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Visual Workplace Management -
Building Skills On The Job

You will acquire the skills and competence for your competitive
manufacturing qualification by implementing Visual Workplace
Management on the job.

1|
N

Corporate

Welcome to the world of business improvement. You will be participating in a
program to learn about the philosophies, ideas and proven techniques used by world-
class organisations such as Toyota and local champions such as Alcan, Unipart,
Bluescope Lysaght and many others. We will introduce you to tools and techniques that
you can use to help make your workplace safer, better organised and more productive.

Learning activities

Our Visual Workplace Management program is fun, engaging and informative.
We do not believe in boring lectures with lots of Powerpoint slides and hard-to-read
textbooks. Our commitment to you is that we will have fun and learn at the same time.

Implementation activities

You will apply the skills you learn to improve your workplace by building a Mini-
Business. We will provide ongoing support to your team as you implement Visual
Workplace Management. Your Mini-Business team will receive ongoing support from
experienced Corporate Partners mentors to help you improve safety, eliminate waste and
carry out projects to create a better place to work.

We believe the best way to learn is to do.
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Certificate lll in
Competitive Manufacturing
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You will complete eight units to be awarded the Certificate Il in
Comepetitive Manufacturing, demonstrating your skills on-the-job as you
implement Visual Workplace Management.

In our Certificate III in Competitive Manufacturing you will learn how to
participate in Visual Workplace Management to improve Safety, Quality, Cost, Delivery
and Cost to become world-competitive. You will learn how to identify waste, solve
problems and use Visual Workplace Management to transform your work team into a
high-performing Mini-Business.
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Certificate II in
Competitive Manufacturing

Certificate IV in
Competitive Manufacturing

You will complete ten units to be awarded the Certificate IV in
Comepetitive Manufacturing, demonstrating your skills on-the-job as you
lead the implementation of Visual Workplace Management.

In the Certificate IV in Competitive Manufacturing program you are challenged
to lead your team in implementing Visual Workplace Management by creating Mini-
Businesses. You will coach your Mini-Businesses to achieve significant improvements in

safety, quality, delivery, cost, and most importantly, increasing morale and developing the
skills of your team.
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Assessment
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Assessment guides you through your learning plan and provides regular
feedback as you demonstrate new skills.

Assessment is very different to “tests” you may remember from school, TAFE or
university. Assessment is focused only on whether you have the skills and knowledge
and can complete work tasks competently to the expected standard.

Assessments are conducted under authentic workplace conditions. Remember,
we are evaluating whether you can do the task or not. Assessment is not about trying to
catch you out. You can either perform the task, or you can’t —you are competent or not
yet competent. There are no tricks or hidden answers.

Corporate Partners and your company will protect your privacy and ensure
confidentiality. ~The results and decisions from assessment decisions will not be
considered in any performance counselling or future career/job role decisions. You may
choose, however, to present your activities, achievements, learning and new skills in
performance discussions, applications for new positions or any other relevant business
processes.

Competent/Not Yet Competent

The Corporate Partners assessor will consider all of the evidence provided and
determine competence across the whole unit. You will be assessed as competent or not
yet competent.

“Competent” means you have satisfied all of the criteria in the unit to the
expected performance standard. This unit can then build towards your target
qualification, or you may be issued with a Statement of Attainment.

“Not Yet Competent” does not mean failure. You will be given further
opportunities to demonstrate your competence. We are not interested in failing or
passing people through a test, only whether you can perform tasks to the specified
standard.

In some instances we may engage in additional questioning to clarify your
competence in a particular unit. This may take the form of verbal questions, email,
telephone calls or face-to-face meetings. Again, our only motivation is to satisfy ourselves
you are able to perform to the required standard, not to test you or search for hidden
meaning.

Multiple retries

If you are deemed Not Yet Competent you will be as given as many retries as is
practicable within the program. We are all committed to giving you constructive
feedback to enable you to demonstrate competence and build your skills and knowledge.

Appeals

You may appeal any assessment decisions you feel are unfair. Appeals and
compaints will be heard fairly by an independent panel. You will find further details in
the section “Appeals”
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Qualifications -
National Recognition

Corporate Partners learning programs result in real qualifications that
are nationally recognised.

Candidates enrolled in our Visual Workplace Management program are
participating in a structured, formal process that results in nationally recognised
qualifications. These qualifications are exactly the same as can be achieved through
attendance at TAFE or other training organisations.

Certificates in Competitive Manufacturing

Upon successful completion of your learning program you will receive a formal
qualification. Your qualification is testimony to your skills in Visual Workplace
Management and achieving real business improvement through Lean tools and
processes.
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NSW Vocational NATIONALLY RECOGNISED
Education & Trainin A .
Act :czu'j‘:-v H-:‘.:"‘; TRAINING
Certificate Ill in Competitive Manufacturing MSA31108
Certificate IV in Competitive Manufacturing MSA41108

The VETAB logo indicates that a course is accredited by the New South Wales
Vocational Education and Training Board and leads to nationally recognised
qualifications. The Nationally Recognised Training (NRT) logo is a distinguishable mark
of quality for promoting and certifying national vocational education and training leading
to Australian Qualifications Framework (AQF) qualifications or Statements of
Attainment.

Statements of Attainment

If you do not complete all of the required units in your learning program, you will
receive Statements of Attainment for the units in which you are assessed as competent.
If you do not complete all of the units required for the qualification by the end of the
program, you receive Statements of Attainment for each completed unit.

You may then, at some time in the future, use these Statements of Attainment
towards future qualifications.
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Articulation into higher qualifications

You may choose to build on the qualifications attained in Corporate Partners
learning programs to ‘articulate’ into further learning programs. ‘Articulation’ enables you
to move from one qualification to another in more efficient and effective learning
pathways. You can build on the skills you have already learned and use some or all of the
units of competency you achieve to count towards your next target qualification.

Advanced Diploma in
Competitive Manufacturing

Diploma in
Competitive Manufacturing

>

Your learning program
can articulate into
higher qualifications

Certificate 1V in
Competitive Manufacturing

Certificate III in

Competitive Manufacturing You are here

-
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Certificate II in
Competitive Manufacturing

For example, if you are awarded a Certificate III in Competitive Manufacturing
you will be able to use at least three units of competency towards the ten you require for
a Certificate IV in Competitive Manufacturing. Successful completion of the Certificate
IV in Competitive Manufacturing will enable you to count all 10 units achieved towards
the total of 20 that are required in the Diploma in Competitive Manufacturing.
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Recognition of Prior Learning (RPL)
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Corporate Partners recognise equivalent units of competence you may
have completed in other training programs, and you can gain credit
transfer to enable faster completion of your qualification.

Recognition of prior learning (RPL) recognises what you have already learned
from other courses, from life experience, from work experience and from training
provided at work. The advantages of applying for credit transfer and RPL are:

1. You can work out whether your experience is similar to that required in your
Corporate Partners learning program.

2. If you have already achieved some of the learning outcomes, you might not
have to do those sections again.

3. If you have already completed equivalent units of competence in other training
programs you will be able to use these towards your target qualification.

4. You may complete your target qualification in a much shorter time.

How it works - What happens?

If you decide to apply for credit transfer and/or RPL you will be asked to
complete an application form giving details of your relevant experience, skills and
knowledge.

Review the units that we have included in your learning program. If you feel that
you are familiar with any of the subjects we will cover, discuss your experience with
Corporate Partners. We have prepared a ‘Skills Express: RPL Kit’ to assist candidates
wishing to apply for credit transfer.

What do | do now?

If you think you might be eligible for credit transfer and/or RPL, you will need
to complete the Credit Transfer and RPL application form included in your enrolment
kit. If you ate not sure about whether to apply for credit transfer and/or RPL, we can
provide you with our “Skills Express: RPL Kit” to see whether RPL is right for you.
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Credit Transfer and Recognition of Prior Learning Application Form

Candidate Name: Date:
Company: Contact Phone Number
Please complete this form by identifying statements of attainment, or qualifications you may have, or your current skills, knowledge and experience in Competitive

Manufacturing, Lean, Six-sigma or other relevant workplace qualifications. This may take the form of formal courses you have completed, previous qualifications
or Statements of Attainment, or previous workplace activities you have undertaken.

Qualification, Statement of Attainment or

Workplace Activity Evidence Provided

Unit Name, Unit Code Element of Competency
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Corporate Partners is committed to ensuring all assessments are valid,
reliable, fair and consistent.

Candidates may appeal assessment decisions they believe are unfair, and all appeals
will be handled promptly, courteously and transparently. Most appeals will be resolved
quickly through consultation and discussion with your coach, manager and Corporate
Partners.

Appeals procedure

Corporate Partners has developed robust procedures for handling appeals and
requests for re-assessment. The process for requesting reassessment is generally as follows:

1. Review the feedback you have received from your Corporate Partners assessor.
Discuss your situation with your manager.

Complete and lodge a Request for Reassessment with Corporate Partners.

2
3
4. Corporate Partners will review your Request for Reassessment.
5. Your appeal may be referred to an independent panel.

6

You will receive detailed feedback on the outcome of your appeal as soon as is
practicable.

If you remain unsatisfied with the assessment decisions, you may be referred to an
independent person or panel, with proven mediation and negotiation skills and/or industry
expertise. You will be given the opportunity to present your case and be provided with a
written statement of the outcome of your appeal and the reasons for the decision.

If you still remain unsatisfied with the outcomes of the appeals processes you have
the option of utilising the National Training Complaints Hotline., on 1800 000 674.

Of course at any time you may utilise your company complaint procedures or the
Corporate Partners Complaint Procedure.

Legislative requirements

Corporate Partners must ensure the integrity of all qualifications issued to satisty
legal requirements under The Vocational Education and Training Accreditation Act
(VETA Act) and to maintain our Registered Training Organisation (RTO) status. This is
achieved by strict adherence to the Competency Standards and Performance Criteria
described in the relevant units of competence included in your Corporate Partners
Assessment Guide.

This means that if there is discrepancy between client company standards and the
performance standards described in the units of competence, the performance criteria
from the units of competence will prevail.
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Request for Re-Assessment Form

Learner Name:

Company/Worksite:

Date:

Contact Phone Number

Please complete this form by describing why you think the Assessment Decision was unfair or inaccurate. List any additional evidence you may have to
support your claim for competence and submit this evidence along with your Request for Re-Assessment.

Unit Name, Unit Code

List Your Coach and
Manager*

Please Describe Why You Think the Assessment
Decision is Unfair or Inaccurate

Describe Any Additional Evidence To
Support Your Request for Re-Assessment

Corporate Partners may wish to contact your coach or manager to gather further evidence to support your Request for Re-Assessment.
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Complaints

Corporate Partners is committed to dealing with all complaints in a timely
and constructive manner.

Corporate Partners aims for the highest standards in all areas of operations and we
are continually seeking to improve our products and processes. Complaints are welcomed
as opportunities to satisfy all of our client companies and program candidates and will be
resolved as quickly as possible with the aim of satisfying all parties.

Complaint procedure

If you have a complaint regarding any aspect of Corporate Partners programs, or
the conduct of any staff or associates of Corporate Partners, you are encouraged to raise
your concerns immediately. Most complaints can be resolved quickly through constructive
discussion.

Resolving concerns quickly and locally
1. Speak with the people involved in this complaint — in most instances you may be
able to resolve the issue immediately.

2. Raise the issue with your immediate manager — you may be able to resolve the
matter with their assistance

3. If you are unable to resolve the complaint locally, complete a Complaint Form
and forward to Corporate Partners.

Lodging a formal complaint

If you are unable to achieve a satisfactory outcome, Corporate Partners has robust
procedures for dealing with complaints. In general, the process for formally lodging a
complaint is as follows:

1. Complete a Corporate Partners Complaint Form. These are available from
Corporate Partners, your program coordinator, or you may use the Form on the
following page.

2. Include all information you think is relevant to your issue — this will help us
resolve your issue at the earliest opportunity. Ensure that you describe the
resolution that you are seeking.

3. Forward the Complain Form to Corporate Partners staff and associates. You will
find contact details at the back of this handbook.

4. Corporate Partners will investigate your complaint.

All complaints are initially referred to the appropriate person at the client company
or Corporate Partners, who will mediate to resolve the situation with all parties involved.
If the complaint remains unresolved, it will be referred to the Managing Director of
Corporate Partners, Ray Edwards. If the complaint still remains unresolved, an
independent mediator is engaged.

If you remain unsatisfied with the outcomes of Corporate Partners complaints you
have the option of utilising the National Training Complaints Hotline., on 1800 000 674.
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Complaint Form

Name of Complainant

Company/Site

Your contact details

Description of Complaint
(Use the back of this form if you require more space)

Please provide all details of the incident you believe are relevant, including when and where the incident occurred, names of those involved and any
witnesses to the incident.

Resolution Sought Describe the outcome you are seeking.

Signature:

Date:

What to do with this form:

Speak with the people involved in this complaint — in most instances you may be
able to resolve the issue immediately.

Raise the issue with your immediate manager — you may be able to resolve the
matter with their assistance

If you are unable to resolve the complaint locally, forward this complaint to
Corporate Partners
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Legislative Compliance

Corporate Partners is committed to acting ethically in all of its dealings with
candidates and client companies and complies with all Commonwealth, State/Tertitory
legislation and regulatory requirements relevant to its scope of operation.

Corporate Partners complies with Commonwealth and State legislation and
regulatory requirements on:

= OH&S;

= Privacy;

* Workplace harassment, victimisation and bullying;

* Anti-discrimination, including equal opportunity, racial vilification and
disability discrimination;

» Taxation legislation;

* Vocational education and training; and

* Apprenticeships and traineeships.

You will find Corporate Partners policies, procedures, forms, identify and comply
specifically with the following legislation:
" Vocational Education and Training Accreditation Act 2005

* Anti-Discrimination Act 1977

* Anti-Discrimination Amendment (Miscellaneous Provisions) Act 2004
* Anti-Discrimination Regulation 2001

* Sex Discrimination Act 1984

" Privacy Act 1988

* Occupational Health and Safety Act 2000

* Occupational Health and Safety Regulation 2001

You may view any Corporate Partners policy, procedure or Code of Practice on
request.
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Our Code of Practice

Corporate

Corporate Partners is committed to excellence in all aspects of our
operations as a Registered Training Organisation.

Here follows extracts from the Corporate Partners Code of Practice. The Code of
Practice is available from our website at www.corporatepartners.com.au , or you
may request a copy from any Corporate Partners associate.

Our Vision

‘Become recognized as leaders in driving Business Excellence.’

Our Mission

‘To lead and coach Australian businesses to become world competitive through
implementing Best Practice processes.’

Our Values

O] Commitment
Honesty
Respect
Openness
Passion
Customer value

Continuous development of our associates and clients

(OBNORNORNORNONNONNO

Patience

Access and Equity Policy

Corporate Partners ensures persons seeking enrolment in our programs are treated
equitably. Enrolment is available to all employees regardless of level of schooling or
previous academic achievement. Our programs are designed to be accessible for all
employees, and support will be provided for any candidates with language, literacy and
numeracy difficulties.

We promote a learning environment that is free from discrimination and
harassment including unsolicited approaches, comments or physical contact of a sexual
nature, victimisation, bullying and racial vilification.

We are committed to supporting full access to our range of services and
employment opportunities by people from disadvantaged groups. This includes those
disadvantaged socially, geographically, educationally, physically and intellectually, racially or
by gender.
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Corporate Partners enrolments

All applicants are provided with the following information prior to enrolment to
enable them to make an informed choice:

Corporate

* accredited program information including content and vocational outcomes
* accredited program calendar including orientation session
» application form

= Code of Practice

Entry requirements

Entry to Corporate Partners involves the completion of an enrolment form and
evidence of ability to meet the specific program requirements as outlined in the program
information.

English Language proficiency

The English language proficiency required to undertake Corporate Partners
programs will generally be the proficiency required of the job roles performed by
candidates.

Corporate Partners Fees and Charges Policy

Corporate Partners contracts with client companies to provide qualification
programs in Competitive Manufacturing for client company employees as part of a holistic
business improvement program. Fees and charges are paid by the client company
according to the agreed contract for provision of services. Client company employees do
not pay individual enrolment fees.

Corporate Partners employs financial management strategies to protect fees and
charges paid by client companies.

Refund policy

Individual candidates do not pay enrolment fees. Enrolment fees are paid by client
companies to enable their staff to participate in Corporate Partners programs.

Candidate guidance services

Corporate Partners aims to provide useful and comprehensive information and
support to candidates to assist them during their training program.

A Learner Handbook is provided to all candidates on acceptance to a Corporate
Partners qualification program. This Handbook is regularly updated.

Candidates experiencing learning or other difficulties will be directed to appropriate
sources of help and support. Provision is made for language, literacy and numeracy
assessment where appropriate.
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Occupational Health & Safety

Corporate Partners considers the occupational health, safety and welfare of its staff
and clients to be of the utmost importance. Corporate Partners takes all “reasonably
practicable” steps to provide and maintain a safe and healthy workplace and learning
environment within client companies.

The delivery and assessment of all Corporate Partners incorporate the relevant
OHA&S legislation and requirements as they apply to work practices.

All injuries, accidents and near misses must be reported according to the client
company processes and procedures.

Any action by associates that jeopardises the health, safety or welfare of others may
result in termination of service agreements between Corporate Partners and associates.

Any action by learners that jeopardises the health, safety or welfare of others may
result in expulsion from Corporate Partners programs.

Corporate

Disciplinary procedures

Learners are expected to display a high level of personal responsibility for their
learning process and for their interaction with other candidates and staff members.

Anyone displaying inappropriate or dangerous behaviour, (e.g. disruptive workshop
behaviour, refusal to follow OH&S procedures) will be referred to the client company for
appropriate disciplinary action in accordance with the client company processes and
procedures. If the inappropriate or dangerous behaviour continues, Corporate Partners will
exclude the candidate from the program.

o o .
Participation

Corporate Partners programs are fundamentally work-based programs requiring a
steadfast commitment. Regular and punctual attendance at workshops and on-the-job
assessments is required for successful completion of our qualification programs.

Candidates who do not display regular attendance at their workshops and on-the-
job assessments will be referred to the client company for appropriate disciplinary action in
accordance with the client company processes and procedures. If the non-attendance
continues, Corporate Partners may exclude the candidate from the program.

In the event of extended absence due to ill health or personal reasons, candidates
can discuss their options with their coach, manager and Corporate Partners.

Training and learning procedures

Corporate Partners at client companies are delivered in a manner that provides
individual candidates with the best opportunity to succeed in achieving their goals.

A variety of theoretical, practical and interactive development strategies are
employed. Strategies include: workshops and demonstrations, one-on-one coaching from
peers, colleagues and managers, discussions, question and answer sessions, case studies,
role play and structured exercises.

Corporate Partners programs are delivered through structured on-the-job learning,
workshops and include one-to-one guidance and coaching for clients.

Corporate Partners trainers and assessors have industry experience in their area of
expertise. Corporate Partners associates deliver accredited training and assessment in line
with Training Package or accredited course guidelines.
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Corporate Partners assessment procedures

Assessment is carried out in accordance with the National Assessment Principles as
endorsed by the National Training Framework Committee, May 1998. The National
Assessment Principles can be found at http://www.dest.gov.au/NR /rdonlyres/326B3567-

6B3F-4978-ADAD-D6CB47F18F31/11729 /nationalassessmentprinciples.pdf

Assessment for all Corporate Partners qualification programs is compulsory.
Assessment processes cover the broad range of skills and knowledge needed to
demonstrate competency in the relevant field of study. Assessment integrates knowledge
and skills with their practical application.

Corporate Partners provide candidates with clear descriptions of the performance
standards expected of candidates. Corporate Partners programs include information of
methods of assessment, assessment tasks, and guidelines and suggestions for the provision
of adequate evidence to support claims for competence.

Corporate Partners allows for only “Competent” or “Not yet competent” on
completion of each competency/unit.

f

Corporate

Workplace assessment procedures

Workplace assessments are conducted in accordance with the model assessment
procedure as approved by the National Training Quality Council (NTQC).

Workplace assessments will be conducted according to training/assessment plans
as agreed between the trainer/assessor and all stakeholdets.

Corporate Partners enable candidates to undertake a self-assessment process prior
to requesting formal assessment. Corporate Partners assessors will negotiate and inform
candidates on all aspects of workplace assessments prior to formal assessment. This will
include assessment methods, assessment tools and reasonable adjustments to the
assessment process where appropriate.

Assessment events will be discussed with employers, supervisors, mentors, coaches,
where appropriate. Confidentiality will be maintained at all times.

Exit Points

Completion of all units of the Corporate Partners qualification program is the only
exit point for those who wish to receive a full qualification. A Statement of Attainment is
available for completed competencies if a candidate leaves prior to the completion of the
Corporate Partners program.

There is no automatic re-entry into a future Corporate Partners qualification
programs if candidates fail to complete all competency/units of the qualification program
in which they were originally enrolled.

Issuance of qualifications

Qualifications issued by Corporate Partners meet the Australian Qualifications
Framework (AQF) standards.

A single qualification will be issued to learners upon successful completion of the
Corporate Partners qualification program. A Statement of Attainment will be issued for
partial completion of the Corporate Partners qualification program.

Learners issued with a qualification will also receive documentation that identifies
the units of competency that have been achieved.

Corporate Partners maintains records relating to the issuance of qualifications.
Client companies are provided with records relating to client company employees,
consistent with our privacy obligations.
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Privacy Policy

Corporate Partners understands that candidates may have concerns about
their privacy and the confidentiality and security of information that
Corporate Partners may obtain about them.

Collecting Your Personal Information

Corporate Partners policy is to protect candidates’ privacy and personal
information that it may collect from time to time. Corporate Partners has undertaken to
comply with the requirements of the Privacy Act, 1988 and the National Privacy Principles
included in the Privacy Act (Private Sector) Amendment Act 2000.

Corporate Partners collects details such as your name, address, telephone and email
addresses, any disabilities affecting participation, and language and numeracy proficiency
for the main purpose of identifying candidates and facilitating participation in our
Competitive Manufacturing programs. Personal information such as gender, age,
educational background, languages spoken at home and ethnic origin are collected only to
satisfy current State and Federal reporting requirements for RTO’s and are not used or
disclosed by Corporate Partners for any other purpose.

Candidate files are retained in a secure location in accordance with the act and for a
further seven years in accordance with current Federal and State legislation, before being
destroyed. Information relating to the issuance of qualifications and Statements of
Attainment are retained in a secure location for thirty years in accordance with State
legislation governing issuance of qualifications.

What If You Don’t Provide The Information
Required?
Failure to provide the information sought may not enable Corporate Partners to

enrol you into our Competitive Manufacturing programs, as this may jeopardise our RTO
status through non-compliance to State and Federal legislation and reporting requirements.

Securing Your Personal Information

Only Ray Edwards, as Chief Executive, and Corporate Partners associates have
access to your personal files retained at Corporate Partners premises.

Disclosure of Personal Information

Candidates personal information will only be used or disclosed by Corporate
Partners as allowed by the Privacy Act 1988 and the National Privacy Principles included in
the Privacy Amendment (Private Sector) Act, 2000, and as required by State and Federal
reporting requirements for RTO’s.

Accessing Your Personal Information

Candidates may access the personal information Corporate Partners has obtained
from enrolment forms and Corporate Partners activities and training programs. To the
extent possible, Corporate Partners will let you access your personal information.
However, there are times where the organisation is not in position to do so (e.g. where it
would be unlawful to do so). If Corporate Partners denies you access to this information,
Corporate Partners will notify you of this refusal and the basis for it.
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To arrange access, please contact Corporate Partners. You may be asked to
provide proof of your identity to access your personal information. Contact details can be
found in this Student Handbook.

Changing Your Personal Information

Corporate Partners endeavours to ensure that personal information held is
accurate, complete and up-to-date.

Where you believe that personal information held by Corporate Partners is not
accurate, complete or up-to-date, then advise Corporate Partners and every effort will be
made to correct the information.

Enquiries and Complaints

For any purpose associated with privacy matters including enquiries, or the
lodgement of a complaint, Corporate Partners can be contacted at its office on 0413 083
376. Your call will be directed to Ray Edwards, Chief Executive Officer of Corporate
Partners who has the authority and responsibility for dealing with privacy matters.
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Frequently Asked Questions

Corporate

Do I have the skills and ability to do this course?
Yes - No Prior Education Required

The learning program is available regardless of the level of previous schooling.
Whether you are a school leaver, trade qualified or a university graduates, our training
program is designed to be suitable for everyone in your company.

What if my speaking and writing skills are not very good?
No Special Language and Literacy Skills Required

The Visual Workplace Management program is a structured learning and
assessment system available to anyone who can demonstrate skills and knowledge on-the-
job. Assessment is based on demonstrating knowledge and skills within the workplace, not
judging or evaluating literacy levels or spelling. Generally, we only require a level of literacy
appropriate to the tasks you already perform in the workplace.

Can anyone do this course?
Access and Equity Principles
Corporate Partners wants all enrolled candidates to successfully participate in our
programs. This means:
* recognising and valuing different skills and ideas;

® ensuring a workplace and learning environment which is free from
discrimination and harassment;

" oiving everyone an equal chance to develop skills and make the most of their
talents;

* enabling everyone to combine work, study and family responsibilities.

How can we dfford to do this course? | thought business times were tough?
Incentives

Incentives from the commonwealth and state governments are available for our
company to help offset some of the cost of this training - so we can deliver this wonderful
learning program to everyone in the company.

What is a ‘Traineeship’? | thought that was for young people new to work?
Signing up for the ‘Traineeship’ to help build skills for everyone

To be able to access subsidies to help pay for our training program we will be
signing you up to what is known as a ‘traineeship.” Traineeships are for everyone —
managers, supervisors, team leaders and team members.

Importantly, signing up for the traineeship will not affect your employment, wages
and conditions in any way at all — the traineeship is simply a way for us to receive
government subsidies to help us offset some of the cost of this training program that will
help us all build a better company.
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Corporate

Congratulations -
Welcome to your program!

Corporate Partners is committed to providing you with all of the tools,
resources and assistance to enable your successful completion of your
qualification program.

Contacting Corporate Partners

If you have any queries, concerns or general questions about your program, please
contact Corporate Partners or any of our associates.

You will be assigned a Corporate Partners mentor for the duration of your learning

program.
Please take the time to note their contact details below:

My Corporate Partners’ program leader and mentor is:

I wish you every success in completing your target qualification and helping you
contribute to the continued success of your company through our Visual Workplace
Management program.

Warmest Regards,

Ray Edwards

Managing Director of Corporate Partners

PO Box 252

Menai Central

NSW 2234

mobile: 0413 083 376

email: redwards@corporatepartners.com.au
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