to all students enrolled in a MacKillop RTO course which covers the costs of a
uniform (which will be supplied), course consumables and excursion fees. The RTO course levy will
be added to your elective fees and must be paid upon commencement in the program so that
uniforms can be issued.
If, in the future, you wish to have either a certificate or a statement of attainment re-issued there
is a cost of $30.00 per issue.

5 Student Induction Procedures
As part of your introduction to the course you will be provided with an induction. This is an
information session that goes through this Course Guide and the Course Timetable. Additional
information about your rights and responsibilities as a VET student will be outlined and the role of the
MacKillop Catholic College RTO will be explained. You will be asked to sign the induction checklist to
agree that you have received and understood the information.

6 Student Support, Wellbeing and Counselling Services
You have access to a range of support services from within the broader College to assist you. These
include induction/orientation activities, LLN assessment, disability access, individual support and
assistance, English language support available, access to a counsellor, access to trainer and assessor
consultations and feedback, email access to trainers/assessors, and contact with the RTO Managing
Director.
Within the course, more specialist assistance for learners can be accessed (made by arrangement
with the RTO Managing Director) through;
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•

Direct contact with a trainer including contact in/out of class time during the school day;

•

Internet resources;

•

Additional tutorial classes;

•

Individual mentoring;

•

LLN or English as a Second Language support (made by arrangement with the RTO Managing
Director); and,

•

Computer Labs.

7 Records of Student Achievement
Protecting each individual’s privacy is not only respectful but a legislative requirement, however,
both the College and the RTO are required to collect information for the purposes of conducting
education and training. You have received the ‘Protecting Your Privacy’ brochure as part of the
general College enrolment pack. The brochure provides the key information about the College’s duty
of care and primary legislative requirements for protecting privacy. It allows, for example, parents and
carers to have access to your learning records.
The RTO is required under legislation to collect further information (under AVETMISS - the Australian
Vocational Education and Training Management Information Statistical Standard). We have
incorporated these extra questions into the VET Courses Enrolment Form. Only authorised persons
within the RTO will have access to this information and personal details will not be given to any other
third party without written consent, unless authorised or required by law.

7.1

NTCET Credit

All qualifications or units of competency that make up a qualification, in the Australian Qualifications
Framework (AQF) can contribute to the completion requirements of the Northern Territory Certificate
of Education and Training (NTCET). Currently for every 70 nominal hours of nationally recognised
training successfully completed, 10 credits will be recognised towards the NTCET. All
competencies/modules are assigned NTCET Stage 1 or Stage 2 and can contribute to some of the
compulsory components of the NTCET pattern.
The SACE Board determines the stage at which qualifications will be granted recognition in the
NTCET. For details of how specific VET qualifications can earn NTCET credits at Stage 1 and/or Stage
2, refer to the http://www.sace.sa.edu.au/subjects.
Refer to sace.sa.edu.au/web/vet/vet-recognition-search for more information.
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8 Contact Details for this Course
Managing Director: Patricia Sweeney Fawcett

Office Contacts

Phone: 08 8930 5704

P: 08 8930 5757

patricia.sweeneyfawcett@nt.catholic.edu.au

F: 08 8930 5700
mackillopcollege@nt.catholic.edu.au

Physical Address
285 Farrar Boulevard

Postal Address

Johnstone NT 0832

PO BOX 2608
Palmerston NT 0831

Trainer: Gary Haslett

Compliance Officer: Julie Freeman

Phone: 0410 612 142

Phone: 0457 219 886

Email: gary.haslett@nt.catholic.edu.au

Email: Julie.freeman@nt.catholic.edu.au
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