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1  Introduction

Welcome! Australian Career Development Studies (ACDS) is an exciting initiative of the Australian Government Department of Education, Employment and Workplace Relations (DEEWR), and is designed to broaden access to career development learning opportunities. Miles Morgan Australia Pty Ltd, on behalf of DEEWR, developed ACDS in collaboration with a panel of renowned career educators and specialists. 

There are already a number of high quality career development education and training programs available in Australia, but to date there has not been a nationally consistent, articulated set of programs for career practitioners and others with an interest in career development. 

ACDS attempts to fill this gap with learning programs tailored to the needs of career practitioners in a variety of professional settings, and others (such as parents, youth workers, coaches and community leaders) who have an interest in fostering in others the capacity to grow and adapt throughout their lives – to make informed education and employment choices, access appropriate specialist support, and connect education and training pathways with career choices and employment prospects. 

1.1 Is ACDS for me?

Australian Career Development Studies is a resource for anyone interested in maximising their own career development or assisting others to do so. The programs within ACDS are holistic, self-contained and pitched at an introductory level, although they differ in their level of complexity and detail, as well as the time needed to complete them. All are provided in web-based formats free of charge. However, if participants wish to seek accreditation or recognition of prior learning a cost will be incurred. 

The two programs are: 

Awareness of Career Development 

A non-accredited introductory program for those wishing to learn the basics of career development in a brief, enjoyable and easily understood format.

Certificate IV in Career Development 
A full nationally accredited qualification in career development, for those who are currently involved, or would like to be involved, in delivering career development services to individuals in the community.

ACDS was drafted, reviewed by experts, then trialled between August and December 2004. Each component was then revised based on feedback from trial participants prior to public release. 

Certificate IV in Career Development was developed with the assistance of a team of career development experts during 2007 and 2008. In 2009 the resources were then adapted to the requirements of the reviewed qualification CHC42108 Certificate IV in Career Development. Again we hope you find the materials easy to access and an enjoyable learning experience. 

In order to help you decide which program is most suitable for you, read the overviews of Awareness of Career Development and the Certificate IV in this section of the Help Manual. A diagram of ACDS, which shows how each program aligns with the Australian Qualifications Framework (AQF), as well as related learning pathways, is also included in this section. Please note that both programs are intended to be introductory, and each is targeted at different user needs. 

The ACDS website, at: http://www.career.edu.au was launched in March 2005. All resources are downloadable from this website.

In order to decide which program is most suitable for you, please read the overviews and assessment/accreditation information. 

1.2 Awareness of Career Development

This collection of seven sessions covers a wide range of information suitable for all Australians wishing to learn more about managing life, learning and work in the 21st century. It is not an accredited program. Awareness of Career Development is an introductory program for those wishing to learn the basics of career development in a brief, enjoyable and easily understood format. It is designed for people such as parents, relatives, youth workers, and others who would like to help others to find a career pathway, as well as for those who are looking for an occupational change, considering where they want to go next in their career, retrenched or experiencing a period of unemployment, or at a stage of seeking growth in and control over their lives.

The seven sessions in the Learners Pack cover the following topics:

Session 1 - Could this be you?

Session 2 – Career, Career Development

Session 3 - World of Work

Session 4 - Taking responsibility 

Session 5 - How can I be more effective?

Session 6 - Goal Setting and Action Planning, and

Session 7 - Where to find more information on training, learning and work options.

For those who have worked through the Learners Pack, and would like to facilitate workshops for others, or would simply like some extra learning, a Helpers Pack is also available to download from the website and on the CD-ROM.

Assessment and accreditation:

There is no assessment or formal articulation towards a qualification for Awareness of career development. However, it is valuable in introducing the field of career development to people who would like to empower others to make good career choices, such as parents, relatives, youth workers and others. It may also be possible to gain recognition of prior learning for this unit (see Section 1.4, Recognition of Prior Learning).
1.3 Certificate IV in Career Development
The Certificate IV in Career Development is a full qualification comprised of thirteen compulsory units and the remaining, elective units. It is suitable for people who are currently involved, or would like to be involved, in delivering career development services to individuals in the community. 

Support materials for this qualification have been developed to the standard defined by the Community Services Training Package. 

Completion of this qualification may lead to eligibility for associate membership of professional associations that are member organisations of the Career Industry Council of Australia (CICA).

The qualification is presented as a series of competency based resources containing learning activities to help you gain or update skills and knowledge in the area it addresses. These are listed in the table as follows.

Table 1. Support materials for the Certificate IV in Career Development

	Guide 1: Cluster A: Facilitating Career Development (7 Units)

	Conduct careers guidance interview (CHCCAR501B)*


	Assist clients to plan and access career pathways (CHCCDP402B)*


	Deliver service consistent with a career development framework (CHCCDP401B)*

	Use targeted communication skills to build relationships (CHCCOM403A)


	Work within a relevant legal and ethical framework (CHCCS400B)

	Collect, analyse and apply labour market information (CHCES411A)*

	Analyse and apply education and training information (CHCCDP403B)*

	Guide 2: Cluster B: Workplace Relationships and Systems (4 Units)

	Maintain an effective work environment (CHCORG405D)*

	Work effectively with culturally diverse clients and co-workers (HLTHIR403C)*

	Facilitate links with other services (CHCNET404A)*

	Operate referral procedures (CHCCS407B)*

	Guide 3: Plan and provide job search support (CHCES416A)

	Guide 4: Establish and maintain effective networks (CHCNET402A)

	Guide 5: Plan and conduct group activities (CHCGROUP403D)

	Guide 6: Liaise with employers to provide flexible work arrangements (CHCCDP501B)

	Guide 7: Develop work priorities (BSBWOR404A)

	Guide 8: Work effectively in the community sector (CHCCS411B)*

	Guide 9: Contribute to OHS processes (HLTOHS300B)*


*Denotes a compulsory unit within the (CHC42108) Certificate IV in Career Development.

The resources do not need to be completed in any particular order, as each is self-contained. However, you are encouraged to complete Learner Guide 1 Cluster A: Facilitating career Development first as this guide provides an introduction to career development frameworks and the skills and knowledge you need to work with clients. 

The Certificate IV in Career Development will be useful to any person wishing to better understand the skills, knowledge and abilities required to work with people in the career development and employment services areas. The program will explore service delivery tools and techniques along with the wealth of resources available for use within the sector. Participants will be able to undertake activities designed to build on existing knowledge or consolidate new skills. 

For those who have been working in the field for some time and have not gained formal qualifications this program provides exciting pathways for further learning either at vocational or tertiary level.

The resources may be accessed free of charge. However, if participants wish to obtain a nationally recognised Statement of Attainment from a Registered Training Organisation (RTO) a cost will be incurred. 

A list of RTOs offering the Certificate IV in Career Development is presented in the following section.

1.3.1 Choosing a quality RTO

Participants seeking assessment and accreditation for the Certificate IV in Career Development need to choose a suitable RTO. The following list includes contact details of RTOs that offer the Certificate IV in Career Development. 

When contacting an RTO, discuss your learning needs with them and make sure they are able to advise you on your study path. Ask for brochures and any information they can give you on the course or courses you are interested in completing.

If you are experiencing difficulties or are unhappy with the quality of services you are receiving from a Registered Training Organisation, there is a complaints process you can follow. 

This process is outlined on the training.com.au website at http://www.training.com.au within the training organisations tab, and look under ‘student training needs’ > ‘dealing with problems’.  

The National Code of Good Practice for Responding to Complaints about VET Quality is also available from this site.

Registered Training Organisations delivering Certificate IV in Career Development

	Australian Capital Territory

	Canberra Institute of Technology

GPO Box 826

Canberra ACT 2601

Contact: Sue Maslen, Teacher Education
Ph: (02) 6207 3188
Email: sue.maslen@cit.act.edu.au  

Website: http://www.cit.act.edu.au

	


	New South Wales

	Nortec Training.

PO Box 6305

Tweed Heads South

NSW 2486

Contact: Deb Phee, Training Manager
Freecall: 1800 NORTEC

Ph: 07 5506 3000
Fax: 07 5524 1055

Email: deb.phee@nortecltd.com.au
Website: http://www.nortecltd.com.au

	


	Queensland

	Train to Succeed

PO BOX 691

Aspley QLD 4034

Contact: Randall Smith

Ph: 1300 793 002

Email: rsmith@traintosucceed.com.au 

Website: http://www.traintosucceed.edu.au 
	Australian Technical College North Brisbane

Ph: 07 3880 4331

Email: Click on Send message

Website: http://www.tradecollege.com.au/atcnb/courses/training-assessment-courses/certificate-iv-career-development/ 


	Worklinks

PO Box 631

Virginia BC, QLD 4014

Contact: Jan Robinson

Ph: 0458 990 169

Email: janrobinson@worklinks.com.au 

Website: http://www.worklinks.com.au


 
	Duality Pty Ltd

PO Box 509

Indoorpily

Brisbane, 4068

Contact: Linda Hayworth

Ph: 07 3274 3899

Ph: 1300 788 339

Fax: 07 3274 3811

Email: contact@duality.com.au
Website: http://www.duality.com.au


	Edmund Rice Education Australia 

PO Box 923
Indooroopilly, QLD, 4068
Ph: Phone: (07) 3327 2288
Fax: (07) 3327 2217
Website: http://www.ereflc.org.au/certificate_iv_in_career_development.html

	Direct Insight Consulting and Training

 P.O.BOX 137

Stones Corner, QLD, 4120.
Contact: Jason Deo

Ph: 07 3899 0146

Fax: 07 3319 6178

Email: info@directinsight.com.au
or jason.deo@directinsight.com.au 
Website: http://www.directinsight.com.au 
Training available Australia Wide.




	Victoria

	RMIT University

PO Box 71

Bundoora 

VIC 3083

Contact: Judy Heard

Ph: 03 9925 7513

Mob: 0412 917 490

Email: judy.heard@rmit.edu.au
Website:  http://www.rmit.edu.au/

	Swinburne University of Technology

PO Box 218

Hawthorn

VIC 3122

Contact:  Leah Shmerling
Ph: 03 9726 1731
Email: lshmerling@swin.edu.au 
Website:  http://www.swinburne.edu.au.

	Wodonga Institute of TAFE, 

87 McKoy Street 
Wodonga, 
VIC 3690

Contact Name: Chris Solly

Phone: 0260556000

Email: bcsi@wodongatafe.edu.au 
Website:  http://www.wodongatafe.edu.au
Delivery mode: 
Self directed (print based) Distance education 
	Career Education Association of Victoria

Level 2, Room 12, 

150 Palmerston St, Carlton 

Vic 3053

Contact Name: Bernadette Gigliotti

Phone: 03 9349 1900

Email: director@ceav.vic.edu.au 
Website: http://www.ceav.vic.edu.au 

	Central Gippsland Institute of TAFE (GippsTAFE)

PO Box 3279

Gippsland Mail Centre

VIC 3841

Contact:  Christine Holland

Ph:  03 5120 4571

Mob:  0448 911 240

Email: christineh@gippstafe.edu.au 
Website:   http://www.gippstafe.edu.au 
	


	South Australia
	

	TAFE SA

Mount Barker Campus of TAFE

Dumas St

Mount Barker 5251 SA

Contact: Sharon Wollaston 

Ph: 08 8391 7003

Fax: 08 8391 7007

Email: sharon.wollaston@tafesa.edu.au
Website: http://www.tafe.sa.edu.au/
	The Talent Bureau

Mrs Kim Arnott, Director- 
Learning Development

P: 1300 768 366

M: 0408814204

E: kima@talentbureau.com.au 
W: http://www.talentbureau.com.au 



	Western Australia 

	Combined Team Services

PO Box 6064

South Bunbury WA 6230

Contact: Karen & John Williams

Ph: 08 9791 6611 

Fax: 08 9791 6411

Email: training@ctsconsult.com.au
Website: http://www.ctsconsult.com.au
	Communicare Inc

28 Cecil Av

Cannington WA 6017

Contact: Glenn Miller
Ph: (08) 9458 2611 

Email: gmiller@communicare.org.au
Website: http://www.communicare.org.au


	Great Southern Institute of Technology

Social Sciences

PO Box 894, Albany WA 6331
Contact: Justine Bradney
Ph: (08) 9892 8757

Email: justine.bradney@gsinstitute.wa.edu.au
Website: http://www.gsinstitute.wa.edu.au

	BetterLink Group

PO Box 80
Bentley  WA  6982
Phone: (08) 9353 3089

Email: info@betterlinkgroup.com.au 

Website: http://www.betterlinkgroup.com.au/

	Central Institute of Technology

Leederville / Flexible delivery

Contact: Jyoti Thethy

Ph: 0427 735 319

Fax: 08 9202 4918

Email: jyoti.thethy@central.wa.edu.au 
URL: http://www.central.wa.edu.au/courses_careers/Pages/Course.aspx?tpId=251214 

	


1.4 Recognition of prior learning (RPL)

The Australian Qualifications Framework (AQF) defines recognition of prior learning (RPL) as:

Recognition of competencies currently held, regardless of how, when or where the learning occurred. Under the Australian Quality Training Framework, competencies may be attained in a number of ways. This includes through any combination of formal or informal training and education, work experience or general life experience.
RPL is equivalent to Recognition of Current Competencies (RCC).

Many people practicing in the career development field have a wealth of skills and practical experience obtained through years of work. However, they might lack formal qualifications. If you fit this category, you can approach a Registered Training Organisation (RTO) to have your prior learning and current competencies assessed in accordance with the Australian Quality Training Framework 2007 (AQTF 2007). This recognition can be used as credit towards a formal qualification in either the Vocational Education and Training (VET) sector (such as the Certificate IV in Career Development) or the Higher Education sector (such as a Graduate Diploma in a careers-related field).

You can visit the AQF website at: http://www.aqf.edu.au.

1.5 Assessment options

Assessment and accreditation for the Certificate IV in Career development described in section 1.3 above.

If you are interested in completing the Certificate IV in Career Development and are working in the career development field (e.g. as a career and transition adviser, working within schools or career organisations), you might wish to complete the activities and assessment in your workplace, by arrangement with your supervisor. Apart from giving you a formal qualification, this will extend your knowledge and skills, and enrich your work practice, by combining work with further learning. You need to discuss this with your employer. 

Please note that you still need to contact an RTO for assessment and accreditation.
1.6 Learning pathways to qualifications
The Certificate IV in Career development offers flexible learning pathways to VET and possibly to Higher Education qualifications.

For example, someone seeking a formal qualification as a career adviser can approach an RTO for accreditation, be assessed for Recognition of Prior Learning, and go on to complete the remaining units of a Certificate IV in Career Development.

Another person might wish to move from the VET sector into the Higher Education sector, complete the Certificate IV in Career development and apply for credit towards a higher education qualification.

There are a number of pathways possible through a combination of doing the units and applying for RPL. If you are interested in exploring the learning pathways available to you, it is strongly recommended that you seek advice from an RTO or Higher Education course counsellor.

1.7 Articulation within the AQF

The following diagram shows possible pathways to qualifications in both the Vocational Education and Training (VET) and Higher Education sectors, within the Australian Qualifications Framework (see Diagram 1). 

Note that Recognition of Prior Learning can be used to gain credit towards all of the qualifications shown.

Note also that Component 2 can now articulate to Certificate IV in Career Development, a full qualification. Component 3 can be used, on accreditation, as part of a Graduate Certificate in Career Development or allied field (see University courses listed in Section 1.3). Students who wish to gain these qualifications can also use their work and other experience as RPL towards these courses, if appropriate. 

Diagram 1



Source: Australian Qualifications Framework http://www.aqf.edu.au/learn_employ.htm
Diagram 2 shows possible learning pathways for each ACDS program. Note that Awareness of career development is not accredited, but can count towards RPL for the Certificate IV in Career Development.
Diagram 2

1.8 Frequently asked questions on learning and assessment

QUESTION: What do I need to send for the assessment? (Certificate IV in Career development)
ANSWER: You need to discuss with your preferred RTO what you need to do for assessment. There are sample assessment sections at the end of each learner guide, to give you an example of what you may be asked to do. However, assessment will vary from RTO to RTO.

QUESTION: Can you tell me what is involved in assessment for recognition of prior learning?

ANSWER: Contact an RTO who will be able to advise you on how they will assess your RPL.

QUESTION: How will the learning be structured? Will there be any personal contact through an open-learning structure or will it be purely through a mail system?

ANSWER: Each ACDS program is an online, self-directed learning package, which is available in downloadable formats from the ACDS website. Assessment for the Certificate IV in Career development, however, will involve some contact with your RTO – you cannot be assessed online.

QUESTION: For some of the assessment in the Certificate IV in Career development I am required to get a personal assessment from an authorised assessor.  Could you please explain this to me, and let me know where/who to ring to organise this?

ANSWER: If you are completing the Certificate IV in Career development in the workplace as part of your professional development, you need to discuss this with your employer so that a suitable assessor can be chosen for you within your workplace; someone who knows you and your work well enough to be able to do this. You will also need to discuss this with an RTO.

2 How to access and download the learning materials

This section deals with accessing and downloading the learning material from the ACDS website. It also explains the three email lists associated with the components, and how to subscribe to the one appropriate to you. Some of this information can also be found on the online ‘Help’ page of the website.

To go to the website, open your browser and type http://www.career.edu.au
The ACDS home page will open. You can access the Help page by clicking on ‘Help’, which is in the menu at the top of the Entry page and in the menu on the bottom of all other pages on the site.

2.1 Finding your way around the site

There are three menus available on each page to allow you to move around within the ACDS website:

· The Main Menu

· The Quick Menu
· The Footer Menu

Here is a quick overview to help get you started and give you an idea of where to look if you get lost.
2.1.1 The Main Menu

Running horizontally across the top of each page is the main menu, which allows you to navigate between the key ACDS resources and information sections that comprise this site. If you are currently viewing one of the key ACDS sections of the site the page you are currently on with be highlighted in orange. To move to a particular section of the site just click the link!

2.1.2 The Quick Menu

Located on the left margin of each page directly below the ACDS logo, the quick menu lets you jump to significant points within the page you are viewing or move directly to pages designed to help you resolve any problems you are having accessing the ACDS materials.

2.1.3 The Footer Menu

Located at the bottom of each page is the footer menu which exists primarily to facilitate access to our legal information pages, however it also allows you to access the ACDS website sitemap. The sitemap is a useful tool for locating pages that you have visited before.

2.2 Downloading the components

All of the components are downloadable in Portable Document Format (PDF) or Microsoft Word (doc) files. Simply click on the file format option of your choice to view and/or download the file.

File formats explained:

1. Microsoft Word Format (doc) – An editable version of the material in the very common Word format.    

2. Adobe Portable Document Format (pdf) – A good quality print format that is much smaller in file-size than the Word format and requires the Adobe Acrobat Reader that can be downloaded for free from http:www.adobe.com.  

2.3 Frequently asked questions on technical problems

QUESTION: How do I navigate to the site where I can download the units?

ANSWER: Once you have opened up the ACDS website (http://www.career.edu.au), a shortcut way is to go to the sitemap page (see bottom of all pages). Click on it and it will list all of the pages. Choose the page that contains the Component you wish to download and then click on the format of that Component (Word or PDF), and it will download for you.

QUESTION: I have tried to download the information for the units, but I have got a lot of computer language stuff (eg. Os and Ls in funny combinations).

ANSWER: This could be a compatibility problem between your computer system and the website. If you have access to IT technical staff, ask them how this can be fixed.

3 Support for learning

This section provides you with sources of support for your learning, as well as sources of financial assistance for eligible students. It also offers some useful study hints, plus suggestions on where to get more information on how to study effectively.

For general advice you can contact careers@deewr.gov.au. 
3.1 Where else can I get help?
You can search on the Internet using one of the search engines: e.g., go to http://www.google.com.au, and type in “community borrowing” (put double quotes around the words), and click on the ‘pages from Australia’ button, then click the ‘Search’ button to get a list of participating libraries. 

Other community resources available to independent students include public and school libraries, community centres and local neighbourhood centres. 

3.2 Financial assistance for students

If you need financial assistance to study, you may be eligible for payment from Centrelink. Centrelink will be able to advise you on whether you are eligible for payments such as Austudy, Abstudy (for Indigenous Australians pursuing study), Pensioner Education Supplement or a Youth Allowance. You can visit your local Centrelink office, or visit their website (http://www.centrelink.gov.au). 
3.3 Study Tips

The remainder of this part of the Help Manual is designed to help get you started with your learning. It will help you find resources that will assist in developing study skills. These include researching the Internet to find resources for your study, working in groups (either face to face or virtual), research and writing skills, and critical thinking skills. The manual suggests where to look in order to find this information.

3.3.1 Using the Internet as a research tool

You do not want to spend long periods of time aimlessly ‘surfing the net’ in the hope that you will eventually find the information you are looking for. Searching the Internet efficiently and effectively is a skill that can be learnt through practice. There are a variety of search engines such as Google, Yahoo, or Bing that you can use to source information that is not explicitly cited in the program manuals. A useful website that lists many search engines can be found at http://searchenginewatch.com/links/index.php.

Most university library webpages also have information on how to use the internet as a research tool. One example is the Curtin University Library webpage. Go to http://library.curtin.edu.au/ to find out more about web searching tools. 

You might like to ‘Google’ (http://www.google.com.au) for more examples, or free online tutorials on this subject.

3.3.2 Forming collaborative learning networks

Collaborative learning not only makes learning more fun, it also allows you to exchange ideas and feedback with other learners and enrich your learning. Learning independently can be a good experience, but most people need to bounce their ideas off others and receive feedback and new ideas from them, otherwise it’s hard to stay motivated and enthusiastic.

What is collaborative learning? One definition suggests that it is:

Learning that occurs as a result of interaction between peers engaged in the completion of a common task. Students are not only in groups, they work together in groups, playing a significant role in each other’s learning. The collaborative learning process creates a shared understanding of a topic and/or process among a group that members of the group could not achieve alone. Students may work face to face and in or out of the classroom, or they may use information technology to enable electronic discussion or collaborative writing tasks. (Source: Adelaide University, Advisory Centre for University Education, ‘Leap into Collaborative Learning’ Home page (2002). Accessed on 16 September 2005 at: http://www.adelaide.edu.au/clpd/materia/leap/leapinto/collab_learning.pdf)
Collaborative learning networks are groups of learners who communicate with each other, whether this occurs in the workplace (as part of work-based learning), through informal study group meetings, or via the Internet through online discussion groups or email lists. 

Some people prefer to learn interactively in face-to-face or classroom environments, as this mode better suits them and some like a mix of both. Some find a ‘study buddy’ so that they can work through the learning together. 

There are other ways of learning collaboratively – these are only some of the options. Whatever you choose will depend on your circumstances – family lifestyle, proximity to amenities such as school and public libraries, and community centres. You might even like to set up your own ‘learning group’.

3.3.3 A note on plagiarism

Plagiarism is using someone else’s ideas in your research and passing them off as your own. You need to acknowledge all the sources you use in your writing, so as not to confuse the voice of others with your own. Assessors take plagiarism very seriously. To find out more about plagiarism, you can consult your university’s website, under ‘Student Learning’. For example, see Edith Cowan University’s resource Plagiarism: Academic tip sheet, at: www.ecu.edu.au/CLT/tips/docs/plagiarism.pdf. RMIT University’s Learning Skills Unit also has a comprehensive guide to plagiarism at: 

http://www.dlsweb.rmit.edu.au/lsu/content/1_StudySkills/03plagiarism.htm
3.3.4 Study skills

‘Study skills’ includes areas such as:

· Research and writing skills

· Time management skills, and

· Stress management, and balancing work, study and life.

These skills help you to study, research and write more effectively. Most universities have student support centres that can help their students develop good study skills. The University of Canberra’s Academic Skills Online website at: http://www.canberra.edu.au/studyskills is a good example and also contains useful information on how you can develop effective study skills.

‘Other skills include the capacity for critical thinking, reading and writing. See the Austhink webpage ‘Tim Van Gelder’s Critical Thinking on the Web’ at:

 http://www.austhink.org/critical for essays on critical reading and writing, argument mapping, and other topics. A good, easily understood overview on critical thinking is Peter Facione’s ‘Critical Thinking: what it is and why it counts’, at:

http://www.insightassessment.com/pdf_files/what&why98.pdf on the Austhink website.

4 On a final note…

We hope you find your learning experience rewarding and enjoyable. Wishing you all the best in life, learning and work!
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Assessment of students for recognition of their learning.
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