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HOW TO ENROL 
IN PERSON: 44 Elbow Street, West Kempsey  
BY MAIL: P O Box 240, West Kempsey 2440 
BY FAX: 02 6562 2755 
BY EMAIL: mvcc@mvcc.org.au 
VIA INTERNET: www.mvcc.org.au  - Download Enrolment Form from the How to Enrol 

page, complete and drop in to the office or post, fax or email 
You will receive a Confirmation Letter the week prior to the course start date and payment 

will be required 72 hours prior to course commencement 

 
 
 
 
 
 
 
 
 
 
 
 
 

College Profile 
 
Macleay Valley Community College (formerly Kempsey Adult Education Group) is a non-profit community organisation, supported by the 
NSW Department of Education and Training (DET) and managed locally by a voluntary Management Committee. 
 
The college is a Registered Training Organisation (RTO) and has been providing quality adult and community education in Kempsey 
since 1988. 
 
We aim to provide a diverse range of structured skills training and personal enrichment events and activities which address the 
professional and personal needs of individuals and organisations across all sectors of our community. 
 
If you have specific training needs, MVCC is able to provide customised training solutions for business, community groups, service 
organisations and government departments.  MVCC will design courses to meet your individual training needs, which can be delivered 
via distance education, face-to-face training, on-site workplace delivery, or a ‘blended’ solution by combining these methods. 
 
We can deliver the training you want, at a competitive price … and we deliver locally. 
 
For work or for leisure … whatever your education and training needs, think Macleay Valley Community College, your local community 
college. 
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Enrolment Information 
• Classes are open to: 

 Australian citizens and permanent residents of Australia over 17 years of age 
 Young people aged 15 – 17 years, who have completed Year 10 of secondary education and must provide a copy of their 

Year 10 Certificate at time of enrolment. 
• Enrolments are taken in order of receipt.  Payment is required 72 hours prior to course commencement to secure enrolment. 
• Class sizes are predetermined and final selection will be in order of receipt of payment.   
• Class viability will be determined 72 hours prior to scheduled commencement based on predetermined minimum class sizes. 
• If courses are cancelled due to any reason, enrolled students will be contacted and given the option of transferring to another course 

or of receiving a full refund. 
• Where a refund applies, students will be forwarded a cheque within 7 days.  No cash refunds will be issued. 
• Students accept full responsibility for any injury to themselves, or for loss or damage to their personal property as a result of their 

participation in courses and/or activities conducted by or in association with MVCC. 
• Students may be randomly selected to participate in surveys conducted by or in conjunction with the NSW Department of Education 

and Training (DET). 
• Students enrolling in Nationally Accredited Courses will be required to show a birth certificate, passport or drivers licence as proof of 

identity. 
 

Refund Policy 
• A full refund will be issued if MVCC cancels a course prior to commencement, or a student has unique or extenuating circumstances 

which prevent their attendance.   
• Students are entitled to a full refund, less a $5 administration charge if 7 days notice of cancellation is received.  No refunds will be 

issued where less than 7 days notice of cancellation is received, unless a student has unique or extenuating circumstances.  These 
cases will be assessed by MVCC’s Manager. 

• There will be no refunds issued after a course has commenced unless, in the opinion of the organisation, the course and/or its 
delivery has not met the reasonable expectations of the students or MVCC’s Manager. 

 

Mission Statement 
Macleay Valley Community College Inc. aims to provide a diverse range of structured skills training and personal enrichment events and 
activities which address the professional and personal needs of individuals and organisations across all sectors of our community. 
 

Code of Practice - For the Purpose of Provision of Education and Training 
Preamble 
Macleay Valley Community College recognise the provision of education brings with it the ethical commitment that quality education be 
provided and that value be given for the investment made by students. 

This policy sets out the responsibilities and expectations students can have legimately and fairly of Macleay Valley Community College to 
ensure a high quality learning environment that supports the diverse range of students within the context of the constraints imposed by 
limitations in funding. 

Educational Standards 
• Macleay Valley Community College will have clear, consistent, rational and understandable policies and procedures underpinning 

the provision of all courses regardless of the base on which those courses are funded or delivered. 
• Macleay Valley Community College will adopt policies and management practices which maintain high professional standards in the 

delivery and marketing of education and training services, and which safeguard the interests and welfare of students. 
• Macleay Valley Community College will only deliver training in a learning environment that is conducive to the success of students.  

Students will have access to support and/or referral services to assist them to achieve the outcomes of education and training. 
• Macleay Valley Community College will ensure all tutors/trainers are appropriately qualified in accordance with the Australian Quality 

Training Framework. 
• Education and training will be delivered using facilities and resources, both human and physical, appropriate to the level and type of 

training. 

Management and Administration 
• Macleay Valley Community College will have management strategies, policies and procedures which ensure sound financial and 

administrative practices.  Macleay Valley Community College guarantees student course fees in accordance with our policies and 
procedures. 

• Education and training will be promoted and marketed accurately and honestly in terms of quality, standing and availability.  
Qualitative and subjective judgments about other training providers will be avoided and no false or misleading comparisons will be 
drawn with any other training providers. 
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• Potential students will have reasonable access to current and accurate information about available education and training, enrolment 
procedures, recognition of current competency policies, course fees (including course fee refunds) prior to enrolment. 

• At all times students can expect Macleay Valley Community College to hold confidential all personal information, use it internally in 
ways that are consistent with the organisation’s privacy policy and release it outside the organisation only with the consent and 
knowledge of the student when legally required to do so. 

Student Expectations 
• Macleay Valley Community College will ensure that all courses are developed and approved to fulfil the organisation’s mission and 

objectives for student learning.  The organisation will have mechanisms to approve and review existing courses on a regular basis. 
• Macleay Valley Community College will have policies and procedures to ensure that courses are relevant and of a high quality. 
• Macleay Valley Community College will select students by fair and open procedures.  The principles upon which selection decisions 

are made will be clearly stated and adhered to by the organisation. 
• Macleay Valley Community College will provide suitable learning experience and opportunities.  The learning environment will take 

account of the different characteristics of students and their varying cultural and educational backgrounds. 
• The teaching and learning environment will be a positive and co-operative one where students have reasonable access to staff to 

discuss issues and problems and can expect fair, critical and helpful assessment and feedback on their work in a timely manner. 
• Macleay Valley Community College will provide opportunities for students to participate in the functioning of the organisation at 

various levels and to provide feedback on the teaching and learning environment. 
• Macleay Valley Community College will ensure that quality control mechanisms apply to all courses. 
• Macleay Valley Community College will encourage the development of a network of support for all students. 
• Macleay Valley Community College will ensure that appeal procedures apply to all courses. 
• All students will have ready access to Macleay Valley Community College’s Student Handbook which will contain a clear, consistent, 

rational and understandable summary of the organisation’s policies and procedures. 
 
 

OPEN LEARNING CENTRE 
MVCC is now offering the following courses in a flexible, self-paced study mode, enabling you to work through 
the Learner Guide and exercises at your own pace. Tutorial support is available as required.  You can access 
these courses at the College on Mondays and Tuesdays between 9am and 12pm. 
 

Accounting / Bookkeeping 
 

PRE-REQUISITE SKILLS:  Before you are able to undertake any of these self-paced MYOB courses, you need to have basic 
bookkeeping skills.  Refer to our Distance Education course, Bookkeeping – General Ledger or provide evidence, at 
enrolment, of prior education or experience.  You must also have a general understanding of personal computers and the 
Windows Operating System environment. 

Using MYOB V18  
Duration: Approximately 54 hours 
Cost:  $85 or $80 concession GST Free.  Commence at any time. 

At the completion of this course you should be able to understand and use some of the key features 
of MYOB.  You will create a new company file, create a chart of accounts for a new company file, 
understand and enter opening balances, enter historical balances , make changes to customer and 
supplier details in the card file, set up the inventory features, purchase items for a business, make 
payments for purchases, enter sales transactions and create invoices, produce more complex 
invoices, apply customer payments to open invoices, work with the inventory that has been set up in 
MYOB, use MYOB’s cheque facility for making purchases, reconcile MYOB against company bank 
statements, work with the reporting system in MYOB, understand how MYOB is set up and works 
with the GST, and set up and complete a Business Activity Statement. 

Using MYOB V18 Advanced Features  
Duration: Approximately 42 hours 
Cost:  $85 or $80 concession GST Free.  Commence at any time. 

Prerequisite:  Using MYOB V18 course (or ability to demonstrate equivalent experience in the use of MYOB V18). 
At the completion of this course, you will be able to make specific parts of MYOB perform the way you want, use the various tools and 
facilities in MYOB to protect the data in your data file, apply passwords to restrict unauthorised access to your data, work with some of 
MYOB’s customising tools to search for data, manage and control your petty cash, better manage your credit card expenses and 
payments, understand how MYOB can be used at the point of sale, understand some important strategies for dealing with fixed assets, 
track the sales and expenses for various aspects of a contract, use your MYOB data to generate letters in Microsoft Word, send 
information from MYOB to Microsoft Excel, perform a regular end of month checklist of MYOB to correctly report the state of your 
business, understand end of year tasks and how they should be performed in MYOB, and create sophisticated forms such as invoices, 
statements and purchase orders. 
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MYOB V18 Payroll 
Duration: Approximately 21 hours  
Cost: $85 or $80 concession GST Free.  Commence at any time. 

At the completion of this course, you will be able to set up MYOB Accounting Plus for payroll, add employee payroll details in MYOB, 
conduct pay runs in MYOB, create, modify and pay employee entitlements, use the timesheets facility in MYOB, display payroll 
information and generate reports, fulfil end of month, end of quarter, and end of year payroll obligations. 
 
 

Computer Club 
Operate a Personal Computer using Microsoft Windows XP, Vista or Windows 7 
Location: Kempsey, Mondays & Tuesdays, 9am – 12pm.  Commence at any time. 
Duration: Approximately 30 – 50 hours of study 
Cost: $85 or $80 concession GST Free  

At the completion of this course you should be able to understand basic computer concepts, identify the basic features of the Windows 
Operating System (XP, Vista or 7), work with the screen elements known as windows, recognise common desktop icons and know how 
to arrange and remove them, identify how the Windows Operating System uses the storage devices available to your computer, 
understand and work with the ready made folders in the Windows Operating System, create and work with document folders on your 
computer, manage files on the computer, work with deleted files and folders in the Recycle Bin, search for data in files and folders, work 
with the printing features and use application programs within the Windows Operating System. 

Database (Access) Fundamentals using Office 2003 or 2007 
Location: Kempsey, Mondays & Tuesdays, 9am – 12pm.  Commence at any time. 
Duration: Approximately 30-50 hours of study 
Cost: $85 or $80 concession GST Free  

This course introduces the basics of using a relational database to create tables, forms and reports.  You will begin by learning basic 
database concepts and are soon creating your own database tables with Microsoft Access 2002.  You will also learn how to edit and 
modify tables, as well as how to organise and store information in tables.  Then build on this foundation to create and run queries, specify 
criteria, create calculated fields, and create multiple-table queries.  A final chapter has you create an Access report using different 
methods, add controls to a report, format a report, and create calculated controls. 

Digital Media Fundamentals 
Location: Kempsey, Mondays & Tuesdays, 9am – 12pm.  Commence at any time. 
Duration: Approximately 30-50 hours of study 
Cost: $85 or $80 concession GST Free  

This course is designed to teach the wide range of possibilities for using computer based digital media to capture, manipulate and refine 
music, photos and video.  The course will cover how to get started with digital photography including choosing a camera, taking good 
photographs and manipulating the results.  You will learn how to edit and enrich media files using a wide variety of digital processing tools.  
Also learn how to work with Microsoft Windows Movie Maker to capture video and audio to your computer, import existing digital media 
files, edit video clips, add special effects and save and send movies. 

Email (using Microsoft Outlook 2000, 2003, 2007, Outlook Express or Google Mail) 
Location: Kempsey, Mondays & Tuesdays, 9am – 12pm.  Commence at any time. 
Duration: Approximately 18-39 hours of study 
Cost: $85 or $80 concession GST Free  
This course teaches email basics including sending email, receiving email, working with attachments, managing contacts and organising 
messages. 

Internet & World Wide Web (using Internet Explorer 6, 7, 8, or 9) 
Location: Kempsey, Mondays & Tuesdays, 9am – 12pm.  Commence at any time. 
Duration: Approximately 39-48 hours of study 
Cost: $85 or $80 concession GST Free  

This course teaches getting connected, about the internet, internet explorer basics, searching the web, working with favourites, printing 
techniques, accessing information, internet security, web tools, working with RSS feeds, newsgroups and using help. 

Presentation Fundamentals using PowerPoint 2003 or 2007 
Location: Kempsey, Mondays & Tuesdays, 9am – 12pm.  Commence at any time. 
Duration: Approximately 30-50 hours of study 
Cost: $85 or $80 concession GST Free  
 

This course teaches everything you need to know about putting together persuasive electronic presentations, from creating basic slide 
shows to adding graphics, video and audio for rich multimedia presentations.  Early lessons have you creating, editing, and formatting 
your first presentations.  Then you will develop the skills to work with PowerPoint design templates and slide masters.  Next, learn how to 
enrich your slide show presentations with graphics, animation, sounds, video clips, and various automated features.  Finally, learn various 
techniques for working collaboratively with PowerPoint presentations and publish your presentations to the World Wide Web. 
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Units include BSBITU302A Create Electronic Presentations, BSBITU304A Produce Spreadsheets, BSBITU307A Develop Keyboarding 
Speed and Accuracy (The student is required to provide proof of being able to type for 5 minutes with 98% accuracy) and BSBITU309A 
Produce desktop published documents. 

Knowledge Management – Comprising five units from BSB30407 Certificate III in Business Administration 
Mode: Distance Education 
Tutor: Lesley Graham 
Duration: 280 hours 
Cost:  $350 GST Free 
This course covers communication and knowledge management skills and includes five units from BSB30407 Certificate III in Business 
Administration:  BSBINM301A Organise Workplace Information, BSBINM302A Utilise a Knowledge Management System, 
BSBITU303A Design and Produce Text Documents, BSBITU306A Design and Produce Business Documents and BSBWRT301A 
Write Simple Documents. 

Responsibilities – Comprising four units from BSB30407 Certificate III in Business Administration  
Mode: Distance Education 
Tutor: Lesley Graham 
Duration: 95 hours 
Cost:  $350 GST Free 
The course covers responsibilities and obligations, skills needed to organise self and others and includes four units from BSB30407 
Certificate III in Business Administration:  BSBOHS201A Participate in OHS Processes, BSBDIV301A Work Effectively with Diversity, 
BSBWOR301A Organise Personal Work Priorities & Development and BSBADM307A Organise Schedules.  
 

BECOME A MEMBER IN 2010 
Join Now and Save 

Anyone in the community can become a member of Macleay Valley Community College. Membership for 2010 is just 
$10.00. Members receive a fee reduction of $10.00 per enrolment on courses with a total value of $50.00 or more (excludes 

General Interest Program and Special Events) and there is no limit on the number of concessions a member may claim. 

 

Business Administration (Legal) 
The following courses are delivered under agreement with Camden Haven Community College Inc (CHCC), as the Registered Training 
Organisation (RTO).  CHCC is a non-profit organisation, community owned and managed.  They aspire to provide equity in educational 
opportunities and are committed to quality assurance through the Australian Quality Training Framework.   

Legal Secretarial Skills - Comprising eight units from BSB30407 Certificate III in Business Administration 
Mode: Distance Education 
Tutor: Renee Moore 
Duration: 345 hours 
Cost:  $470 GST Free 

Successful completion gains you nationally accredited Statements of Attainment for the following eight units from BSB30407 Certificate III 
in Business Administration.  BSBADM303A – Produce Text from Audio Transcription, BSBWRT301A – Write Simple Documents, 
BSBITU303A – Design and Produce Text Documents, BSBITU307A – Develop Keyboarding Speed and Accuracy, BSBDIV301A  - 
Work Effectively with Diversity, BSBADM307B – Organise Schedules, BSBOHS201A – Participate in OHS Processes and 
BSBITU306A – Design and Produce Business Documents.   Students receive three guidebooks, a CD, three course folders, as well as 
a Study Guide and a series of Assessments Tasks.  NB: The Legal Secretarial Skills course may be studied and paid for as two separate 
courses – The Legal Office and Legal Word Processing. 

Legal Word Processing - Comprising four units from BSB30407 Certificate III in Business Administration 
Mode: Distance Education 
Tutor: Renee Moore 
Duration: 200 hours 
Cost:  $299 GST Free 

Successful completion gains you nationally accredited Statements of Attainment for the following four units, from BSB30407 Certificate III 
in Business Administration.  BSBITU307A – Develop Keyboarding Speed and Accuracy, BSBWRT301A – Write Simple Documents, 
BSBITU303A – Design and Produce Text Documents and BSBADM303A – Produce Text from Audio Transcription.  Course includes 
the “Legal Word Processing Guidebook” and CD.   

The Legal Office - Comprising four units from BSB30407 Certificate III in Business Administration 
Mode: Distance Education 
Tutor: Renee Moore 
Duration: 145 hours 
Cost:  $299 GST Free 

Successful completion gains you nationally accredited Statements of Attainment for the following units, from BSB30407 Certificate III in 
Business Administration.  BSBADM307B – Organise Schedules, BSBDIV301A – Work Effectively with Diversity, BSBOHS201A – 
Participate in OHS Processes and BSBITU306A – Design and Produce Business Documents. Includes “The Legal Office Guidebook”.   
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The Legal Receptionist - Comprising four units from BSB30407 Certificate III in Business Administration  
Mode: Distance Education 
Tutor: Renee Moore 
Duration: 170 hours 
Cost:  $299 GST Free 

Successful completion gains you nationally accredited Statements of Attainment for the following units from BSB30407 Certificate III in 
Business Administration.  BSBWRT301A – Write Simple Documents, BSBITU303A – Design and Produce Text Documents, 
BSBDIV301A – Work Effectively with Diversity and BSBOHS201A – Participate in OHS Processes. You will learn “who’s who” in a legal 
office, and gain understanding of the Australian Legal System as well as how to work effectively in a law firm. Course includes 
guidebooks, a course folder, as well as a study guide and a series of assessment tasks.   
 

Business Administration (Medical) 
The following courses are delivered under agreement with Camden Haven Community College Inc (CHCC), as the Registered Training 
Organisation (RTO).  CHCC is a non-profit organisation, community owned and managed.  They aspire to provide equity in educational 
opportunities and are committed to quality assurance through the Australian Quality Training Framework.   

Interpret and Apply Medical Terminology Appropriately – BSBMED301B 
Mode: Distance Education 
Tutor: Lesley Graham 
Duration: 60 hours 
Cost:  $350 GST Free 
Knowledge of medical terminology is useful for employment as a medical secretary or in the health and 
insurance industries.  This accredited course uses a workbook and CD with telephone and email 
contact with the trainer.  Successful participants will receive a Statement of Attainment from BSB31107 
Certificate III in Business Administration (Medical) for the unit BSBMED301B Interpret and Apply 
Medical Terminology Appropriately.  This course includes everything a student needs for medical 
terminology from introduction to advanced concepts.  Course begins on receipt of learning kit. 

Medical Reception - Comprising four units from BSB31107 Certificate III in Business Administration (Medical) 
Mode: Distance Education 
Tutor: Lesley Graham 
Duration: 90 hours 
Cost:  $350 GST Free 
This course covers the skills needed to work in a medical office including confidentiality, filing, stock control, processing Medicare 
documents and making appointments.  Successful participants will receive Statements of Attainment for four units from the BSB31107 
Certificate III in Business Administration (Medical):  BSBMED305B Apply the principles of confidentiality, privacy and security within the 
medical environment, BSBMED303B Maintain patient records, BSBMED304B Assist in controlling stocks and supplies and 
BSBMED302B Prepare and process medical accounts.  Course begins on receipt of learning kit. 
 

Children’s Services 
 
CFT NSW (www.centreforetraining.com.au), Registered Training Organisation No. 91230, is now offering the following course by distance 
education, through MVCC.  There are no classes to attend - you can study at your own pace with full tutor support, via telephone and email.   
You will receive a printed student manual/workbook and assessment sheets to complete and return for assessment. 

Nutrition and Menu Planning for Children (0-5) - Comprising Unit CHCCN3C and Unit HLTNA302B 
Mode: Distance Education 
Tutor: CFT NSW 
Duration: 7 hours (estimate) 
Cost: $110 GST Free 

PRE or CO REQUISITE SKILLS:  Food Safety Level I (see course below) or equivalent Nationally Recognised Training.  Unit CHCCN3C – 
Prepare nutritionally balanced food in a safe and hygienic manner consists of two elements.  Element 1: Plan food and drink provisions (CFT’s 
Nutrition and Menu Planning for Children 0-5) and Element 2:  Maintain food safety while carrying out food handling activities (Food Safety 
Training Level I). This course covers only Element 1. 
Assessment of Unit HLTNA302B – Plan and evaluate meals and menus to meet recommended dietary guidelines requires: 
1. Students are to consult with a dietician regarding their menu planning.  Students must sign a declaration that they have done this. 
2. Students are required to demonstrate practical competency in nutrition and menu planning. Students must submit a Workplace Evaluation 
(supplied with training) signed by their supervisor.  Students not currently working may need to arrange work experience to achieve this. 

The Director General, Community Services has issued guidelines for the minimum qualifications required for Cooks in Children’s 
Services to comply with clause 54 of the Children’s Services Regulation 2004.  The following units satisfy those requirements.   
Upon successful completion, a Statement of Attainment for the following accredited units of competency will be issued: 
• CHCCN3C – Prepare nutritionally balanced food in a safe and hygienic manner in partial completion of CHC3040S Certificate III in 

Children’s Services from the Children’s Services Training Package (CHC02). 
• HLTNA302B – Plan and evaluate meals and menus to meet recommended dietary guidelines in partial completion of HLT32807 

Certificate III in Health Support Services from the Health Training Package (HLT07). 
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Course content: 
• Menu planning 
• Special dietary needs 
• Understanding about nutrition 
• Practical cookery tips 
 

Computer Club Online 
PRE-REQUISITE: Basic computer literacy is required to undertake these courses.  If you have little or no 
experience, we encourage you to undertake your training through our Open Learning Centre. 
Mode: Online 
Tutor: MVCC Tutors 
Duration: Various 
Cost: $120 or $115 concession GST Free 

Students receive a range of learning materials, including a printed workbook, to enable you to study at your own pace, whilst being 
directed through the structured learning.  You will receive an initial introduction to the course on enrolment, including instructions on 
navigating through the curriculum.  Further support and communication between yourself and your tutor will be available by telephone 
and email.  A non-accredited Statement of Attendance will be issued to participants who complete and submit all ‘Quick Quizzes/Tests’ at 
the end of each lesson. 
 
COURSE 
NO. 

COURSE HOURS DESCRIPTION 

MUP01 Database (Access) 
Fundamentals using 
Office 2003 or 2007 

30-50 This course introduces the basics of using a relational database to 
create tables, forms and reports. 

MUP02 Digital Media 
Fundamentals 

30-50 This course teaches how to get started with digital media including 
digital photography, digital audio and digital video. 

MUP03 Presentation 
Fundamentals using 
PowerPoint 2003 or 
2007 

30-50 This course teaches everything you need to know about putting 
together persuasive electronic presentations, from creating basic 
slide shows to adding graphics, video and audio for rich multimedia 
presentations. 

MUP04 
(Excel 2003) 
 
OSSA07 
(Excel 2007) 

Spreadsheet (Excel) 
Fundamentals using 
Office 2003 or 2007 

30-50 * MUP04: This course teaches the basics of spreadsheet concepts, 
including creating worksheets, editing data, building charts and 
graphs and publishing a spreadsheet to the Web. 
* 0SSA07: In this course you will work through the following chapters: 
Getting to Know Excel; Creating a New Workbook; Selecting 
Ranges; Formulas and Functions; Editing in a Workbook; Copying 
Excel Data; Formula Referencing; Font Formatting; Cell Alignment; 
Number Formatting; Working With a Worksheet; Saving Workbooks; 
Sorting Data; Printing; Page Setup; Creating Charts; and Common 
Chart Types. 

MUP05 Web Design 
Fundamentals using 
Frontpage or 
Dreamweaver 

30-50 This course teaches the complete process of Web page design, from 
the basics of HTML to strategies for designing and building a 
complete Web site. 

MUP06 Word Processing 
Fundamentals using 
Office 2003 or 2007 

30-50 This course focuses on how to use a word processor to write and 
revise a variety of personal and business documents, from simple 
letters and memos to complex documents containing graphics and 
tables. 

OPCXP Operate a Personal 
Computer using 
Microsoft Windows XP 

30-50 Coming soon. 

OPCV Operate a Personal 
Computer using 
Microsoft Windows 
Vista 

30-50 Coming soon. 

OPC7 Operate a Personal 
Computer using 
Microsoft Windows 7 

30-50 Coming soon. 

NB: For a full description of these courses, please refer to the Computer Club courses listed under Open Learning Centre. 
 
 



Hospitality 
NovAskill, is now offering the following course by distance education, through MVCC.  There are no classes to attend - you can study at your 
own pace with full tutor support, via telephone and email.   You will receive a printed student manual/workbook and assessment sheets to 
complete and return for assessment. 

Follow Workplace Hygiene Procedures - SITX0HS002A  (Safe Food Handling)  
Mode: Distance Education 
Tutor: NovAskill 
Duration: 6 hours (estimate) 
Cost: $85 or $80 concession GST Free 

This course is for all staff who are involved in the preparation, storage, service of food and beverage.  
The course will cover food hygiene and food poisoning, bacteria, personal hygiene, food storage and 
temperature control, food contamination, cross-contamination, pest control and waste disposal, 
cleaning and sanitation. 
On successful completion participants will be issued with a Statement of Attainment in 
SITX0HS002A – Follow Workplace Hygiene Procedures, from the Tourism, Hospitality and Events 
Training Package (SIT07). 
 
 

Owner Builders 
Asset Building Consultants (ABC) provide a range of building consultancy services throughout NSW.  ABC is now offering the Introduction 
Course for Owner Builders approved by the NSW Office of Fair Trading, through MVCC.   The course can be completed by distance education 
or online and includes all course materials, ongoing telephone and online support, and certificate of attendance. 

Introduction to Owner Building 
Mode: Distance education or online 
Duration: 8 hours 
Cost:  $140 or $135 concession GST Free 
Under NSW law all owner builders must, if proposing to do residential building work, obtain an owner builder permit issued by the Office 
of Fair Trading if the market value of the work is over $5,000 and meets certain criteria.  If the value of the proposed work exceeds 
$12,000 the owner builder needs to complete an approved owner builder course or have equivalent education and experience.  This 
course will enable you to meet the statutory requirements for obtaining an owner builder permit. 
 
 

Real Estate 
The NSW Real Estate Training College is an RTO that provides specialist training for the Real Estate Industry throughout NSW.  The NSW 
RETC is now offering the Certificate of Registration – Real Estate Sales Person course, through MVCC.  Study on-line.  There are no classes to 
attend.  You can study at your own pace with full support including 1:1 mentoring.   

Real Estate Sales Person - Four units from the qualification CPP40307- Certificate IV in Property (Real Estate) 
Mode: Online 
Duration: Nominal 80 hours 
Cost:  $395 or $390 concession GST Free 

Interested in starting a career in real estate?  The qualification requirements for a certificate of registration to operate as a Real Estate 
Salesperson, is a Statement of Attainment or evidence of having completed the following units: 
• CPPDSM3019A – Communicate with clients as part of agency operations 
• CPPDSM4080A – Work in the real estate industry 
• CPPDSM4008A – Identify legal and ethical requirements of property sales to complete agency work 
• CPPDSM4007A – Identify legal and ethical requirements of property management to complete agency work 
The Statement of Attainment or evidence of having completed the units must only be issued by a Registered Training Organisation, 
registered to undertake training from the CPP40307 – Certificate IV in Property (Real Estate). 
 NB:  All applicants for a Certificate of Registration must satisfy the Commissioner for Fair Trading that he/she: 
• Is at least 16 years of age 
• Is a fit and proper person to hold a certificate of registration 
• Has the qualifications required for the class of certificate of registration concerned 
• Is not a disqualified person 
Salespersons require a Certificate of Registration and must not act as or exercise any of the functions of a real estate salesperson unless 
the person does so as an employee of the holder of a licence under the Act. 
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GENERAL INTEREST PROGRAM 
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Are you interested in offering a course in the General Interest Program? 
Please go to the Positions Vacant section of our website. 

Download the GIP Tutor Application Form, complete and return to our Manager. 
 

 
Courses in the General Interest Program run weekly (except during School Holidays) unless otherwise stated. 

Please contact tutors directly to enrol in these courses. 
 

The Art Club 
Tutor: SHIRLEY THRING     Telephone:  6562 6004  
Location: Kempsey, Mondays and Wednesdays, 11am – 3pm 
Cost: $12 per session GST inclusive 

Shirley has painted in all mediums – oil, acrylic, watercolour, pastel and mixed media for more than 25 years.  She attended Claremont  
School of Art in Perth before returning to the East Coast to the live.  She is encouraging, affirming and confident in her approach to 
teaching.  If you would like to explore Art for the first time, or have an ongoing drive to paint or draw, then you would be most welcome in 
the friendly atmosphere of this class. No materials supplied – but afternoon tea is! 

Chinese Mandarin 
Tutor: HAILI TANG     Telephone:  6562 1615 
Location: Kempsey, Mondays, 6pm – 7:30pm 
Cost: $10 per session GST inclusive 

This is a beginners’ course, covering Chinese greetings, basic Chinese characters and everyday conversation. Haili has taught Chinese 
Mandarin and English, in China for more than 10 years, and has been teaching Chinese Mandarin in Australia for six months. 

Creative Writing 
Tutor: MICHAEL DAVIES     Telephone:  6566 9369 
Location: South West Rocks, Tuesdays, 9am - 12 pm 
Cost: $9 per session GST inclusive 

Ever thought of turning your hand to short story or poetry writing, but didn’t know what to write about or who would read it.  They say “write 
what you know!”  Everyone has a story to tell.  Creative Writing aims to help you develop your writing skills in an interesting and practical 
way.  Short stories will be explored through fun exercises and animated discussion.  This course will also look at popular markets, 
copyright and competitions.  Michael is a well published author and conducts workshops for primary school children.  Please join us.  
There’s always a warm welcome and creative chit-chat continues through our brief coffee break. 

Crochet 
Tutor: JUDY USSHER     Telephone:  6562 6609 
Location: Kempsey, Wednesdays, 9:30am - 12pm 
Cost: $7 per session GST inclusive 

Learn to make doilies, rugs, baby clothes, novelties, seasonal decorations, bits and pieces and tartan rugs in an informal, friendly 
atmosphere. Beginners welcome. Morning tea provided. 

Get Up and Go – Gentle Exercise 
Tutor: ROBYN FULLER        Telephone:  6562 1366 
Location: Kempsey, Tuesdays, 11am – 12noon  
Cost:  $4 per session GST inclusive 

A weekly fitness class designed to improve and maintain wellbeing and quality of life for older residents (60+ years old). Those with 
physical disabilities are encouraged to attend with a support person (please advise any special needs when enrolling).  Gentle 
movements for all parts of the body to improve balance, strength and coordination.  Please wear loose, casual clothes, rubber soled 
shoes and bring a bottle of water.  It is a pre-requisite that participants seek approval from their doctor prior to commencing this program. 

Iyengar Yoga at South West Rocks 
Tutor: GRETCHEN HIGHFIELD / SUZANNE FRASER  Telephone:  0429 949 754 
Location: Surf Club, South West Rocks 

Wednesdays, 10am – 11:30am 
Wednesdays, 5pm – 6:30pm  

Cost: $15 per session GST inclusive  

Yoga is a great way to get fit and stay healthy, so keep your new years resolution and come along for some 
great exercise with nice people.  Classes are on Wednesday mornings and evenings, so you can come to 
the class that suits you. Even just one class per week will help improve your strength and flexibility as well as 
your mental health and peace of mind.  Gretchen Highfield is a certified Iyengar Yoga teacher.   



Singing for the Terrified  
Tutor: RUTH NOLAN     Telephone:  0431 868 149 
Location: Kempsey, Thursdays, 6pm - 8pm 
Cost: $10 per session GST inclusive 

A fun weekly class with Ruth Nolan, who is an experienced teacher conducting Singing for the Terrified workshops.  Acappella singing is 
unaccompanied singing for ordinary people, using material from cultures such as Africa and Eastern Europe, where singing is a part of 
every-day life.  Natural voice embodied singing for all voices.  Includes world music, chants, gospel and improvisation.  No need to read 
music and no auditions. 
 

Discounts for Seniors Card Holders 
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Macleay Valley Community College is proud to be part of the  
NSW Seniors Card Business Partner Program. 

 
 
 

Seniors Card holders receive a 15% discount on the full course fee. 
 

 Please Note:  This discount does not apply to  

 
General Interest Program courses or Special Events. 

 
 


