
A dedicated work placement coordinator 

 Course materials & resources 

 All RSA and First Aid theory and practical resources 

 Daily practice on the barista machine 

 Barista

 Waiter/Waitress

 Bar Attendant 

 Restaurant Host

WE ALSO PROVIDE 

HOW LONG DOES THE COURSE TAKE TO COMPLETE?

4 days per week of scheduled face to face training sessions 

16 hours per week of self-paced flexible learning 

120 - 200 hours of practical placement in a Hospitality venue  

depending on prior skills and knowledge 

This course will be approximately 12 months in duration depending   

on RPL, Credit Transfer and individual needs of the learners. 

CAREER OPTIONS

ABOUT THIS COURSE
The SIT30616 Certificate III in Hospitality is the perfect qualification 
for those looking for a career in hospitality including working as barista, 
bar attendant, waiter/waitress. Whether you imagine working in a restaurant,
hotel, motel, funky bar, café, club or pub- you will be job ready upon successful
completion of our course! 

You will learn all the hospitality essentials including Responsible Service of 
Alcohol (RSA), food hygiene and food safety as well as how to become a brilliant
barista. The course also covers providing table services, serving food and
beverages, processing financial transactions, working as a team, customer 
service and diversity. 

You will be given the opportunity to put your new skills and knowledge into 
action and gain real experience during practical placement in a real hospitality
environment. We will, of course, organise placement for you! While this course 
is action packed, engaging and fun the learning environment is supportive and
designed to help you be your best.

COURSE
OVERVIEW SIT30616

Certificate III 
in Hospitality



 Students must undertake a Language, Literacy & Numeracy (LLN) assessment 

 Students must be physically fit to undertake practical placement

ENTRY REQUIREMENT
There are no prerequisites to gain entry into SIT30616 Certificate 
III in Hospitality, however; 

        so that the appropriate academic support can be sourced throughout the course 

 

THE COURSE 
To achieve this qualification, you need to successfully complete 15 units of study. 
This consists of 7 core units plus 8 elective units.

Provide first aid

The Industry at its Best

HLTAID003

SITXWHS001

SITXFSA001

SITXFSA002

SITHFAB005

SITHFAB002

SITHFAB007

SITHFAB014

SITXFIN001

SITHIND002

SITHIND004

SITXCOM002

SITXCCS006

BSBWOR203

SITXHRM001

COURSE
OVERVIEW

Please note the sequence of delivery may be altered after “Better to be Safe” and “RSA” have been delivered and assessed.

*SITHFAB002 Provide responsible service of alcohol is the prerequisite for this unit.
^ SITFSA001 Use hygienic practices for food safety is the prerequisite for these units.

Dine In or Take Away?

Coach others in job skills

Better to be Safe

Bring on the Buzz

R.S.A

Show Me The Money

Make it Work

In The Mix

Helping Hand

First Aid

Participate in safe work practices

Use hygienic practices for food safety

Participate in safe food handling practices

^ Prepare and serve espresso coffee

* Provide responsible service of alcoho

^ Serve food and beverage

^* Provide table service of food and beverage

Process financial transactions

Source & use information on the hospitality industry

Work effectively in hospitality service

Show social and cultural sensitivity

Provide service to customers

Work effectively with others

Session Unit Code Units of competency

Learn
practical 

skills!



0101 BETTER TO BE SAFE

Prepare and serve espresso coffee (SITHFAB005) 
This unit describes the performance outcomes, skills and knowledge required to extract and
serve espresso coffee beverages using commercial espresso machines and grinders. It requires
the ability to advise customers on coffee beverages, select and grind coffee beans, prepare and
assess espresso coffee beverages and to use, maintain and clean espresso machines and
grinders. Complex repairs of equipment would be referred to specialist service technicians.

Provide responsible service of alcohol (SITHFAB002) 
This unit describes the performance outcomes, skills and knowledge required to responsibly sell
or serve alcohol. Responsible practices must be undertaken wherever alcohol is sold or served,
including where alcohol samples are served during on-site product tastings. This unit, therefore,
applies to any workplace where alcohol is sold or served, including all types of hospitality venues,
packaged liquor outlets and wineries, breweries and distilleries.

Participate in safe work practices (SITXWHS001) 
This unit describes the performance outcomes, skills and knowledge required to
incorporate safe work practices into own workplace activities. It requires the ability 
to follow predetermined health, safety and security procedures and to participate 
in organisational work health and safety (WHS) management practices.

Use hygienic practices for food and safety (SITXFSA001)
This unit describes the performance outcomes, skills and knowledge required to use
personal hygiene practices to prevent contamination of food that might cause food-
borne illnesses. It requires the ability to follow predetermined organisational
procedures and to identify and control food hazards.
 

Participate in safe food handling practices (SITXFSA002) 
This unit describes the performance outcomes, skills and knowledge required to
handle food safely during the storage, preparation, display, service and disposal 
of food. It requires the ability to follow predetermined procedures as outlined in 
a food safety program.

A DETAILED
OVERVIEW

BRING ON THE BUZZ02

01

Get your
RSA!



THE INDUSTRY AT ITS BEST

Provide table service of food and beverage (SITHFAB014)
This unit describes the performance outcomes, skills and knowledge required to provide
quality table service of food and beverage in à la carte or fine-dining settings. It covers
high order service techniques to prepare the restaurant for the service period, provide
food and beverage advice to customers, serve and clear food and beverages, and
complete end of service tasks.

Process financial transactions (SITXFIN001) 
This unit describes the performance outcomes, skills and knowledge required to
accept and process cash and other payments for products and services, and
reconcile takings at the end of the service period or day.

SHOW ME THE MONEY

Serve food and beverage (SITHFAB007)
This unit describes the performance outcomes, skills and knowledge required to serve food
and beverages to customers in a casual dining setting. It covers the fundamental technical
skills required to prepare the outlet for the service period, interact with customers to take
orders, serve and clear food and beverage, and complete end of service tasks.

 

DINE IN OR TAKE AWAY?

Source and use information on the hospitality industry (SITHIND002)
This unit describes the performance outcomes, skills and knowledge required to
source and use current and emerging information on the hospitality industry. This
includes industry structure, technology, laws and ethical issues specifically relevant
to the hospitality industry. Hospitality personnel integrate this essential knowledge
on a daily basis to work effectively in the industry.
 

05

Work effectively in hospitality service (SITHIND004)
This unit describes the skills and knowledge required to work cooperatively with
others and deal effectively with issues, problems and conflict. It applies to individuals
who perform a range of routine tasks using a limited range of practical skills, and a
fundamental knowledge of teamwork in a defined context under direct supervision or
with limited individual responsibility.

MAKE IT WORK06

04

03

A DETAILED
OVERVIEW



Show social and cultural sensitivity (SITXCOM002)
This unit describes the performance outcomes, skills and knowledge required to be
socially aware when serving customers and working with colleagues. It requires the ability
to communicate with people from a range of social and cultural groups with respect and
sensitivity, and to address cross-cultural misunderstandings should they arise. 
Provide service to customers (SITXCCS006)
This unit describes the performance outcomes, skills and knowledge required to
communicate effectively with and provide quality service to both internal and external
customers. It requires the ability to establish rapport with customers, determine and
address customer needs and expectations, and respond to complaints.

Work effectively with others (BSBWOR203)
This unit describes the skills and knowledge required to work cooperatively with others
and deal effectively with issues, problems and conflict. It applies to individuals who
perform a range of routine tasks using a limited range of practical skills, and a
fundamental knowledge of teamwork in a defined context under direct supervision 
or with limited individual responsibility.

IN THE MIX

Provide First Aid (HLTAID003)
This unit describes the skills and knowledge required to provide a first aid response 
to a casualty. The unit applies to all workers who may be required to provide a 
first aid response in a range of situations, including community and workplace
settings. Specific licensing /regulatory requirements relating to this competency,
including requirements for refresher training should be obtained from the relevant
national/state/territory Work Health and Safety Regulatory Authorities.
 

Units are subject to change at any time at Arrow Training Services discretion.

Coach others in job skills (SITXHRM001)
This unit describes the performance outcomes, skills and knowledge required to
provide on-the-job coaching to colleagues. It requires the ability to explain and
demonstrate specific skills, knowledge and procedures and monitor the progress
of colleagues until they are able to operate independently of the coach.
 

HELPING HAND08

FIRST AID09

A DETAILED
OVERVIEW

07



OUR
PROMISE

Follow us!

We are passionate about preparing
students to undertake employment
in a hospitality venue!

We will deliver training which assists you to develop the necessary skills,
knowledge and attitude so you can respond confidently to many
challenging and diverse hospitality environments. We have a dedicated
Placement Coordinator who will organise your practical placement.

Arrow Training Services is a well-known and respected registered training
organisation with a reputation of producing qualified graduates who are
well prepared and suited to a hospitality role. Completion of this course
does not guarantee an employment outcome.

A Jobs & Skills WA course subsidised by the Department of Training and Workforce
Development. Century Group Pty Ltd TOID 6127 trading as Arrow Training Services.
We encourage people from diverse backgrounds and disabilities to apply for
training. *Eligibility criteria applies for concession fees 

Why Arrow
Training

Services?

Contact us!

CONTACT FORM

1300 989 977

https://arrowtrainingservices.com.au/contact.cfm


A dedicated Business Trainer

Course Material and Resources

2 days per week face to face

2 days self-paced structured homework

1 day of assisted study

45 - 60 hours of practical placement depending on prior skills and knowledge

This course will be approximately 12 months in duration depending on RPL,

Administration

Reception

General Office all rounder

Accounts Department

ABOUT THIS COURSE
The BSB30115 Certificate III in Business is the perfect qualification 
for those looking to develop their skills to work in general 
administration and office support roles. 

This course will introduce you to business technology, creating spreadsheets,
delivering brilliant customer service, turning customer complaints into
opportunities, creating PowerPoints, working safely and prioritising your day. 
This course includes a practical placement component to make sure you are 
highly skilled and job ready. 

We take care to match you with businesses that best suit your career goals and
needs including location and upcoming vacancies. Each placement is designed 
to maximise your likelihood of continued employment. We pride ourselves on
providing a supportive learning environment to help our students to launch 
their new career successfully!

WE ALSO PROVIDE

HOW LONG DOES THE COURSE TAKE TO COMPLETE?

  Credit Transfer and individual needs of the learners.

CAREER OPTIONS

COURSE
OVERVIEW BSB30115

Certificate III 
in Business



COURSE
OVERVIEW

It is preferable students have their own laptop

Students must undertake a Language, Literacy & Numeracy (LLN) assessment

ENTRY REQUIREMENT
There are no prerequisites to gain entry in BSB30115 Certificate III 
in Business, however:

       so that the appropriate academic support can be sourced throughout the course
 

THE COURSE 
To achieve this qualification, you need to successfully complete 12 units of study. 
This course consists of 1 core unit plus 11 elective units.

BSBWHS302

BSBCMM301

BSBWOR204

BSBITU314

BSBITU312

BSBWRT301

BSBINN301

BSBWOR301

BSBFLM312

BSBDIV301

BSBPRO301

BSBCUS301

Better to be Safe

How can we assist you

Getting the hang of it

Formulas are fun

Show it with style

Write to the point

What’s New Pussy Cat

Get off the
Procrastination
Station

Cool Customers

Apply knowledge of WHS legislation in the workplace

Process customer complaints

Use business technology

Design and produce spreadsheets

Create electronic presentations

Write simple documents

Promote innovation in a team environment

Organise personal work priorities and development

Contribute to team effectiveness

Work effectively with diversity

Recommend products and services

Deliver and monitor a service to customers

Session Unit Code Units of competency

Learn
practical 

skills!



01

01

01

01

01

01

BETTER TO BE SAFE

A DETAILED
OVERVIEW

BSBDIV301 Work effectively with diversity 
It applies to individuals who work in a variety of contexts where they will be
expected to interact with a diverse client and/or co-worker population. They 
may also provide some leadership and guidance to others and have some
limited responsibility for the output of others. 

BSBPRO301 Recommend products and services
It applies to individuals who apply a broad range of administrative 
competencies in varied work contexts, using some discretion and judgement 
and who may provide technical advice and support to a team.

BSBCUS301 Deliver and monitor a service to customers
It applies to individuals who apply a broad range of competencies in various
work contexts. In this role, individuals often exercise discretion and judgement
using appropriate theoretical knowledge of customer service to provide technical
advice and support to customers over short or long term interactions.

COOL CUSTOMERS02

BSBWHS302 Apply knowledge of WHS legislation in the workplace
This unit applies to individuals who contribute to actions to achieve compliance
with WHS legislation as part of their WHS responsibilities, which are in addition
to their main duties.

Love 
what

you do!

BSBCMM301 Process customer complaints
It applies to individuals who apply a broad range of competencies and may exercise
discretion and judgement using appropriate knowledge of products, customer service
systems and organisational policies to provide technical advice and support to a team.

BSBINN301 Promote innovation in a team environment
It applies to individuals who play a proactive role in demonstrating, encouraging
or supporting innovation in a team environment. The individual may be a team
participant or a team leader. Teams may be formal or informal and may
comprise a range of personnel.

HOW CAN WE ASSIST YOU

WHAT’S NEW PUSSY CAT

01

03

04



GET OFF THE PROCRASTINATION STATION

A DETAILED
OVERVIEW

01

01

01

01

01

01

01

01

01

01

GETTING THE HANG OF IT

FORMULAS ARE FUN

SHOW IT WITH STYLE

WRITE TO THE POINT

BSBWOR301 Organise personal work priorities and development
This unit applies to individuals who exercise discretion and judgement and apply 
a broad range of competencies in various work contexts.

BSBFLM312 Contribute to team effectiveness
It applies to individuals who play a prominent part in motivating, mentoring, coaching and
developing team cohesion through team leadership and forming the link between the
management of the organisation and the team members. At this level, work will normally
be carried out within known routines, methods and procedures, and may also involve
complex or non-routine activities that require some discretion and judgement.

BSBWOR204 Use business technology
It applies to individuals who apply a limited range of practical skills with a fundamental
knowledge of equipment use and the organisation of data in a defined context, under
direct supervision or with limited individual responsibility.

BSBITU314 Design and produce spreadsheets
It applies to individuals employed in a range of environments who tend to be personally
responsible for designing and working with spreadsheets under minimal supervision.

BSBITU312 Create electronic presentations
It applies to individuals employed in a range of work environments who design electronic 
presentations. They may work as individuals providing administrative support within an 
enterprise or may be responsible for production of their own electronic presentations.

BSBWRT301  Write simple documents
It applies to individuals who apply a broad range of competencies in various work contexts and
may exercise some discretion and judgement to produce a range of workplace documentation.

Units are subject to change at any time at Arrow Training Services discretion

05

06

07

08

09

Be part
of a team!



Follow us!

OUR
PROMISE

We are passionate about preparing
students to undertake employment
in Business!

We will deliver training which assists you to develop the necessary skills,
knowledge and attitude so you can respond confidently to many
challenging and diverse business environments. We have a dedicated
Placement Coordinator who will organise your practical placement.

Arrow Training Services is a well-known and respected registered training
organisation with a reputation of producing qualified graduates who are
well prepared and suited to a business role. Completion of this course
does not guarantee an employment outcome.

A Jobs & Skills WA course subsidised by the Department of Training and Workforce
Development. Century Group Pty Ltd TOID 6127 trading as Arrow Training Services.
We encourage people from diverse backgrounds and disabilities to apply for
training. *Eligibility criteria applies for concession fees

Why Arrow
Training

Services?

Contact us!

CONTACT FORM

1300 989 977

https://arrowtrainingservices.com.au/contact.cfm


A dedicated Warehouse Trainer

Course Material and Resources

All forklift licensing theory and practical resources

This course will be approximately 24 months in duration for full-time
employees depending on RPL, Credit Transfer and individual needs of
the learners. 

This course will be approximately 36 months in duration for part-time
employees depending on RPL, Credit Transfer and individual needs 

Store person

General Warehouse Operator

Warehouse Clerk

Logistics Clark

Pick Packer

WE ALSO PROVIDE 

HOW LONG DOES THE COURSE TAKE TO COMPLETE?
We can tailor a training schedule to suit your work requirements with the
minimum of one session per month. Total duration of your course is:

       of the learners.

CAREER OPTIONS

ABOUT THIS COURSE
The Logistics and Warehousing sector is booming! 
Do you want to start a new career and have the passport to success? 
The TLI31616 Certificate III in Warehousing Operations will give you the
qualification to open those doors.
 

To work in the Logistics and Warehousing sector you not only need the skills,
you need to be knowledgeable, motivated and eager to learn. Whatever your
reason for enrolling in this course, our qualified staff will ensure you are job
ready to work in the Logistics and Warehousing sector.

COURSE
OVERVIEW TLI31616 

Certificate III in
WarehousingTRAINEESHIP



Complete workplace orientation/Induction procedures

Use inventory systems to organise stock control

Students must undertake a Language, Literacy & Numeracy (LLN) assessment

ENTRY REQUIREMENT
There are no prerequisites to gain entry in TLI31616 Certificate III in Warehousing
Operations, however:

       so that the appropriate academic support can be sourced throughout the course
 

THE COURSE 
To achieve this qualification, you need to successfully complete 19 units of study. 
This consists of 3 core units plus 16 elective units

COURSE
OVERVIEW

TLIL1001

TLIA3016

BSBCUS301

BSBWOR301

TLIF1001

TLIA3017

BSBDIV301

BSBFLM312

TLILIC2001

TLIF0001

TLIE3002

TLIA1001

TLIA3015

TLIA3018

TLIA3019

TLIA3038

TLIA3039

TLIE3004

TLIF3091

Workplace Safety 
& Induction

Stock ‘n’ Roll

Communication
Commando

Way to Go

Chain of
Responsibility

Calculations

Secure Cargo

Stock In

Stock Out

Forklift

Dangerous as you go

Follow work health and safety procedures

Identify products and store to specifications

Deliver and monitor service to customers

Organise personal work priorities and development

Work effectively with diversity

Contribute to team effectiveness

License to operate a forklift truck

Secure cargo

Complete receival/dispatch documentation

Organise dispatch operations

Organise receival operations

Control and order stock

Receive and store stock

Prepare workplace documents

Apply chain of responsibility legislation, regulations
and workplace procedures

Estimate/calculate mass, area and quantify
dimensions

Apply awareness of dangerous goods and hazardous
materials requirements

Session Unit Code Units of competency



01

01

01

01

01

01

WORKPLACE SAFETY & INDUCTION

COMMUNICATION COMMANDO

CHAIN OF RESPONSIBILITY

A DETAILED
OVERVIEW

TLIL1001 Apply knowledge of WHS legislation in the workplace
This unit involves the skills and knowledge required to complete workplace orientation and induction
procedures when commencing a new work role. It includes identifying major areas of the workplace in
terms of functions, organisational structures and occupations; and organising and accepting
responsibility for own workload. It also includes the application of ethical practices in work activities;
receiving and acting constructively on personal feedback; participating in the identification and meeting
of one’s own learning needs; and planning

TLIF1001 Follow work health and safety procedures
This unit involves the skills and knowledge required to follow and apply work health and safety (WH&S)
procedures when carrying out work activities. It includes identifying and following workplace procedures
for hazard identification and risk control, contributing to arrangements for the management of work
health and safety, and completing work health and safety records.

BSBCUS301 Deliver & monitor service to customers
This unit describes the performance outcomes, skills and knowledge required to identify customer
needs and monitor service provided to customers. Operators may exercise discretion and judgement
using appropriate theoretical knowledge of customer service to provide technical advice and support to
customers over either a short or long term interaction.

BSBDIV301 Work effectively with diversity
This unit describes the performance outcomes, skills and knowledge required to recognise and interact
productively with diversity in the workplace. It covers sensitive responses to, and interactions with, all
manner of diversity that might be encountered during the course of work.

TLIF0001 Apply chain of responsibility legislation, regulations and workplace procedures.
This unit involves the skills and knowledge required to identify, apply and follow chain of responsibility
legislation, regulations and workplace procedures in relation to heavy vehicles as they apply to an
individual’s own job role.

Love 
what

you do!

01

03

02



WAY TO GO01

01

01

01

01

01

BSBWOR301 Organise personal work priorities & development
This unit describes the performance outcomes, skills and knowledge required to organise
own work schedules to monitor and obtain feedback on work performance, and to maintain
required levels of competence.  Operators may exercise discretion and judgement using
appropriate theoretical knowledge of work scheduling and performance improvement to
provide technical advice and support to a team.

BSBFLM312 Contribute to team effectiveness
This specifies the outcomes required to by frontline managers to contribute to the
effectiveness of the work team. It involves planning with the team to meet expected
outcomes, developing team cohesion, participating in and facilitating the work team, 
and communicating with the management of the organisation.

A DETAILED
OVERVIEW

CALCULATIONS

DANGEROUS AS YOU GO

TLIE3002 Estimate/Calculate mass, area and quantify dimensions
This unit involves the skills and knowledge required to estimate and calculate mass and area and
quantify dimensions of loads as part of work functions in the transport, stevedoring, warehousing,
and/or storage sectors. This includes estimating loads to be transported or placed in storage,
identifying mass, area and volume limitations of available transport/ storage systems and carrying
out calculations required to organise load(s) to match identified transport/ storage limitations.

TLIE3002 Estimate/Calculate mass, area and quantify dimensions
This unit involves the skills and knowledge required to identify and apply an awareness of hazardous
substances and dangerous goods requirements. It includes identifying legislation relating to hazardous
substances and dangerous goods; segregating dangerous goods and hazardous substances; and
dealing with incidents involving hazardous substances and dangerous goods. 

This unit is intended for people who have minimal or no contact with explosives or hazardous
substances and dangerous goods as part of their job role but who require an awareness of how
hazardous substances and dangerous goods are labelled and segregated when being transported.

04

05

06



SECURE CARGO0101

TLIA1001 Secure Cargo
This unit involves the skills and knowledge required to secure cargo in accordance with
procedures and regulatory requirements as part of work activities within the transport and
logistics industry. It includes preparing to secure cargo/containers, lashing and unlashing
cargo, protecting cargo from weather, and packing and unpacking cargo. 
Work is performed under some supervision generally within a team environment.

A DETAILED
OVERVIEW

07

LEARN
MORE

STOCK IN

STOCK ‘N’ ROLL

01

01

01

01

TLIA3019 Organise receival operations
This unit involves the skills and knowledge required to organise receival operations in accordance with
regulations, codes of practice and workplace requirements in the transport and logistics industry. It
includes planning and organising receival operations, storing received stock and completing all required
documentation and records.

TLIA3039 Receive and Store Stock
This unit involves the skills and knowledge required to receive and store stock for a workplace store in an
enterprise/organisation in a transport, logistics, production, hospitality, retail or other relevant industry
sector, in compliance with relevant codes of practice, regulations and workplace procedures. 
Work must be carried out for receiving and storing stock in a workplace store. It specifically covers taking
delivery of stock, storing, rotating and maintaining stock received, and completing documentation.

TLIA3015 Complete Receival/Despatch Documentation
This unit involves the skills and knowledge required to organise receival operations in accordance with
regulations, codes of practice and workplace requirements in the transport and logistics industry. It
includes planning and organising receival operations, storing received stock and completing all required
documentation and records.

TLIA3016 Identify products and store to specifications
This unit involves the skills and knowledge required to use inventory systems to organise stock control in
accordance with workplace requirements including identifying inventory and stock control systems in use
in the workplace, using re-order procedures to maintain stock levels, organising cyclical stock counts, and

TLIA3017 Receive and Store Stock
This unit involves the skills and knowledge required to apply product knowledge to the organisation of
work operations including identifying and categorising products, matching products to locations based
on specified criteria, and assisting individuals to solve stock identification and location problems.

08

09



FORKLIFT
01
01

TLILIC2001 License to operate a forklift truck
This unit involves the skills and knowledge required to operate a forklift, including checking forklift
condition, driving the forklift to fulfil operational requirements, monitoring site conditions, and
monitoring and maintaining forklift performance. Assessment of this unit will usually be undertaken
within a licensing examination conducted by, or under the authority of the relevant state/territory OH&S
authority. Licensing, legislative, regulatory or certification requirements are applicable to this unit.

Units are subject to change at any time at Arrow Training Services discretion

A DETAILED
OVERVIEW

11

STOCK OUT0101

TLIA3038 Control and Order Stock
This unit involves the skills and knowledge required to control and order stock for a workplace store in
an enterprise/organisation in a transport, distribution, production, hospitality, retail or other relevant
industry sector. It specifically covers maintaining stock levels and records, organising and administering
stock takes, identifying stock losses, processing stock orders, and following up orders.

TLIE3004 Prepare workplace documents
This unit involves the skills and knowledge required to prepare workplace documents and forms in
accordance with workplace requirements and any applicable regulations/ codes including planning and
preparing a simple workplace document such as a letter or report, and gathering relevant information
enabling the completion of a workplace form.

TLIA3018 Organise Despatch operations
This unit involves the skills and knowledge required to organise dispatch operations in accordance with
workplace requirements including planning and organising dispatch operations, organising the storage
and dispatch of stock, and completing all required documentation and records.

10



Follow us!

OUR
PROMISE

We are passionate about preparing
students to undertake employment
in Warehousing Operations! 

All training is delivered by us! We do not have third parties delivering on
our behalf. We will deliver training which assists you to develop the
necessary skills, knowledge and attitude so you can respond confidently
to many challenging and diverse warehousing environments. 

Arrow Training Services is a well-known and respected registered training
organisation with a reputation of producing qualified graduates who are
well prepared and suited to a warehousing vocation.

A Jobs & Skills WA course subsidised by the Department of Training and Workforce
Development. Century Group Pty Ltd TOID 6127 trading as Arrow Training Services.
We encourage people from diverse backgrounds and disabilities to apply for
training. *Eligibility criteria applies for concession fees

Why Arrow
Training

Services?

Contact us!

CONTACT FORM

1300 989 977

https://arrowtrainingservices.com.au/contact.cfm


ABOUT THIS COURSE
Jobs & Skills WA will guarantee eligible students a subsidised training 
place in State priority courses. It’s a new way to ensure more people are 
better equipped with the skills WA needs. Funding is available for Certificate III 
in Individual Support under the WA Priority Industry Training (PIT) program.

WHO IS ELIGIBLE? 
You are eligible for a guaranteed training place if you have left school and are: 

 An Australian citizen; or 

 A permanent visa holder; or 

 A holder of a sub-class 309, 444, 785, 790, 820 or 826 visa; or 

 A secondary holder of a temporary visa of sub-class 457; 

 A holder of a Bridging Visa E (subclasses 050 and 051) where the visa holder

 has made a valid application for a visa of subclass 785 or 790; and 

 Must be at least 15 years old; 

 If under 18 years of age, you must have a Department of Education (DoE)
 Notice of Arrangement (please contact our office for further information
 regarding this requirement)

UNDER JOBS & SKILLS WA: 

 There is no upper age limit 

 There are no restrictions based on your previous level of awarded
 qualification; however, you will need to meet any course entry requirements

HOW MANY COURSES CAN AN ELIGIBLE INDIVIDUAL DO? 
There are no restrictions on the number of qualifications that an individual student
can undertake. However, approval must be sought for students engaging in more
than one qualification at the same time prior to training taking place.

PROOF OF ELIGIBILITY 
For proof of eligibility you will need to provide prior to the commencement 
of training, evidence of citizenship or residency. Evidence could include: 

 An Australian birth certificate; or 

 A current Australian passport; or 

 A current New Zealand passport; or 

 A Naturalisation certificate; or

 A green Medicare card

FEES &
CHARGES

CHC33015 
Certificate III in

Individual 
Support



HOW MUCH WILL I PAY?
The "fees cap" means that regardless of how much your course fees actually are, you will not pay
more than a certain amount  in  any  one  year.  Course fee caps are set at different rates,
depending on the level of qualification and whether you are entitled to receive a concession rate.

     The annual concession rate course fee cap is $400

     The annual non-concession rate course fee cap is $1,200 

All students aged 15—24 years of age are eligible for the annual course fee concession fee cap. 

*Excludes existing worker traineeships

The student tuition fees are indicative only and are subject to change given individual
circumstances at enrolment. Additional fees may apply such as Student service and resource fees.

HOW DO I QUALIFY FOR CONCESSION?
The following students are entitled to the concession rate on course fees:

a.   Persons and dependents of persons holding: i. a Pensioner Concession Card; or

ii.   A Repatriation Health Benefits Card issued by the Department of Veterans’ Affairs; or

iii.  A Health Care Card

b.   Persons and dependents of persons in receipt of AUSTUDY or ABSTUDY

c.   Persons and dependents of persons in receipt of the Youth Allowance

d.   Persons and dependents of persons who are inmates of a custodial institution

e.   Secondary school aged persons not enrolled in school.

Proof of eligibility for concession must be demonstrated prior to the commencement of
training. If the concession is valid for the full enrolment period, then all eligible units
commenced within that period attract the concession rate. If the concession is valid for
part of the enrolment period, then only eligible units commenced on or after the start
date and prior to the expiry of the concession attract the concession rate.
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PAYMENT OPTIONS
On enrolment, students will take up one of the following payment options: 

 Pay the full amount of fees and charges; 

 Pay fee by instalment; 

 Make application on the grounds of severe financial hardship for fees and 

 charges to be waived 

 Students who fail to take up one of the above options will not be enrolled  into the course. 

INSTALMENT PAYMENTS 
Arrow Training Services can offer you a payment option that allows you to pay 
your tuition fee in instalments. 

Students are given a minimum of eight weeks from the commencement of training 
to finalise payment when paying by instalment. 

NOTE: Students, who fall behind in their payments, will not be enrolled into additional units
unless appropriate arrangements have been agreed to by both the student and Arrow
Training Services to pay the amount outstanding. 

FEE WAIVER 
Arrow Training Services may waive all fees and charges for students that they assess as being
in severe financial hardship. Whether a student is in severe financial hardship is to be
determined on a case by case basis by Arrow Training Services. 

To apply for a fee waiver, please contact our office for further information. Students will be
advised of the decision outcome. 

Fee waivers that meet the eligibility criteria are only valid for the calendar year. 

REFUND POLICY 
Students must advise in writing of their intention to withdraw from training. This is necessary
to ensure they are eligible for refunds. Requests for refunds must be lodged within two weeks
of the official withdrawal date. 

FULL REFUNDS
Students who withdraw are entitled t o a full of the applicable course fee, resources fee and
other fees where: 
• A unit is cancelled or re-scheduled to a time unsuitable to the student; or

• A student is not given a place due to maximum number of places being reached

The State Manager can approve a full refund of fees at any time during delivery if a class
is cancelled because of declining student numbers, no available trainer/assessor, or due
to other circumstances caused by Arrow Training Services.

FEES &
CHARGES
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PART REFUNDS
Students who withdraw for reasons other than those outlined above, and who lodge a
withdrawal form before 20% of the way between the commencement and completion 
dates for the unit will be eligible for a full refund of the course fee for the unit, and: 

 A full refund of the resource fee if the course is a Diploma or Advanced Diploma course; or 

 50% of the resource fee if the course is below Diploma level. 

PRO-RATA REFUNDS
Arrow Training Services can approve a pro rata refund of fees and charges at any time during
the course of delivery if students withdraw for reasons of personal circumstances beyond their
control. 

For example: 

 Serious illness resulting in extended absence from classes; 

 Injury or disability that prevents the student from completing their program of study; or 

 Other exceptional reasons at the discretion of Arrow Training Services 

 In all cases, relevant documentary evidence (for example, medical certificate) is required.

Arrow 
Training 
Services

ONLINE CONTACT FORM

1300 989 977

This is a Jobs and Skills WA course subsidised by the Department of Training and
Workforce Development subject to eligibility requirements. Century Group Pty Ltd TOID
6127 trading as Arrow TrainingServices. We encourage people from diverse backgrounds
and disabilities to apply for training. *Eligibility criteria applies for concession fees

https://arrowtrainingservices.com.au/contact.cfm


ABOUT THIS COURSE
Jobs & Skills WA have a broad range of government subsidised places in 
various courses in Western Australia. It’s a new way to ensure more people 
are better equipped with the skills WA needs. Funding is available for Certificate 
III in Customer Engagement under the Apprentice and Traineeship Funded Program.

WHO IS ELIGIBLE? 
You are eligible for a guaranteed training place if you have left school and are: 

 An Australian citizen; or 

 A permanent visa holder; or 

 A holder of a sub-class 309, 444, 785, 790, 820 or 826 visa; or 

 A secondary holder of a temporary visa of sub-class 457; 

 A holder of a Bridging Visa E (subclasses 050 and 051) where the visa holder

 has made a valid application for a visa of subclass 785 or 790; and 

 Must be at least 15 years old; 

 If under 18 years of age, you must have a Department of Education (DoE)
 Notice of Arrangement (please contact our office for further information
 regarding this requirement)

UNDER JOBS & SKILLS WA: 

 There is no upper age limit 

 There are no restrictions based on your previous level of awarded
 qualification; however, you will need to meet any course entry requirements

HOW MANY COURSES CAN AN ELIGIBLE INDIVIDUAL DO? 
There are no restrictions on the number of qualifications that an individual student
can undertake. However, approval must be sought for students engaging in more
than one qualification at the same time prior to training taking place.

PROOF OF ELIGIBILITY 
For proof of eligibility you will need to provide prior to the commencement 
of training, evidence of citizenship or residency. Evidence could include: 

 An Australian birth certificate; or 

 A current Australian passport; or 

 A current New Zealand passport; or 

 A Naturalisation certificate; or

 A green Medicare card

FEES &
CHARGES
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HOW MUCH WILL I PAY?
The student tuition fees are indicative only and are subject to change given individual
circumstances at enrolment. Additional fees may apply such as Student service and resource fees.
*Excludes existing worker traineeships.

For secondary school aged persons not enrolled at school, the maximum course fee chargeable in
2020 is $420.  The maximum is the total fee for all courses the student is enrolled in.

HOW DO I QUALIFY FOR CONCESSION?
The following students are entitled to the concession rate on course fees:

a.   Persons and dependents of persons holding: i. a Pensioner Concession Card; or

ii.   A Repatriation Health Benefits Card issued by the Department of Veterans’ Affairs; or

iii.  A Health Care Card

b.   Persons and dependents of persons in receipt of AUSTUDY or ABSTUDY

c.   Persons and dependents of persons in receipt of the Youth Allowance

d.   Persons and dependents of persons who are inmates of a custodial institution

e.   Secondary school aged persons not enrolled in school.

Proof of eligibility for concession must be demonstrated prior to the commencement of
training. If the concession is valid for the full enrolment period, then all eligible units
commenced within that period attract the concession rate. If the concession is valid for
part of the enrolment period, then only eligible units commenced on or after the start
date and prior to the expiry of the concession attract the concession rate.

Tuition Fee
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$420.00

$1,153.75
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PAYMENT OPTIONS
On enrolment, students will take up one of the following payment options: 

 Pay the full amount of fees and charges; 

 Pay fee by instalment; 

 Make application on the grounds of severe financial hardship for fees and 

 charges to be waived 

 Students who fail to take up one of the above options will not be enrolled  into the course. 

INSTALMENT PAYMENTS 
Arrow Training Services can offer you a payment option that allows you to pay 
your tuition fee in instalments. 

Students are given a minimum of eight weeks from the commencement of training 
to finalise payment when paying by instalment. 

NOTE: Students, who fall behind in their payments, will not be enrolled into additional units
unless appropriate arrangements have been agreed to by both the student and Arrow
Training Services to pay the amount outstanding. 

FEE WAIVER 
Arrow Training Services may waive all fees and charges for students that they assess as being
in severe financial hardship. Whether a student is in severe financial hardship is to be
determined on a case by case basis by Arrow Training Services. 

To apply for a fee waiver, please contact our office for further information. Students will be
advised of the decision outcome. 

Fee waivers that meet the eligibility criteria are only valid for the calendar year. 

REFUND POLICY 
Students must advise in writing of their intention to withdraw from training. This is necessary
to ensure they are eligible for refunds. Requests for refunds must be lodged within two weeks
of the official withdrawal date. 

FULL REFUNDS
Students who withdraw are entitled to a full of the applicable course fee, resources fee and
other fees where: 
• A unit is cancelled or re-scheduled to a time unsuitable to the student; or

• A student is not given a place due to maximum number of places being reached

The State Manager can approve a full refund of fees at any time during delivery if a class
is cancelled because of declining student numbers, no available trainer/assessor, or due
to other circumstances caused by Arrow Training Services.
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PART REFUNDS
Students who withdraw for reasons other than those outlined above, and who lodge a
withdrawal form before 20% of the way between the commencement and completion 
dates for the unit will be eligible for a full refund of the course fee for the unit, and: 

 A full refund of the resource fee if the course is a Diploma or Advanced Diploma course; or 

 50% of the resource fee if the course is below Diploma level. 

PRO-RATA REFUNDS
Arrow Training Services can approve a pro rata refund of fees and charges at any time during
the course of delivery if students withdraw for reasons of personal circumstances beyond their
control. 

For example: 

 Serious illness resulting in extended absence from classes; 

 Injury or disability that prevents the student from completing their program of study; or 

 Other exceptional reasons at the discretion of Arrow Training Services 

 In all cases, relevant documentary evidence (for example, medical certificate) is required.

Arrow 
Training 
Services

ONLINE CONTACT FORM

1300 989 977

This is a Jobs and Skills WA course subsidised by the Department of Training and
Workforce Development subject to eligibility requirements. Century Group Pty Ltd TOID
6127 trading as Arrow TrainingServices. We encourage people from diverse backgrounds
and disabilities to apply for training. *Eligibility criteria applies for concession fees

https://arrowtrainingservices.com.au/contact.cfm

