{School letterhead}


	IMPORTANT

Program Disclosure Statement (PDS)
	This Information Letter is to be read in conjunction with Binnacle Training's Program Disclosure Statement (PDS).  The PDS sets out the services and training products Binnacle Training provides and those services carried out by the 'Partner School' (i.e. the delivery of training and assessment services).  

To access Binnacle's PDS, visit:  http://www.binnacletraining.com.au/rto.php and select ‘RTO Files’.


{Insert date}
Dear Parent/Guardian

RE: 2021 - CERTIFICATE II IN BUSINESS AT {INSERT SCHOOL HERE}
Your child has registered an expression of interest in the Certificate II in Business to be delivered at our school.  This course – offered as a senior subject - is being delivered with the assistance (and under the auspices) of an external Registered Training Organisation, Binnacle Training, RTO Code: 31319 (www.binnacletraining.com.au). The course fees are as follows:

	$180.00
	Binnacle Training course fee

	{insert $ here}
	Excursions / Discovery Days


Students joining the subject for a 2021 commencement will be invoiced {insert $ here} on their school fees for 2021.  Please ensure these are paid at the office by the due date.  We are fortunate to be able to deliver this course at a fantastic price.  Certificate II in Business courses delivered by other RTOs typically cost $500.00 - $990.00.
1. PROPOSED EXCURSIONS/PROJECTS  

As part of the practical nature of this course, students will be required to participate in a number of different types of business and project-related activities.  Students will gain valuable knowledge and skills to support them in delivering projects and services within the school community as part of their course requirements.

2. COURSE STRUCTURE OVERVIEW
	Term 1
	Introduction to Business Services and Travel/Tourism Industries; Personal Management (Organising Daily Work Activities); Working effectively in a business environment

TERM PROJECTS:  Organising Work Schedules; Creating a positive work environment – Team Retreat

	Term 2
	Workplace Health and Safety; Environmental Sustainability; Process and maintain workplace information
TERM PROJECTS:  Self-directed WHS Project; Researching WHS Policies and Procedures

	Term 3
	Workplace Communication; Using Digital Technologies; Perform Financial Calculations; Create and Use Spreadsheets

TERM PROJECTS:  Using Digital Technologies in the Workplace; Performing Financial Calculations

	Term 4
	Financial Literacy

TERM PROJECT:  Be MoneySmart – Financial Literacy


From time to time, project delivery may require a mandatory ‘outside subject’ component (e.g. before or after school.)
3. QCE CREDITS
Successful completion of the Certificate II in Business contributes a maximum of four (4) credits towards a student’s QCE.  
4. ENROLMENT POLICY
We will accept all new enrolments within Term 1 upon assessment by your Business Teacher.  We will not give refunds following withdrawal from the course after Semester 1.

Please ensure your child’s enrolment paperwork is submitted and the course fee paid by end of Term 1.  If you have any questions, please do not hesitate to contact me at the school.

Yours Sincerely
	{insert name}
	
	{insert name}

	Head of Department – Business
	
	Principal


