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This booklet is designed to provide much of the 

information you need to undertake your training.  

It will answer many of the questions you may 

have.  If you are unable to find the information you 

need, please ask our Student Liaison Manager 

who is here to support you, giving you every 

opportunity to successfully complete your training.

WELCOME

THANK YOU FOR CHOOSING CMA AS YOUR TRAINING PROVIDER. WE LOOK 

FORWARD TO WORKING WITH YOU TO HELP YOU ACHIEVE YOUR GOALS AND HELP 

YOU TO GAIN WORK WITHIN YOUR CHOSEN INDUSTRY.

During your training at CMA, there will be 

responsibilities placed upon you as “participants” 

and us as a “Registered Training Organisation” 

(RTO).  These responsibilities are outlines 

in the following pages. Please be aware of 

your responsibilities, they are designed to 

manage fair, effective and efficient training.

mailto:admin%40cmatraining.com.au?subject=


OUR OBJECTIVE 
Our objective is to create a positive, supportive 

and inspiring learning environment to help learners 

develop relevant industry-standard skills, ensuring 

they have the best possible chance of success in 

their chosen field.

OUR HISTORY
CMA Training Group Pty Ltd has been a Registered 

Training Organisation since July 2006 and operates 

in compliance with the Standards for RTOs 2015.

CMA’s national provider number is 88123 and our 

NSW provider number is 439584. 

Our registering body is the Australian Skills Quality 

Authority (ASQA).  CMA has four distinct course 

streams as follows:

BEAUTY
SHB50115 Diploma of Beauty Therapy 

SHB40115 Certificate IV in Beauty Therapy 

MAKEUP
CUA51015 Diploma of Screen and Media 

SHB20116 Certificate II in Retail Cosmetics 

PHOTOGRAPHY
CUA50915 Diploma of Photography and Photo 

Imaging 

TECHNOLOGY
ICT20115 Certificate II in Information, Digital Media 

and Technology 

CMA operations are classroom-based and are 

delivered in our purpose built training rooms in 

Mitchell, providing students with state of the 
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art facilities including: a fully equipped computer 

lab, three purpose built makeup training studios, 

a photographic studio, multi-purpose area and a 

large beauty treatment room.  Each student has 

an individual workstation, which includes indsutry 

standard equipment, products and tools, allowing 

them to operate in an environment which closely 

simulates the workplace.

CMA’s student focused programs are highly 

interactive and are complemented by a motivated 

and dedicated team who provide a supportive 

learning environment. CMA’s training programs 

represent value for money through the provision of:

01. highly trained, credible educators with authentic 

working knowledge in their field;

02. industry standard equipment, resources 

and facilities; generous contact hours providing 

sufficient time for practical application of skills 

to ensure each student’s skills are perfected, 

tested and put to regular use before completion.

03. a simulated workplace environment, allowing 

learners to effectively transfer their learning into 

practical behaviours that make them effective in 

the workplace. 

04. an innovative approach, which engages learners 

and recognises their individual learning needs.

05. programs, which are, content rich and 

complemented by CMA’s online Learning 

Management System. This system is designed 

to support students throughout their training by 

providing continued access to class materials, 

forum discussion, trainer contact, videotaped 

demonstrations and additional learning 

resources.



CMA TRAINING GROUP PTY LTD  //  RTO 88123  //  STUDENT HANDBOOK  //  PAGE 8

CMA proactively works with industry partners, salons 

and other beauty therapy employers to ensure that 

our course content and training and assessment 

methods are at the forefront of the latest trends 

and technology, aligned with industry standards and 

represent best practice. 

CMA’s beauty therapy program focuses on producing 

high quality therapists who pay attention to detail, 

are skilled in time management and appreciate and 

nurture their client relationships in a genuinely caring 

manner. The importance of building relationships 

is highlighted throughout the course in an ongoing 

program of client skills development.

To date, 95% of graduates from CMA’s beauty 

therapy programs have successfully acquired gainful 

employment in the beauty industry upon completion 

of their training program, with most students 

starting part-time or casual employment during the 

last few months of their study.  

CMA trainer’s consult regularly with employers in 

order to successfully place students in compatible 

workplaces and achieve the best possible outcome 

for both the employer and graduating student.  

Students participating in this program must also 

complete a minimum of 76 hours work experience 

which includes voluntary or paid work in a beauty 

salon and compulsory hours worked in CMA’s student 

salon.  The CMA ‘Beauty Room’ is a student run 

clinic that operates on a  ‘not for profit’ basis. It is 

designed to provide students with valuable work 

experience, treating clients in a professional salon 

environment both as therapists and salon managers.

 This provides students with opportunity to 

transfer their learning to real work place situations, 

ensuring their learning is meaningful and aligned to 

industry expectations. It also ensures all learners 

gain valuable, real client experience. This includes 

scheduling client bookings; skin mapping and 

diagnosis; performing treatments; retailing; in- store 

promotions; working as part of a team; etc. 

CMA also ensures each student has the opportunity 

to act as a salon manager.  Within this role, students 

develop their initiative and improve their ability to 

solve problems in a real workplace environment. 

BEAUTY 
CMA’S PROGRAMS MEET THE NEED IDENTIFIED BY THE BEAUTY INDUSTRY 

BY PRODUCING COMPETENT AND PROFICIENT THERAPISTS WHO HAVE BEEN 

IMMERSED WITH PRACTICAL EXPERIENCE AND GRADUATE READY 

FOR EMPLOYMENT.  
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CUA51015 Diploma of Screen and Media is the 

highest qualification attainable in the makeup 

industry in Australia. Within this qualification, CMA 

delivers the Specialist Makeup Services stream. 

This course aims to equip students with the 

skills, knowledge and outlook to succeed working 

specifically as a professional makeup artist for film, 

TV, fashion, editorial photography, runway, theatre 

and special effects.

Teaching the fundamentals through to advanced 

techniques of makeup design; this diploma course 

also develops supervisor and managerial skills 

such as coordinating teams, budgets and briefs. 

All CMA course content is thoroughly researched 

for accuracy, effectiveness and relevance, and 

constantly evolves to embrace new techniques and 

changing trends. CMA provides personal customer 

service to all students, and employs credible trainers 

with working knowledge in their field.

CMA’s goal is to always ensure student can 

effectively transfer their learning into practical 

behaviours that make them effective in their 

workplace. In an industry that is continually evolving 

with fashion and trends, CMA engages the philosophy 

that formal training is only the beginning of the 

learning process as we only stop improving when we 

start believing we have nothing else to learn.

CMA has built a strong network within the local 

industry. These alliances have allowed our students 

to enjoy ongoing benefits in relation to both work 

place training and paid employment. Each student 

participates in 80 hours of work experience. 

MAKEUP 
ESTABLISHED IN 1998, CMA OFFERS NATIONALLY RECOGNISED, ACCREDITED 

TRAINING SPECIALISING IN PROFESSIONAL MAKEUP ARTISTRY. GRADUATES 

QUALIFY TO WORK IN THE FILM, TELEVISION, THEATRICAL, FASHION, BRIDAL, 

PHOTOGRAPHIC AND RETAIL INDUSTRIES.
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CUA50915 Diploma of Photography and Photo 

Imaging is a comprehensive photography course that 

will enable you to work across a range of all areas, 

including portraiture, wedding, commercial, fashion, 

editorial, landscape, food, products and events. The 

course will give you a solid understanding of how 

to light and capture images to suit any style or 

situation. 

You will develop knowledge of current trends in 

photo imaging, learn to interpret assignment briefs, 

consult with clients to refine objectives, develop 

concepts, use a range of technologies and workflows 

to capture images, employ aesthetic, conceptual, 

compositional and technical skills and gain exposure 

to a variety of shooting styles.

You begin by learning basic photography 

fundamentals including assessing correct and 

optimal exposures, simple and sophisticated lighting 

and digital image capture.  You will develop digital 

image manipulation, processing and post-production 

skills using Adobe Photoshop and Lightroom.  This 

will allow you to create dynamic imagery through 

graphic effects and touch up your photos to build a 

professional and diverse portfolio of work.

PHOTOGRAPHY 
PHOTOGRAPHY OFFERS AN ENDLESSLY CREATIVE, EXCITING AND REWARDING 

CAREER. PHOTOGRAPHERS DO MORE THAN TAKE PICTURES. THEY 

COMMUNICATE EMOTION AND CREATE ILLUSIONS. 

THEY ARE STORYTELLERS AND TECHNICAL GURUS. 

Today, computers are everywhere. Technology is now 

embedded in almost everything. So much so almost 

every job now has an IT component. As a result, 

basic Information Technology skills are perceived as 

a necessity.

The primary goal of this learning program is to 

provide fundamental computing and employment 

skills that will enable participants to enter or re-

enter the workplace with confidence. This program 

is complemented by a motivated and dedicated 

team who promote positive outcomes and provide 

a supportive learning environment. Our program 

includes using Microsoft Office, operating systems, 

document design, software installation, using the 

Internet, social networking, digital media and WHS.

Topics such as customer service, communication 

and teamwork principles are also explored. 

TECHNOLOGY
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CUA51015 DIPLOMA OF 
SCREEN AND MEDIA 

Tuition Fee: $10,800 plus course 

resources. This program is VET Student 

Loans approved. Payment plans are also 

available which allow you to pay your 

tuition fees in installments by specified 

due dates. 

Resources: Costs vary from year to year. 

In 2017 they are $500 for your makeup 

kit, $49 per t-shirt (a minimum of 1 is 

required) and $135 for your textbooks. 

Duration: Two days per week for a period 

of 11 months or two evenings per week 

for a period of 12 months. Day students 

study in accordance with the ACT school 

terms and the Christmas break. Evening 

students study in accordance with the 

ACT school terms and the Christmas 

break, however only one week is given 

between each term. Each student must 

complete 80 hours of work experience.

SHB50115 DIPLOMA OF 
BEAUTY THERAPY 

Tution Fee: $10,800 plus course 

resources. This program is VET Student 

Loans approved. Payment plans are also 

available which allow you to pay your 

tuition fees in installments by specified 

due dates. 

Resources: Costs vary from year to year. 

In 2017 they are $300 for your makeup 

kit, $49 per t-shirt (a minimum of 1 is 

required), $85 per tunic (a minimum of 1 

is required), $49 per towel set and $135 

for your textbook. 

Duration: Three days per week for a 

period of 11 months or two evenings 

per week for a period of 18 months plus 

76 ‘in salon’ hours. Students study in 

accordance with the ACT school terms 

and the Christmas break.     

COURSE OPTIONS + TUITION FEES

DELIVERY MODES

CMA’s programs are delivered through 

combination of face to face learning in 

a classroom environment, blended with 

independent learning. Theory based 

assessments are largely completed 

online, with a combination of Moodle 

and GoFormz. 

Theory work is completed both in the 

classroom and independently during 

non-contact hours. CMA’s campuses 

are  located in Mitchell, ACT.

PAYMENT PLANS

Want more info? Contact CMA’s Student 

Liaison Manager on 6162 3371 or email 

admin@cmatraining.com.au for more 

information. A full schedule of tuition 

fees for Diploma level programs can be 

downloaded here. 

https://goo.gl/t5CbBS


CMA TRAINING GROUP PTY LTD  //  RTO 88123  //  STUDENT HANDBOOK  //  PAGE 15

CUA50915 DIPLOMA OF 
PHOTOGRAPHY AND PHOTO 
IMAGING 

Tuition Fee: $10,800 plus course 

resources. Payment plans are also 

available which allow you to pay your 

tuition fees in installments by specified 

due dates. 

Resources: Costs vary from year to 

year. In 2017 they are $49 per t-shirt (a 

minimum of 1 is required) and $55 for 

your textbooks. You are also required 

to have a photographic kit which may 

be sourced independently. Contact 

the Student Liaison Manager for an 

equipment list.

Duration: Two evenings per week 

for a period of 12 months. Each 

student participates in 60 hours of 

work experience. Students study in 

accordance with the ACT school terms 

and the Christmas break.   

SHB20116 CERTIFICATE II 
IN RETAIL COSMETICS 

Tuition Fee: $3010. Some state 

government funding may be available. 

Payment plans are also available which 

allow you to pay your tuition fees in 

installments by specified due dates. 

Duration: Two days per week for a period 

of 12 weeks, 2 nights per week for 18 

weeks or 1 night per week for 6 months.

ICT20115 CERTIFICATE II 
IN INFORMATION, DIGITAL 
MEDIA AND TECHNOLOGY 

Tuition Fee: $1640. Some state 
government funding may be available. 
Eligibility criteria applies.

Payment plans are also available which 
allow you to pay your tuition fees in 
installments by specified due dates. 

Duration: Two days per week for a period 
of 13 weeks.

mailto:admin%40cmatraining.com.au?subject=Equipment%20List%20for%20Photography
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OUR TEAM 

BEAUTY
EDUCATORS + ASSESSORS:
Vicky Honchera
Jade Toscan
Natalie Buchanan

CONTACT:
beauty@cmatraining.com.au
 

MAKEUP
EDUCATORS + ASSESSORS:
Jacqui Scott
Alexa Ashton
Dove Hamilton
Diana Cheetham
Leanne Olsen
Jill Viuvereta
Rebekah Brown
Lesley Johnston
Katrin Boden

CONTACT:
makeup@cmatraining.com.au

PHOTOGRAPHY
EDUCATORS + ASSESSORS:
Kyle Waight
Kristy Sedgwick

CONTACT:
photography@cmatraining.com.au

TECHNOLOGY
EDUCATORS + ASSESSORS:
Kyle Waight

CONTACT:
funding@cmatraining.com.au

ADMINISTRATION
RECORDS MANAGEMENT:
Lauren Schilling
Danielle Meddemmen

CONTACT:
records@cmatraining.com.au

ACCOUNTS
Lindsay Barrett

CONTACT:
finance@cmatraining.com.au

COMPLIANCE
QUALITY & COMPLIANCE MANAGER:
Natalie Buchanan

CONTACT:
compliance@cmatraining.com.au

STUDENT LIAISON
STUDENT LIAISON MANAGER:
Georgia Ramm

CONTACT:
admin@cmatraining.com.au

MANAGEMENT
PRINCIPALS & CO-FOUNDERS:
Nina Schilling

CONTACT:
nina@cmatraining.com.au

Deborah Pobjie

CONTACT:
deb@cmatraining.com.au

mailto:beauty%40cmatraining.com.au?subject=
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You are required to attend an interview with CMA’s 

Student Liaison Manager. During this interview the 

Student Liaison Manager will discuss with you:

• the course contents

• the mode of delivery

• the units of competency delivered

• recognition of prior learning

• your previous learning experiences

• your existing skills, knowledge and experience.

Our enrolment procedures include: 

• Make appointment for an enrolment interview with 

the Student Liaison Manager

• Attend Interview

• Be eligible to enrol. This includes being deemed 

academically suitable for your course of choice.

• Complete enrolment forms

• Pay course deposit

Student who wish to enrol in an approved VET Students 

Loan course will be subject to the admissions 

procedure which is outlined in our ‘Student Admission 

Procedures for Approved Courses’. This is available on 

our website or by clicking here. 

Prior learning is evaluated and may be recognised. 

Prospective students have the opportunity, at 

enrolment, to seek to have prior learning considered 

and evaluated. Prospective students will be advised of 

all course fees and costs before their enrolment into a 

particular course is accepted.

Prospective studenta are required to complete a 

Language, Literacy and Numeracy (LLN) test to ensure 

they are competent in the core skills required for the 

qualification they are seeking to enrol.

Prospective students studying at CMA are required 

to provide verified documentary evidence, which 

establishes proof of identity, such as a driver’s 

license.  If the student has been granted entrance into 

a Government Funded program, they will also need to 

provide proof of eligibility.

The Administration officer will carry out CMA’s 

student commencement procedure and checklist. 

This will include verified documentary evidence, which 

establishes: 

• Identity

• Student’s prior academic record (if required)

• Proof of identity

• Verification of prior academic record 

Admission will be based on Equal Education Opportunity 

and Anti-Discrimination Laws. In accordance with CMA’s 

enrolment procedure, the Admin Officer will: 

• Establish a record file on each client 

• Enter essential information in that file 

• Maintain its up-to-date status 

• Ensure necessary privacy considerations are met. 

Files will be established subsequently to the 

decision to admit.

OUR APPLICATION PROCESS

http://here


The VET FEE-HELP and VET Student Loans schemes 

are Australian Government-issued income contingent 

loans programs. They allow VET students studying 

particular courses to access government loans 

to fund all or part of their tuition fees. Once the 

student’s income reaches a certain threshold, they 

pay back the loan through the Australian taxation 

system. 

The VET FEE-HELP scheme closed for new students 

on 31 December 2016 and was replaced by the 

VET Student Loans scheme which commenced on 

01 January 2017. Any references in this section to 

your FEE-HELP debt encompass both of these loan 

schemes. This information is set out in reference 

to the VET Student Loans Act 2016 (Cth) and the 

Higher Education Support Act 2003 (Cth).

CMA is an approved provider of VET Student Loans for 

the following courses:

• CUA51015 Diploma of Screen and Media

• SHB50115 Diploma of Beauty Therapy

• CUA50915 Diploma of Photography and 

Photo-Imaging

The maximum VET Student Loan that a student 

can borrow for each of these courses is $10,000. 

Students should also be aware that there is a 20% 

loan fee attached to each VET Student Loan.

The Student Liaison Manager can provide information 

regarding VSL or VET FEE-HELP.  Further information 

about VET Student Loans and the transition from VET 

FEE-HELP to VET Student Loans is available from the 

Australian Department of Education and Training’s 

website.

VET STUDENT LOANS

http://education.gov.au/vet-student-loans
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AM I ELIGIBLE FOR VET 
STUDENT LOANS?

Only eligible students will be approved for a VET 

Student Loan. You are eligible for VET Student Loans 

if you:

• Are an Australian citizen or permanent 

humanitarian visa holder (resident in Australia 

for the duration of the unit); or are a qualifying 

New Zealand Citizen AND

• Are a full fee-paying / fee for service student 

studying a diploma, advanced diploma, graduate 

certificate or graduate diploma level course at 

an approved VET Student Loan provider; AND

• Have not exceeded the FEE-HELP limit 

(see below); AND meet the tax file number 

(TFN) requirements: OR if you don’t have a 

TFN you can give your provider a Certificate 

of Application for a TFN. This certificate is 

available from the Australian Taxation Office 

after you have applied for a TFN; AND

• Provide a copy of your Senior Secondary School 

Certificate (Year 12 Certificate) or a copy of a 

AQF Level 4 qualification you have completed 

or display competence in numeracy and reading 

at the Australian Core Skills Framework (ASCF) 

exit level 3.

You can download the VET Student Loans Information 

Booklet here.

Students repay their loan to the Australian 

Government through the tax system once a student 

earns the minimum threshold level for repayment, 

which is $54,869 for the 2016-17 income year.  A 

VET Student Loan remains a personal debt obligation 

until it is repaid to the Commonwealth. It may reduce 

https://docs.education.gov.au/node/42391
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• Privacy and Personal Information Procedures

• Student Review Procedures for Re-crediting a 

FEE-HELP Balance

• Student Grievance Policy & Procedures

• Provider Cancellation of Enrolment Procedure for 

Approved Courses

• Withdrawal and Refund Policy for Approved 

Courses

• Withdrawal Application Form

You will incur tuition fees after each census date 

has passed. A census date occurs once you are 

20% of your way through each unit of study. Each 

CMA approved diploma program has 3 units of study. 

The tuition fees for your course are evenly spread 

across the 3 units of study. CMA’s census dates are 

included in CMA’s Tuition Fee Schedule, which can be 

accessed here. 

You may withdraw from a unit of study without 

incurring any tuition fees prior to a census date. You 

must do so in accordance with CMA’s withdrawal 

procedure – a link to this procedure is included 

above. For more information please contact the 

Student Liaison Manager at admin@cmatraining.

com.au.

your take-home (net) wage or salary until the debt 

is repaid. It may also affect your borrowing capacity 

until the debt is repaid to the Commonwealth. You 

may wish to seek independent financial advice prior 

to applying for a loan. If eligible, you may loan up to 

$10,000 for approved courses at CMA.

VET STUDENT LOANS 
PROGRESSION FORM

Throughout the duration of their study, students 

must confirm with the Department of Education 

and Training that they intend to continue to use VET 

Student Loans to pay for their course tuition fees. 

The department has developed the “VET Student 

Loans Confirming Enrolment and Continued Course 

Engagement and Participation Form (progression 

form).” CMA will generate the progression form three 

times (February, June and October) in a calendar 

year for the duration of the course. The progression 

form incorporates a question for students to indicate 

future study intent as well as a short survey. If a 

student misses two progression points, they may be 

ineligible to continue accessing VET Student Loans 

to pay for the remainder of their course tuition fees.

CMA’s policies and procedures relating to VET 

Student Loans approved courses can be accessed 

here: 

• Student Admission Procedures for Approved 

Courses

• Tuition Assurance Procedures

• Statement of Tuition Assurance

https://cmatraining.box.com/s/nafaaoyp2tybup6h415h9xbt8w5fvyid
https://cmatraining.box.com/s/syml4f1it63dcbw0fgpepjpkjuow2ln3
https://cmatraining.box.com/s/3i68gqt9t6y8edhvjarig02rwlumnnpv
https://cmatraining.box.com/s/3i68gqt9t6y8edhvjarig02rwlumnnpv
https://cmatraining.box.com/s/ghp97xzqna50j67d42ocy0irbfkn8q1l
https://cmatraining.box.com/s/ghp97xzqna50j67d42ocy0irbfkn8q1l
https://cmatraining.box.com/s/a7z7flmk4e5zpidj36wn023i31qkprl2
http://goo.gl/4hFdra
mailto:admin%40cmatraining.com.au?subject=
mailto:admin%40cmatraining.com.au?subject=
https://cmatraining.box.com/s/kv8txbiqu5i2l7y547yancawnbagqgf4
https://cmatraining.box.com/s/kv8txbiqu5i2l7y547yancawnbagqgf4
https://cmatraining.box.com/s/6i44ui8mzjuv0xo3kofb4vb05i5ejbdf
https://cmatraining.box.com/s/b76zbo0stbmjcv35o2pdc2jz1azowl03
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ASSESSMENTS

Students will be given adequate notice of all 

practical assessments and must ensure they are 

present for them. If a student is unable to attend 

a practical assessment date, adequate notice in 

writing must be given. 

ASSESSMENT PROCEDURES

Students are required to sit all assessment on the 

set date, according to the timetable for each module.

Students who cannot attend a scheduled 

assessment must apply in writing to their class 

trainer two weeks prior, stating the reason. A 

deferred assessment date will be issued by the 

class trainer.

CMA provide one (1) catch up assessment day 

per term, during the school holidays. This provides 

students the opportunity to sit assessments they 

may have missed without incurring an additional fee.

ABSENCE

If a student is absent for a assessment due to 

illness, a medical certificate must be provided. This 

certificate needs to be handed in on returning to 

college and the missed assessment has to be done 

at a time agreed to with the trainer.

If a medical certificate is not supplied, the student 

will also have to sit the missed assessment during 

the end of term assessment catch up day. If the 

student fails to attend on this day they will be 

deemed not competent.

If the student wishes to complete the assessment 

after this time, they will incur a cost of $120 per 

half day or $220 per full day to complete missed 

assessments.

ASSIGNMENTS

All assessments are compulsory and must be 

submitted by the due date. After 3 days the student 

will be deemed non-competent for the task.  

Assessment Declaration Forms must be sent in with 

all assignments and major projects, unless uploaded 

to Moodle.

Plagiarism and cheating will not be tolerated by 

the college. If a student is found to have copied, or 

cheated in any way, they may be terminated as a 

student of the college.
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ICT POLICY

By accessing and using the ICT resources provided 

by CMA Training Group Pty Ltd, you are agreeing to 

abide by the conditions listed below.

These conditions cover use of all CMA Training 

Group information and communication technologies 

such as:

• The Academy’s network (including wireless 

access);

• Desktop and laptop computers;

• Software and peripherals;

• Telephone equipment (including mobile phones);

• Personally-owned equipment when it is con-

nected to the Academy’s network.

Access to the Academy’s ICT resources is made 

available for training, research and administrative 

purposes, and other specifically authorised 

activities. 

Use of the resources must be ethical, legal and 

responsible at all times, including limited incidental 

personal use.

CONDITIONS
As a user of these resources, you are subject to the 

following conditions:

Respect for Intellectual Property and Copyright: 

You must not make an unauthorised reproduction 

of material protected by copyright, or use material 

without permission from the copyright owner. This in-

cludes material on the Internet and CD-ROMs.  If you 

use words, images, ideas or information from other 

sources in your assignments, you must cite and 

reference those sources.  Computer software must 

be used in accordance with license agreements. 

Legal and Ethical Use of ICT Resources: 

Use of the Academy’s ICT resources is subject to the 

full range of State and Federal legislation. You must 

ensure that your use of Academy’s ICT resources is 

legal and ethical at all times.

SECURITY AND PRIVACY
CMA Training employs various measures to protect 

the security and privacy of its ICT resources and user 

accounts. The Academy reserves the right to inspect 

material on its ICT resources when investigating a 

breach or when required by formal legal disclosure 

requests, but does not routinely inspect files. 

You agree to protect CMA’s ICT systems, information 

and accounts by: using your access only as autho-

rised; keeping your account details confidential; 

keeping virus protection and operating system/se-

curity patches up to date; using only authorised and 

licensed software programs and; promptly reporting 
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any breach in system or network security to your 

system administrator.

EXAMPLES OF INAPPROPRIATE USE
Examples of inappropriate use include (but are not 

limited to):

• Making/using illegal copies of a licensed com-

puter programme;

• Downloading, copying, storing or transmitting 

copyrighted material such as music, graphic, 

video or movie files without the express permis-

sion of the copyright holder or as permitted by 

law;

• Using another’s login or password, or allowing 

others to use yours;

• Gaining unauthorised access to systems by any 

means, including port scans, ‘hacking’ and use 

of ‘password sniffer’ software;

• Deliberately corrupting files on your own or 

others;

• Deliberately damaging equipment

• Accessing banned sites such as YouTube and 

social networking sites such as Facebook.

• Using server or network storage for files that 

are not related to course work.

• Using CMA’s ICT resources to attack or compro-

mise any other system, whether on or off-cam-

pus, including circumventing system security or 

protection measures;

• Knowingly propagating or installing computer 

viruses or malicious code;

• Accessing or intercepting others’ electronic 

communications without permission;

• Creating/sending email under another’s name 

(forgery); creating/sending/forwarding electron-

ic chain letters, unsolicited broadcast emails 

(‘Spam’), obscene, abusive, fraudulent, threat-

ening or repetitive messages;

• Using ICT resources to harass, threaten, de-

fame, vilify or discriminate against any group or 

individual;

• Causing intentional or irresponsible damage to 

ICT resources, or stealing equipment;

• Making excessive personal use of ICT resources 

• Deliberately or negligently accessing, preparing, 

storing, displaying or transmitting of material 

that: is obscene, pornographic or paedophilic; 

is discriminatory or vilificatory; promotes illegal 

acts, or that advocates violence; is offensive or 

potentially unlawful; or promotes/allows online 

gambling.

MANAGEMENT OF INFRINGEMENTS
Breaches of the conditions of this agreement may 

result in access restrictions to ICT resources, and 

appropriate discipline.  If you break the law you may 

be liable to prosecution.
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CMA students are not permitted to access social networking sites such as 

Facebook, Instagram, Twitter, and others using CMA computers and/or the 

CMA ICT network unless part of class activities. Students who choose to 

access these sites using their own devices agree to the following policy. 

Students are solely responsible for the content of their sites. CMA does 

not assume any responsibility for what students place there. Inappropriate 

material placed on social networking sites is subject to CMA’s ICT User 

Agreement. 

As referenced in the terms and conditions of these networking services, 

students must refrain from posting material that is deemed to be criminal; 

harassing; racially, sexually, ethnically or religiously objectionable; defamato-

ry; obscene; invasive of another’s privacy; or infringing of copyright.

Any libellous comments (defamation by written or printed words, pictures, 

or in any form other than by spoken words or gestures.) against CMA, CMA’s 

trainers or students could be subject to criminal and civil penalties.  

SOCIAL MEDIA
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WORK EXPERIENCE
Students participating in the following programs 

will need to complete the following number of 

work experience hours, in addition to their contact 

hours. Work experience provides students with 

opportunity to transfer their learning to real work 

place situations, ensuring their learning is meaningful 

and aligned with industry expectations. Whilst a vast 

range of work experience opportunities are provided 

via the college, it is ultimately the responsibility of 

the student to ensure work experienced is sourced 

and completed. These hours are to be logged and 

acknowledged by a supervisor.

CUA51015 DIPLOMA OF SCREEN AND MEDIA

80 hours. This must include 2 photographic shoots, 

2 fashion parades, 2 short films and 2 theatre 

productions.

SHB50115 DIPLOMA OF BEAUTY THERAPY

76 hours. This includes hours worked in the student 

salon.

CUA50915 DIPLOMA OF PHOTOGRAPHY AND 
PHOTO IMAGING

60 hours.
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CMA agrees to uphold the following code of practice:

• CMA will provide quality training and assessment 

services, which comply with the Standards for 

Registered Training Organisations 2015 and will issue 

Australian Quality Framework (AQF) certification 

documentation.

• CMA will take all reasonable steps to safeguard the 

interest and welfare of its students whilst students 

are on college premises.

• CMA adopts an anti-discrimination policy that fosters 

an environment that is conducive to optimum learning 

for all students.

• CMA has adopted a refund policy that is fair and 

equitable.

• CMA reserves the right to adjust and/or modify 

timetables, units and educators attending lessons at 

its own discretion.

• CMA will undertake to review and evaluate the 

teaching curriculum and delivery of the curriculum on 

a regular basis to ensure that it complies with the 

Code of Practice and all government requirements.

• All grievances and concerns of students will be dealt 

with in a fair and equitable manner.

• CMA does not and has not represented to their 

students that CMA is responsible for finding or 

providing employment as a result of enrolment and 

completion of the course.

ACCESS AND EQUITY 

CMA has in place policies on access and equity, which 

ensure that staff and students are not discriminated 

against in accordance with relevant state, commonwealth 

and territory legislation. All staff are made aware of their 

obligations under the relevant legislation during staff 

induction and professional development programs. Any 

person believing that they have experienced any form of 

discrimination through their relationship with CMA should 

report their complaint immediately to CMA Management. 

DISCRIMINATION 

Discrimination refers to treating individuals or groups less 

favourably (make distinctions) than other individuals or 

groups so as to disadvantage some and advantage others 

in same or similar circumstances. Direct discrimination 

is less favourable treatment of a person on the basis of 

an attribute, such as age, race, sex or creed or on the 

basis of a characteristic particular to persons with one 

of the particular attributes. Indirect discrimination is the 

imposition of a condition on a person(s), which, on the 

face of it appears not to be discriminatory, but which has 

in fact an adverse affect on people in a particular group. 

CMA has a policy where employees and its customers 

are to be treated equitably and CMA will not tolerate 

discrimination based on any of the following grounds.

• Sex 

• Race 

• Political Belief 

• Lawful sexual activity 

• Marital status 

• Impairment 

• Family responsibility 

• Political belief or activity 

• Trade union Activity 

• Lawful sexual activity 

• Sexuality 

OUR CODE OF PRACTICE
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• Age 

• Parental Status 

• Social Origin 

• Religious conviction 

• Trade union activity 

• Sexual orientation 

• Relationship status 

• Pregnancy 

• Breastfeeding 

• Gender Activity

WORKPLACE HARASSMENT 

Workplace harassment in any form including sexual 

harassment will not be tolerated under any circumstances. 

Any person should be able to work in an environment free 

from intimidation and harassment. CMA acknowledges 

that workplace harassment is against the law in any 

workplace context (which include, conferences, work or 

business related functions, and business or field trips) and 

expects that its workplace and training environment at all 

times reflects the principles of law for the benefits of its 

employees, clients and visitors.

WORKPLACE HEALTH AND SAFETY 

CMA is obliged under legislation to: 

• ensure the health and safety of each of their workers 

and students and clients; 

• To ensure the health and safety of other people who 

are not workers or students; e.g. visitors and guest 

presenters; 

• To ensure people can come to work or a training 

venue with a minimum of risk of injury or illness; 

• Ensure that any equipment used by staff or students 

is safe when properly used. 

• Students and clients are obliged: 

• To obey instructions regarding their health and 

safety and the health and safety of others; 

• They must not deliberately interfere with or 

misuse anything that has been provided for 

workplace health and safety; 

• They must not deliberately endanger the 

workplace health and safety of others, or 

deliberately injure themselves. 

MARKETING & ADVERTISING 

CMA has policies and procedures to ensure that national 

guidelines and protocols for advertising and marketing as 

required by the Standards for RTOs 2015 are complied with 

and include practices that are: 

• True and honest 
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• Accurate 

• Form part of CMA’s scope of registration 

CMA will market its educational training services with 

integrity and accuracy, avoiding vague and ambiguous 

statements. Written permission will be obtained from 

any person or organization for the use of any marketing 

material that refers to that person or organization and the 

company agrees to abide by any conditions pertaining to 

that permission. No false or misleading comparisons will 

be made with any reference to any other training provider 

or course.  

CUSTOMER SERVICE 

CMA recognises that its customers are an important and 

integral part of its business and not an interruption to 

its work but rather the purpose of it. CMA is therefore 

committed to providing a level of customer service that 

includes: 

• Answering the telephone within three rings; 

• Answering the telephone politely stating the company 

name and our approved greeting; 

• Acknowledging customer complaints as opportunities 

to demonstrate superior customer service. CMA 

always treat complaints seriously and efficiently in a 

friendly and courteous manner; 

• Constantly examining methods to improve our 

customer service to ensure our products are more 

effective and competitive; 

• The understanding that each customer contact 

represents an opportunity to make a positive impact 

and demonstrate our ability to provide excellent 

service. 

• CMA has client service standards that ensure student 

and client issuance of assessment and qualifications 

are actioned promptly upon the students and clients 

completion of their course of study. 

QUALITY ASSURANCE

CMA’s quality management systems are based on the 

requirements of the VET Quality Framework including

• Standards for Registered Organisations 2015.

• The Australian Qualifications Framework

• The Data Provisions Requirements

• The Financial Viability Risk Assessment 

Requirements

Quality assurance at CMA is led by CMA Management 

which include the Chief Executive Officer, the Chief 

Management Officer, the Quality & Compliance Manager, 

OUR CODE OF PRACTICE



the Student Liaison Manager and the lead trainers from 

each department. Together they review CMA’s policies and 

procedures, assessment system and compliance with the 

VET Quality Framework. They conduct internal reviews, 

course reviews, moderation and validation activities and 

they consult this industry to ensure our courses represent 

industry best practice.

FEES, CHARGES + REFUND POLICY 

CMA has an established charges and a refund policy that is 

fair and equitable. This policy identifies; 

• The period of time required to give notice of an 

intention to withdraw from a course of study, for 

which fees have been paid but not yet commenced; 

• The portion of fees which is not considered as part of 

the refund, being retained for costs of administration, 

service charges, materials fees, or application fees; 

• Conditions for cancellation of courses by CMA.

All fees received are placed in a company trust bank 

account and not accessed until the course commences. 

A relevant proportion of the fees paid will be retained in 

the account to cover any emerging contingency.  CMA will 

ensure:

• That the company complies with its financial 

management policies;

• A qualified accountant who has membership of either 

the Certified Practicing Accountants Australia or the 

Institute of Chartered Accountants of Australia will 

certify CMA’s financial accounts at least annually. 

• In addition to this, CMA will engage the services 

of an independent auditor who is external to the 

organisation and has no connection with any 

above-mentioned organisation, on an annual basis, 

to conduct an independent audit of financial 

statements.  
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• CMA will make financial information available to the 

Regulator (ASQA) upon request.

CMA’s refund policy for approved VET Student Loans 

Diploma programs is documented in our ‘Withdrawal and 

Refund Policy for Approved Courses.  This information is 

also accessible via the CMA website or by clicking here. 

CMA’s refund policy for all Certificates I through to IV. 

qualifications including funded programs is as follows:

A deposit of $500 is payable to confirm your placement 

in your chosen course. This deposit is deducted from the 

total tuition fees owing and secures your place in the 

course. This deposit is non-refundable.

• If a student withdraws from the course prior to 

commencement an administration fee not more than 

the deposit will be retained by the academy to cover 

administration costs incurred.

• If a student withdraws within a period of five (5) days 

after commencement of term 1 a further 25% will be 

retained by the academy.  

• If a student withdraws following a period of twelve 

(12) days no fee will be refunded to the student, and 

balance of the fees are due to be paid in full as per 

the payment option chosen by the student.

Students enrolled in funded programs (Smart and Skilled, 

Skilled Capital & Australian Apprenticeships) may need 

to pay a deposit or contribution fee depending on the 

eligibility requirements of the program.

PROTECTION OF FEES
CMA is a member of ACPET’s Australian Student Tuition 

Assurance Scheme. This ensures student’s fees paid in 

advance are protected; in the event CMA ceases to deliver 

training.  CMA’s Statement of Tuition Assurance and Tuition 

Assurance Procedures are available here.

PAYMENT DEFAULT FOR NON VET 
STUDENT LOANS APPROVED COURSES
If a student defaults from the agreed payment 

arrangement as outlined in their student contract, CMA 

Training Group Pty Ltd may immediately and without 

further notice, refer the matter to a debt collection agency. 

In this event, it is further agreed that the student will be 

liable to pay CMA Training Group Pty Ltd the outstanding 

amount together with all legal costs and expenses 

incurred in attempting to recover the debt, including 

any commissions or other amounts payable to a debt 

collection agency.

REFUND POLICY FOR VET STUDENT 
LOANS APPROVED COURSES.

CMA has a comprehensive policy for refunds relating to VET 

Student Loans approved courses. This policy is available on 

CMA’s website, VET Student Loans page or by clicking here. 

STUDENT RESOURCES

Students participating in diploma programs are required to 

provide a number of resources for their course. These are 

listed in this Handbook, for your specific course. Students 

participating in Certificates I to IV programs are provided 

with all the resources they require to complete their 

training, unless otherwise specified prior to enrolment.

PAYMENT OPTIONS – DIPLOMA 
PROGRAMS

Eligible students have the option to access VET Student 

Loans for approved courses to defer payment of their 

tuition fee as set out under the ‘VET Student Loans’ 

section of this handbook. If a student does not wish to 

access VET Student Loans or are undertaking a course 

https://cmatraining.box.com/s/ghp97xzqna50j67d42ocy0irbfkn8q1l
https://cmatraining.box.com/s/b76zbo0stbmjcv35o2pdc2jz1azowl03
https://cmatraining.box.com/s/ghp97xzqna50j67d42ocy0irbfkn8q1l
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that is not approved, they must pay their tuition fee in 

accordance with the following payment options.

PAYMENT OPTIONS – CERTIFICATE I – 
DIPLOMA PROGRAMS

• Option 1 – Payment in full prior to commencement of 

training

• Option 2 – $500 deposit payable upon enrolment 

with the balance divided into equal termly payments 

for the duration of their training.  The number of 

payments is calculated by dividing the total tuition 

fee into the number of school terms their chosen 

course runs over.

• Option 3 – $500 deposit payable upon enrolment 

with the balance divided into equal monthly payments 

for the duration of their training.  The number of 

payments is calculated by dividing the total tuition 

fee into the number of months their chosen course 

runs over. Monthly payments are made via direct debit 

to the student’s nominated credit card. 

PAYMENT OPTIONS – FUNDED 
PROGRAMS

Payment options for funded or subsidised programs vary 

according to the program. The Student Liaison Manager 

will provide you with a payment plan upon request.

STUDENT GRIEVANCE PROCESS 

CMA’s Management shall ensure that all grievances 

are dealt in accordance with the principles of natural 

justice and procedural fairness and remains publically 

available. All grievances shall be subject to notification 

within the CMA’s management meeting and require the 

implementation of the CMA’s student grievance process. 

You can read CMA’s full Student Grievance Policy here.

APPEALS PROCESS

Any student who is dissatisfied with an assessment 

decision may appeal the decision by completing an 

Assessment Appeals form. This form is available at CMA 

admin. CMA will manage and respond to allegations 

involving incorrect assessment decisions in accordance 

with it ‘Appeals Policy and Procedure’. This may be 

accessed here.  

INTERNAL CUSTOMER 
SERVICE POLICY

CMA staff will be treated with respect, be free from 

sexual or racial harassment, and other abusive behaviour. 

It is every employee’s responsibility to represent CMA 

in a professional manner at all times and maintains the 

confidentiality agreement outlined in their contract of 

employment. Employees should at all times maintain 

professional and ethical contacts with all external 

clients, agencies and competitors. As the employer, CMA 

can expect that employee’s complete work to a required 

standard on time. Employees have the right to expect fair 

treatment at all times and receive adequate remuneration 

for services rendered.

FINANCIAL + RECORDS MANAGEMENT

CMA has in place policies and management strategies, 

which ensure sound financial and administrative practices. 

Company management guarantees the organisations 

sound financial position and safeguards student’s fees 

until used for training and assessment. CMA is a member 

of the Australian Council for Private Education and Training 

(ACPET) and participates in their Tuition Assurance 

Scheme (ASTAS), safe guarding fees paid in advance.

 

http://bit.ly/2kljBwR
https://goo.gl/uKzghG.
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The company has a refund policy, which is fair and 

equitable. Policies and practices for managing the integrity 

of student records are in place. These ensure that records 

are managed with security and confidentially. Students 

may peruse their individual records upon request. If you 

wish to view your student file please visit reception or 

email admin@cmatraining.com.au. CMA has adequate 

public liability and professional indemnity insurance for it’s 

scope of operations.

MONITORING OF EDUCATION TRAINING 
& ASSESSMENT STANDARDS

CMA has policies and procedures to ensure it maintains 

high professional standards in the delivery of education 

and training services; maintains the interests and welfare 

of students and meets the requirements and Standards for 

RTOs 2015 and the Australian Qualifications Framework 

(AQF) Assessment meets AQF requirements (including 

Recognition of Prior Learning and Credit Transfer). CMA will 

maintain a learning environment that is conducive to the 

success of students. The required facilities, equipment 

and training resources are available to ensure the learning 

environment is conducive to achieving successful 

outcomes. 

CMA will ensure that teaching staff are not only suitably 

qualified but are also sensitive to the cultural and learning 

needs of students. CMA will also provide training for its 

staff as and when required. 

As a learning organisation, CMA can demonstrate its ability 

to identify the learning needs of diverse clients and to plan 

and implement appropriate learning strategies. This will 

include the ability to design and/or adapt training products 

so that the outcomes of the endorsed components of 

training packages can be achieved. In order to meet 

this standard CMA employs trainers and assessors 

with recognised skills and experience in interpreting 

competency standards for training and assessment 

purposes. As an RTO, CMA will ensure:

• Students are informed of the context and purpose of 

the assessment and the assessment process;

• Students are provided with feedback about the 

outcomes of the assessment process;

• Assessments are equitable for all persons taking 

account of cultural and linguistic needs;

• Assessments provide for opportunity and access to 

an appeal process.

CMA will ensure that assessments will comply with 

the principles of assessment and rules of evidence and 

wherever relevant, focus on the application of knowledge 

and skills to the standard of competence in the workplace.

PROFESSIONAL DEVELOPMENT
CMA is committed to the professional development of 

all of its employees and opportunities are provided for 

staff to upgrade their skills and knowledge to meet and 

exceed industry standards. CMA staff are provided with 

opportunity to attend industry workshops, product training 

courses and workshops.

INFORMATION TO CLIENTS

CMA will supply accurate and current information 

to prospective students covering but not limited to 

information contained in this Code of Practice. CMA will 

supply this information to students before enrolment 

or entering into written agreements with them and will 

regularly review all information to ensure its accuracy and 

relevance.

mailto:admin%40cmatraining.com.au?subject=


In summary, CMA will provide to its students prior to 

enrolment information about each of the following: 

• Student selection, enrolment and orientation 

procedures; 

• Course information, including course code, title, 

content ad currency; 

• Estimated duration of services provided,

• Expected locations at which services will be provided

• Expected mode of delivery

• Fees and charges, including refund policy and 

exemptions (where applicable); 

• Provision for language literacy and numeracy 

assessment; 

• Client support, including any external support CMA 

has arranged for students; 

• Flexible learning and assessment procedures; 

• Welfare and guidance services; 

• Appeals and complaint procedures; 

• The learner’s rights and responsibilities, including 

complaints and appeals processes;

• Disciplinary procedures; 

CMA’s responsibilities for access and equity; 

• CMA’s obligation to provide quality training and 

assessment services and issue certification 

documentation;

• Resources required to participate in training; and

• Recognition of Prior Learning (RPL) and Credit 

Transfer arrangements. 

CREDIT TRANSFER

CMA recognises AQF qualifications and statements 

of attainment granted by other Registered Training 

Organisations (RTO). Students may be eligible for a 

transfer of credit where they have successfully completed 

the same unit with another RTO. Applications for credit 
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transfer are available to all prospective students. 

Please notify the Student Liaison Manager at admin@

cmatraining.com.au if you wish to apply for credit transfer.

RECOGNITION OF PRIOR LEARNING 
– RECOGNITION OF CURRENT 
COMPETENCIES

As an RTO, CMA recognizes the AQF Qualifications and 

Statements of Attainment issued by other RTO’s. However, 

the objective of Recognition of Prior Learning (RPL) is to 

ensure that a person’s prior learning achieved through 

formal or informal education, training, work experience 

or other life experiences is appropriately recognised. 

CMA encourages students to apply for RPL wherever it is 

considered appropriate. CMA is committed to:

• Assessment processes that will provide for the 

recognition of current competencies regardless of 

where they had been acquired. 

• RPL focuses on identifying the endorsed industry/

enterprise competency standards currently held by 

individuals as a result of formal or informal training, 

not how, when or where the learning occurred; 

• RPL underpins any system of competency-based 

training. CMA has a demonstrable commitment to 

recognising the prior learning of individuals; 

• ensuring that RPL shall be available to all potential 

applicants, the processes shall be fair to all parties 

and that RPL shall involve the provision of support to 

potential applicants. 

Assessors must be confident that the person applying for 

RPL is currently competent against the endorsed industry 

or enterprise competency standards or outcomes specified 

in AQF accredited courses. The assessor must also be 

confident that the evidence is meets the principles of 

assessment and rules of evidence.

After outlining the steps involved in the RPL process to 

students, CMA will provide an information session with an 

RPL assessor. Charges for this process may or may not be 

applicable. In every case the RPL assessor will advise the 

student of their responsibilities and any charges that may 

be applicable. The RPL process shall cover the following 

steps: 

• Information; 

• Initial support and counselling; 

• Application; 

• Assessment; 

• Post-assessment guidance; and/or; 

• Certification. 

RECORDS MANAGEMENT 

CMA will maintain accurate records of attendance and the 

progress of all students throughout their courses. It will 

also maintain accurate financial records that can identify 

the financial status of all students and also be able to 

provide copies of these records to individual students upon 

request. CMA will maintain current records of the verified 

qualifications and experience of all staff working on behalf 

of the RTO as trainers and assessors. 

The company will make electronic copies of records 

available on their cloud-based records management 

system.  This will allow CMA to make records available 

to students on an ongoing basis. Retrieval of records of 

results will be available for 30 years from the date of 

enrolment.

RECORDS MANAGEMENT & STUDENT 
ACCESS TO PERSONAL RECORDS 

CMA has sound administrative practices to ensure 

effective records management. CMA has operational 

standards to ensure timely issuance of training 

Image right: 
CMA students 
at FASHFEST. 

Image: Doug Hall.

http://studiovita.com.au/
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assessment, results and qualifications. These will be 

appropriate to competence achieved and issued in 

accordance with national guidelines. All student records 

and documentation will be recorded, kept confidential and 

securely archived. Students can gain access to their files 

visiting reception or emailing admin@cmatraining.com.au. 

CMA’S RIGHTS & RESPONSIBILITIES

CMA is governed by legislation regarding the quality of 

training delivered to students. CMA is committed to the 

ongoing continual improvement of its organisation and the 

quality of education and training services to its students. 

CMA will ensure the following level of service to its 

students.

• Support for its students as outlined in the section 

Rights and Responsibilities (Students) of the Student 

Handbook;

• Provide quality education, training and assessment 

compliant with the Standards for RTOs 2015. 

This includes ensuring that the qualification 

and experience of educators and trainers is 

commensurate with the content and level of course 

being conducted;

• Provide accredited training and an assessment 

procedure that is competency based;

• Provide a comprehensive, fair and equitable RPL 

process and policy.

• Issue AQF certification documentation in a timely 

manner.

• Provide advice in advance to each learner regarding 

any change to the service provided, including changes 

to ownership and including where relevant, new 

sub-contractor arrangements or changes to existing 

subcontracting arrangements. This includes if CMA 

or any third party closes or ceases to deliver any part 

of the training product that the learner is enrolled 

in, or any changes to legislative and regulatory 

requirements that affect the services CMA delivers.

STUDENT’S RIGHTS

CMA will ensure that its students and clients:

• Receive competency based training and assessment 

at an appropriate level equal as outlined in the 

Australian Quality Framework (AQF);

• Receive education and training in well-appointed 

venues with appropriate resources and facilities that 

comply with the requirements of the training program 

and most importantly comply with workplace health 
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• Engage in the falsification of documents and /or 

assessments and training outcomes; 

• Divulge personal or confidential information relating 

to another student’s documents, assessment and 

training outcomes; 

• Prevent other students from completing their course 

of study in reasonable peace and privacy; 

• Refuse to act in accordance with any rules and 

regulations prescribed by CMA that are designed 

to protect the well being of others, e.g. smoking 

policies, social media policies, bullying policies. 

Furthermore any trainer employed by CMA who violates 

student’s rights or engages in any activity that causes 

stress or disadvantage to any student will be subject to 

disciplinary procedures that may involve termination of 

services. Trainers are aware of complaint procedures and 

when in doubt will contact senior management to arrange 

a personal interview. 

TRAINING RESOURCES 

CMA provides all students with adequate print and 

electronic resources to successfully complete all 

training programs. CMA’s course resources are hosted 

and safety Standards;

• Are afforded equal opportunity principles and 

practices, have access to suitable support services 

so that a student’s learning disabilities or difficulties 

may be identified and supported.

CMA is required under state legislation to provide for 

the health, welfare and safety of both its employees and 

students (duty of care). CMA provides:

• A complaint procedure for training and assessment 

as outlined in this code of practice;

• Assistance to students with language, literacy and/or 

numeracy difficulties. 

• Arrangements for students with legitimate reasons 

to defer training or cancel their enrolments;

• A refund and financial policy as outlined in this Code 

of Practice.

TERMINATION OF ENROLMENT 

Under its Quality Assurance procedures CMA reserves 

the right to terminate a student’s enrolment should the 

student: 

• Endanger the health and safety of another student or 

a trainer; 



the obligations of this Code or supporting regulatory 

requirements, it may have its registration as a Registered 

Training Organisation withdrawn or sanctioned.

CONSUMER PROTECTION 
As a Registered Training Organisation, CMA has an 

obligation to meet the Standards for RTOs 2015 and 

provide students and potential students (consumers) of 

their rights and obligations as consumers. CMA will:

• provide the training and support necessary to allow 

learners to achieve competency;

• provide a quality training and assessment experience 

for all customers;

• provide a clear and accessible feedback and 

consumer protection process; and

• maintain procedures for protecting customers’ 

personal information.

• CMA’s full consumer protection policy may be 

accessed here. If you would like further information 

please contact the Student Liaison Manager: 

admin@cmatraining.com.au.

on Moodle, CMA’s online learning management system.  

These resources include: assessment tasks, image 

galleries, external links, notes, work booklets, videotape 

demonstrations, presentations, quizzes, assessment 

tasks, forum discussion, etc. Paper based or electronic 

text books are provided to students.

RECOGNITION OF AQF QUALIFICATIONS 
& STATEMENTS OF ATTAINMENT 
ISSUED BY OTHER RTO’S 

CMA recognizes the AQF Qualifications and Statements 

of Attainment issued by other RTO’s. Students previously 

enrolled in the same qualification or unit of competency, 

with another training provider need to provide a copy of 

their results. If they were deemed competent in any of the 

same units they will not have to repeat them. 

SANCTIONS 

CMA will honour all guarantees outlined in this Code 

of Practice. CMA understands that if it does not meet 

http://bit.ly/2joJNqH
mailto:admin%40cmatraining.com.au?subject=
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STUDENT WELFARE, GUIDANCE AND 
SUPPORT 

CMA has student welfare and guidance services relevant 

to the training products. Where necessary, arrangements 

will be made for students requiring language, literacy and/

or numeracy support. If necessary, this will be outsourced 

to relevant qualified experts. Any fees incurred are the 

responsibility of the student. CMA’s full Learner Support 

Policy may be accessed here.  If you would like further 

information and/or access additional support at CMA 

please contact the Student Liaison Manager: admin@
cmatraining.com.au.

CMA student information will ensure that all fees and 

charges are known to students prior to enrolment. 

Students are advised of course content, required 

outcomes and assessment procedures prior to 

commencing training. For any matter outside its expertise 

or control, CMA will make every attempt to refer the 

student or the relevant agency or expert. The student is 

provided with information on the following 

• course information 

• study pathways 

• fees and charges 

• counselling 

• academic support 

• administrative support 

• technical support 

• Recognition of Prior Learning (RPL) 

• Credit Transfer

• complaints 

• industry placement, where necessary 

PRIVACY POLICY 

CMA is required to collect, use, store and disclose a 

range of personal information on students, employees 

and a range of other stakeholders. CMA is committed to 

maintaining the privacy and confidentiality of all student 

and personnel records. CMA complies with the Privacy 

Act 1988 (C’Wlth), including the 13 Australian Privacy 

Principles (APP) as outlined in the Privacy Amendment 

(Enhancing Privacy Protection) Act 2012 (C’Wlth). 

OPEN AND TRANSPARENT 
MANAGEMENT OF PERSONAL 
INFORMATION

CMA’s privacy and personal information procedures are 

published its website. You can access it here. The policy 

will be included in to CMA’s student handbook, staff 

handbook and made available on request. 

ANONYMITY AND PSEUDONYMITY
Individuals have the option not to identify themselves 

when dealing with CMA, for example when requesting 

information on a course, website enquiries or anonymous 

complaints or feedback. Individuals who wish to undertake 

nationally recognised training with CMA will be required 

to disclose information of a personal nature as outlined in 

this policy. 

COLLECTION OF SOLICITED PERSONAL 
INFORMATION 

CMA will collect information you provide on enrolment into 

a nationally accredited course or on commencement of 

employment with CMA. CMA may also collect information 

Image left: Internationally 
acclaimed makeup artist, 
Rae Morris delivering a 
Masterclass for CMA 
makeup students.

https://app.box.com/s/5m8ky9x4utiv6rcibqhr
http://bit.ly/2kaB6h2
https://raemorris.com/
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you provide on websites, enrolment forms, course 

materials and assessments. 

CMA may sometimes collect information, with your 

consent, from your employer, a job services provider 

or other organisations where students may engage in 

placement for training and assessment purposes.  

CMA collects information of a personal and sometimes 

sensitive nature. Information CMA collects may include: 

Full name, date of birth, residential address, contact 

details, demographic information, ability/disability, 

employment details, educational background, indigenous 

background, concession status language, literacy and 

numeracy skills and educational/course progress. CMA 

may also collect information on your next of kin or parent 

or guardian.  

DEALING WITH UNSOLICITED 
PERSONAL INFORMATION

CMA only collects, uses and stores information which 

is directly related to the provision of training and 

assessment (for students) and information directly 

related to the employment or engagement of contractors 

(for employees and contractors).  Information which is 

received that is not related to training and assessment or 

employment with CMA is destroyed in a safe and secure 

manner. 

NOTIFICATION OF THE COLLECTION OF 
PERSONAL INFORMATION

Students and employees are notified when information is 

collected or sourced from third parties. Such notifications 

are expressed in enrolment forms, assessment tools and 

other written documents or implied in such circumstances 

such as workplace observations. 

USE OR DISCLOSURE OF PERSONAL 
INFORMATION

CMA only uses information for the provision of training and 

assessment and is required to disclose this information to 

a number of organisations such as:

• CMA’s Registering body, ASQA (National)
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• Government funding bodies in each state and territory 

and/or Commonwealth Government

• Apprenticeship Centres, 

• Employers and Job Services Providers,

• External auditors and our consultants, 

• The Australian Taxation Office, 

• Other entities required by law and in accordance with 

the Privacy Act 1988. 

CMA will not disclose any personal or sensitive information 

to a third party except for the direct provision of training 

and assessment or in emergency and life threatening 

situations. 

DIRECT MARKETING 
Your personal information will never be sold to any 

marketing company or third party. CMA may use your 

personal information to market directly to you only for the 

provision of further training and assessment with CMA. 

CMA will only use your information if you have provided 

consent to use your information for this purpose and you 

have opted-in to this type of communication,

CROSS-BORDER DISCLOSURE OF 
PERSONAL INFORMATION

CMA will not disclose your personal information to any 

entity outside of Australia unless you have provided 

your express written consent. All records will be kept in 

Australia. 

ADOPTION, USE OR DISCLOSURE OF 
GOVERNMENT RELATED IDENTIFIERS

CMA is required to collect, in some circumstances, 

government related identifiers. CMA will not use these 

identifiers for any reason or purpose except for the explicit 

reason it is required (eg. Concession numbers, Tax File 

Numbers, Drivers Licence Number, etc) and will not use 

these numbers as an identifier of individuals. 

CMA will only disclose government related identifiers 

where required by law or express consent has been given 

to disclose this information, 

QUALITY OF PERSONAL INFORMATION

CMA collects information and ensures it is accurate, up 

to date and complete, CMA will take all reasonable steps 

to ensure that the information provided from individuals 

is correct and any third party information received can be 

verified for accuracy, currency and completeness. 

SECURITY OF PERSONAL 
INFORMATION

All personal and sensitive information is kept safe and 

secure at all times, only people who are authorised 

may access this information. Personal and Sensitive 

information is protected from unauthorised access, 

interference, misuse, loss, modification or disclosure. 

Destruction of personal and sensitive information 

is carried out by commercial document destruction 

companies or secure shredding or secure electronic 

deletion, 

ACCESS TO PERSONAL INFORMATION
Individuals may request copies of information, which is 

kept about them at any time. CMA may charge for printing 

and postage in some circumstances. 

All requests for access to personal information must 

be in writing and the individual must be able to identify 

themselves and verify their identity prior to any information 

being disclosed. All requests must be made to the Student 

Liaison Manager at admin@cmatraining.com.au.

mailto:admin%40cmatraining.com.au?subject=


CORRECTION OF PERSONAL 
INFORMATION

Individuals who feel that the information CMA uses and 

stores is inaccurate or incomplete may request to have 

the information updated and corrected.  Such corrections 

must be in writing. 

QUALITY INDICATORS 

The Quality Indicators have been designed to help 

RTOs conduct evidence-based and outcomes-focused 

continuous quality improvement, and assist the 

registering body to assess the risk of an RTO’s operations.  

Under the AQF, CMA will collect and use data on three 

quality indicators, which have been endorsed by the 

National Quality Council (NQC) or its successor: Learner 

Engagement, Employer Satisfaction and Competency 

Completion.

WORKING WITH PERSONS UNDER 18 
YEARS OF AGE

CMA complies with all relevant state and federal 

legislation in the area of working with children. Candidates 

under 18 years of age may enrol with CMA. CMA trainers 

hold a ‘Working with Vulnerable People’ clearance.

COPYRIGHT REGULATIONS

All written and graphical provided by CMA are copyright 

by CMA Training Group, unless otherwise noted and is 

protected by Australian Copyright law and international 

conventions and applicable law in other jurisdictions. 

Duplication by any means, electronic or otherwise is 

strictly prohibited without express signed permission from 

the author. CMA complies with copyright regulations in its 

practices as a training organisation.
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CMA courses and work experience opportunities are 

conducted in a business environment and students are 

required to conduct themselves professionally at all times. 

The dress code for work experience for makeup students 

is the CMA t-shirt, black pants or skirt and comfortable 

shoes. The dress code for beauty students is stipulated in 

the uniform policy. 

CMA management continuously research new ideas in 

order to maintain a fresh approach and up to date infor-

mation, therefore CMA reserves the right to alter the order 

in which classes are taught and add new information to 

current modules.

If a student is unable to attend a class they must 

notify the Student Liaison Manager prior to class 

commencement. The Student Liaison Manager 

may be contacted between 9am to 5pm from Mon-

day to Friday on 61623371. Alternatively, email 

admin@cmatraining.com.au. Please also contact 

your trainer via your class group Facebook page.

CMA reserves to right to cancel a class if 80% or more of 

students will be absent. CMA will not be held responsible 

for classes missed due to absenteeism.  

Evening students may break for 10 minutes after the class 

has been running for approximately one and a half hours, 

and day time students will break for 30 minutes after 

class has been running for approximately 3 hours. Tea and 

coffee is provided.  

Students are required to set up their equipment upon arriv-

ing and be ready to start class promptly. Trainers cannot 

wait for late-comers. Any student who misses a class 

must catch up on any missed notes and techniques.

Students are required to wear their uniform to all classes, 

by failing to do so the trainer may ask you to leave class 

and return with your uniform.

Students must leave their work area and cups clean upon 

completion of class. Students must also adhere to a clean-

ing roster to maintain the workroom after each class.

Students are required to photograph their work as a means 

of documenting their personal progress.  Trainers may 

videotape class sessions.

REGULATIONS



All reference books belonging to CMA and used by 

students must remain on the premises at all times.

Students are encouraged to take notes during class, in 

addition to course handouts and textbooks. These notes 

should be transcribed, with illustrations, photographs or 

magazine cut outs, into their visual diary or personal work 

booklet.

Students are required to complete the specified number of 

work experience hours. These hours are to be logged and 

acknowledged by a director or supervising person. Many 

work experience opportunities are made available through 

the academy. Some work experience assignments are 

compulsory and are assessed. These assignments will be 

distributed throughout your training period.

A student may not use the CMA name to gain any form of 

employment (either paid or unpaid), until all training is 

completed or is otherwise approved by CMA Principals.

Any questions or queries should be forwarded to the Stu-

dent Liaison Manager.  The Student Liaison Manager may 

be contacted on 61623371.

STANDARDS
As a CMA student I shall not:

• Maintain failing grades.

• Show frequent tardiness or absence 

for reasons within my control.

• Maliciously destroy or damage CMA property.

• Engage in unlawful or improper conduct 

contrary to the best interests of CMA.

• Act in a manner or adopt attitudes harmful 

to student moral or discipline.
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PRODUCTS  
You may purchase products from the CMA Store between 

the hours of 9am and 5pm, Monday to Friday, or during  

the evening class if you are studying part-time. 

GRADUATION DINNER 
No more than $110 per graduating student. CMA  

graduates are encouraged to attend the annual  

Graduation Dinner in order to celebrate their  

achievements, receive their certificates and awards.

TEXT BOOKS FOR SHB50115  
DIPLOMA OF BEAUTY THERAPY 

CMA students use the Milady Textbook, priced at $135. 

TEXT BOOKS FOR CUA51015 
DIPLOMA OF SCREEN AND MEDIA 
CMA students use the MUA.EDU textbooks, priced at $135.

UNIFORMS
You are required to wear the CMA uniform whilst studying 

at CMA. Makeup, Beauty and Photography students are  

required to purchase a t-shirt for $49 each. Beauty 

students are also required to purchase a tunic for $85. 

Optional uniforms include hoodies, available for $59 each.

TOWEL SET
Beauty students are required to purchase a towel  

set for $49.

STUDENT CARD
Students are welcome to purchase a CMA Student Card  

for $5. This card confirms that you are an enrolled  

student at CMA and can be used for student discounts. 

CERTIFICATE RE-ISSUE FEE
Should you lose or damage your certificate you may have  

a copy reissued for $50 per certificate.

PROFESSIONAL STARTER MAKEUP KIT FOR 
CUA51015 DIPLOMA OF SCREEN AND MEDIA 
$500 per makeup kit. This is a starter kit of equipment 

and materials designed to allow you to practice outside 

of contact hours, attend work experience and begin 

professional work within your field of study. The materials 

and equipment contained within these kits become the 

property of the student once purchased. Students are 

supplied with additional materials and equipment for use 

during contact hours at CMA.

BASIC MAKEUP KIT FOR SHB50115 DIPLOMA 
OF BEAUTY THERAPY 
$300 per makeup kit for beauty therapy. This is a basic kit 

of equipment and materials designed to allow you to prac-

tice outside of contact hours, attend work experience and 

begin professional work within your field of study. The ma-

terials and equipment contained within these kits become 

the property of the student once purchased. Students are 

supplied with additional materials and equipment for use 

during contact hours at CMA.

ADDITIONAL EXPENSES
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RIGHTS AND RESPONSIBILITIES

STUDENT RIGHTS
CMA students have the right to:
• Efficient, courteous, professional and ethical training 

service
• Current and relevant information in training provision
• Be treated with respect
• Have privacy respected and confidentiality 

maintained
• An advocate of their choice in the event of dispute
• Access the training service without discrimination 

and be provided with adequate information about 
CMA’s services

• Refuse a training service
• Provide comment and feedback and have it acted 

upon where it will improve the training service
• Pursue any complaint about the training service 

without retribution
• Be provided with information on how to lodge a 

complaint against the training service

STAFF RIGHTS
CMA staff have the right to:
• Be treated with respect and courtesy
• Discuss concerns and difficulties
• Be fully informed, in order to provide a quality training 

service
• A safe and healthy working environment
• Refuse to provide a training service which is outside 

of training service guidelines or which is outside the 
capacity of the training service

• Provide comment and feedback and have it acted 
upon where it will improve the quality of training 
service

• Provide input to training service management
• Training, information and resources
• Have privacy respected and confidentiality 

maintained
• Have complaints managed in a positive and non-

prejudicial manner



STUDENT RESPONSIBILITIES
CMA asks its participants to:
• Treat staff and other participants with respect and 

courtesy
• Participate in decisions made in regard to training 

service delivery where appropriate
• Keep staff informed of any changes to their 

circumstances which may affect the training service 
being provided

• Provide comment and feedback regarding the training 
service

• Discuss any concerns or difficulties with staff
• Pay for training services received in a timely manner
• Fulfil all requirements necessary to receive a 

qualification
• Follow health and safety instructions and obey signs 

designed to reduce the risk of injury or disease

STAFF RESPONSIBILITIES
CMA’s staff have the responsibility to:
• Be responsive to participant needs and provide 

training services relevant to those needs
• Provide efficient, courteous, professional and ethical 

training service
• Provide training services in a safe manner
• Be non-discriminatory
• Respect privacy and maintain confidentiality
• Provide adequate and appropriate information
• Offer training service alternatives where possible
• Discuss concerns and difficulties
• Negotiate changes to training service with the 

customer
• Manage complaints in a positive and non-prejudicial 

manner
• Respect a participant’s right to refuse a training 

service and ensure that future attempts are not 
prejudiced

• Take into account customer views when planning, 
managing and evaluating training services

• Take a leading role in maintaining an injury free 
training environment.



COURSE OUTLINE
SHB50115 DIPLOMA OF BEAUTY THERAPY 

The 25 units of competency in this qualification have been organised into a face-to-face delivery format, comprising of 16 

different topics. Further information about this program, including the release date and currency can be 

found here: http://training.gov.au/Training/Details/SHB50115

TOPIC DURATION UNIT OF COMPETENCY DURATION

Body Massage 3 weeks SHBBBOS002 Provide body massages 
SHBBBOS006 Provide superficial lymph massage treatments

Knowledge Quiz
Observation Checklists
Research & Written Report

Body Treatments 2 weeks SHBBBOS003 Provide body treatments Knowledge Quiz
Observation Checklists
Research & Written Report

Aromatherapy 3 weeks SHBBBOS004 Provide aromatherapy massages 
SHBBCCS002 Prepare personalised aromatic plant oil blends for 
beauty treatments

Knowledge Quiz
Observation Checklists
Research & Written Report

Reflexology and Indian Scalp 
Massage

3 weeks SHBBBOS005 Use reflexology relaxation techniques in beauty 
treatments
SHBBSPA004 Provide Indian head massages for relaxation

Knowledge Quiz
Observation Checklists
Research & Written Report

Stone Therapy Massage 2 weeks SHBBSPA003 Provide stone therapy massages Knowledge Quiz
Observation Checklists
Research & Written Report

Lash and Brow 1 week SHBBFAS001 Provide lash and brow services Knowledge Quiz
Observation Checklists
Research & Written Report

Makeup Application 
and Design

6 weeks SHBBMUP002 Design and apply make-up 
SHBBMUP003 Design and apply make-up for photography 
SHBBMUP004 Design and apply remedial camouflage make-up 

Knowledge Quiz
Observation Checklists
Research & Written Report
Folio

Eyelash Extensions 2 weeks SHBBMUP001 Apply eyelash extensions Knowledge Quiz
Observation Checklists
Research & Written Report

Facials 8 weeks SHBBFAS002 Provide facial treatments and skin care recom-
mendations 
SHBBFAS003 Provide specialised facial treatments

Knowledge Quiz x4
Observation Checklists x6
Research & Written Report

Waxing 6 weeks SHBBHRS001 Provide waxing services
SHBBHRS002 Provide female intimate waxing services

Knowledge Quiz
Observation Checklists
Research & Written Report

Manicure and Pedicure 3 weeks SHBBNLS001 Provide manicure and pedicare services Knowledge Quiz
Observation Checklists
Research & Written Report

Nail Art 1 week SHBBNLS004 Apply nail art Knowledge Quiz
Observation Checklists
Research & Written Report

Cosmetic Tanning 1 week SHBBBOS001 Apply cosmetic tanning products Knowledge Quiz
Observation Checklists
Research & Written Report

WHS 2 weeks SHBXWHS001 Apply safe hygiene, health and work practices Knowledge Quiz
Observation Checklists
Research & Written Report

Research 2 weeks SHBBRES001 Research and apply beauty industry information Written & Research Report
Presentation
Fact Sheet

Salon 5 weeks SHBXCCS002 Provide salon services to clients 
SHBXCCS001 Conduct salon financial transactions 
SHBXIND001 Comply with organisational requirements within a 
personal services environment 

Knowledge Quiz
Observation Checklists
Research & Written Report

http://training.gov.au/Training/Details/SHB50115
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COURSE OUTLINE
CUA51015 DIPLOMA OF SCREEN AND MEDIA 

The 15 units of competency in this qualification have been organised into a face-

to-face delivery format, comprising of 8 different topics, as outlined below.

Further information about this program, including the release date and currency 

can be found here: http://training.gov.au/Training/Details/CUA51015.

TOPIC DURATION UNIT OF COMPETENCY DURATION

Makeup Fundamentals 15 weeks CUAMUP401 Design, apply and remove make-up 
SHBBMUP003 Design and apply make-up for photography 

Knowledge quizzes
Photographic makeup
Bridal makeup
Industry placement

Critical and Creating Thinking 6 weeks BSBCRT501 Originate and develop concepts 
BSBCRT402 Collaborate in a creative process

Creative folio
Knowledge quizzes
Group activities
Industry placement

Research and Presentations 4 weeks CUARES402 Conduct research  
BSBCMM401 Make a presentation 

Individual research presentation
Knowledge quiz
Team research presentation

Lash and Brow 4 weeks SHBBFAS001 Provide lash and brow services Practical tasks
Knowledge quiz
Written report

Health and Safety 3 weeks CUAPPR505 Establish and maintain safe creative practice Knowledge quiz
Research activity
Risk assessment activity

Industry 4 weeks CUAIND502 Maintain and apply creative arts industry  
knowledge 

Written projects
Research tasks

Hair, Wigs, Continuity  
and Props

12 weeks CUAPRP401 Coordinate props 
CUAMUP402 Maintain make-up and hair continuity
CUAMUP403 Style hair for performances or productions 
CUAMUP404 Style wigs and hairpieces for performances or 
productions 

Knowledge quizzes
Research Task
Practical production tasks

Advanced Techniques 15 weeks CUAMUP502 Design and apply specialised make-up 
CUAMUP503 Design and apply special make-up effects

Knowledge quizzes
Prosthetic application
Airbrushing
Special effects
Bald caps
Fantasy design
Injury simulation

mailto:http://training.gov.au/Training/Details/SHB50115?subject=
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COURSE OUTLINE
CUA50915 DIPLOMA OF PHOTOGRAPHY  

AND PHOTO IMAGING 
The 17 units of competency in this qualification have been organised into a face-

to-face delivery format, comprising of 9 different topics.

Further information about this program, including the release date and currency 

can be found here: http://training.gov.au/Training/Details/CUA50915

TOPIC DURATION UNIT OF COMPETENCY DURATION

Research 4 weeks CUAPHI501 Apply visual communication theory to photo 
imaging practice
CUAPHI502 Research and apply photo imaging trends

Knowledge quizzes
Written research report

Technology Lab 10 weeks CUADIG405 Produce innovative digital images
CUAPHI513 Employ colour management in a digital imaging 
workplace

Knowledge quizzes
Practical project tasks and 
reporting
Folio presentation 

Studio 20 weeks CUAPHI505 Produce commercial photo images
BSBCRT402 Collaborate in a creative process
BSBDES501 Implement design solutions 
CUAPHI506 Provide photographic portrait services
CUAPHI508 Provide wedding photo imaging services

Knowledge quizzes
Practical project tasks and 
reporting
Folio presentation
Industry placement

Exhibition 4 weeks CUAPPR503 Present a body of own creative work Knowledge quizzes
Written research report
Presentation of body of work

Small Business 6 weeks BSBSMB401 Establish legal and risk management  
requirements of small business
CUAIND402 Provide freelance services 

Written project task 
Knowledge quiz 
Written project task and  
presentation 

Health and Safety 4 weeks BSBWHS501 Ensure a safe workplace Knowledge Quiz 
Written project task 
Practical activity and written 
task 

Portfolio 15 weeks CUAPPR404 Develop self as artist 
CUADIG509 Investigate technologies for the creation of 
digital art

Presentation
Portfolio
Journal

Media Photography 6 weeks CUAPHI507 Produce media photo images Knowledge quizzes
Practical project tasks and 
reporting
Folio presentation

Sustainability 3 weeks CUAPPR502 Develop own sustainable professional practice Research Tasks







CMA TRAINING GROUP PTY LTD  //  RTO 88123  //  STUDENT HANDBOOK  //  PAGE 67

COURSE OUTLINE
SHB20116 CERTIFICATE II  IN RETAIL COSMETICS 

The 15 units of competency in this qualification have been organized into a face-
to-face delivery format, comprising of 9 different topics.

Further information about this program, including the release date and currency 

can be found here: http://training.gov.au/Training/Details/SHB20116.

TOPIC DURATION UNIT OF COMPETENCY DURATION

Makeup Fundamentals 8 weeks SHBBMUP002 Design and apply make-up 
SHBBMUP003 Design and apply make-up for photography 
SHBBMUP004 Design and apply remedial camouflage make-up

Practical tasks
Knowledge quizzes
Written report

Retail 2 weeks SHBXCCS004 Recommend products and services 
SHBBCCS001 Advise on beauty products and services 
SIRXSLS001 Sell to the retail customer 

Knowledge quizzes
Practical tasks
Role play
Written report

Customer Service 2 weeks SHBXCCS001 Conduct salon financial transactions 
SHBXIND001 Comply with organisational requirements within a 
personal services environment 

Knowledge quizzes
Practical tasks
Role play
Written report

Industry 2 weeks SHBBRES001 Research and apply beauty industry information Presentation
Knowledge quiz
Written report

Communicate 2 weeks SIRXIND003 Organise personal work requirements 
SHBXIND002 Communicate as part of a salon team 

Knowledge quiz
Written task
Communicate and work  
as a team
Team meeting

Health and Safety 2 weeks BSBWHS201 Contribute to health and safety of self and others Knowledge quizzes
Practical tasks 

Merchandising 2 weeks SIRRMER001 Produce visual merchandise displays Knowledge quizzes
Practical tasks

Sustainability 2 weeks BSBSUS201 Participate in environmentally sustainable work 
practices 

Written task
Knowledge quiz
Resource log

Social Media 2 weeks ICTWEB201 Use social media tools for collaboration and 
engagement 

Knowledge quizzes
Practical activities
Written report

mailto:http://training.gov.au/Training/Details/SHB20116?subject=
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COURSE OUTLINE
ICT20115 CERTIFICATE II  IN INFORMATION, DIGITAL 

MEDIA AND TECHNOLOGY 
The 14 units of competency in this qualification have been organised into a face-

to-face delivery format, comprising of 9 different topics.

Further information about this program, including the release date and currency 
can be found here: http://training.gov.au/Training/Details/ICT20115. 

TOPIC DURATION UNIT OF COMPETENCY DURATION

Operate OS and Computer 
Hardware

2 weeks ICTICT201 Use computer operating systems and hardware 
ICTSAS209 Connect and use a home based local wireless 
network 

Practical tasks
Knowledge quizzes

The Internet and Spam 2 weeks ICPDMT263 Access and use the Internet 
ICTSAS206 Detect and protect from spam and destructive 
software 

Knowledge quizzes
Practical tasks

Social Networking 1 week ICTWEB201 Use social media tools for collaboration and 
engagement 

Knowledge quizzes
Practical activities
Written report

Microsoft Word 2 weeks BSBITU201 Produce simple word processed documents 
ICTICT205 Design basic organisational documents using 
computing packages 

Practical tasks

Microsoft Excel 2 weeks BSBITU202 Create and use spreadsheets 
ICTICT203 Operate application software packages 

Knowledge quizzes
Practical tasks

Microsoft PowerPoint 2 weeks ICTICT204 Operate a digital media technology package Knowledge quizzes
Practical tasks 

Work Effectively in IT 1 week ICTICT202 Work and communicate effectively in an ICT  
environment 
ICTICT206 Install software applications 

Knowledge quizzes
Practical tasks

Health and Safety 1 week BSBWHS201 Contribute to health and safety of self and others Knowledge quizzes
Practical tasks

Sustainability 1 week BSBSUS201 Participate in environmentally sustainable work 
practices 

Knowledge quizzes
Practical tasks
Written report

mailto:http://training.gov.au/Training/Details/ICT20115.%20?subject=






CONTACT US
CMA Training Group Pty Ltd

RTO 88123

10/160 Lysaght St

Mitchell ACT 2911

Tel: 02 6162 3371

www.cmatraining.edu.au

admin@cmatraining.com.au

http://www.cmatraining.edu.au
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