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WHAT'S THIS DOCUMENT FOR?

Everyone considering taking a Training Academy of Excellence (TAE) course

needs to complete this document. We use the information to make sure you're

taking the right course — at the right level — to reach your personal and career

goals. Your course facilitator could also use it to select the right units for you.

You'll need to complete this document with someone from TAE. This will either

be a facilitator who teaches your course — or both a facilitator and a TAE rep.

What this document covers:

Career plan — this explores your current skills and education history.
It also helps you define your career goals and the most suitable
course for you.

Learning style check — to help you get the most out of your course,
we'll find out how you prefer to learn and offer tips relevant to your
style.

Reading, writing, maths and speaking assessments — these aren’t to
catch you out, we just want to make sure you'll be able to follow the
course. If you struggle with these assessments, ask your facilitator to
help you out.

Checklist — just a few questions to check that we've explained
everything to you properly.

Please note, your facilitator will be checking your spoken English as you work

through this document together. It's nothing to be concerned about, just talk

as you normally would.
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CAREER PLAN

Complete this plan with your rep/facilitator. It will help you work out your
career goals and how to achieve them through education.

Your career goals

Short term (next 6 — 18 months): My main goal is to complete the Certificate IV to
understand Australian standards better. This will help me get closer to working in
better paying roles.

Long term (5 years — 10 years): | would like to work as a construction manager
again, with big projects as | did in Japan. This will help me support my family and
use my all my skills.

Your skills and qualities

Tick the top 3 skills and top 3 qualities that best describe you

TeaMWOTIrK e L] LOYAl e ]
CommunicAtor.... e L1 Committed... e,
Problem-solving ... L] HONESTY e L]
Technical abilities.......enacee. L] Enthusiasmu... e, L]
Planning and organising............. Reliability ..
Self-management.............. Personal presentation ... L]
CreatiVity e, L1 COMMON SENSE...eeeee e ]
Leadership ... Positive self esteem ..., ]
Motivation. ... (1 Sense of humour ... L]
Ability to deal with pressure...... [0 Balanced attitude to work and

ROME lif€ o O
Adaptability ... OthersS e L]
Others: . L]
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Your expectations

| hope this course teaches me the following skills and knowledge: | hope this
course will help me get recognised for my skills.

Right now, my learning might be affected by the following commitments (i.e.
work, family, sport): I live in Bendigo and have my children now living with me
every two weeks. | may need some online learning when they are with me.

Previous education

You may have completed similar courses in the past - if so, you may be able
to apply relevant units, credits or experience to this course. This is referred to
as Recognition of Prior Learning (RPL) or Credit Transfer.

Please write down any relevant, proven qualifications you already have
partially or fully completed: Building, project coordination, managing staff,
safety protocols. Over 15 years in construction management in Japan, leading
residential and commercial projects, but | don’t have Australian qualifications.

*You may be asked to provide copies of your certificate and/or statement of

attainment
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LEARNING STYLE CHECK

Your learning style

Everyone learns in different ways. Knowing your personal learning style (or
styles) will help us deliver your course in the best way for you. Check out our
tips for each learning style too.

You can tick as many of the statements below as you like:

A

Cc

O Ilearn best
when | can see
and touch things
directly.

00 When learning
something new it
helps if I've
experienced
something
similar.

O Irely on my
feelings to help
me understand
things.

Results

O Ilike to ask
lots of questions.

O I'like to learn
by watching.

O I'like to
explore all
aspects of a
situation when |

am learning.

| like to
analyse and
break things into
parts before
trying
something.

| like to
understand the
theory behind
things.

| learn best
when things are
presented in a
logically.

| like
experimenting to
see what would
happen.

[ like to try
things out in
order to
understand
them.

O I always like to
be doing things. |
don't like sitting
quietly.
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If you have
ticked more than
one in column A

your style is:

EXPERIENCING

If you have
ticked more than
one in column B

your style is:

REFLECTING

If you have
ticked more than
one in column C

your style is:

THINKING

TAFEVORIA
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What your results mean
EXPERIENCING

You prefer learning by doing. You like using your hands and actively exploring
the physical world. You may find it hard to sit still for long periods. Courses
with a practical element suit you.

Tip: If you're doing an online course, try to study in short sessions rather
than longer ones.

REFLECTING

You prefer observing others and contemplating new information. You may like
to sit at the front of the classroom to avoid visual obstructions (e.g. people’s
heads). You may think in pictures and learn best from diagrams, illustrated
text books, videos, flipcharts and hand-outs.

Tip: Take lots of notes in class, or as you study online. Try drawing your own
visuals and diagrams to help you understand and remember information
too.

THINKING

Theories, data and a logical approach appeal to you. You may find it hard to
stay in a classroom for long periods and prefer to research a topic by yourself
as well as being given the information.

Tip: Try backing up your study with a bit of extra research at home.

mevom

Pre-Training Review ACSF 4
Page 7 of 21



>VThe Training Academy

0 of Excellence

APPLYING

You prefer learning through applying new skills or knowledge to a real
situation — and seeing the results first-hand.

Tip: Try applying the ideas and skills you learn to your day and experience
them in action.

Your results

What's your preferred learning style (or styles)

Thinking and Applying

Do you agree with your results? Please explain why you agree or disagree
This sounds like me.

Is there anything about your learning style that you’d like your facilitator to
know?

| sometimes need more time with English. Some accents are hard to
understand.
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SPEAKING READING, WRITING AND MATHS

Self-assessment

During your course do you think you will need any help with:

yes sometimes no
SPEAKING ..ot essss s i O
LISTENING et O O
(2T @ 11T OO O O
WEEING et O O
MATNS oot O O
USIiNg COMPULEIS...eee e O O
Part1
Speaking

Your TAE facilitator will have been assessing your spoken English while you've
been filling out this document. They will have been checking things like your
ability to answer questions directly, form an opinion, persuade and
compromise.

If they need further assurance of your speaking ability, they will ask you a few
guestions about your hometown.
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Reading and writing

Read through this text. You'll then be asked to write a formal letter based on
the information in the story. If you have any questions, feel free to ask your
facilitator.

Gloria had been looking for a new piece of furniture for two months. She had
finally settled on the Canyon table and chairs set from Queen’s furniture for
$5999.

Gloria visited her closest Queen’s furniture branch on the 13th December 2025
where she met a sales person, Jackie. Jackie advised Gloria that the Canyon
table and chairs package was going to be on sale for Boxing Day and that she
would save money by coming back in 3 weeks. Gloria thanked Jackie for her
advice and left the store.

Gloria returned to Queen’s Furniture at 11.00am on Boxing Day to find that the
Canyon Table and Chairs package was in fact 25% cheaper. Pleased, Gloria
went to find a sales person to assist with her purchase.

Gloria waited by the counter until one of the sales staff (Paul) had seen her.
Paul up-sold several additional items to Gloria, the Scotch Guard Ultimate
package for $50.00, the silver service care after a year of use for $200.00, a 2-
year warranty for structure and material for $60.00. On top of that there was
a delivery fee of $99 and set-up on delivery for $120.

Paul told Gloria her furniture would be delivered on the 23rd February 2026
and that Queen’s furniture would contact her 2 weeks before delivery to
confirm the date and time. Gloria paid a 25% deposit and left the store happy

mevom

with her order.

Pre-Training Review ACSF 4
Page 10 of 21



of Excellence

>VThe Training Academy

In early February Gloria gave her old table and chairs to the Salvation Army.

One week away from delivery, Gloria had still not received a call from Queen’s
furniture. So she went back to the shop to make an enquiry.

Paul was busy but Jackie was available. Jackie told Gloria that no item had
been ordered and a new order would take up to 8 weeks to arrive.
Understandably, this irritated Gloria a great deal. She produced her receipt of
payment and explained that she had donated her old table and chairs and
had a dinner party planned the following weekend.

Jackie and Paul promised to call head office to find out what had gone wrong
and to arrange a solution. Luke at head office took down all the information
around Gloria’s purchase and looked into it.

Luke discovered that the order hadn’t been processed at all, and that Gloria’s
fabric choice was out of stock, so he set about writing her an apology letter.
There was a lot he had to apologise for — their computer ordering system, the
time delay, the lack of communication, the out-of-stock fabric and the
inconvenience caused.

Luke was able to offer Gloria either a full refund or a further 25% off her order.
Luke knew that maintaining a good customer relationship is crucial to the
success of the business, so he worded his letter carefully.

Task

We would like you to draft the apology letter to Gloria on behalf of Luke. It will
need to be formal but friendly and include an overview, the facts of the
situation and the solutions clearly. You should detail how much Gloria’s
payment will be if she decides to go ahead with the order. Aim for at least 3
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QUEEN’S
FURNITURE

Dear Gloriqg,

| am very sorry about the problems with your furniture order.
There was an error in our system and we didn't get your order.
The fabric you chose is out of stock.

To help we can give you either a full refund or 25% discount if
you would still like to keep the order.

Please call if you need more help.

Yours sincerely, Queen’s Furniture
Luke Hansfield 300 Quay Street
Store Manager — Housington Housington
Phone: 1300225226 Phone: 1300225226

www.queensfurniture.com.au
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Part 3
Maths

The following is an analysis of repayments on a hire purchase. Read the case
study then answer the questions (in order) to identify the best repayment
option.

You can use a calculator and you don’t need to show your working — however

you can if you like.
Task
CASE STUDY

After seeing an advert for a new 55-inch TV with built in surround sound, Peter
goes to the store to buy it.

Peter has $1700.00 and the TV is $7600.00. He can also afford to pay $300 a
month.

There are two options for Peter to pay for the TV, credit card or personal loan.

Please work out which the best option is for Peter.

mevom

Pre-Training Review ACSF 4
Page 13 of 21



0 of Excellence

CREDIT PERSONAL

>VThe Training Academy

* 12 months interest free on first " 18 months interest free
purchase » After interest free period -
= First 60 days interest free on all interest will be 20%
purchases * If paid in full prior to the interest
* Remaining balance calculated at free period ending then a10%
10% per month surcharge will be calculated
= Credit available $7600.00 limit " Nominimum monthly repayment
= All cash advances calculated at for interest free period
24% with no interest free period " Afterinterestloan period has
= Monthly minimum repayment is finished then $200.00 (including
$100.00 interest) per month is required
= No cash advances offered

Q1 How much interest would Peter @2 How much interest would Peter

pay with the credit card pay with the personal loan option?
option?
10% per month on the remaining 20% on the remaining balance after
balance after interest free 18 months interest-free period........
[SY=] g ToT R

Q@3 How much is the total cost of Q4 How much is the total cost of the
the hire purchase using the hire purchase using the personal
credit card? loan?
$7600 plus monthly interest $7600 + 20% interest after 18
after 1year .. e, MONTNS ..o

Q5 How long will it take Peter to Q6 How long will it take Peter to pay
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pay off his credit card? off his personal loan?

Depends on monthly payments Around 18 months if he follows the
but payments may be more thar IO e
2 YEAIS e sessessasans

Q7 Which option would you advise Peter to choose?

P el S ONAl IO 1S D T O et ettt st s st s se s eseaean
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CHECKLIST

Please answer these questions after you've looked through your
Introduction Pack (including your course guide and student handbook).

yes no
The course delivery method is suitable for me ... L]
| will be able to attend/study for the full duration of the course.......... L]
| can committo the extra study hours suggested......connrecnnreenne. O
There are no things that might prevent me from progressing

ThroUugh MY TrAINING ottt snssas O
| know who TAE is, what they do and what an RTO is.....eeericerrsnrenee. O
State and Federal Funding has been explained to me........eecveeeee. O
Tuition fees & refund processes have been explained to me............ ]
Competency-based learning has been explainedto me. ... O
| am aware that | am required to sign a training plan and select

units. | will do this with my faCilitator ..., ]
RPL and Credit Transfer have been explained to me.....ce. O
| know what | need to do if | want to cancel my course...... . O
| know what happens when | finish my course ..., ]
| know how | can give feedback on my course and/or facilitator ....... O
I believe |am suited tO thisS COUISE..... et O
| am entering into this training program under my own free will

and | understand that there are no incentives and no promise of

O JOD ettt O

If you've answered ‘no’ to any of these questions, please let us know how we
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can help:

I will need to study around looking after my children on my own and working
many hours to support them. | hope | can take some knowledge classes online.
I need someone to tell me about feedback again.
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ONLY ANSWER THIS QUESTION IF YOUR COURSE REQUIRES A WORKPLACE-
BASED PRACTICAL ASSESSMENT (Ask your rep/facilitator if you’'re not sure)

yes no

| am able to use my current job, previous job or work experience

for My Practical ASSESSMENT ... e ssanees ]

Student name:
RYOICHT OKOAD (ROY) oo

Signed:

Date:

VA a2 e VL T

Thanks for completing your pre-training review. We need to keep this
original document, but we recommend that you make a copy for your

records.
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TAE USE ONLY

Speaking assessment

As you work through the pre-training review, assess the student’s oral

communication skills and answer questions 1 - 4 below.

Q1 Does the student answer directly?

Yes, although he may occasionally need prompting to provide fuller responses
due 1o 1aNGUAGE [IMIEATIONS. ..ot e

Q2 Can the student form an opinion?

Yes, although responses can sometimes be brief due to language limitations. ...

Q3 Can the student use persuasion techniques?

Limited, primarily uses straightforward responses without detailed persuasive
[OINMGUUOIGE. ettt

Q4 Can the student present options for compromise?

Somewhat, though additional language support may help him more clearly
articulate AlterNAtiVE SOIULIONS. ... et

If you need to test the student further, ask them to describe their hometown

and ask them these questions:

= |magine I’'m coming to visit your hometown or nearest city, are there any
famous sights to visit?

= Where are your favourite places to go? Why?

= Convince metovisitthose places. Why should | go?
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= |like museums and swimming — can you suggest a plan for my day that
incorporates thefamous sights, your favourite place and what | like to
do?

Career plan and checklist sign off - TAE rep or facilitator to complete

Based on the information provided by the student, | agree that:

yes  no
Enrolment in this course aligns with the student’s work/career plan ]
The course level meets the student’s ability and expectations.............. |
Student can commit to the hours of study recommended for this
COUISE ittt et e s bbbttt ]
RPL/credit transfer has been discussed with student.......cocornnens ]
Learning strategies have been discussed and documented................... O
Assistance available in class has been explained......... e, ]
This is the most suitable course for this student.......cconnceeconnnneeennnn. O

If you answered ‘no’ to any of the above, what course of action do you suggest:

Recommend exploring enrolment in the CPC50220 Diploma of Building and
Construction (Building) to better align with Roy’s skill level and experience.

Name: Amir Khan
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Language, literacy and numeracy sign off - FACILITATOR USE ONLY

[l No support required

SPEAKING READING

X Monitor student and offer X Monitor student and offer
support as necessary support as necessary

O Outside assistance required O Outside assistance required

WRITING NUMERACY

X Monitor student and offer O Monitor student and offer
support as necessary support as necessary

O Outside assistance required O Outside assistance required

Any notes: While Roy has a strong understanding of construction and
technical knowledge, his prior experience suggests the diploma level may be
more suited to his skill set. Monitoring language support will be beneficial for

tasks requiring advanced written English comprehension.

Name: Amir Khan
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