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Kingsley |Community|

Coordinators Handbook

The Role: 

In reality, the Coordinator of a Kingsley |Community| Training centre is the heart of the operation. To a large degree the success of the training centre in your location will depend upon your leadership and the leadership of your team. 

That is a great responsibility, but also an awesome opportunity to see people from your church, other churches and your community better equipped to serve our Saviour. We at Kingsley will do our best to support you in that role with quality materials, administration, support and advice. We can supply the training tools but you are the one who will put them to work in your area.     

This brief handbook will give the basic instructions and suggestions that you will need as a Coordinator of a Kingsley |Community| Training Centre. 

Establishing a Training Centre:

In the early days of establishing a new Kingsley |Community| Training Centre you will need to complete a partnership agreement form with appropriate approval coming from your church board and district superintendent. 

Once the red tape of establishing a new centre has been completed you will be ready to advertise. Fliers are available from Kingsley to advertise Kingsley |Community| generally but if you develop a local advertisement with location and class dates please run the advertisement past the staff at Kingsley via email before circulating the ad. 

When a commencement date for studies has been planned communicate that to the Kingsley staff and make sure you have a supply of Enrolment Forms. These can be delivered via email or snail mail. 

When you have agreed on the subjects you plan to offer for the up coming semester communicate that information to Kingsley so that plans can be made to prepare material.          

Enrolments:

Using the Kingsley |Community| Enrolment Forms begin to enrol students and post those enrolment forms to Kingsley. Kingsley personnel will enrol students into the ACOM (Australian College of Ministries) database. Kingsley is partnering with ACOM to offer the Christian Ministry studies. ACOM are the RTO (Registered Training Organisation) and will jointly issue the awards to students as they complete their subjects/competencies. 

Please ensure that all registrations have been forwarded to Kingsley by the fifth week of classes. However, if you have a student preparing to study full time and claim Austudy the enrolment will need to be completed before application is made to Centrelink. Often students applying for Austudy will require a letter confirming their enrolment. Contact the Kingsley office if this is required.         

Payment of Fees: 

Each local Training Centre is responsible for establishing their budget and fee structure, however Kingsley requires payment of $150 per student per subject/competency. Out of this subject fee Kingsley will pay a fee to ACOM to maintain the partnership and therefore the right to offer studies. 

Please bank the $150 per student/ per subject into the Westpac account-

Kingsley College Inc

BSB: 

      033183

Account number: 345335


Please deposit the fees by the fifth week of classes. On the day a deposit is made please email through to Kingsley (kingsley@kingsley.edu.au)

· the amount you deposited 

· a breakdown of student names who paid

· how much each student paid and 

· the subjects being paid for.   

A Module Enrolment form we be created by the Kingsley staff for each subject you offer. This form allows you to record student names, payments and completed competencies.  

Study is also available to students on an audit basis; that is, they can be part of classes and discussion but are not required to complete any of the assessment. The Kingsley fee for audit students is $60, plus whatever fee your local centre decides to charge for administration. Audit students are not eligible to receive a Statement of Attainment or work towards a Kingsley award because they have not completed the required assessment. They can, however, receive a Statement of Participation. This audit option is available as a means for us to partner with you in blessing the local church and simply to allow interested people to be part of learning through Kingsley Community.    

Text Books/ Readers: 

In the weeks and days leading up to commencement of classes make sure that you have text books and readers available or have correct information to give students so that they can obtain the material prior to the first class. 

You and your leadership team may decide to ship in enough texts or readers for students or simply direct each student to the appropriate place to purchase what is needed. 

RPL (Recognition of Prior Learning): 

As you will have noted in the Student Handbook, students can apply to have previous or prior learning recognised as meeting one or more of the competencies that they are required to complete for an award. You will be the first point of contact for most students and will need to ask prospective students regarding any prior study and offer them the option of RPL or Mutual Recognition (MR)- recognising study completed at another RTO (Registered Training Organisation). 

If students would like to apply for RPL for any part of the available qualifications please direct them to the LocalNet staff with contact details on the ACOM website;  

http://www.acom.edu.au/page/126/Contact+the+Voc+Ed+Team
Or via the National Help Desk which is a free call available during business hours on 1800 672 692.
Orientation: 

Prior to orientation in the first session/class you will need to ensure that the Trainers have all the equipment they need including enough Handbooks for each student. Please make sure that the Trainers are aware of the Kingsley |Community| Policies outlined in the Handbooks so that they can explain these to students.

Academic expectations are outlined in the Handbook so once again, please ensure that the Trainers are aware of what they should expect from students. 

Due dates for final assignments are decided by the Trainer so please make sure the Trainers have considered how to best deliver their competency and know when to notify students of assessment due dates.  

Follow up: 

Quite obviously, as the Coordinator you will need to keep in touch with each trainer and follow up if they have any concerns or needs. You role is to support their work in assisting students. Assignment Cover Sheets are available from Kingsley for students to use, please ensure your Trainers have a supply to distribute.

Final Assessment:  

If the Trainer facilitating the subject does not have a Certificate IV in Training And Assessment then you will need to sign off on all pieces of assessment. Please communicate the student results as either Competent or Not Yet Competent to the Kingsley staff. Please forward student results and a copy of the student’s work at the end of the last week of classes so that these records can be finalised and students enabled to receive notification of their attainment. A copy of each piece of assessment (hard or soft copy) is required in the event that we are ever audited.      

Contact Details: 

Please email any Kingsley |Community| material to kingsley@kingsley.edu.au 

or mail to 
Kingsley Community



21 South Street 


Hadfield



Vic 

3046

Or phone the Kingsley office on (03) 9354 7422. (Mobile- 0423 127 199)   
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