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Introduction  

Thanks for your interest in enrolling in an accredited course with the CMTO. You will receive 
an enrolment form along with this Student Information Handbook.  

Undertaking a nationally-recognised accredited course with the Community Media Training 
Organisation (CMTO) takes your media training to the next level. You get access to great 
trainers and specific training in things like voice production and using online media to 
distribute your content. Our courses are designed to challenge existing broadcasters to 
improve their skills and to gain a greater understanding how as a sector, community 
broadcasters need to develop along with the rest of the media industry. 

Doing the course requires some commitment but it is worth it. More than anything, CMTO 
students say they really love the social side of the learning – the groups and teams- because 
they get to know other people at the station that they normally don’t cross paths with. 

Please read the following information carefully before completing your enrolment form: 

 

Who is the CMTO? 

The Community Media Training Organisation (CMTO) is a Registered Training Organisation 
(RTO ID 91800) delivering Nationally Recognised Training. We have a commitment to helping 
people achieve their learning goals, in a fun and supportive learning environment. 

The CMTO provides specialised industry training for anyone considering a career and 
employment within the community broadcasting industry and the wider media. 

 
What is an RTO? 

Registered training organisations (RTOs) are training providers registered by the Australian 
Skills Quality Authority (ASQA) to deliver vocational education and training (VET) services. 

ASQA is the regulatory body for RTOs in the Australian Capital Territory, New South Wales, 
the Northern Territory, Queensland, South Australia and Tasmania. 

RTOs are recognised as providers of quality-assured and nationally recognised training and 
qualifications. 

RTOs issue Australian Qualification Framework qualifications and Statements of Attainment. 
The details and scope of registration of all registered training organisations are listed on the 
official National Register of information on Training Packages, Qualifications, Courses, Units 
of Competency and Registered Training Organisations (RTOs) -www.training.gov.au 

 

What are the obligations of an RTO to its learners? 

As a Registered Training Organisation (RTO) registered with Australian Skills Quality Authority 
(ASQA), we have an obligation to ensure the quality of the nationally recognised training and 
assessment we deliver. We must comply at all times with the Standards for RTOs 2015 which 
are part of the VET Quality Framework.  
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To ensure compliance we have developed comprehensive internal policies, procedures and 
systems that guide our compliant operations and we must participate in audits with ASQA 
upon their request.  

In addition, we must ensure that any third parties that we work with who have any involvement 
in your training and assessment comply as well. As the RTO we have the responsibility to 
issue your AQF certification documents.  If at any time you feel we have not met our 
obligations as an RTO, you have the right to make a complaint following our Complaints and 
Appeals Policy outlined further on in this Handbook.  

 

How can training benefit you? 

A Nationally Recognised qualification upon successful completion of the course 

• Fun and flexible delivery of training and assessment by experienced industry trainers 

and assessors 

• The opportunity to choose a career path through recognised qualifications 

• Learning of new skills 

• Develop your existing skills further, or have your existing skills recognised with a 

nationally recognised qualification 

Meet new people and gain confidence in your broadcasting skills! 

 

Qualification Pathways 

The Screen and Media Training Package does not mandate particular pathways to the 

achievement of qualifications.  

However, the CMTO suggests possible pathways for community broadcasters to attain 

qualifications: 

 

Certificate II in 
Creative Industires

Radio Production 
Assistant

Certificate III in 
Screen and Media

Community radio 
program maker or 
presenter

Certificate IV in 
Screen and Media

Radio Producer

Production 
Coordinator
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CUA20215 Certificate II in Creative Industries 

What content is covered in the training? 

The Certificate II in Creative Industries is suited for students who have the desire to work in a 
community broadcasting environment but have no prior experience. The qualification provides 
foundation skills for new entrants to the industry. It can also provide experienced staff with the 
opportunity to further develop their skills and gain a formal qualification. 

Job roles and titles vary across the industry sectors. Possible job titles relevant to this 
qualification include: 

• Radio Production Assistant 
 

Units 

Participants need to complete 10 units of competency, consisting of: 

• 3 Core units 
• 7 Elective units 

 

Core Units 

Unit Code Unit Name 

BSBWOR203  BSBWOR203 Work effectively with others 

CUAIND201  CUAIND201 Develop and apply creative arts industry knowledge 

CUAWHS302  CUAWHS302 Apply work health and safety practices 

 

Elective Units 

Unit Code Unit Name 

BSBDIV301 BSBDIV301 Work effectively with diversity 

BSBCRT301 Develop and Extend Critical and Creative Thinking Skills 

CUASOU204 Mix sound in a broadcasting environment 

CUAAIR201 Develop techniques for presenting information on radio 

CUASOU202 Perform basic sound editing 

CUARES201 Collect and organise content for broadcast or publication 

ICTWEB201 Use social media tools for collaboration and engagement 
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Who can undertake the training? 

This course is suitable for new volunteers at community radio stations. Learners will have 
been through a station induction process and must be involved in a range of compulsory 
station activities to complement their learning experience, including attending station meetings 
and participating in existing program teams as a new volunteer. 

 

What are the entry requirements for this course? 

Learners must be volunteers or workers at a community radio station and have undergone a 
station induction process. They must be engaged at the station for the duration of the course 
in compulsory station activities, including station meetings and participating in an existing 
program team. Please speak to the CMTO about your individual circumstances. 

 

How is the course delivered and assessed? 

Training and assessment will take place in a radio station by a qualified Trainer monitoring 
your progress. 

The course is delivered with both theory and practical elements and is completed both in a 
simulated working environment and on-the-job. The delivery of training will include a mixture 
of classroom delivery, group discussions and individual research and exercises. 

Assessment is used to provide you with feedback on your progress and to measure your skills 
and knowledge against the training qualification requirements and those of the industry. The 
assessment process will include written and practical presentations, observation and 
classroom participation and will require some time away from the training rooms completing 
assignments and self-paced exercises. 

 

How long is the course? 

To undertake the CUA20215 Certificate II in Creative Industries, enrolled students must 
complete 10 units.  

The training is delivered over a period of 12-21 weeks. 

You will be required to: 

• Attend 19 x 6hr face to face training sessions 

• Plan 20 hours each week for online and community radio station activities and 
assessments 
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CUA31015 Certificate III in Screen and Media 

What Content is covered in the Training? 

The CUA31015 Certificate III in Screen and Media reflects the role of a skilled operator in the 
film, television, radio or digital media industries who applies a broad range of competencies in 
a varied work context, using some discretion and judgement and relevant theoretical 
knowledge. 

Job roles and titles vary across the industry sectors. Possible job titles relevant to this 
qualification include: 

• Community radio program maker/presenter. 

 

Units 

Participants need to complete 11 units of competency, consisting of: 

• 3 Core units 

• 8 Elective units 

The CMTO delivers the Certificate III in Screen and Media through three clustered Skill Sets: 

Statement of Attainment Broadcasting Skills 

CUAAIR201 Develop techniques for presenting information on radio 

CUAAIR301 Present radio programs 

CUAPPM302 Plan and prepare programs 

CUAWRT301 Write content for a range of media 

 

Statement of Attainment Interviewing Skills 

CUARES201 Collect and organise content for broadcast or publication 

CUAAIR401 Conduct Interviews 

CUASOU202 Perform basic sound editing 

 

Statement of Attainment Social Media Skills 

CUAIND301 Work effectively in the creative arts industry (core) 

BSBWHS201 Contribute to health and safety of self and others (core) 



 

 

FORM 22 Student Information Handbook         Page 8 of 33 

Community Media Training Organisation RTO ID 91800              V4.4 Jan 2020/ Review Date: Dec 2020 

BSBCRT301 Develop and extend critical and creative thinking skills (core) 

ICTWEB201 Use social media tools for collaboration and engagement 

 

Who Can Undertake the Training? 

This course is suitable for community radio volunteers who are active members of a station. 
Learners will have been through a station induction process and must be involved in a range 
of compulsory station activities to complement their learning experience, including attending 
station meetings and participating in existing program teams as a volunteer. 

 

What are the entry requirements for this course? 

Learners must be volunteers or workers at a community radio station. They must have 
undergone a station induction process and be engaged at the station for the duration of the 
course in compulsory station activities, including station meetings and participating in an 
existing program team. 

  

How is the course delivered and assessed? 

The CMTO delivers the Certificate III in Screen and Media through three clustered Skill Sets. 

Training and assessment will take place in a radio station by a qualified Trainer monitoring 
your progress. 

The course is delivered with both theory and practical elements and is completed both in a 
simulated working environment and on-the-job. The delivery of training will include a mixture 
of classroom delivery, group discussions and individual research and exercises. 

Assessment is used to provide you with feedback on your progress and to measure your skills 
and knowledge against the training qualification requirements and those of the industry. The 
assessment process will include written and practical presentations, observation and 
classroom participation and will require some time away from the training rooms completing 
assignments and self-paced exercises. 

 

How long is the course? 

To undertake the CUA31015 Certificate III in Screen and Media, enrolled students must 
complete 11 units.  

 

The CMTO offers this course as three separate Skill Sets:  

Statement of Attainment Broadcasting Skills (4 units) 

This skill set is delivered over a period of 10-14 weeks. 

You will be required to: 

• Attend 10 x 6hr face to face training sessions 
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• Plan 20 hours each week for online and community radio station activities and 
assessments 
 

Statement of Attainment Interviewing Skills (3 Units) 

This skill set is delivered over a period of 9-12 weeks. 

You will be required to: 

• Attend 8 x 6hr face to face training sessions 

• Plan 20 hours each week for online and community radio station activities and 
assessments 

 

Statement of Attainment Social Media Skills (4 Units) 

This skill set is delivered over a period of 10-14 weeks. 

You will be required to: 

• Attend 10 x 6hr face to face training sessions 

• Plan 20 hours each week for online and community radio station activities and 
assessments 

 

It is important that you commit to attending all of the classes. If you do miss a class, it is 
equally important you contact your trainer to discuss how you can catch up. 
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CUA41215 Certificate IV in Screen and Media 

What Content is covered in the Training? 

The CUA41215 Certificate IV in Screen and Media reflects the role of individuals who use 
well-developed skills and a broad knowledge base in a wide variety of contexts in the film, 
television, radio and digital media industries. They apply solutions to a defined range of 
unpredictable problems, and analyse and evaluate information from a variety of sources. They 
may provide leadership and guidance to others with some limited responsibility for the output 
of others. 

Job roles and titles vary across the industry sectors. Possible job titles relevant to this 
qualification include: 

• Radio Producer 

• Production Coordinator 

 

Units 

Participants need to complete 13 units of competency, consisting of: 

• 3 Core units 

• 10 Elective units 

 

Core Units 

Unit Code Unit Name 

BSBSMB301 Investigate micro business opportunities 

BSBCRT401 Articulate, present and debate ideas 

CUAWHS302 Apply work health and safety practices 

 

Elective Units 

Unit Code Unit Name 

CUAAIR201 Develop techniques for presenting information on air 

CUASOU202 Perform basic sound editing 

CUAAAIR401 Conduct Interviews 

CUABRT404 Co-ordinate outside broadcasts 

CUARES402 Conduct research 
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CUAWRT301 Write content for a range of media 

CUAWRT403 Write Narration and materials for current affairs, features and 
documentaries 

CUASOU407 Edit Sound 

CUAPPM302 Plan and prepare program content 

CUASOU405 Record Sound 

 

Who can undertake the training? 

This course is suitable for experienced volunteers at community radio stations who would like 
to extend their skills beyond on-air broadcasting. Learners must be volunteers or workers at a 
community radio station with a minimum of 12 months experience.  

They will have an interest in producing an outside broadcast, as well as producing a radio 
feature or documentary. Learners will have undertaken a station induction process and must 
be involved in a range of compulsory station activities to complement their learning 
experience, including attending station meetings and participating in existing program teams 
as a volunteer. 

 

What are the entry requirements for this course? 

Learners must be volunteers or workers at a community radio station with a minimum of 12 
months experience.  

 

How is the course delivered and assessed? 

Training and assessment will take place in a radio station by a qualified Trainer monitoring 
your progress. 

The course is delivered with both theory and practical elements and is completed both in a 
simulated working environment and on-the-job. The delivery of training will include a mixture 
of classroom delivery, group discussions and individual research and exercises. 

Assessment is used to provide you with feedback on your progress and to measure your skills 
and knowledge against the training qualification requirements and those of the industry. The 
assessment process will include written and practical presentations, observation and 
classroom participation and will require some time away from the training rooms completing 
assignments and self-paced exercises. 
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How long is the course? 

To undertake the CUA41215 Certificate IV in Screen and Media, enrolled students must 
complete 13 units.  

This course is delivered over a period of 18-26 weeks. 

You will be required to: 

• Attend 20 x 6hr face to face training sessions 

• Undertake 7 hours of face-to-face mentoring 

• Plan 20 hours each week for online and community radio station activities and 
assessments 

It is important that you commit to attending all of the classes. If you do miss a class, it is 
equally important you contact your trainer to discuss how you can catch up. 

 

How often are the courses offered?          

CMTO courses are offered at various approved partner stations via an annual application 
process with classes being held at times which suit full time workers and students.  

Please ask your station’s Training Coordinator about training dates. 
 

Where does the training happen? 

CMTO training takes place in approved community radio stations. Most CMTO students are 
already volunteers or paid workers at these stations. Some students are new volunteers while 
others have extensive experience but want to learn more. The CMTO works closely with the 
management of your station to deliver training which meets the station’s needs. 

 

Is the course available online? 

The CMTO has an online school and webinars available to students. So, as a student you will 
need to have access to a computer and the Internet. If you don’t, the CMTO will try to locate 
services where you may be able to access these in your area. 

The online school is where you can complete assessments and access learning materials and 
links. You can also see your feedback from your trainer and track your progress. 

 

How much will it cost? 

CMTO training is subsidised by the Community Broadcasting Foundation’s National Training 
Project, fully subsidised courses are limited to the funding available. For fully subsidised 
courses, the CMTO does not charge course fees to participants. 

For fully subsidised courses your station will receive funding for hosting the training and the 
trainer is paid by the CMTO.  

For all other courses, including courses which are customised to your needs, contact the 
CMTO office for fee details. 
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In the case of the NSW Smart and Skilled funded courses offered by the CMTO from time to 
time, fees will apply. For further information on fees for Smart and Skilled courses see 
www.smartandskilled.com.au 

 

Other fees 

For re- issuance of Certificates and Statements of Attainments the student will be charged $20 
per document required. Payment for the re-issuance of such documents is required prior to 
the re-issuance occurring by the RTO. 

 

How do I enrol? 

Simply complete the following steps and you could be on your way to starting a course: 

 

1. Read and understand the information contained in the Student Information Booklet 

2. Talk with your trainer about the course. 

3. Apply for a Unique Student Identifier (USI). This can be done by going to the Unique 
Student Identifier website (http://www.usi.gov.au/ ). All students enrolling after January 
2015 must have a USI. If you would like assistance call the CMTO office on 02 9318 
9626 

4. Sign the Enrolment Form to show that you understand all of the information provided, 
and return the Enrolment Form to your trainer or the CMTO. 

 

Take control of your own learning! 

At the CMTO we understand the importance of adult learning principles in the delivery of 
effective training. We believe that all students should be encouraged to take responsibility for 
their own learning and to understand that as learners, they have an active role to play in their 
training/learning and assessment process. 

We endeavour to make you feel as comfortable as possible whilst you undertake your training, 
as well as ensuring that all our students receive the in-depth learning and support, they 
deserve. 

 

Would you like more information? 

Go to www.cmto.org.au where you will find out all you need to know about opportunities to 
learn more about the media! 

Or you can contact our friendly team at the Community Media Training Organisation by 
calling: 02 9318 9626 (Office Hours: Mon-Fri 9am-5pm). 

 

http://www.smartandskilled.com.au/
http://www.usi.gov.au/Pages/default.aspx
http://www.cmto.org.au/
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Planning for training 

It’s a good idea to plan for your training course. You will receive a timetable which outlines 
your class times and when all of your assessments are due. Please note that if you wish to 
work ahead of the schedule you can and you will find many of the learning materials and 
assessment requirements in the CMTO MOODLE. 

We suggest that if you are already on air that you read through the assessment requirements 
for units so that you can start collecting evidence of your work in the station. This might 
include keeping recordings of programs you have produced, panelled or presented, station or 
program ids you have edited and mixed, research and interview notes, running sheets and 
any other documentation, you use for your program. 

 

Planning for Assessment 

Assessment is the process of collecting evidence and making judgments on whether you can 
perform some tasks, for example, presenting a radio show, to a standard which is acceptable 
in the workplace. In the case of presenting a program, your assessor will look at everything 
from how you organise yourself in the studio to how you operate the equipment, from how you 
sound to your knowledge of the regulations and laws about what you can say. 

At the beginning of each unit/subject, your Trainer/Assessor will outline the assessment tasks 
you must complete and the required due dates. These dates are also included in your 
timetable. At times a holistic approach to assessment is taken by clustering units of 
competency and so an assessment task will span requirements for more than one unit. This 
results in a more complete job role approach rather than a focus on individual tasks. 

Assessment may involve a range of methods including written documents, projects, reports, 
practical demonstrations, oral presentations, case studies, problem solving tasks and 
portfolios. 

In order to be eligible to be deemed competent against a unit of competency, the student 
must: 

• Complete/submit all assessment tasks. 

• Complete/submit all assessment tasks on or before the due date specified unless a 
revised date has been negotiated with the Trainer/Assessor in advance. 

 

Students must submit only their own work (refer to the section titled Academic Misconduct) 

which is expected to be of a high quality in terms of both presentation and content. 

The CMTO acknowledges the principles of assessment and is committed to validity, reliability, 
flexibility and fairness in assessment processes for its training programs. It is also committed 
to ensuring the rules of evidence including sufficiency, currency, authenticity and validity are 
present. 
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Assessment Task Submission 

The Assessment Task Submission process follows the Submission of Student Assessment 
Work Policy and Procedure (POLPRO 34). The policy is available on the CMTO website, 
www.cmto.org.au 

Policy / Procedure (V1.2) 

Submission of Student Assessment work 

Policy 

This policy/procedure supports Standards for Registered Training Organisations 2015 in 
providing a process for submission of assessment work and appeals to be heard and 
actioned. All complaints and appeals received by the CMTO will be viewed as an 
opportunity for improvement. 

Despite all efforts of the CMTO to provide satisfactory services to its students, complaints 
may occasionally arise that require formal resolution. The following procedures provide 
students the opportunity to have any issues relating to a substantiated complaint or appeal 
resolved and resolutions reached that attempt to satisfy all parties involved. This complaints 
and appeals process will be at no cost to the student. 

 

Procedure 

1. Assessment Submissions 

1.1. All assessment submission dates are included in the course training timetable. 

1.2. A date for final submissions is also included in the timetable. This date is the last day 
that any assessments can be submitted. Students failing to submit by the final 
assessment date will be found Not Yet Competent. 

1.3. Students requesting special consideration for extension of time to the final 
assessment submission date must do so in writing to their trainer/assessor. It must 
include the reason for the request and evidence where applicable, and be lodged 
prior to the assessment task due date. The request is forwarded to the CMTO 
Training Manager who will provide a response in writing within one week. Approval 
must be retained by the student and attached to the assignment upon submission. 

1.4. All assessment tasks submitted in a Language Other Than English (LOTE) will either 
be assessed by a LOTE speaking instructor or translated as required;  

1.4.1. In the instance where student work needs to be translated for moderation or 
assessment purposes, then a single translator as approved by CMTO will be 
utilised for the assessment task.  

1.4.2. The testamur will document the languages of instruction and the transcript will 
indicate that the student has undertaken their studies through a course that has 
been 'bilingually delivered in English and [name of LOTE]' 

http://www.cmto.org.au/
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1.5. Students are allowed to resubmit assessments twice for each unit before a fee is 
incurred. All requests for resubmission must be made to the relevant assessor 
before the final assessment session of the course. 

1.6. Following this process, if the student fails to submit the requested evidence to the 
assessor the CMTO will proceed to request the evidence in writing a total of three 
times. 

1.7. Following two written requests for the student to submit outstanding evidence, the 
CMTO may issue Form 106 Judgement of Competency Statement requesting the 
student to verify the CMTO Trainer Manager’s judgement of Not Yet Competent.  

1.8. Should the student fail to respond to this request within 7 days, they will be marked 
Not Yet Competent for the units of competency requiring further evidence. 

 

2. Assessment appeals 

2.1. Where a student wishes to appeal an assessment decision, they are required to 
notify their assessor in the first instance within five (5 days) of receiving their 
assessment decision. The assessor may decide to re-assess the student to ensure a 
fair and equitable decision is gained. The assessor shall complete a written report 
regarding the re-assessment outlining the reasons why the assessment was or was 
not modified. 

2.2. If this is still not to the student’s satisfaction, the student can formally lodge an 
appeal by submitting a written letter outlining their reasons. They must lodge this 
with the CMTO Training Manager within ten (10) days of receiving their re- 
assessment decision. The appeal should be entered in the ‘Complaints and Appeals 
Register’ (Form 17). 

2.3. The CEO shall be notified and shall seek details from the assessor involved and any 
other relevant parties. A decision shall be made regarding the appeal either 
indicating the assessment decision stands or details of a possible re-assessment by 
a ‘third party’. The third party shall be another assessor appointed by the CMTO. 

2.4. The student shall be notified in writing of the outcome with reasons for the decision, 
and the ‘complaints and appeals register’ (Form 17) updated. The student shall also 
be provided the option of activating the external appeals process if they are not 
satisfied with the outcome. The student is required to notify the CMTO if they wish to 
proceed with an external appeal. 

 

3. External Appeals 

3.1. If a student is still dissatisfied with the decision of the CMTO, a student may wish to 
refer the matter to an external independent / third party mediator.  

3.2. Complaints can be made directly to ASQA Further information about this can be 
found on the ASQA website- http://www.asqa.gov.au/complaints/making-a-
complaint.html (or in the case of Smart and Skilled courses to the 

http://www.asqa.gov.au/complaints/making-a-complaint.html
http://www.asqa.gov.au/complaints/making-a-complaint.html
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https://smartandskilled.nsw.gov.au/for-students/consumer-protection-for-students or 
by emailing enquiries@smartandskilled.nsw.gov.au or by phoning 1300772104.) 

3.3. Where a decision or outcome is in favour of the student, the CMTO shall follow the 
required action and recommendation from the third-party mediator to satisfy the 
student’s appeal, as soon as practicable. 

 

Credit Transfer (CT) 

Australian Qualifications and Statements of Attainments issued by any other Registered 
Training Organisation (RTO) will be recognised by the CMTO. To apply for a Credit Transfer, 
students must be able to present their original Qualification or Statement of Attainment with 
National codes and titles that match the current course in which they are enrolled. 

 

Recognition of Prior Learning (RPL) 

Recognition of Prior Learning (RPL) is the acknowledgment of skills and knowledge obtained 
through formal training, work experience and/or life experience. The purpose of this process is 
to identify and assess previously acquired skills and knowledge against the required 
competency standards. 

Course participants applying for RPL must provide evidence to the satisfaction of the CMTO. 
This evidence must clearly indicate that the applicant is able to demonstrate all the required 
skills and knowledge. 

Information and documentation regarding the application procedure for RPL and/or Credit 
Transfers will be made available upon request. 

Please note that RPL cannot be granted for part of a unit. Any applicant may appeal in writing 
against a decision regarding RPL to the CEO by following the ‘Complaints and Appeals Policy 
and Procedure.’ 

 

Information about Recognition of Prior Learning (RPL) 

Recognition of Prior Learning (RPL) is a process, which recognises what you have learnt from: 

• Life experience- this can include activities such as sport, music, public speaking etc 

• Work experience – this includes both your work at the radio station AND any other work 
you have done. For example, if you work in an office where your job is to update a 
website, this evidence is relevant. Other experience in the workplace which may relate 
to your work in radio includes working in teams, meeting deadlines, writing for 
newsletters, occupational health and safety duties. It is important to include all your 
experience here- even waiting on tables requires the skill of dealing with members of 
the public/complaints etc. 

• Training and Professional Development- This can include university and TAFE courses 
as well as one-day training courses you have done through your work, training at your 
radio station and so on. 

https://smartandskilled.nsw.gov.au/for-students/consumer-protection-for-students
mailto:enquiries@smartandskilled.nsw.gov.au


 

 

FORM 22 Student Information Handbook         Page 18 of 33 

Community Media Training Organisation RTO ID 91800              V4.4 Jan 2020/ Review Date: Dec 2020 

These experiences are measured against the qualification/unit you are doing or want to do. If 
what you have learned at work or elsewhere is relevant to your course or qualification, you 
may not have to do certain units of the qualification again. 

 
Step One: Find out about the process 

There are a lot of resources around to fill you in on how RPL works. Check this out website 
http://www.skillsrecognition.nsw.gov.au/ 

Step Two: Do I have the skills, experience and evidence? 

The first step is to consider if you have the skills and knowledge to apply for RPL AND 
whether you can provide enough evidence to demonstrate the level of your skills and 
knowledge. There is a list of possible evidence for every unit and a self-assessment form to 
check if you have covered the set of skills associated with the unit(s). 

Step Three: Apply for the units you think you have the evidence for 

If you decide to apply for RPL, you will be asked for detailed records of your experience, 
employment, training, etc, which may be relevant. 

Step Four: Prepare and submit your portfolio of evidence. 

You will need to submit examples of your work including recordings of your programs or 
examples of your editing depending on what units you apply for. You will also need to submit a 
workplace supervisor form to verify that you did the work. 

Step Five: Complete the Declaration  

Sign off that the work you are submitting is your own work, sign it and give it to your assessor. 

Step Six: RPL Conversation 

Your assessor will contact you to arrange a time to interview you about your evidence and to 
check your knowledge. They may also want to see a demonstration of your skills. 

Step Seven: Fill in the Gaps 

You may need to do some extra work to fill any gaps identified by your assessor. 

Please note: RPL is awarded for a total unit of competency (no partial RPL of a unit will be 
awarded). 

 

What is Evidence? 

Evidence is the material that you have to indicate your competence. 

Evidence may be collected via: 

• Documentation of practical experiences in the workplace or the community, including 
photos, newspaper articles, reports etc 

• Statements of results from both formal and informal training that you have completed 

• Copies of projects that you have undertaken 

http://www.skillsrecognition.nsw.gov.au/
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• Documents you create that link your training and assessment to the units of 
competency 

Your evidence is your proof that you have reached the same level of competence outlined in 
the unit of competency. This evidence should be current (show that you are still competent), 
authentic (it is your work) and be at a level of complexity that matches the unit of competency. 
A variety of evidence allows for sufficient evidence to make the assessment decision. 
Logically the evidence should be valid and relate directly to the unit of competency. 

Original documents such as certificates, workplace reports, etc, should be copied after being 
sighted by the assessor and then signed with a date, signature, printed name and a brief 
statement of what unit this relates to and how it relates to the required competency. 

You will usually need to combine several pieces of evidence together to get adequate cover 
for each unit. 

Remember you can use a piece of evidence as many times as you like, provided it shows that 
you have achieved the competencies outlined in the unit in question. This means that a piece 
of evidence, such as a set of meeting notes, can show your competence for more than one 
unit. 

Well thought out portfolios of evidence will get the most out of every piece of evidence used. 
That way, fewer individual pieces of evidence are needed to prove competence. 

 

What is a portfolio of evidence? 

A portfolio is a collection of items – in this case, a collection of evidence of competence. 
Portfolios will usually include a combination of many different types of evidence. 

Evidence can take the form of: 

• Products or things you have made 

• Reports you have written 

• Statements made by you (written or verbal) 

• Video or audio tapes 
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Evidence groups 

 

Products are things you MAKE, or help make, in the 

workplace, whether programs and recordings, or 

documents. For example, for frontline managers, 

products may include reports, policies or procedures 

that you have written. The only problem with this type of 

evidence is that, while it shows what you produce, it 

does not provide evidence of HOW you produced it. 

Because management is a process, it is vital to show 

HOW you manage as well as what you produce. So, 

while this is an excellent source of evidence, you will 

generally need to support it with other types of evidence 

that can demonstrate more about HOW you managed. 

 

 

Records can be any type of work or professional 

document. For example; copies of qualifications, result 

notices or even extracts from your work diary are 

professional records. Minutes of meetings, timesheets 

and personnel records are examples of work records. It is 

often useful to have work records verified by another 

person from your workplace. They can do this by writing a 

statement to this effect on the copy of the record you are 

submitting and then signing it. 

 

 

These statements about your own competence may be 

either written or provided orally. Another way is to write a 

special report that provides a case study relevant to the 

unit. You could describe how you set up a process, or how 

you resolved a particularly difficult situation. You could use 

the report to address several units of competence 

(especially if no other evidence is available). Once again, 

a statement by you will need to be verified by a third party. 

 

 

 

 

   Statements by  

          you 

 

 

        Records 

 

 

        Products 
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Dos Don'ts 

Show reasons why you believe you are 
competent. e.g. I have been working in 
administration for three years. I believe I am 
competent because I finish my tasks on time, 
I have a strong record on working safely and I 
follow plans precisely. Evidence of this is 
contained in my supervisor's report, which is 
Item 1 in my portfolio. 

Don't assume you're competent simply 
because you have been doing a job for a long 
time. e.g. I have been working in 
administration for three years. My tasks 
include planning meetings, preparing 
spreadsheets, budgeting, etc 

Get external support for your examples. 
Wherever possible, back up your claims with 
reports from witnesses or supervisors, or 
provide evidence of prizes, awards, 
qualifications or 

newspaper items. 

Don't rely only on your own word to prove 
your competence. It is the weakest form of 
evidence. 
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What does a portfolio need to include? 

A good portfolio will usually include: 

A title page Your name 

The qualification or individual units you are seeking recognition for 

The date of submission 

A Table of Contents A listing of the contents of your portfolio 

Information about you At a minimum, you need to include the following information about 
yourself: 

Your name (as you would like it to appear on your qualification) 

Your organization (if applicable) 

Your postal address 

Your home phone number 

Your work phone number (if applicable) 

Your fax number and email address 

The evidence The evidence must be clearly cross-referenced against each 
performance criteria using the pro-forma supplied for each unit. 
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CMTO Policies and Procedures 

 

Fees, Charges and Refunds 

The CMTO understands the importance of keeping fees as low as possible in order to make 
the 

courses affordable for the sector’s volunteers. Most CMTO courses delivered at community 
radio stations are funded by the Community Broadcasting Foundation’s National Training 
Program and cover the full cost of the course delivery. 

However, the CMTO may offer courses from to time which are not funded by the National 
Training Program and do incur fees. If you are enrolling or have enrolled in a course which 
incurs a student fee the following refund policy will apply. 

 

Course Fee Refunds 

All applications for refunds must be made in writing, using an ‘Application for Refund’ form and 
be submitted to Student Administration. Approved applications will be processed within 14 
days from the date of application. 

 

Refund applications shall be assessed using the guide below: 

 

Outline of Refunds 

Withdrawal prior to agreed start date Full refund 

Withdrawal after the agreed start date 50% refund of unused 
tuition fees 

Course withdrawn by RTO Full refund 

The RTO is unable to provide the course for 
which the original enrolment and payment has 
been made 

Full refund 

 

Once a course commences, CMTO will make all reasonable efforts to ensure that it runs full 
term. Where scheduled trainers or venues become unavailable, CMTO will also endeavour to 
find suitable replacements. If for some reason a course cannot run full term, students have 
access to a refund of fees as specified above. 
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Extenuating circumstances 

Students may have extenuating circumstances that prevent them from attending scheduled 
course dates. These circumstances may include (but are not limited to): 

Illness 

• Family or personal matters 

• Other extraordinary reasons 

 

Where evidence can be successfully provided to support the student’s circumstances, course 
fees may either be transferred to the next available course where applicable, or a refund of 
unused course fees issued. The final decision following assessment of extenuating 
circumstances rests with the CMTO’s CEO, and shall be made on a case-by-case basis. 

 

Please note: Where a student breaches the CMTO’s policies and procedures, no refund 
is payable. 

 

Language Literacy and Numeracy 

The CMTO recognises that reading, writing, listening, speaking and understanding 
mathematical concepts and processes are integral skills required for work and are therefore 
an important component of training. The CMTO is committed to assisting all students in their 
learning, no matter what the barrier. 

As part of the enrolment process, you will need to complete a language, literacy and 
numeracy (LLN) assessment which will be used to assess your LLN ability. 

If you have a Language Literacy or Numeracy concern that is affecting your training program, 
we encourage you to raise the matter directly with your Trainer. 

For Indigenous and ethnic broadcasters, we are able to provide support with a cultural liaison 
person who will assist you at training and assessment sessions. 

A range of support services can be provided for students upon request. Please see the bottom 
of this document for a list of external support services. 

 

Training Evaluation 

The CMTO fully appreciates any feedback that you give us and acts accordingly. A feedback 
form will be forwarded to you on completion of your training course. Please be assured that 
feedback forms remain confidential and are only used for the purpose of improving the quality 
of our service to students. 
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CMTO Students’ Rights and Responsibilities 

Student Attendance and Behaviour 

As a CMTO Student you are required to: 

• Respect the rights of others 

• Promote an effective learning environment through good personal behaviour 

• Be aware of your own and others’ health and safety in the learning environment 

• Encourage equal opportunity 

 

Attendance at scheduled classes is important in ensuring you gain the maximum benefits 
associated with your training and fulfil the attendance requirements of your course. 

Students are responsible for notifying their trainer if they are unable to attend a training 
session for whatever reason. 

Students are also required to adhere to CMTO’s academic rules and regulations. If a student 
is found to have acted in a way that CMTO deems to be misconduct, disciplinary action may 
be implemented in the form of suspension or cancellation of the student’s enrolment. 

 

Assessment Submissions 

All assessments must be submitted by the final assessment date unless an extension has 
been confirmed in writing from the CMTO Training Manager. Talk with your Assessor if you 
need an extension. If your assessor feels you work is not satisfactory, they will ask you to re-
submit. All students have two opportunities to resubmit before extra costs are incurred. 

 

Complaints and Appeals 

Students have access to the CMTO’s complaints and appeals process. The complaints and 
appeals policy and procedure ensure that fair and equitable processes are implemented for 
any complaints or appeals against the CMTO. 

Students are able to submit a formal complaint to the CMTO relating to any concern they may 
have in relation to their training (such as academic or attendance record decisions) should 
they feel a person has acted inappropriately or treated someone unfairly, etc. All complaints 
are handled with confidence and are reviewed by the CMTO’s CEO. 

A student may also appeal a decision made by the CMTO in regards to an assessment 
outcome. Where a student feels they have been unfairly judged and assessed on a specified 
task, project or assessment, they may have the assessment reviewed by submitting an appeal 
form. Students must provide supporting evidence or explanations as to why they feel an 
assessment is unfair and why they should be given further opportunity to be assessed. 

All students have access to the complaints and appeals policy and procedure on the CMTO 
website or by requesting a copy from the CMTO office. 
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CMTO Equity Commitment 

All staff at the CMTO will adhere to the principles and practices of equity in education and 
training, and will treat every student fairly and without discrimination. The CMTO has 
procedures in place to ensure any student concerns are dealt with immediately and 
appropriately (refer to the Complaints and Appeals policy). 

The CMTO acknowledges its legal obligations under state and federal equal opportunity law, 
including: 

The Racial Discrimination Act, 1975 (Commonwealth) 

The Sex Discrimination Act, 1975 (Commonwealth) 

Disability Discrimination Act, 1992 (Commonwealth) 

The NSW Anti-Discrimination Act, 1977 (NSW) 

All legislation can be accessed at: www.comlaw.gov.au 

The CMTO fosters equality and access in a training environment that is fair and conducive to 
learning at all levels. Our training services are available to all participants regardless of 
ethnicity, gender, age, marital status, sexual orientation, physical or intellectual impairment. 

All staff at the CMTO is required to have an awareness and understanding of access and 
equity issues and are required to demonstrate access and equity principles in all dealings with 
students and other staff. 

If you believe you have been treated unfairly by a representative of the CMTO, please contact 
the CMTO CEO on 02-93189619 

 

Workers Health and Safety 

The CMTO complies with all relevant Workers Health and Safety legislation. CMTO trainers 
will actively take steps to identify hazards that could cause harm to participants in any of our 
learning environments. Where possible, the trainers will take action to remove or control these 
hazards, and will report the hazard to the appropriate on-site personnel. 

Where practicable, students must take responsibility for their own health and safety and that of 
their fellow students, or employees. This means students must follow all safety rules, 
procedures and the instructions of their trainer whilst attending CMTO training. 

 

Privacy 

In accordance with the CMTO Privacy Policy, we are committed to protecting the privacy and 
personal information of all of our students. Except as required under the Australian Quality 
Training Framework Essential Standards for Registered Training Organisations, Government 
Contracts or by law, information about a participant will not be disclosed to a third party 
without the consent of the participant. 

A copy of the CMTO Privacy Policy Statement is available upon request. 

http://www.comlaw.gov.au/
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Access to Student Records 

Students may access their personal records held by the CMTO at any time. Students may 
contact the CMTO office to discuss a suitable time to view their file and access will only be 
granted once a student can confirm their identity. Student access to the file will be granted 
within ten days of confirming the student’s identification. 

 

Student Support Services 

Being a student is exciting, but it can also be challenging. All staff can be approached to gain 
advice on academic and personal issues. Staff at the CMTO will offer professional and 
confidential advice in areas where they can help and will make every effort to ensure a 
positive learning experience is achieved. 

For students whose first language is not English, the CMTO is able to offer support through a 
cultural liaison officer. It is important that you let your station manager or trainer know of this 
requirement BEFORE commencing the course. 

The CMTO’s Training Manager is able to provide links to external sources of support where 
the staff at the CMTO are not qualified, or when it is in the student’s best interests to seek 
professional advice. 

In the case of an emergency the student must contact ‘000’ via telephone to report the 
emergency to appropriate authorities. 

 

Academic Misconduct 

Students enrolled in CMTO training are expected to maintain the highest standards of 
academic conduct. We know that most students conduct themselves with integrity and are 
disturbed when they observe others cheating. The following information should help you avoid 
unintentional academic misconduct and clarify the consequences of plagiarism and/or 
cheating. 
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Definitions: 

 

Plagiarism: 

It is the act of presenting another person’s work as your own, and failing to acknowledging that 
the thought, ideas or writings are of another person. 

Specifically, it occurs when: 

• other people’s work and/or ideas are paraphrased and presented without a reference; 

• another students’ work is copied or partly copied; 

• phrases and passages are used verbatim without quotation marks and/or without a 
reference to the author or a web page; 

 

Cheating: 

To act dishonestly or unfairly in connection to an assessment conducted by the RTO. 

 

Academic misconduct is considered a serious offence at the CMTO. For students who have 
been deemed to intentionally plagiarise/ cheat, it may result in being suspended, or 
permanently removed from the course. 

 

If a student does not agree with the RTO’s decision, then they are able access the Complaints 
and Appeals Policy and Procedure. 

 

To avoid plagiarism and/ or cheating and its penalties, students are advised to note the 
following: 

• You may quote from someone else's work (for example from textbooks, journals or 
other published materials) but you must always indicate the author and source of the 
material. 

• You should name sources for any graphs, tables or specific data, which you include in 
your assignment. 

• You must not copy someone else's work and present it as your own 

 

All students have access to the Academic Misconduct Policy and Procedure and a copy can 
be produced by the Student Administration Department at any time upon request. 
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About Australian Vocational Education and Training  

The CMTO is an RTO registered with the Australian Skills Quality Authority ASQA. 

All RTOs registered with ASQA must ensure they comply with the conditions of registration, as 
per the requirements of Sections 21 to 30 of the National Vocational Education and Training 
Regulator Act 2011 (the Act) throughout the period of registration. 

As a registered training organisation (RTO), the CMTO must comply with the Standards for 
Registered Training Organisations (2015). Only registered training organisations can issue 
AQF qualifications and deliver accredited training and assessment. The following information 
outlines the Australian vocational education and training framework. 

 

The Structure of VET 

The Australian vocational education and training (VET) system is recognised as among the 
most sophisticated in the world because it is: 

• Industry led - employers and industry representatives define what outcome is required 
from training. 

• National – the system is jointly managed by state, territory and Australian governments. 

• Client focused – it is flexible, relevant and responsive to client needs. 

• The fundamental elements of the system are: 

• the Australian Qualifications Framework (AQF) 

• Standards for Registered Training Organisations (2015) 

• registered training organisations (RTOs) 

• state and territory registering authorities 

 

The Australian Qualifications Framework 

The AQF defines all nationally recognised qualifications. It provides a single framework for all 
qualifications from Senior Secondary Certification to PhD. Within the VET sector the following 
qualifications can be issued: 

• Certificate I, Certificate II, Certificate III and Certificate IV 

• Diploma and Advanced Diploma 

• Vocational Graduate Certificate and Vocational Graduate Diploma 



 

 

FORM 22 Student Information Handbook         Page 30 of 33 

Community Media Training Organisation RTO ID 91800              V4.4 Jan 2020/ Review Date: Dec 2020 

Other Relevant Legislation 

The CMTO ensures that it complies with all Commonwealth, State & Territory laws including 
legislation on: 

• Workplace health & safety 

• Workplace harassment, victimization and bullying 

• Anti-discrimination, including equal opportunity, racial vilification, disability 
discrimination 

• Vocational education & training, and 

• Apprenticeships and traineeships. 

• The Commission for Children and Young People Act 

• Prohibited Employment Act 

• Copyright 

• Privacy 

• Community Radio Codes of Practice 

 

For a full list of legislation, contact the CMTO office.  

For Information about the registering body visit www.asqa.gov.au/ 

 

 

 

 

 

  

http://www.asqa.gov.au/
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External Support Services 

 

Mental Health Council of Australia 

http://www.mhca.org.au/ 

admin@mhca.org.au 

PO Box 174 

Deakin West ACT 2600 

(02) 6285 3100 

 

Dyslexia Australia 

http://www.dyslexia-australia.com.au/ 

Suite 8D, Level 1, 3972 Pacific Hwy Loganholme, 

QLD 4130 

(07) 3387 0130 

(02) 9436-3766 

 

Beyond Blue 

http://www.beyondblue.org.au/ 

PO Box 6100 

Hawthorn West 3122 

1300 22 4636 

 

Department of Health & Ageing 

http://www.health.gov.au/ 

GPO Box 9848, 

Canberra ACT 2601 

02 6289 1555 

1800 020 103 

 

Centrelink 

www.centrelink.gov.au 

 

Language, Literacy & Numeracy Program 

http://www.mhca.org.au/
http://www.dyslexia-australia.com.au/
http://www.beyondblue.org.au/
http://www.health.gov.au/
http://www.centrelink.gov.au/
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https://www.literacyandnumeracy.gov.au/ 

 

Lifeline 

http://www.lifeline.org.au 

13 11 14 

 

Australian Disability Clearing House on Education and training 

https://www.adcet.edu.au/students-with-disability/ 

 

Your Right to an Education:  

A guide for educators and people with disability 

http://ddaedu.melbournewebdesignco.com.au/PDF/DDA%20e-booklet.pdf 

 

Literacy Net 

training materials designed to enhance Language, Literacy and Numeracy (LLN) skills that are 
aligned with nationally endorsed Training Packages; 

https://www.education.gov.au/literacy-net 

 

Training for people who want extra learning support 

 

The qualifications below are designed for individuals who need skills to prepare for a 
vocational pathway qualification or further foundation skills development. These qualifications 
are not offered by the CMTO, please go to https://www.myskills.gov.au to find a training 
provider.  

It is suitable for individuals who require: 

• a prevocational pathway to employment and vocational training 

• reading, writing, numeracy, oral communication and learning skills at Australian Core 
Skills Framework (ACSF) levels 

• entry level digital technology and employability skills 

• education, training and employment goals. 

 

Certificate I in Access to Vocational Pathways FSK10113 

Certificate I in Skills for Vocational Pathways FSK10213 

Certificate II in Skills for Work and Vocational Pathways FSK20113  

https://www.literacyandnumeracy.gov.au/
http://www.lifeline.org.au/
https://www.adcet.edu.au/students-with-disability/
http://ddaedu.melbournewebdesignco.com.au/PDF/DDA%20e-booklet.pdf
https://www.education.gov.au/literacy-net
https://www.myskills.gov.au/
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Find out more and how to enrol here: 

NSW: https://smartandskilled.nsw.gov.au/for-students/students-with-additional-
needs/students-needing-extra-learning 

National: https://www.myskills.gov.au 

 

Further Information 
 

Community Media Training Organisation (CMTO)  

Level 3 

44-54 Botany Road Alexandria 

NSW 2015 

 

PO BOX 388 

Alexandria NSW 1435 

 

Ph. 02-93189626 

 

Email: info@cmto.org.au 

www.cmto.org.au 

https://smartandskilled.nsw.gov.au/for-students/students-with-additional-needs/students-needing-extra-learning
https://smartandskilled.nsw.gov.au/for-students/students-with-additional-needs/students-needing-extra-learning
https://www.myskills.gov.au/
mailto:info@cmto.org.au
http://www.cmto.org.au/

