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Welcome to the Industry Skills Centre
The Industry Skills Centre provides a safe, secure and highly supported training environment for people who are blind or vision impaired.  It is staffed by dedicated and highly qualified trainers, supported by a technical, administrative and customer service team, all devoted to the well being and success of enrolled students.  

Small classes of up to eight participants mean that you will get individual support and help.  In addition, our equipment has been enhanced with assistive technology, designed for the work environment, so that you will learn how to use the tools you need. 
As well as structured classes, we offer on the job learning opportunities and computer laboratory access to ensure that you have access to the learning environment you need.  We also offer training in some subjects for students who are unable to travel to the Centre.

The Library and Information service provides access to equipment, transcription services, and technical assistance to support your training.  At the Association we offer excellent recreational and social opportunities to make your learning with us a full and rewarding experience. Our onsite, welcoming café provides a range of hot and cold snacks and drinks.
The Industry Skills Centre offers a wonderful study environment and pathway to better skills and employment opportunities.  To facilitate this we encourage and organise networking opportunities with past and present students for social, work and study purposes.  This aligns well with the role of our dedicated Vocational Advocacy Officer who works closely with employment service providers and Centrelink to provide a gateway into work.  

New government initiatives are available to exempt eligible people from paying tuition fees.  This could mean a saving of around $200 for Certificate I students and $400 for Certificate III students in 2010.  It is a great incentive to help you get back into training and to support you to take the next step towards employment.  See the section below on Special Fee Concessions.
We hope you will take the time to explore the prospectus and consider enrolment in one of our training programs.

Program Manager
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Semester and Term Dates 2010
Semester 1

Term 1

Commences Monday 1 February

Ends Thursday 1 April

Term 2

Commences Monday 19 April

Ends Friday 2 July

Semester 2

Term 3

Commences Monday 19 July

Ends Friday 24 September

Term 4

Commences Monday 11 October

Ends Thursday 16 December

Public Holidays

New Year’s Day
Friday 1 January

Australia Day holiday
Tuesday 26 January

Labour Day (WA)
Monday 1 March

Good Friday
Friday 2 April
Easter Monday
Monday 5 April
Anzac Day
Monday 26 April (Anzac Day Sunday 25 April)
Foundation Day
Monday 7 June

Queen’s Birthday
Monday 27 September

Christmas Day
Monday 27 December (Xmas Day Saturday 25 December)
Boxing Day
Tuesday 28 December (Boxing Day Sunday 26 December)
Application for Enrolment

Instructions for Continuing Students

During the last weeks of semester, your course trainer will provide you with information on how to re-enrol for the following semester, should you wish to continue with your studies.  

Instructions for New Students

Application for entry to a course of study may be made in one of the following ways:

· In writing to the Industry Skills Centre, Association for the Blind of WA, PO Box 101, Victoria Park WA 6979
· By email to teis@guidedogswa.com.au
· By telephone to a Customer Services Officer on 6222 4904
· By referral from Vision Education Services if you are still at school
Interview and Selection

Applicants for nationally recognised training courses will be interviewed to ensure that they meet the entrance requirements, where applicable.  If your application is successful, you will be offered a place in the next available course and provided with an enrolment and induction appointment.
Enrolment for New Students

An enrolment date and time will be provided to you on acceptance of your application to study.  This is generally two weeks prior to the commencement of your course of study.  In exceptional circumstances, you may be able to enrol on the first day of your course.  Enrolment is combined with a formal induction course to prepare you for your study at the Centre.
Payment of Fees

Enrolment opportunities are reserved for Association members.  If you are not an Association member, a Service Access Fee of $77 must be paid at enrolment.  
Where course fees are applicable, enrolled students will be invoiced as soon as possible after commencement of training.  Payment can be made by cash, cheque or credit card to our Cashier in the Victoria Park office.  Facilities are available for Bankcard, MasterCard and Visa.  EFTPOS is also available but without the option to provide extra cash.

Fee Waivers and Fee Instalment Plans

A waiver of fees may be available under certain circumstances and you should contact the Customer Services Officer on 6222 4904 during business hours for further information.

You may make an application for a Fee Payment Instalment Plan to be negotiated with our Accounts Department.  By entering into an Instalment Payment Plan you are entering a contract, and the Association reserves the right to cancel your enrolment if the agreed instalments are not paid.

How Fees are Calculated

Tuition fees for nationally-recognised training courses are set by the Department of Training and Workforce Development of Western Australia and published in the Association’s Schedule of Fees and Charges for each current year.  Students in receipt of a pension are eligible to pay a concessional reduced tuition fee.  Fees for non-accredited training courses and workshops are also published in the Association’s Schedule of Fees and Charges for each year. 
You may be required to purchase text books and other resources in order to complete your course of study.  Any such requirements will be provided to you at enrolment.

Fees for recognition of prior learning by evidence or by assessment will be applied according to the current Fees and Charges Schedule set by the Association.  A candidate who enrols for additional training following recognition of prior learning will incur the unit tuition fee in addition to the recognition of prior learning fee already paid.

Special Fee Concessions

From time to time the Department provides other fee concessions to eligible participants.  In the 2009 budget the Australian Government announced initiatives to support young people, people from disadvantaged backgrounds, people with disabilities and people who are retrenched due to the economic downturn.

This has resulted in the announcement by the Department of course fee exemptions for people who are Job Seekers through Centrelink or a Job Services provider, or who have a Centrelink health care card for Newstart or Youth Allowance.  This means that if you are eligible, you will not have to pay tuition fees for one qualification of up to 12 months duration.

The Certificate I in Information Technology and the Certificate III in Business courses to be run in 2010 both meet these criteria.  This is a really good time to be thinking about getting back into training and then into employment.
Refund Policy

In order to qualify for a refund, you must formally withdraw in writing or in person through the Customer Services Officer.  It is not sufficient to verbally inform someone at the Centre of your intention to withdraw.

The Industry Skills Centre will provide a full refund of Tuition Fees upon request where:

· a course is cancelled by the Centre for any reason, or
· the Centre reschedules, after enrolment, a class or course to a time unsuitable to you.
The Industry Skills Centre will provide a partial refund of Tuition Fees where:

· you lodge a formal withdrawal prior to completion of 25% of the scheduled course hours or within four weeks of the commencement of the training; or

· at the discretion of the Director, Training, Employment and Information Services; and

· where you can demonstrate a valid and significant reason for course withdrawal (such as serious illness, transfer of employment or other circumstances beyond your control).
Recognition of Prior Learning
Recognition of prior learning is a formal process for recognising your current skills, knowledge and experience which may be relevant to qualifications.  This may mean that you are given credit towards a qualification that you wish to achieve.  If you have work experience relevant to the qualification which you are seeking, you should consider recognition of prior learning as an option.

Recognition of prior learning information and application forms are available on request from the Customer Services Officer.
Exemptions

An exemption is granted where you have already completed a unit with another Registered Training Organisation.  This is not the same as recognition of prior learning. Certificates and Statements of Attainment awarded by other Registered Training Organisations throughout Australia will be accepted by the Industry Skills Centre towards completion of a qualification.  You must produce the Certificate or Statement of Attainment at enrolment.

Student Funding

If you are enrolled in a full Certificate course you may be eligible for one or more of the following financial assistance grants:

· Austudy or Abstudy;
· Youth Allowance;
· Pensioner Education Supplement;
· Education Entry Payment;
· Mobility Allowance.
On request, prospective students will be provided with assistance to complete the forms to apply for one or more of the above support grants.  The Association will provide you with a letter confirming enrolment, attendance times and target completion date upon request.  You have a responsibility to keep Centrelink advised if your eligibility for financial assistance changes.

Nationally Recognised Training Courses
Windows 7

In 2010 our training courses will be modified to provide training in the new Windows 7 operating system.
Microsoft Office 2007

All of our training courses and workshops use Microsoft Office 2007 to develop skills and knowledge.  The Industry Skills Centre is the first in Australia to introduce Office 2007 to its training programs for people who are blind or vision impaired, in spite of the significant challenges that have resulted.  MS Office 2007 leaves behind the menu driven interface that we have all worked with for the last 15 years or so and introduces a new interface based on ribbons.  Any new graphical development in software results in new challenges for people who are developing assistive software and also for those who are using it.  The Industry Skills Centre staff rise to these challenges to ensure that we maintain our status as leading edge trainers in the field of assistive technology.
Churchill Fellowship Award

This innovation and initiative has led directly to the award of a Churchill Fellowship to one of our Training and Development Officers.  She will use the Fellowship grant to travel to Canada and the US in late 2009 to liaise with other organisations in the blindness and vision impairment sector that are embarking on the delivery of training using the new Office 2007 graphical user interface.  Industry Skills Centre students will benefit from this exciting initiative by gaining access to state of the art training techniques and resources.

We look forward in 2010 to reaping the benefits of a hard year of development, study and research in 2009.

Certificate I in Information Technology   ICA10105

The Certificate I in Information Technology is a qualification that can be gained through formal training, recognition of existing skills, workplace assessment or a combination of these.  The Certificate is recognised by other training organisations and by industry throughout Australia and may be used to seek entry level employment or as a foundation course for further study. It is also a useful course to undertake to improve or consolidate personal or general office computing skills.  

To receive the Certificate I in Information Technology, you must successfully complete six units of competency. 

Core Units

ICAU1128B 
Operate a personal computer

ICAU1129B 
Operate a word processing application

ICAU1133B 
Send and retrieve information using web browsers and email

Selected Electives

ICAU1125B 
Use personal productivity tool
ICAU1204B
Locate and use relevant on-line information
BSBITU102A
Develop keyboard skills
Note: 
These units may be subject to change at the discretion of the Industry Skills Centre. 
Entrance Requirements

There are no minimum entrance requirements for this course; however, a standard of literacy and numeracy equivalent to a C or higher in High School Year 10 English and Maths is expected.  You may be asked to take a literacy and numeracy entrance assessment at interview.
Course Duration

In 2010 a flexible approach to delivery is introduced.  
In Semester 1, students will be required to attend two 3-hour sessions per week to achieve the core units of competency.  

In Semester 2, students will be able to continue with this pattern or have the option to increase the workload to four 3-hour sessions per week to fast-track the completion of the Certificate.  

Students who enrol mid-year will be provided with the option to complete individual units, groups of units, or the full Certificate using a flexible learning approach.  Flexible learning will provide options to study at the training centre or from home using our self-paced training materials. 

Certificate III in Business BSB30107
Certificate III in Business is a qualification that can be gained through formal training, recognition of existing skills, workplace assessment or a combination of these.  The Certificate is recognised by other training organisations and by industry throughout Australia.  The qualification may be used to seek employment in industry or commerce in administration or support services, or as a foundation course for further study.  
To receive the Certificate III in Business, you must successfully complete 12 units.
Business Software A
BSBINM301A 
Organise workplace information
BSBITU303A 
Design and produce text documents
BSBWRT301A
Write simple documents

Business Software B

BSBITU304A
Create spreadsheets

BSBITU306A
Design and produce business documents

BSBITU301A
Create and use databases

Work Environment and Safety Cluster
BSBOHS201A
Participate in OHS processes (Core unit)
BSBFLM312B
Contribute to team effectiveness
BSBITU302A
Create electronic presentations

Customer Service Cluster 

BSBCUS310A
Deliver and monitor a service to customers
BSBADM307B
Organise schedules
BSBWOR204A
Use business technology
Note: 
These units may be subject to change at the discretion of the Industry Skills Centre. 
Entrance Requirements

Minimum Grade C in four Year 10 subjects including English, OR equivalent is required. You may be asked to take a literacy and numeracy entrance assessment at interview.  It is recommended that you are proficient in your preferred method of accessing electronic files, e.g. JAWS or ZoomText.
Course Duration

The course runs over 40 weeks. You are required to attend classes 12 hours per week and to commit to a minimum of another 6 hours per week for private study.
Cisco Academy

In 2007 the first Cisco training academy for people who are blind or vision impaired was established by Curtin University and the Association for the Blind of WA, and was funded by the Department of Employment and Workplace Relations.  This is the first of its kind in the world.

The Cisco Academy operates from the Industry Skills Centre on two days per week over 40 weeks.   Cisco qualifications are recognised throughout the world and can lead to employment in the information technology industry.

Cisco qualifications can be obtained using a mixture of online and practical resources provided by the Academy.  These resources are provided in a form that is accessible to people with vision impairment.  

Students may choose to study in a classroom environment supported by a qualified Cisco instructor.  On two days per week, lectures and practical activities are conducted in the Centre, with lab facilities open to enrolled students on the remaining three days for unsupervised study.

Students may also choose to study externally.  Students who choose the external study option will need appropriate technology to access the course materials.  The Centre has some equipment available for loan whilst studying, but students will require access to the Internet.  

To be eligible for entry to Cisco training, you must have literacy skills to minimum year 10 level and be able to use assistive technology to access a computer.  Assistive technology skills must be well developed to ensure that you are able to fully utilise the online and electronic resources provided.

IT Essentials I: PC Hardware and Software 

This hands-on, lab-oriented course introduces students to information technology and data communications. The course stresses laboratory safety and working effectively in a group environment. Students learn how to build a computer and install different versions of the Microsoft Windows operating system. This course helps students prepare for exciting career opportunities in computer technology. 

IT Essentials II: Network Operating Systems

This is an intensive introduction to multi-user, multitasking network operating systems. This hands-on, lab-oriented course is designed to provide an overview of network operating systems, with specific focus on the characteristics of Linux and Windows operating systems.  

This course will be a stepping stone to help prepare students for challenging careers, for example, as skilled hardware and network operating system professionals.

CCNA 

The Cisco CCNA curriculum modules cover the learning objectives of the CCNA certification exam, which is the first step in a Cisco career certification path. The curriculum emphasizes the use of decision-making and problem-solving techniques to resolve networking issues. 

CCNA students learn how to install and configure Cisco switches and routers in local and wide-area networks using various protocols, how to provide Level 1 troubleshooting service, and how to improve network performance and security. Additionally, the CCNA curriculum provides training in the proper care, maintenance, and use of networking software tools and equipment.

Braille Training
Braille Blazers

This is a ten week course aimed at people who wish to explore the world of Braille.  Learn how to read and write basic Braille using a variety of tools: play cards and games, and label CDs, DVDs, spice jars and other everyday items.  Learn in a small group for three hours per week, with some homework of course! This is a great way to try Braille and discover whether you wish to continue to a more advanced level.   There are no entry requirements for this course.

Braille Reading and Writing Development

This course is available for people who wish to read large volumes of text such as novels, or who wish to maintain their literacy skills.  The course will involve commitment to a 40 week course for three hours per week with significant additional home reading practice.  People who wish to undertake this course will be required to undertake an assessment to determine current literacy and tactile skills.

Braille Reading Practice

Reading groups provide opportunities to maintain Braille reading skills.  People who have recently completed the Braille Reading and Writing Development course may join a beginner reading group.  A more advanced group will provide you with the opportunity to practise reading to a high standard.

Braille for People who are Sighted

This course runs for up to 40 weeks for three hours per week.  The course is for people who are sighted and who wish to learn Braille.  It is designed to provide skills for people who want to become volunteer Braille transcribers for the Association.  It may also assist parents and teachers of children with vision impairment.  The course is run as an evening class on one evening per week.
Assistive Technology Workshops
Each semester, the Industry Skills Centre offers short half or full day workshops in specific skill areas in response to requests and identified needs of Association clients.

Currently developed workshops include:

· JAWS Basics
· JAWS Configuration

· Exploring ZoomText Magnifier features

· Exploring ZoomText Reader features

· Keeping your computer healthy
· Using Microsoft Outlook

· Using Microsoft Outlook Express

· Surfing the Net with JAWS
· Searching the Net with JAWS or ZoomText
These will continue to be offered during 2010 according to demand.

To ensure that you receive our flyers and information sheets about upcoming workshops, please register your interest with our Customer Services Officer on 6222 4904 or by email to teis@guidedogswa.com.au.

Directory of Services

Website: 
www.guidedogswa.com.au

Course Information and General Inquiries
6222 4904

Customer Feedback and Complaints
6222 4904

Customer Services Officer
6222 4904

Program Manager
6222 4912

Director, Training, Employment and Information Services
6222 4943

Vocational Advocacy Officer (Tuesdays, Wednesdays)
6222 4909

Main Association Switchboard
9311 8202
Toll Free Number
1800 658 388
Fax Number
9361 8696

Email
teis@guidedogswa.com.au

Industry Skills Centre Postal Contact

Customer Services Officer

Industry Skills Centre

Association for the Blind of WA

PO Box 101

Victoria Park WA 6979

Industry Skills Centre Location

61 Kitchener Avenue

Victoria Park WA 6100


