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With a new year, comes new opportunities to 
follow your interests and expand on your skills 
and knowledge. We are excited to present to 
you iTFE’s latest Prospectus. 
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Hospitality

Responsible Service  
of Alcohol  
Responsible Service of Alcohol (RSA) 
is the minimum requirement to serve 
alcohol in a licensed venue. In New 
South Wales and Victoria, this course 
is completed in less than a day at our 
specialist hospitality training centres 
located in Sydney, Chatswood, 
Parramatta, Melbourne CBD, 
Northcote, Deer Park and Croydon. 

Monday
8.30am-3.00pm S  
3.15pm-9.45pm S  
Tuesday
8.30am-3.00pm CH  S

3.15pm-9.45pm P  S  
Wednesday
8.30am-3.00pm P  S

3.15pm-9.45pm P  S

Thursday
8.30am-3.00pm S

3.15pm-9.45pm S

Friday
8.30am-3.00pm S

Saturday
8.30am-3.00pm CH  P  S

Sunday
8.30am-3.00pm       CH  S

Responsible Conduct  
of Gambling  
In New South Wales, it is a state 
requirement that all people working 
within a licensed gambling venue 
hold a valid Responsible Conduct of 
Gambling licence. 

Tuesday 
8.30am-3.00pm S

Friday
8.30am-3.00pm P  CH
Saturday
8.30am-3.00pm                       S

Sunday
8.30am-3.00pm              S

SITXFSA101 Use hygienic 
practices for Food Safety 
(Food Safety Handler)  

 
If you’re planning to start work 
in a hospitality venue preparing 
or serving food, then you should 
consider adding a certificate in food 
safety to your resume. Food Safety 
Handler is nationally accredited 
as offering hygienic practices for 
food safety. This course is the most 
up to date version of its kind and 
recognised throughout Australia. 
Participants receive a certificate 
for the nationally recognised unit 
of competence ‘SITXFSA101 Use 
hygienic practices for Food Safety.

Monday
9.00am-1.00pm P  S

Thursday 
9.00am-1.00pm  CH  S

Saturday 
9.00am-1.00pm  P  S

Sunday 
9.00am-1.00pm              S
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SITXFSA201 Participate in 
Safe Food Handling Practices 
(Food Safety Supervisor)  

 
For those who will be in a 
supervisory position in a food 
preparation environment, as 
well as the Food Safety Handler 
qualification, this more in depth 
qualification needs to be obtained. 
Participants receive a certificate 
for the nationally recognised unit of 
competence ‘SITXFSA201 Participate 
in Safe Food Handling Practices’. 
NSW students will receive additional 
FSA Certificate.

Monday 
9.00am-5.00pm P  S

Thursday
9.00am-5.00pm CH  S

Saturday
9.00am-5.00pm P

Sunday 
9.00am-5.00pm               S

Barista Coffee Level 2  
Learn further coffee making 
techniques, master the art of milk 
texturising, be introduced to more 
types of coffees, and harness a 
thorough understanding of roasting 
techniques in this advanced coffee 
making course. An introduction to 
Coffee Art is included in this unit, 
which will place you at the top of the 
candidates list for Barista work.

Monday 
1.00pm-5.00pm P

Tuesday 
1.00pm-5.00pm S

Wednesday
1.00pm-5.00pm P

Saturday 
1.00pm-5.00pm S

Sunday 
1.00pm-5.00pm              P

Bar Operations  
Prepare yourself for working behind 
a bar with skills and tips from 
industry professionals, so that you 
will impress both management and 
customers alike. Learn how to set 
up and run a bar and gain an insight 
into all aspects of quality bar service.

Alternate Thursday 
8.30am-12.30pm                       S

The Professional  
Waiter  
People who have mastered the art of 
Silver Service dining, preparation and 
serving skills, wine craft and basic 
wine knowledge, menu service and 
an understanding of the hospitality 
cycle are highly sought after in 
the hospitality industry. This short 
course will introduce students to fine 
dining and all that is required of staff 
to work in this area.

First Friday of each month 
10.00am-2.00pm                       S

Cocktail Preparation  
and Service  
This course will teach you a range 
of cocktail making techniques along 
with efficiency skills behind a bar 
and various types of mixed drinks. 
You’ll be working with an industry-
experienced trainer with relevant 
and current skills taken from across 
the hospitality industry.

Thursday (alternate)
1.00pm - 5.00pm                       S

SIT30616 Certificate III  
in Hospitality      
The Certificate III in Hospitality 
course is the perfect way to get 
ahead in the hospitality industry. 

If you’re working within the food and 
beverage sector providing service 
in coffee, bar or waitering, then this 
course is for you. Our Certificate 
III in Hospitality will give you a 
nationally recognised pathway into 
higher qualifications, extend your 
understanding of the hospitality 
sector, allow you to harness a 
passion and understanding of 
wine and excell your knowledge of 
espresso coffees and coffee origins. 
This course includes both theory and 
practical work as well as 38 hours of 
work placement.

Next course commencing in  
August 2017. 
Visit  itfe.edu.au for dates and 
further details. 

Barista Coffee Level 1  
Master the basics and crucial theory 
involved in making the perfect 
expresso coffee. Under the direction 
of industry professionals, learn six 
different coffee techniques that are 
commonly found in cafés around 
Australia, as well as grinding skills, 
the importance of milk texturising, 
and how to use various coffee 
machines.

Monday 
8.30am-12.30pm P

Tuesday 
8.30am-12.30pm S

Wednesday
8.30am-12.30pm P

Sunday 
8.30am-12.30pm        P  S
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Property Services

Property Risk and 
Compliance Essentials  

 NEW  
This course will provide an 
introduction to property risk 
management essentials, for those 
intending to enter the field of real 
estate and property management. 

Course runs once a month.  
Visit  itfe.edu.au for dates and 
further details.

NSW Certificate of 
Registration Course  
Turn your interest in property and 
auctions into your dream career. 
Presented by industry professionals, 
iTFE’s new four day course will 
provide you with entry level units 
required by the New South Wales 
Authority to start your career in real 
estate.

Course runs quarterly.  
Visit  itfe.edu.au for dates and 
further details.
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HLTAID001 Provide CPR  
  

There’s a huge calling in Australia 
for people to engage themselves 
with an understanding of CPR. Our 
Provide CPR course is nationally 
accredited as HLTAID001 Provide 
Cardio-Pulmonary Resuscitation.

Monday 
9.00am-12.00pm CH  S

Tuesday 
9.00am-12.00pm  P

Wednesday 
9.00am-12.00pm CH  S

Thursday 
9.00am-12.00pm  P  
Friday 
9.00am-12.00pm  S

Saturday 
9.00am-12.00pm  P  S

Saturday
9.00am-12.00pm             CH
Sunday 
9.00am-12.00pm                 CH  S

First Aid

HLTAID004 Provide an 
Emergency First Aid 
Response in an Education  
and Care Setting   
HLTAID004 is a specialised first aid 
course for individuals working in an 
education and care setting. There is 
pre-work that needs to be completed 
online prior to participating in this 
session.

Last Sunday of each month
9.00am-5.00pm              S

HLTAID003 Provide First Aid 
(First Aid Level 2)   
Students that require a more 
extensive knowledge of first aid 
should complete this one-day face-
to-face course. There is pre-work 
that needs to be completed online 
prior to participating in this session. 
Participants who pass all aspects of 
the course will receive a certificate 
for “HLTAID003 Provide First Aid” 
which is a nationally recognised unit 
of competence.

Monday 
9.00am-5.00pm  CH  S

Tuesday 
9.00am-5.00pm  P

Wednesday 
9.00am-5.00pm CH  S

HLTAID002 Provide Basic 
Emergency Life Support 
(First Aid Level 1)   
Basic first aid skills are an important 
requirement for many employment 
positions and fields. There is pre-
work that needs to be completed 
online prior to participating in this 
session. Upon successful completion 
of this course, students will receive 
a certificate for the nationally 
recognised unit of competence 
“HLTAID002 Provide Basic 
Emergency Life Support”.

Monday 
9.00am-2.00pm CH  S

Tuesday 
9.00am-2.00pm  P

Wednesday 
9.00am-2.00pm CH  S

Thursday 
9.00am-2.00pm  P

Friday 
9.00am-2.00pm  S

Saturday 
9.00am-2.00pm  CH  S

Sunday 
9.00am-2.00pm       CH  S

Thursday 
9.00am-5.00pm P

Friday 
9.00am-5.00pm  S

Saturday 
9.00am-5.00pm  CH  S

Sunday 
9.00am-5.00pm       CH  S
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Child Care

HLTAID004 Provide an 
Emergency First Aid 
Response in an Education  
and Care Setting  
HLTAID004 is a specialised first aid 
course for individuals working in an 
education and care setting. 

Course runs monthly.  
Visit  itfe.edu.au for dates and 
further details.

CHC40113 Certificate IV  
in School Age Education  
and Care    
If working with primary school age 
children is your passion, then this 
is the course for you. Our nationally 
accredited Certificate IV in School 
Age Education and Care is designed 
to get you into the workplace as 
an outside school hours team 
member. This heavily in demand 
profession will provide you with a 
wealth of employment opportunities 
across the country, as you learn 
how to help children develop and 
grow. This course involves 120 
hours of placement in a childcare 
environment as part of the course.

Visit  itfe.edu.au for dates and 
further details.

CHC30113 Certificate III  
in Early Childhood Education 
and Care    
Are you passionate about a career 
working with children under 5 years 
of age? The Certificate III in Early 
Childhood Education and Care will 
enable you to work as an early 
childhood educator, playground 
supervisor, family day care worker, 
nanny, mobile childcare assistant 
or childcare assistant. This course 
involves 120 hours of placement in a 
childcare environment as part of the 
course.  

Course runs monthly.  
Visit  itfe.edu.au for dates and 
further details.
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Aged Care

CHC33015 Certificate III  
in Individual Support  
(Ageing, Home and 
Community)     
Are you looking for a role in a 
community or residential setting 
that follows an individualised plan 
to provide person centred support 
to people who require help due to 
ageing, disability or some other 
reason, then this is the course for 
you. This course includes both theory 
and practical work in our simulated 
support environment, as well as 
120 hours of placement in an actual 
support centre.

Course runs monthly.  
Visit  itfe.edu.au for dates and 
further details.

CHC43015 Certificate IV in 
Ageing Support    
This qualification reflects the 
role of support workers who 
complete specialised tasks and 
functions in aged services; either 
in residential, home or community 
based environments. Workers will 
take responsibility for their own 
outputs within defined organisation 
guidelines and maintain quality 
service delivery through the 
development, facilitation and review 
of individualised service planning 
and delivery. This course requires 
120 hours of placement in an actual 
support centre. 

Course runs quarterly.  
Visit  itfe.edu.au for dates and 
further details.
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Men’s Barbering  
Individual Units  
Have you completed your Certificate 
III in Hairdressing? Are you 
interested in learning more about 
men’s hair? Based on individual units 
from the Certificate III in Barbering 
are offered as short courses to 
further your skills in this in demand 
area of the hair industry. Join our 
existing classes for these units, or if 
there is enough interest, these units 
will be run separately. 

Coming Soon.

SHB30416 Certificate III  
in Hairdressing    
Do you have a natural flair for 
doing people’s hair? Do the latest 
hairstyles and colours get your 
creative juices flowing? Completion 
of this course means you will be a 
qualified hairdresser, ready to work 
in any salon, or able to work in your 
own business. Learn about hair 
analysis, hair cutting, colouring, 
curling and straightening, styling 
and salon operation in this dynamic 
and very hands on course, in our own 
upmarket salon environment. May 
require work placement. 

Coming Soon.

SHB30516 Certificate III  
in Barbering   NEW   
Sculptured beards and classic 
hairstyles have become the signature 
look for men on the street. Have 
you noticed the increase of men’s 
hair salons and barbers that are 
springing up everywhere to cater 
for this demand? The specialist 
hairdressing course focusing on 
men‘s hair at the Institute of Training 
and Further Education can help you 
master the art of classic styling, 
design, cutting, combing and clipping 
techniques, so that you can be part 
of this rapidly growing area. May 
require work placement.

Coming Soon.

SHB30115 Certificate III  
in Beauty Services    
Is your dream to work in the beauty 
industry? Then this is the course for 
people wanting to work in a beauty 
salon or beauty retail environment. 
Topics covered during the course 
include lash and brow services, 
waxing, makeup, skin care, hygienic 
practices for treatments along with 
demonstrating and selling retail 
cosmetic and skin care products. 
The course is not just theory, but 
very practical, and includes work on 
real clients in a professional salon 
environment. May require work 
placement.

Course runs every two months.  
Visit  itfe.edu.au for dates and 
further details.

Hair Extensions  
Learn the art of hair extensions.

These classes will run as often as 
demand dictates. 

Please contact our friendly career 
advisors on 1300 659 557 to register 
your participation.

Hair and Beauty
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CPCCWHS1001 Prepare 
to work safely in the 
construction industry  
(White Card)  
This is a nationally accredited 
course; however, different states 
have varying safe work practices 
that are required. The course 
provides participants with the basic 
principles of health and safety in the 
construction industry, and includes 
information about preventing 
workplace injury and illness, 
injury management and worker’s 
compensation. 

Monday 
9:00am-3:30pm S

Thursday 
9.00am-3.30pm P  S  
Saturday 
9.00am-3.30pm              P

Health and Safety 
Representative Course 
(Commonwealth)  
This initial five day course 
will provide Health and Safety 
Representatives (HSRs) of 
organisations under the jurisdiction 
of the Comcare scheme to acquire 
the knowledge and skills to enable 
them to exercise their powers for the 
purpose of promoting and ensuring 
the health and safety at work for 
members of their work group.

Course runs once a month.  
Visit  itfe.edu.au for dates and 
further details.

BSB41415 Certificate IV  
in Work Health and Safety  

  
Workplace Health and Safety is 
an in demand qualification, with 
every industry having individual 
requirements in this field. Using 
your Certificate IV in Work Health 
and Safety, you will be able to apply 
for such positions across many 
industries including Workplace 
Health and Safety Officer or 
Workplace Health and Safety 
Coordinator. You will be studying 
under industry professionals with a 
passion for engaging students and 
providing them with the skills they 
need for employment outcomes.

Course runs twice a month.  
Visit  itfe.edu.au for dates and 
further details. 

BSB30715 Certificate III  
in Work Health and Safety  

  
Certificate III in Work Health and 
Safety is a nationally recognised 
course for people looking to extend 
their resume with an understanding 
of safe work legislation, hazard 
control principles, preventative 
safety measures and much more.

Course runs twice a month.  
Visit  itfe.edu.au for dates and 
further details. 

Health and Safety Committee 
Course  
The purpose of the training program 
is to provide participants with an 
understanding of the structure 
and role of a Health and Safety 
committee. It provides an overview 
of the principles. For an effective 
Health and Safety committee and the 
conduct of relevant meetings.

Course runs twice a month.  
Visit  itfe.edu.au for dates and 
further details. 

Building and Construction
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Australia’s Home for Training and Education.

Established in 1998, the Institute of Training and Further Education (RTO Number 6372) provides quality training courses in Victoria, 
New South Wales and Queensland, at 11 convenient locations. iTFE delivers both short and certificate level qualifications, along 
with customised training packages to corporate customers. Since its inception, iTFE has adapted to industry needs and added new 
courses to our scope, to help educate people so that they can achieve their dream positions.

iTFE covers a broad range of disciplines from Hospitality and IT, to Beauty, Workplace Safety and beyond. Our first rate training 
facilities, plus passionate top class trainers, all with industry currency, provide students with the opportunity to be inspired and 
learn from the best.

In 2014, iTFE became part of the IntoWork Australia Group, Australia’s leading workforce-training group, providing even greater 
support and opportunities for our students.

Modern Training Facilities and Onsite Delivery 

Our first rate training facilities are spread across Sydney, Melbourne and Brisbane, providing convenient locations for your 
training. 

iTFE can also provide on-site training for your employees, at any location. This flexible, convenient and cost-effective training 
alternative provides employers with the opportunity to upskill either small or large groups of staff at any location in Australia at 
times that suit your team.

We are also available to provide training for community groups and organisations across Australia, once again at your location 
and at a time to suit your members.

Quality Training Solutions Delivered by Experts 

iTFE is supported by over 80 qualified training professionals, located throughout Australia. Our team of experts offer a wealth 
of information and hands on industry experience in their respective fields, providing first-hand knowledge and skills to 
students.

iTFE prides itself on providing learning packages that have been developed in consultation with industry representatives 
and experts. The skills we teach are well aligned to our client’s needs, and place them at the forefront for employment 
opportunities.

The Institute of Training and Further Education is Australia’s leading 
private training organisation, delivering a wide range of qualification 
and short courses to over 60,000 students each year.
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iTFE - Proudly Part of IntoWork Australia 

In 2014, iTFE proudly became part of IntoWork Australia; a national group of companies with over 700 staff providing excellence 
in workforce participation and community solutions. iTFE joins 9 other companies to sit under the IntoWork banner: AGA, 
CTC, Devereux Recruitment, Interact Australia, MAS National, MRAEL, Rogan Family Care, Stockdale Personnel and Work & 
Training. 

IntoWork is the largest employer of apprentices and trainees of its type in Australia. Committed to creating career pathways 
to individuals across the country, IntoWork is a multi-state provider of training, and a significant provider of short term and 
permanent placements in blue and white collar industries.

Our Courses and Accreditations 

From short courses to diplomas, iTFE’s training programmes are designed to prepare students for their chosen vocation,  
while equipping them with the tools for securing their dream job.

iTFE’s specialist training departments include:

Clients Across Diverse Industries 

With thousands of individual students each month, iTFE has been afforded an opportunity to deliver premium training packages 
to a wide range of clients from the private, public and government sector.

Our services extend to industries such as: 

 Hospitality

 Warehousing and Distribution

 Transport and Rail

 Oil, Gas and Petroleum

 Retail

 Construction and Mining

 Agriculture and Horticulture

 Education and Higher Education Settings

 Manufacturing

 Health and Wellbeing

 Local, State and Federal Government

  Hair and Beauty Salons, Spas and  
Retail Environments

  Childcare, Afterschool Care, Long and  
Short Day Care

CHILD CARE BUSINESS & MARKETING AGED CAREPROPERTY SERVICES

HOSPITALITYHAIR & BEAUTY FIRST AID BUILDING & 
CONSTRUCTION

COMPUTER TRAINING
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What is Competency Based Training? 

Competency based Training (CBT) relates to the demonstration of skills, knowledge, attitude and application required for 
effective performance in the workplace.

Nationally agreed statements called Competency Standards are used to describe the skills and knowledge required for a 
person to operate effectively in the workplace. 

They contain descriptors of outcomes to be achieved (Elements) and criteria for performance (Performance Criteria). CBT 
allows for the required level of performance and expected mode of assessment to be made clear before the commencement 
of training, with the rate at which a learner will progress through the program determined by their demonstrated competence 
rather than by time spent engaged in study.

Training Sessions and Methods 

The Institute of Training and Further Education delivers quality training to students with continuous intakes throughout the year 
for certificate qualifications, and a regular calendar of short courses every week.

Classes are scheduled between the hours of 8.30am and 9.00pm Monday to Thursday, and 8.30am to 6pm Friday to Sundays.

Course length and number of sessions per week vary depending on the course and qualification. Various options for study times 
and session lengths and number of sessions are provided and can be found on our website. It is expected that students attend 
every session of the course, for the full length of each session. In some courses, latecomers will not be allowed to participate in 
the session.

Training sessions are as practical as possible, with lots of hands on learning experience where possible. Some Certificate 
qualification courses require students to be placed in a real workplace, and assessed in this environment, as part of the course.

The Institute of Training and Further Education is an employer focused training organisation that offers both international and 
local students access to a network of potential employers through our links with industry.

Each course that we deliver aims to provide participants with the skills necessary to gain meaningful employment upon 
successful completion.

Qualifications 

The Institute of Training and Further Education offers courses in:

What is Vocational Education and Training? 

Vocational Education and Training (VET) is education and training for work and is directly linked to the needs of business and 
industry. Providers of VET are registered by the Australian Skills Quality Authority (ASQA) and are regularly audited for service 
quality. This system enables providers to operate anywhere in Australia and to issue nationally recognised qualifications.

Study Options

 Real Estate

 Building & Construction

 Aged Care

 Hospitality

 Business & Finance

 Hair & Beauty Care

 First Aid

 Workplace Safety

 Child Care

 Computer Training
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Mode of Study 

Teaching and learning rely on two way communication, and students are encouraged to discuss and actively participate in 
learning. All programs provided by iTFE are offered in a variety of interactive teaching methods to accommodate a range of 
learning styles. Students are required to attend all classes with prescribed textbooks, correct uniforms (if applicable) and all 
necessary equipment to ensure that they are able to meet course competencies.

Some of the different teaching methods used:

Learning and Assessment 

Assessment under the CBT system takes into account the participant’s knowledge and attitudes, but requires actual 
performance of the competency as the primary source of evidence. 

To be deemed competent the learner must be able to perform a skill to a specified standard under specific conditions.

Assessment methods incorporated at iTFE are:

Assessment Methods 

Assessment methods are usually determined via a combination of methods, which can involve any of the following:

 Tutorial group discussions.

  Group work (working with other students  
in a team environment).

 Practical activities.

 Audio or visual presentations.

 Self-directed learning through research.

  Problem solving and problem-based learning 
methods within a ‘real workplace’ setting.

  Reflective journals and learning portfolios kept by 
individual students.

Unlike the traditional education system, CBT adopts an assessment process that is continual. Assessments can take place 
before, during and after training to give the trainer the opportunity to assess all aspects of competence across a range of 
situations and over a period of time.

 Written and verbal assessments

 Class participation

 Discussions

 Project work

 Presentations

 One-on-one examinations

 Teacher observations

 Debates

 Role plays

 Performing practical tasks

 Workplace environment observation

Flexible

Appropriate to a range of 
delivery modes, sites and 

learner needs.

Valid

Assess what they claim to 
assess.

Reliable

Consistent from learner 
to learner and context to 

context.

Fair

Do not disadvantage any 
individuals or groups of 

learners.
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Pathways

“Thank you so much for providing an exceptional service to me over 
the week. I enjoyed it so much and am looking forward to becoming an 
Agent’s Representative.” – Mark

University 

Diploma 

Certificate III 

Advanced Diploma   
Higher Education Diploma  
Associate Degree 

Certificate IV 

Certificate II 

Pathways connect courses between 
our vocational training and higher 
education. You can start your 
education journey at certificate level 
and proceed to a diploma, degree or 
even a PhD, leaving your pathway 
when you achieve your immediate 
study goal, and re-entering if and 
when you choose to further  
your studies.

Registered Training Organisations 
and TAFE Colleges must recognise 
the qualifications and statements 
of attainment issued by any other 
Registered Training Organisation.

This means that you may be eligible 
for credit towards courses conducted 
by other Registered Training 
Organisations, TAFE Colleges and 
Universities based on what you 
achieve with Institute of Training and 
Further Education.
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Recognition Prior Learning (RPL) / Credit Transfer 

Students can enter a qualification without completing earlier qualifications or doing the prerequisite competencies if they feel 
they are already competent in those areas. They are however required to undergo a course credit assessment. A Credit Transfer 
application must be accompanied by nationally recognised Certificates with detailed Statement of Attainments indicating the 
units successfully completed include unit codes, titles and dates of completion.

Students who have completed a nationally recognised qualification / unit that have the exact same code as a unit currently 
enrolled will be eligible for credit transfer for the particular unit(s), but must provide the original certificate to be sighted for 
verification of the credit transfer.

Where Recognition of Prior Learning (RPL) is being applied for the students must include all relevant evidence of work 
experience and where learning has occurred. Where students have gained relevant skills and knowledge other than 
undertaking accredited training for the unit, a student may be eligible for Recognition of Prior Learning. 

Applicants must complete an application form and submit to the Admissions Coordinator with supporting evidence as required.

Applications for RPL and / or Credit Transfer (CT) will only be accepted if:

Students who have completed a qualification, or components/competencies of a qualification, that comes within the Australian 
Qualification Framework or other qualifications deemed to be acceptable to iTFE, may apply under this same process to have 
that recognised under the process of Credit Transfer. Exemptions are applicable only to the courses in which the student is 
enrolled at the time of applying for exemptions. If a student changes courses, exemptions granted will be reassessed to ensure 
that they are still appropriate.

 The student is enrolled in an approved course of iTFE

 The appropriate fee has been paid

  The application is made before commencing the first term of study at iTFE RPL and/ or CT will be granted based on 
skills and education that a student has already acquired from other appropriate courses. The granting of exemptions 
is based on the concept of Recognition of Prior Learning (RPL) and/ or Credit Transfer.

Institute of Training and Further Education will recognise qualifications from other countries as long as they meet the  
above criteria. 

When a student applies for RPL the student is asked to provide evidence of their skills and studies. 

This evidence can include:

 Certification

 Academic transcripts

 Subject descriptions

 Testimonials

 References from employers and work samples
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Work Experience Placement

Supervised Work Placement 

Students of the college are required to perform work placement in some courses, helping put into practice the learning that 
occurs in the classroom. Students will undertake study up to three days per week at your chosen campus location (depending 
on course and timetable) and in some cases onsite at a company chosen by you. The hands on learning experience developed 
across our operations is designed to skill students to a level where they are able to take this experience and gain employment 
in a well-paid, meaningful role within the chosen field of their studies. Be sure to check and discuss practical requirements 
with one of our highly trained career advisors.

Sourcing Practical Placements 

The process for sourcing a work placement position for students is usually undertaken as follows:

Student is responsible for identifying a willing host organisation.

iTFE assist by screening the nominated venue for compliance with iTFE’s policy and procedure and regulatory requirements in 
accordance to RTO and ASQA standards. On successful screening, the student is registered against this organisation.

For students unable to identify a suitable host, iTFE shall liaise with industry to identify potential host organisations. iTFE will 
determine suitability of potential host employers, including supervision and occupational health and safety requirements.

A site visit may be conducted by iTFE for all host organisation workplaces. The site visit shall ensure the workplace  
is appropriate for the student’s placement and there is access to appropriate equipment while maintaining OH&S and  
WHS standards.

All host organisations will be given information relating to the work placement requirements and course information.

A ‘Work Placement Agreement’ will be signed by iTFE, the host organisation, and the student. The agreement will specify the 
roles and responsibilities of all parties, hours the work placement will take place and the total hours required to complete the 
outcomes of the specified units of competency.

The ‘Work Placement Agreement’ will also include the requirement for the host organisation to provide an induction session 
with all students prior to any placement hours being completed.

Prior to Practical Placements 

Students are required to undertake training within iTFE’s environment in all prerequisite units and the theory components of 
units to be assessed in the work placement. This includes any OH&S and WHS training that is to be included within the course. 
This training shall take place within iTFE’s classrooms and simulated work environments and will occur prior to any work 
placements being undertaken.

Students are required to undertake a workplace induction which will allow for the student to become familiar with the 
workplace and meet host organisations and colleagues. The induction is usually conducted by the host organisation as 
indicated within the ‘Work Placement Agreement’.
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The Benefits of Work Placement 

Work placement literally gets your foot in the door. Most of our students find long-term work almost immediately after starting 
work placement.

Undertaking Practical Placements 

Students are required to complete the work placement as specified in the ‘Work Placement Agreement’. Any variations to 
the hours worked and conditions of the work placement must be amended in the agreement in consultation with the course 
coordinator trainer and host organisation and re-issued to all parties for authorisation. The WPA should then be updated.

Student’s attendance through the work placement will be recorded by the host organisation and the student via the  
‘iTFE work placement passport’. This will record all times and dates the student completes work placement hours for the  
host organisation.

The student will be provided support and guidance from the host organisation in the completion of required workplace tasks. 
These tasks will ensure the student further develops their skills and knowledge in the required areas as specified in the WPA. 

iTFE will monitor the work placement through trainers and assessors including the below:

 Regular contact with the student through normal classes where feedback on the work placement will be sought.

  Site visits to conduct assessments where applicable, (subject to the specific course of study) at least once every two 
weeks in the workplace where trainers will ensure the workplace is providing adequate support and guidance to the 
student. The trainers will also ensure the workplace remains compliant.

The host organisation and student will be required to sign the iTFE passport indicating the hours completed which will be 
monitored by trainers and assessors. Assessment of required practical skills will be undertaken by qualified trainers and 
assessors where appropriate. On some occasions the trainer may require the host organisation to participate in the assessment 
process through observing students in the workplace. All assessments shall be signed off by a qualified assessor from iTFE.

“Thank you for all your knowledge and being an awesome trainer. I 
have really enjoyed the course and you delivered the information in 
an easy to understand way.”– Carissa
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22 Research Dr 
Croydon South VIC 3136

664 Victoria St 
North Melbourne VIC 3051

301 Foleys Rd 
Deer Park VIC 3023

Melbourne CBD 

Deer Park 

North Melbourne 

Croydon 

Northcote 

Warragul 

Level 7, 250 Collins St 
Melbourne VIC 3000

69 - 71 Wills St 
Warragul VIC 3820

192 High St 
Northcote VIC 3070

MELBOURNEVIC
TRAINING LOCATIONS
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QLD
TRAINING LOCATIONS

NSW
TRAINING LOCATIONS

Level 1, 11 Aird St 
Parramatta NSW 2150

Sydney 

Parramatta 

Chatswood 

Level 6, 770 George St 
Sydney NSW 2000

Level 7, 1-5 Railway St 
Chatswood NSW 2067

294 Scarborough Rd  
Scarborough QLD 4020

Brisbane 

Scarborough 

Level 8, 288 Edward St 
Brisbane QLD 4000

SYDNEY

BRISBANE
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Student Support Team 

The Institute of Training and Further Education engages a variety of personnel to provide a range of support services to 
students, including the following:

  Receptionists for general course, enrolment and 
administrative enquiries.

  Careers Advisors for specific enrolment and course 
enquiries, and support during the course.

  Data Integrity team for any certificate and/or 
statement of result enquiries.

  National Training Operations Manager for specific 
problems, concerns, course issues or private 
concerns and support.

  Business Managers in each state for specific 
problems or concern with course schedules, 
participation and assessment.

Support Services
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Find Your Future 
Enrol Now

1300 659 557
itfe.edu.au
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