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1.2 Chief Executive Officer Report  

2014 is the eight year of operation for the Hunter Trade College. The College has remained true to its original 
purpose to provide a specialised Higher School Certificate (HSC) program for senior secondary students who 
want to access a vocational education curriculum related to technical trade training as a significant component of 
their HSC. 91% of the 2014 Year 12 students achieved apprenticeships or full time employment after HSC 
graduation, which is an excellent outcome. 
 
The testimonials of the students and parents clearly indicate the benefits of this specialised program for young 
people who want to commence a career in the technical trades after leaving school as the preferred option to 
commencing university studies at the completion of Year 12.  
“My son is really enjoying his time at the college which has showed in his recent test results, he has either 
topped the class or been very close to it. At the college he has found a place where he can be himself and enjoy 
his studies which he hasn't done for a long time.” 
 
The students value the opportunity to focus on their strengths such as mechanical aptitude and practical skills. 
The students gain an understanding of the importance of achieving the required numeracy and literacy skills that 
underpin technical knowledge and skills. This acts as a motivator for them to effectively engage in the learning 
activities required to reach literacy and numeracy standards expected by employers in the technical trades. Seeing 
the students make huge gains in confidence and competence from when they enrol in Year 11 to when they 
graduate in Year 12 is a very rewarding professional experience for all College staff.  
 
The downturn in mining related activity in the Hunter Valley has continued. The major positive impact on the 
College is reduced numbers of students withdrawing before achieving the HSC to accept fulltime employment or 
apprenticeships. Completing the HSC provides the students with the opportunity to achieve required standards of 
maturity, knowledge and skills. The negative impact has been the significant downturn in fulltime apprenticeship 
positions, which has created a very tough labour market for Year 12 HSC graduates. The 2014 career education 
program focussed on identifying and following up options in career planning. Students now need to keep trade 
career options open, rather than focus on a single trade for employment or apprenticeship.   
 
One of the many highlights of 2014 has been the continued growth of a very strong student culture that appreciates 
the importance of social and emotional wellbeing to achieving quality of life. A diverse range of social and 
emotional wellbeing program activities are provided at the College. Students demonstrate willingness and capacity 
to make a strong individual commitment to the College community and the wider community.  
 
The College executive, staff and directors remain committed to providing a high quality education and training 
experience at school fee levels that are affordable for all. The College continued to expand its scholarship 
program. The College provided a scholarship to support the enrolment of two Year 11 students nominated by the 
Youth off the Street organisation. Three Year 12 students were awarded scholarships by the Hunter Youth 
Mentoring Collaborative to assist them to complete Year 12. The scholarship support has assisted these five 
students to achieved personal best results despite difficult personal circumstances.  
 
The Hunter Trade College Directors and the Chairman, Jon Dundas continued to provide valuable and strategic 
governance for the College. I would like to thank the Directors for their ongoing significant voluntary contribution 
which has been a major factor in the viability, sustainability and quality of College operations.  
 
The College is now widely recognised within the Hunter Region as the specialist provider of technical trade based 
HSC programs with integrated work placement available for all College students.  

 
  
  

Ann Holcombe 
Chief Executive Officer 
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Part Two – Contextual Information about the College 

2.1 School Aims 

Hunter Trade College Ltd is an independent specialist senior high school that delivers Vocational Education 
courses in the technical trades at Certificate II and III level as a significant component of the Higher School 
Certificate. Hunter Trade College (HTC) is a registered high school, accredited to deliver the HSC. The College 
is a Registered Training Organisation (RTO). All Vocational Education and Training is delivered on site by trade 
qualified HTC teachers in the College workshops which are purpose designed and equipped to industry standards.  
 
Hunter Trade College commenced operations in January 2007 as the Australian Technical College Hunter (ATC-
H). It was created specifically to address trade skill shortages in the Hunter Valley and to provide a quality 
education and training option for young people in the Hunter Valley wanting to commence Vocational Education 
trade training as a major component of their Higher School Certificate. 
 
Students from all over the Hunter Valley enrol at the College. College students reside in the Maitland Local 
Government Area, Singleton, Branxton, Dungog, Cessnock, Kurri Kurri, Raymond Terrace, Newcastle, Toronto, 
Morisset, Karuah, Port Stevens. A small number of students reside on the Central Coast. 
 
2.2 Hunter Trade College Vision Statement 

 “Innovatively building Australia’s future trade skill base. 
Proudly developing quality educated young people who can productively participate in the workforce 
We are the Hunter Trade College.” 
 
The vision statement is aligned to the national training agenda priorities of quality and relevance of training and 
reflects the high standards of education and training the College strives to deliver.   
 
Industry responsiveness is reflected in the College core values listed below. Currency of industry/ employer input 
and feedback about College training is a College priority in the delivery of education and training.  
 
2.3 Hunter Trade College Core Values  

 Quality and excellence in education and training 

 Justice and equity for stakeholders 

 Valuing professionalism 

 Openness to change 

 A focus on the future  

 Respect for all 

 Accountability to stakeholders 

 Cooperation and affirmation 

The core values are the drivers of the basic operational rules (cornerstones) for the students  
 
The Four College Cornerstones are: 

 Respect for self and others at the College and the workplace 

 Attendance and punctuality 

 Course work done and on time 

 Dressed correctly at College and the workplace 
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2.4 College Purpose: 
 
To achieve the vision the College will: 

 Encourage and challenge students to reach their individual potential. 

 Encourage students to demonstrate respect, integrity and high standards in all that they do and provide 
students with: 

 quality teaching and training programs 

 employability skills training  

 extensive work placement 

 a safe work environment with quality facilities 

 opportunities to develop trade and employability skills 
 
2.5 ASQA Registration  

The College has registration as a Registered Training Organisation (RTO) with the Australian Skills Quality 
Authority (ASQA). In 2014 the HTC successfully applied to ASQA for its five yearly renewal of registration. This 
registration was granted for the period August 2014 to August 2019.  
The College scope of registration is listed on the National Register. (See training.gov.au.) The College scope of 
registration is shown below.  
 

 Certificate III in Light Vehicle Mechanical Technology   AUR30612  

 Certificate II in Automotive Servicing Technology    AUR20512  

 Certificate II in Automotive Vocational Preparation   AUR20712 

 Certificate III in Carpentry      CPC30211 

 Certificate II in Construction Pathways     CPC20211 

 Certificate III in Engineering – Mechanical Trade     MEM30205 

 Certificate II in Engineering      MEM20105  

 Certificate III in Engineering – Electrical/ Electronic Trade   MEM30405 

 Certificate III in Engineering – Fabrication Trade    MEM30305 

 Certificate III in Electrotechnology Electrician    UEE30811 

 Certificate II in Electrotechnology (Career Start)    UEE22011 

 Work safely in the Construction industry     CPCCOHS1001A 

2.6 Work Health and Safety (WHS)  

Continuous improvement of the WHS Management system continued in 2014. The College completed 
implementation of the action plan arising from the 2012-2013 WHS systems external audit. WHS policies and 
procedures were reviewed and updated during implementation of the audit recommendations. Consultation with 
and safety inductions of contractors was upgraded.  
 

A management review process was introduced. This involved the executive reviewing the details and WHS 
controls applied to any “lost time” injury, injury that resulted in medical treatment or injury that recurs in a 10 week 
period. This process was implemented as part of the College continuous improvement process.  
 

All College staff and students have a responsibility to actively monitor safe work practices at the College and 
report work related illness, injury and identified hazards. Direct consultation about WHS occurs on a fortnightly 
basis at the staff meetings. All students are trained to use the “Take 5” system of risk identification, risk 
assessment and risk control. All WHS incidents and injuries are reported to the College Human Resources Officer. 
Hazard assessment and corrective actions are undertaken and recorded. in the College Work Health and Safety 
management system. The College continued to maintain its excellent record of safety in the College and at host 
employer workplaces. 



 
 

Page 8 of 29 

 

2.7 Education and Trade Training Facilities 
The College has been purpose built to industry standards. Industry standard workshops facilitate a smooth 
transition from school to work. Students are trained to use the same equipment as found in the trade based 
businesses of the Hunter Valley to facilitate the transfer of their skills and competencies from College to work.  
 

  
 

Building and Construction workshop and equipment 
 

  
 

Automotive workshop 
 

   
 

Engineering Mechanical and Fabrication equipment 
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Electrotechnology workshop 
 
 
As the College entered its seventh year the focus has been on increasing the level of maintenance throughout 
the College.  This has ranged from replacement of a range of machinery and equipment, upgrading of work 
benches, classroom and workshop painting and updating teaching resources so that students are using the latest 
in technology in their trade in the best possible facilities. 
 
 
2.8 New Assets  

The main focus for capital expenditure in 2014 was for consolidation of assets. The Administration computers 
were upgraded to meet the demands of new software and one of our 6 servers was replaced to ensure reliability 
of storage and quicker access of College information.  One College vehicle was replaced.  To meet the demands 
for increased student enrolments a second Automotive Workshop was also commissioned within existing facilities. 
A total of $58,169 was expended on capital works in 2014. 
 
 

 
   

Setting up new automotive workshop 
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2.10 Governance Arrangements 

Directors 
 
The names of each person who has been a director during the year and to the date of this report are: 
 

Names Board Meeting Attendance Appointed/ Resigned/Retired 

Mr Jon Dundas 6 of 6  

Mrs Lindsey Stace 5 of 6  

Mr Milton Morris 6 of 6 Retired 08/01/2015 

Mr Gerard Mowbray 4 of 6  

Mr Rob Reeve 6 of 6  

Mrs Kay Sharp 4 of 6  

Mrs Helene O’Neill 5 of 6  

Mr Ray Collins 2 of 2 Retired 9/4/2014 

Mr Steve Jennings 2 of 6 Resigned 24/2/2015 

Mr Tony Chadwick 4 of 6  

Mr Alister Moss 4 of 4 Appointed 25/6/2014 

Mr Steven Shaw 3 of 3 Appointed 27/08/2014 

 
 
The special responsibilities, qualifications and experience of the HTC Board (2014) is detailed in the following 
table:   
 

Jon Dundas Board Role: Chair of Board and Chair of Audit Finance & Risk Committee  
Representing: Community 
Position: Manager Administration and Information Technology, Maitland City 

Council 
Qualification: Part Completion of Bachelor of Business 
Experience 15 years in current position. 33 years in local government with 

experience in management, financial management, accounting, 
governance and administrative 

  Attended 4 of 4 Audit Finance & Risk Committee Meetings 
   
Milton Morris AO Board Role: Director 
 Representing: Shareholders/Training 
 Position: Director, Hunter Valley Training Company P/L 
 Experience 29 years as Chairman. Previously 24 years as a member of 

Parliament. 
   
Kay Sharp AM Board Role: Director 
 Representing: Shareholders/Training 
 Position: Executive Director, Hunter Valley Training Company P/L 
 Experience 34 years in Senior Management and Director positions within 

HVTC; many years on various Boards and Committees in 
organisations participating in vocational education and training 
across NSW. 

   
Robert Reeve Board Role: Director 
 Representing: Automotive 
 Position: Fixed Operations  Manager, Heritage Motor Group 
 Qualification: Certificate III – Automotive 

Diploma of Management 
 Experience 35 years’ experience in motor industry.  Last 17 years with Heritage 

Motor Group. 4 years’ experience previously as a company director 



 
 

Page 11 of 29 

 

   
Gerard Mowbray Board Role: Director 
 Representing: Shareholders/Education 
 Position: Assistant Director, Catholic Schools Office (CSO) 
 Qualification: Bachelor of Arts, Diploma of Education, Bachelor of Educational  

Master of Educational 
 Experience 38 years in Catholic education. Executive school leadership roles for 

25 years. 7 years as Assistant Director of Catholic Schools. Key work 
with Secondary schools, especially Stage 6.  

   
Ray Collins Board Role: Director 
 Representing: Shareholders/Education 
 Position: Director, Catholic Schools Office (CSO) 
 Qualification: Teaching Certificate, Bachelor of Arts, Graduate Diploma of Arts 

Master of Education 
 Experience 10 Years as Classroom Teacher and Middle Management in State 

and Catholic Schools. 
26 years in Senior Management at Principal, Consultant, Assistant 
Director of Schools levels in Catholic Education. 
7 years as Director of Schools in the Diocese of Maitland-
Newcastle. 

   
Lindsey Stace Board Role: Director 
 Representing: Electro and Metals 
 Position: HR Analyst - Human Resource Services, City of Newcastle 
 Qualification: Bachelor of Management 
 Experience 3 years in current role, 7 years’ experience in HR in utilities and 

local government – mainly in staff recruitment attraction/retention 
and HR systems improvements 

   
Helene O’Neill Board Role: Director 
 Representing: Community 
 Position: Family-Parish Liaison Officer,  

Diocese of Maitland-Newcastle /Catholic Schools Office (CSO) 
 Qualification: Bachelor of Education, Masters of Education, Diploma of Teaching 

Cert IV Workplace Training & Assessment 
 Experience 3 year in current role. 25 years of involvement in community 

projects and sporting organisations. Previous employment in 
education, sports development and the media. 1 term as elected 
councillor on Newcastle City Council 

   
Stephen Jennings Board Role: Director 
 Representing: Community 
 Position: Exam Supervisor, University of Newcastle 
 Experience Over 18 years’ experience in education and training roles. 

Management positions in marketing, business development, 
communication, public relations and business engagement. 
Previous experience as Directors and on Board of Management. 
 

   
Mr Tony Chadwick Board Role: Director, Member of Audit Finance & Risk Committee 
 Representing: Electrical 
 Position: Avionics Engineering Senior Technical Officer, Boeing Defence 

Australia & RAAF (as part time Avionics Trainer) 

 Qualification: Bachelor Of Business, Diploma Electrical Engineering, Diploma 

Business Management, Cert IV Workplace Training & Assessment 
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 Experience 3 years in current role.  Boeing 737 AEWC Aircraft Maintenance 
Manager for 4 years, Section Head at 77SQN Electronic Warfare 
repair facility for 4 years, Avionics Technician in Australian and 
New Zealand Air Forces for 12 years 

  Attended 4 of 4 Audit Finance & Risk Committee Meetings 
   
Alister Moss Board Role: Director 
 Representing: Building & Construction 
 Position: Owner, A R & E  Moss Building Contractors 
 Qualification: Certificate IV – Building, Certificate III -Carpentry 

 Experience 44 years in the construction industry in both commercial and 
domestic capacity.  Managed own business for 41 years.  Trained 
13 apprentice builders 

   
Steven Shaw Board Role: Director 
 Representing: Shareholders/Education 
 Position: Accounting Manager, Catholic Schools Office  
 Qualification: CPA Programme, CPA Australia 
 Experience 31 years in various accounting, financial and management roles 

including small business, public accounting, public company and 
not-for-profit sectors 

   
Mr Terry O’Brien Board Role: Company Secretary 
 Position: Business Manager, Hunter Trade College 
 Qualification: Bachelor of Commerce, Advanced Diploma of Business 

Management, Cert IV Workplace Training & Assessment 
 Experience 41 years in various roles including accounting, management and 

construction project management. 6 years as director in both 
commercial and not for profit sector. 15 years as Public Officer in 
volunteer sector.  8 years as company secretary 

 
Board Governance Policies 

The roles of the Directors are detailed in the Constitution of the Hunter Trade College Ltd.  Their responsibilities 
are also outlined in Board policies to ensure the Board operates according to community expectations.  The HTC 
Board policies include: 

 Board Purpose Policy 

 Strategic Planning Policy 

 Human Resources Policy 

 Financial Management Policy 

 Quality Management  & Compliance Policy 

 Risk Management Policy 

 Complaints Policy 

 Ethics Policy 

 Public Relations Policy 

 Revenue Generation Policy 
 

Other College policies that relate to the Board include: 

 Conflict of Interest 

 Privacy and Personal Information 

 Delegations 

 Code of Conduct and  

 Responsible Persons  

 Confidentiality 

 Whistleblower Provisions 
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Part Three Student Information 
 

3.1  Enrolments 

2014 February enrolments -  224 students. 

2014 August enrolments –  206 students.  
 
Compared to 2013, the number of student enrolments in February increased by 10%. Several factors contributed 
to this increase. One factor contributing to the increased enrolments is improved market knowledge about the 
specialised curriculum offered by the College and the advantages this offers senior secondary students seeking 
a vocational education focus in their HSC program.  
 
Another factor is the downturn in demand for technical trade apprenticeships in the Hunter Valley. This has led to 
improved student retention rates within the College and less student withdrawals to take up full time 
apprenticeship positions. The downturn in demand for technical apprenticeships is closely related to the downturn 
in Hunter Valley mining activity drawing area and the flow on to businesses in the regional mining maintenance 
and supply chain.  
 
Female students comprise 3% of total enrolments. Indigenous students comprise 9% of total enrolments as at 
February 2014. These figures represent an upward trend in the participation of indigenous students in the College 
education and training program. 
 
A unique characteristic of the College continued to be the very large geographic area from which student 
enrolments are sourced.  
 
In 2014 a small but significant number of students in the 19 to 24 years age group commenced enrolment at the 
College. All of these students have high motivation levels to succeed in education and training. They have made 
a positive contribution to the culture of the College through their additional maturity and diversity of life 
experiences.  
 
The trades in which the College delivers training continue to be male dominated in reference to male/female 
participation rates. One of the solutions to the skill shortage problem in the technical trades is to attract more 
female apprentices/ trainees into the technical trades. The College continues to participate in local and regional 
promotions of opportunities for females in technical trade training. The College has commenced market research 
to identify trade related courses that are attractive to female students and have the prospect of strong employment 
outcomes for HTC graduates.  
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Part Four - Satisfaction Results 

The College has a strong client service focus and regularly collects feedback from its employer, student and 
parent clients. The feedback is analysed and College policy and procedures reviewed to ensure a continuing 
high level of client satisfaction with College service provision.  
 

4.1 Employer Satisfaction  
 
The College conducted an annual Australian Quality Training Framework (AQTF) satisfaction survey with its 
School-Based Apprenticeship and Traineeship (SBAT) host employers. 100% of employers contacted about the 
survey responded to the survey. 
 

Employers responding to the survey were asked to rate their level of satisfaction with a range of features 
concerning students and College RTO operations including: 

 Trainer quality 

 Effective assessment 

 Clear expectations 

 Learning stimulation 

 Training relevance 

 Competency development 

 Training resources 

 Effective support 

 Active learning 
 

The average score for the Employer Satisfaction with the College was 81/100. This represents a 14% increase in 
average satisfaction levels when compared to survey results for the previous year.  

 
The best aspects of training identified by the employers included: 

 “The College prepared students well for the workplace and the future”.  

 “The College sought feedback on our (school based) trainee. With their assistance we were able to bring 

the trainee up to speed.”  

 
The College used the employer response data to inform its vocational teaching and assessment practices and to 
review its work placement procedures.  
 
95% of the businesses that work with the College are small to medium sized businesses. The College recognises 
that small businesses have inherent difficulties in allocating time for a formal survey to be completed. As a result 
the College used a range of strategies to gather feedback from employers. These included employer reports 
collected at the completion of each work placement block, teacher and work placement officer visits to employers, 
employer forums and College site visits by employers.  
 

4.2 Student Satisfaction  
 
The College conducted the AQTF learner satisfaction survey with Year 11 and 12 students enrolled at the College. 
 
194 students (84%) of enrolled students completed the learner survey.  
 
The average student satisfaction score was 69/100. Trainer quality, clear expectations, competency development 
and active learning were the highest rated survey items.  
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The best aspects of learning identified by the students included  

 “Practical work, College organization, teachers who know what they are doing, quality of workshops and 

classrooms” 

 “You get help and time needed to do everything to the best of your ability.” 

The learning areas identified as needing improvement included: 

 “More soldering irons, more welding activities, more tools, bigger projects and getting work placements 

faster.” 

 More practical work.  

 Work placement – too much, not enough and its organisation  

In response to this survey data the College will implement in 2015: 

 A standardised tool management procedure across all workshops in 2015. 

 A review of the amount of practical components in the VET competency assessments with the aim of 

increasing the time allocated to practical work. 

 Detailed survey questions about work placement to assist the College identify specific issues and 

effectively address these issues.   

Year 11 and Year 12 students also participated in internal general satisfaction surveys conducted by the College. 
 
148 students completed the internal satisfaction surveys. Students indicated high levels of satisfaction (70% or 
better) with: 

 Trade training, workshops, teacher support for learning, friendliness and helpfulness of staff, safety 

training, HTC contribution to getting a job, working with confidence and keeping the job,  

 Value of Maths in supporting trade training  

 Canteen food  

 Administration responses to student enquiries 

 The School Chaplaincy Service (student support officer)  

Survey items with lower satisfaction ratings (10% - 20% of students unsatisfied) included: 

 College computers (too slow) 

  Internet access (is too limited and too slow) 

 Work placement (want the work placement organization to be faster) 

 “Teachers should recognize that not everyone at the College wants to get a high paying apprenticeship. 

Some of us just want to find full time employment after the HSC. “ 

The College analysed the survey feedback and developed improvements to operational systems to address the 
survey analysis. A range of operational improvements or modifications were implemented as follows.  
 
During 2014 the College upgraded the Information Technology (IT) network to improve operating speeds.   
 
The College improved student and parent awareness of student disability information. The application of 
“reasonable adjustment” supports to assist students with disabilities achieve personal best results was 
implemented across all courses. 
 
Career advice and support was made available to students who had decided not to seek apprenticeships in their 
main trade after HSC graduation. This support included organising some work placements that were related to 
non-trade careers that the student wanted to investigate. 
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Other student feedback gathered throughout the year includes reporting from meetings with students, formal and 
informal student evaluations of assessment and delivery of trade training and academic HSC course modules.  
 
 

4.3 Parent Satisfaction  
 
The College conducts satisfaction surveys with the parents during the year. Surveys are conducted online with 
mail, email and newsletter reminders about the survey communicated to parents. 30% of parents responded to 
the satisfaction survey. This represents a significant improvement in parental participation in the survey when 
compared to 2013. Parents were able to complete the survey online and at the parent teacher semester meetings.  
 
The parent responses to the survey identified a high level of satisfaction with College staff support for students 
and their families, communications with staff, workshop facilities, quality of training and learning resources, 
student support officer service, fee levels and fee payment options. 
 
Areas identified as having a lower level of satisfaction ratings were communication with the work placement 
officers and the number and variety of student work placements and teacher feedback on student progress. 
 
Many parents commented on how well their son or daughter was engaged in learning and training at the College 
and the high level of confidence and employability skills and trade skills their son/daughter had developed during 
their College enrolment.  
  
Four parent teacher feedback sessions were conducted during the year to provide parents with the opportunity to 
meet with the teachers and discuss their son/daughter’s College performance. Parent feedback was highly 
positive about the accessibility of teaching staff and the quality of feedback provided by the teachers.  
 
Parents have regular contact with teaching staff and the work placement officers in relation to the progress of 
their son/daughter. The College maintains a policy of frequent communications with parents on a one to one 
basis.  
 

4.4 Teacher Satisfaction 
 
Teacher satisfaction levels are identified and evaluated through a variety of means including minuted staff 
meetings, regular informal and formal communications between staff and the College executive and the annual 
performance appraisal procedures.  
 
College staff have regular opportunities to engage in feedback and input related to College operations and 
planning. Staff satisfaction is assessed relating to curriculum, facilities, equipment, student performance, 
professional development access, College operations and management policies and procedures.  
 
The staff feedback data is analysed by the College executive and is an important source of data for the strategic 
and annual operating plans, for setting College performance targets and measuring College performance 
indicators.  
 
Staff satisfaction levels in 2014 were high across all categories. In particular staff were highly satisfied that their 
feedback was sought, valued and acted on. 
 

Continuous Improvement of client satisfaction levels 
 
The College records, investigates and responds promptly to any complaints received. Where relevant, complaint 
resolution is utilised as a source of continuous improvement of client satisfaction levels. The complaint register is 
reported by the CEO to the HTC Directors bi-monthly at the Board meetings. 
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Part Five - Staffing Information 
5.1 Employee Data 
 

 Trade 
Teachers 

Academic 
Teachers 

Non-Teaching 
Staff 

Total 

Number of Full Time Equivalent 
(FTE) employees for the year  

6 4 12.5 22.5 

Number of FTE Employees who 
have accessed professional 
development and growth 
opportunities 

6 4 12.5 22.5 

 
5.2 Workforce composition 
 

 Male  Female Indigenous Non Indigenous 

Teaching staff 8 2 1 9 

Non-teaching staff 5.7 6.8 0 12.5 

 
1) Two of the executive are teachers qualified to teach in NSW under the NSW Board of Studies Teaching and 

Education Standards (BOSTES) requirements.  

2) Teaching staff accessed various professional development and growth opportunities including industry 
currency training, Vocational Education and Training (VET) assessment validation, Moodle training, interactive 
smart board training and effective literacy training. 

3) All VET teachers completed an upgrade to the current TAE 40110 Certificate IV Training and Assessment. 

4) The Student Manager undertook training in Mental Health First Aid and Finding Heroes – role modelling for 
boys.  

5) Non-teaching employees accessed training in the areas of SchoolPRO, (the College student database 
system), Work Cover webinar training, Taxation and Payroll training, Lawsense – legal issues for schools, 
Cranking Business online, Blogging for Business and Making the Transition to New Training packages.   

6) The RTO Manager attended the annual conference for Manufacturing Skills Australia. 

7) All staff received refresher training in child protection, manual handling, anti-bullying and anti-harassment, 
Equal Employment Opportunities (EEO) and legal issues related to teaching.  

8) The College staff and the Board of Directors undertook joint training in Change Management.  

9) Total expenditure on staff professional development was $5755.00 

10) Average expenditure per teacher on professional development was $576.00 
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5.2 Teacher Qualifications  

 

Teacher Qualifications Graduate Qualifications No Teaching Qualifications 

From within 
Australia 

As recognised 
by NOOSR 

From within 
Australia 

As recognised by 
NOOSR1 

Teaching experience or 
knowledge 

9 0 9 0 1 

1 NOOSR – National Office of Overseas Skills Recognition 

Note: The College received written approval from the NSW BOSTES to employ one part time RTO accredited 
Carpentry trainer in 2014.  

 

Qualifications Bachelor of Education Bachelor of Teaching Masters of Education  

(additional qualification)  

Teaching Staff 5 3 1 

 
 

Trade Qualified Fitting and 
Turning / 

Fabrication 

Electrical / 
Electronics 
Engineering 

Carpentry and 
Joinery /  

Motor mechanic / 
Automotive 
Engineering  

Trade Teaching 
Staff 

2 2 2 2 

 

5.3 Teacher Retention and Attendance 

 

Number of 
Teachers 

Commenced in 
January 2014 

Commencing 
Teacher 

Resignations 
during 2014 

Commencing 
Teacher 

Retention 
December 2014 

Proportion of 
teachers retained 

to December 
2014 

Average Teacher 
Attendance rate  

2014 * 

10 0 10 100% 98% 

 
* Average teacher attendance rate excludes vacation leave and annual leave and references the 

number of personal leave and long service leave days the teachers access during term time.  
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Part Six - Student Performance Information 

6.1 Senior Secondary Outcomes 

Proportion of senior secondary students undertaking VET courses at the College was 100%. 
 
6.2.  The Granting of Records of School Achievement 
All students commence enrolment in a Certificate III trade course delivered over two years and a Certificate II 
level course delivered over one year at the College. Only students who gain a school based traineeship whilst 
enrolled at the College have the opportunity to complete a full Certificate II qualification. In 2014 nine students 
were awarded a Certificate II. These students had completed their school based traineeships at the College. No 
students obtain a full Certificate III whilst enrolled at the College due to training regulations that limit this credential 
to full time apprentices at the completion of their apprenticeship.   
 
All students receive two Statements of Attainment (SOA) issued by the College after completing the enrolment 
withdrawal process. One SOA records competencies attained towards a Certificate II, the other shows 
competencies attained towards a Certificate III. All Vocational courses delivered and assessed at the College are 
components of nationally accredited qualifications.  
 
All HTC students who withdraw before achieving the HSC qualification receive a Record of School Achievement 
(ROSA) showing the senior secondary courses they have completed whilst enrolled at the College.  
 
All HTC students who meet HSC course requirements at the completion of Year 12 are awarded the HSC 
credential, issued by the Board of Studies.  
  
6.3 Vocational Education and Training in Schools Attainment 
The proportion of senior secondary students who have completed at least one VET unit of competency/module 
is 100%. 
 
6.4 Value Added Results 
Qualitative feedback contained in employer work placement reports indicates students gain significant 
improvement in employability skills over the school year. A minimum of 50 school days per year are scheduled 
for work placement with the SBAT students completing between 100 and 180 days of apprentice/trainee training 
in workplaces over Year 11 and Year 12.   
 
The College is an Independent School and enrols only Year 11 and Year 12 students. It does not have access to 
data on which to base a valid statistical analysis of value added results that compare student performance in the 
School Certificate with HSC performance.  
 
6.5 Higher School Certificate Results 
96% of students who commenced Year 12 in 2014 completed their HSC course requirements. Two of the Year 
12 students withdrew in Semester 1 to take up full time apprenticeships. 98% of Year 12 students who completed 
Year 12 courses qualified for the award of the HSC. One student made a non-serious attempt at the General 
Mathematics exam and a result did not qualify for the award of the HSC.  
 

6.5.1 VET HSC exams: 

10 students elected to sit for the non-compulsory HSC Vocational Education and Training (VET) exams. These 
comprised Electrotechnology (five students), Automotive (three students) Construction (one student) and Metals 
and Engineering (one student).  
The students achieved two Band 5s, seven Band 4s and one Band 3 results. The College candidature for the 
HSC VET exams is too small to make any valid statistical comparison to state average results for these exams. 
100% of the HSC VET HSC exam students achieved their best HSC exam result in their VET exam. 
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6.5.2 General Mathematics: 

The percentage of students achieving band 4and 5 results increased by 8% when compared to the 2013 HSC 
Maths results. The percentage of students achieving band 2 or 1 results increased by 2% when compared to the 
2013 results. 
 
Overall, College mean HSC General Mathematics (Maths) results were below the state mean. 
 
Exam preparation refresher lessons were offered by the College in early Term 4, prior to the exams being held. 
18 students attended these courses and this was reflected in the higher percentage of students achieving band 
4 and 5 results when compared to 2013 HSC Maths results.  
 
Teachers’ reporting indicates the majority of students recognise Maths skills as relevant to their trade training, but 
not all are willing to apply additional time to revision and exam preparation at home or attend tutorials at College. 
Contextualising of HSC Maths to trade Maths is a focus of Maths teaching at the College.  
 
General Maths is a mandatory course for all College students as it essential in a technical trade career to be 
competent and confident in Maths knowledge and skills. In view of the high level of difficulty a small percentage 
of the HSC General Maths candidates experience, the College considered developing General Mathematics 1 
course as an alternative to the Year 12 General Maths 2 course for those candidates. However BOSTES pattern 
of study rules for HSC eligibility prevented the College from offering its students this option in 2014.  
 
6.6 English Studies: 

100% of the 2014 students elected to study this HSC course. The course does not have an external HSC exam 
component. Students follow a formal assessment program, with the results submitted to the Board of Studies and 
reported on their HSC result summary. Assessment results ranged from 82% to 54%, with 28% of students 
achieving 70% or higher course assessment results.  
 
The course has much less emphasis on literature and much more emphasis on communication and literacy skills. 
Student feedback continued to indicate that they found the English Studies course more relevant and therefore 
more valuable than traditional English literature studies courses they had previously studied.  

 

All of the students were given the opportunity to sit for the online Literacy and Numeracy tests that the BOSTES 
provides for senior school students. This test provides a Australian Core Skills Framework (ACSF) benchmark 
against which the students can measure their Literacy and Numeracy skills. 

 

6.7  Work Studies  

Five students elected to complete this course as an alternative to the Industry Based Learning (IBL) course. The 
students had personal circumstances that prevented them from completing 50 days of work placement during the 
year. All of the students met the course requirements and gained valuable career planning skills.  

 

6.8  2014 School-Based Apprenticeship and Traineeship (SBAT) Data 

Trade As at November 30th 2014 

 Year 11 Year 12 

Automotive   5   6 

Construction   1   3 

Electrotechnology   1   0 

Engineering - Mechanical   1   3 

Engineering - Fabrication   2   0 

Total 10 12 
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Certificate II and III trade training requires students to have significant industry experience as part of their training. 
The College timetable provides time dedicated to work placement or school based apprenticeships/traineeships 
to ensure students meet industry experience requirements without missing education and training time at the 
College.  
The school based training contracts available to students in NSW require students to have from 100 days to 180 
days of work with their employer as a part of their training contract. The College actively promotes students’ 
involvement in these school based training contracts to both students and employers. However, Hunter Valley 
employers continue to demonstrate a strong preference for fulltime apprenticeship/traineeships rather than school 
based apprenticeships/traineeships.  
 
2014 Year 11 students continued to demonstrate a preference for full time apprenticeships and traineeships rather 
than school based training contracts.  
 
The College has identified substantial benefit to both students and employers relating to school based 
apprenticeships/traineeships. Promotion of these training contracts to students and employers will continue in 
2015.  
 
6.9 Post School Outcomes  
 

6.9.1 Year 12 students 

 
91% of the 79 Year 12 students achieved Positive Post School Outcomes (PPSO) denoted by √ 
 

  % of student post school outcomes per outcome category 

Full Time 
Apprenticeship √ 

Full Time 
Employment  √  

Part Time 
Employment 

Full Time Training 
Course √ 

No Information 
available  

46 24 21 2 7 

 
6.9.2 Post school outcomes per trade group for Year 11 and Year 12 students who withdrew before 
achieving their HSC: 

PPSO denoted by √ 

Student Trade 
Group 

FT 
Apprenticeship √ 

FT Employment 
√ 

FT Education or 
Training √ 

*Other Total 

Automotive   5   2   3   7 17 

Electrotechnology   2   0   2   2   6 

Construction   3   1   4   2 10 

Fitting   5   0   0   1   6 

Fabrication   2   0   2   4   8 

Total 17   3 11 16 47 

      
 

* Includes students withdrawing due to long term illness, moving to another region or not providing a withdrawal 
reason.  

 

66% of the 47 students (45 from Year 11 and 2 from Year 12) who withdrew from the College in 2014 before 
attaining their HSC, achieved positive post school outcomes. 
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6.10 Student Retention Rates Year 11 and Year 12 

 

The student retention rate from February 2014 to August 2014 was 90% for Year 11 students and 95% for Year 
12 students. This represents a decreased retention rate of 3% for Year 11 and 1% for Year 12 when compared 
to 2013.  
66% of the Year 11 students who commenced their enrolment at the College in February 2013 completed Year 
12 in 2014. This represents an improvement of 10% when compared to 2013. Contributing factors to this improved 
retention rate include more students and employers recognising the importance of completing the HSC credential 
and a downturn in students exiting to take up fulltime apprenticeships before completing their HSC.  
 
Withdrawal from College to enter into a fulltime apprenticeship is viewed by many parents and students as a 
positive post school outcome. Whilst the College also views gaining a fulltime apprenticeship/ traineeship as a 
positive post school outcome, we remain concerned about the risks faced by students exiting before achieving 
their HSC. The main risk factor is the low completion rates for apprenticeships in NSW and particularly the high 
“drop out” rate from first year apprenticeships. Some of this dropout rate is attributed to poor literacy/numeracy/ 
problem solving skills of the first year apprentices. The College curriculum is designed to explicitly teach these 
skills with a view to improving student skill levels to avoid the drop out risk. 
 
6.11 Student Attendance  
Year 12 students’ average attendance rate was 91.6%.  Four Year 12 students achieved 100% attendance. Two 
Year 12 students experienced long term illness/injury during the year, which impacted on the overall attendance 
rate. Both students managed to complete Year 12.  
 
Year 11 students’ average attendance rate was 91.4%. Five Year 11 students achieved 100% attendance. 
 
The College regards these high attendance rates as an essential component of work readiness and employability 
skills.   
 
Student rolls are marked in period one of each school day. Parents of any student absent in period one are 
contacted by phone, email or text message by College Administration staff to gain parental confirmation of the 
absence and identify the reason and probable length of the absence. The details of the absence including the 
reason are recorded by the College. Where a parent/guardian cannot be contacted by the College on the day of 
the absence a letter is sent requesting parental information to confirm the reason for the absence.  
 
Students who have independent status and do not live with their parents or guardians are responsible for 
complying with College attendance requirements, including written confirmation of reasons for absence, doctors 
certificates etc.  
 
Students are required to submit doctor’s certificates or other prescribed statements relating to absences that 
exceed 3 days or occur on the day of a scheduled assessment task as outlined in the College student assessment 
policy.  
 
Students identified as having a pattern of attendance that may impact negatively on their course performance are 
required to negotiate an improvement plan, identifying the corrective actions needed to address the issue. 
 
The College organises extensive work placement for the students. Year 11 students have two scheduled days of 
work placement per week and Year 12 students have three days per week. Students are required to submit daily 
time sheets to the College office, signed by their host employer as evidence of attendance at work placement 
organised by the College. SBAT students also submit time sheets or copies of evidence of attendance at their 
place of work. 
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6.12 Actions Undertaken by the College to Promote Respect and Responsibility 
 
The College explicitly teaches the rights and responsibilities of young workers in relation to Anti-Discrimination 
EEO and WHS legislation, within the context of English Studies and their Trade courses. 
 
The College uses a WHS safety breach system similar to that in use in most worksites to reinforce the need for 
WHS compliance at all times. Toolbox talks are conducted on a regular basis to provide students with safety and 
responsible behaviour information and strategies. 
 
The College contributes to the Try a Skill program by providing resources and students who act as trade 
demonstrators for Try a Skill events across the Hunter Valley.   
 
Employer groups visited the College to deliver workshops about employer expectations relating to safe and 
responsible behaviour in workplaces and their recruitment practices.  
 
The College actively and consistently promotes respect as a cornerstone of the College values system that 
underpins all College systems, policies and procedures.  
 
The College continued to expand the social and emotional well-being program for its students. The two priorities 
in 2014 were driver safety and drug and alcohol awareness programs. A paramedic provided a program to raise 
student awareness of the damage vehicle accidents cause to drivers, passengers, families and emergency 
service personnel. Community groups provided workshops for drug and alcohol related problem awareness. 
Members of the Acquired Brain Injury Support group presented an interactive workshop to the students. They 
shared their personal stories of the circumstances of the brain injury and their loss and recovery experiences 
since acquiring the brain injury. Student feedback in relation to the social and emotional wellbeing program was 
very positive.  
 
This College continued to provide a student support officer, funded through the Commonwealth Government 
National School Chaplaincy and Student Welfare Program. The students gained significant benefit, particularly 
students who were dealing with family crisis such as homelessness, grief or other very difficult personal 
circumstances. Parents, students and staff were very positive about the provision of this service and the quality 
of the service provided.  
 
The College conducts a student awards program based on student achievement of the four College cornerstones 
each term. It is very rewarding to see so many students achieve these awards and demonstrate pride and 
confidence in their achievements.  
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Part Seven: College Policies 
 

7.1 Enrolment Policy (Full text of HTC Enrolment Policy) 
Enrolment at the College is open to all students who have completed the NSW School Certificate or equivalent 
and who wish to access a trade based Vocational Education and Training as a major component of their Higher 
School Certificate program. 
 
All students are required to complete an aptitude test, measuring workplace communication, workplace numeracy 
and mechanical reasoning skills.  The College regards mechanical reasoning as the key aptitude for trade careers. 
All students complete an interview that provides the candidate with an opportunity to identify their preferred trade 
and their commitment to a trade career.  
 

1. Purpose  

 Section 22 of the Education Act 1990 requires students between the ages of six and seventeen to be 

enrolled at a government or registered non-government school and to attend that school whenever 

instruction is provided, or to be registered with the Board of Studies for home schooling.  

 All students who are enrolled at College, regardless of their age, are expected to attend that College 

whenever instruction is provided. 

 

2. Scope  

 This policy applies to the Hunter Trade College (“the College”) and its staff and enrolled students. 

 

3. Definitions 

  

CEO  Chief Executive Officer 

HSC Higher School Certificate 

The “College” Hunter Trade College 

     

4. Responsibilities and delegations  

Parents and Carers Parents and carers are responsible for ensuring that a student in their care 

who is enrolled at the College attends regularly.  

Students who are 18 years of age or older and students who present 

evidence that they live independently are responsible for their own regular 

attendance.  

Parents, care givers and students are responsible for ensuring the College 

has current information about their residential address and contact 

information. The College administration office requires students/parents to 

provide new address and contact details within 30 days of a change of 

address or contact details occurring. Regular reminders are issued in the 

College parent newsletter.  

Parents, care givers and students are responsible for notifying the College if 

they are withdrawing from enrolment at the College. See College Attendance 

Policy and Procedures. 

 

http://www.austlii.edu.au/au/legis/nsw/consol_act/ea1990104/
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Staff 

 

The CEO delegates the responsibility for maintaining a current register of 

all students who are enrolled at the College to designated College 

administration staff. 

CEO 

 

The CEO will ensure that the College maintains a register of enrolments that 

includes for each student the:  

 Name, age and address, 

 The name and contact telephone number of parent(s)/guardian(s), 

 Date of enrolment and the date of leaving the school and the student’s 

destination, 

 Previous school or pre- enrolment situation. 

The CEO has the delegated authority to approve an application for exemption 

of enrolment for a student in particular circumstances such as a student 

under the compulsory attendance age who wants to take up a fulltime 

apprenticeship/traineeship. See Section 5.2 Exemptions procedures. 

 

5.0 Policy and Procedures 

 

5.1 Enrolment Procedures 

 

5.1.1 Enrolment in the Year 11 and Year 12 HSC programs is open to all students who have  

 completed Year 10 or an equivalent course of study and who have at least average  

 Mechanical Reasoning aptitude results as measured by the ACER testing administered by  

 the College.  

5.1.2 Students fill out an application form and complete the College student interview and ACER testing 
process. Successful students are then offered an enrolment in the College Preliminary HSC/ HSC 
program depending on the interview and ACER testing results.  

5.1.3 Any student who is not offered enrolment is contacted by the College and the reasons for not offering 
enrolment are identified and discussed with the student and their family by College staff. Advice about 
alternative programs is supplied by the College staff. 

5.1.4 Interview notes and ACER test results per individual student are retained in the individual student 
file. All student enrolment information is subject to regulatory requirements such as privacy 
legislation.  

5.1.5 The College Enrolment Form is attached. See as Attachment 1. 
 

5.2 Exemptions from Enrolment 
 

5.2.1 Parents/caregivers/ students who live independently seeking an exemption from continued 
enrolment for a student of compulsory school age must apply in writing for an exemption from  
enrolment at College. See Attachment 2.  

 
5.2.2 Reasons for exemption from enrolment include.  

 Entering into an apprenticeship/traineeship contract.  

 Part time employment of at least 20 hours per week.  
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5.2.3 Documentation supporting the application must be included with the application form. E.g. copy 
of the signed training plan for the apprenticeship/traineeship, statement from the employer 
detailing the hours of work offered.  
 

5.2.4 The CEO may grant a certificate of exemption if the circumstances documented in the 
application meet the requirements of Section 25 of the Education Act.  See Attachment 3.   

 

5.3 Variation 
 
The College reserves the right to review, vary or revoke this policy. 

 
 
7.2 Other College Policies 
College policies are reviewed biannually or if relevant circumstances experience significant change, such as a 
change in legislation or regulation. 

 
7.2.1 College policies related to student welfare, discipline, complaints and grievances include: 

 Acceptable Use of Computers  

 Administering Medicines  

 Anti-Bullying 

 Assessment and Reporting 

 Attendance Policy and Procedures 

 Child Protection 

 Complaints 

 Disability and Inclusiveness  

 Discipline  

 Drug and Alcohol 

 EEO, Anti-Discrimination, Harassment and Bullying  

 Excursions  

 Fee Refunds 

 Grievances 

 Homework 

 Isolation Procedure Danger Tag and Out of Service Tag 

 Leadership 

 Mobile Phones 

 Mentor Program 

 WHS 

 WHS Risk Management 

 Pastoral Care 

 Procedural Fairness 

 Privacy and Personal Information 

 Returning to College  

 Smoke Free Workplace 

 Uniform  

 Vehicles Use 
 
The full text of these policies is available to parents and students on the College intranet or as hard copy on 
request from the Administration office. 
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Part Eight - Priority Areas for Improvement 
 
8.1 Progress on Achieving the 2014 Improvement Targets 
 
These are extracted from the College Strategic Plan 2014 -2015 and the Annual Operating Plan 2014. 
 
Target 1: Student retention rates continue to increase.  
 
2014 retention KPIs: 

 Year 11 retention from February census date to August census date: 91% - Achieved. Actual rate was 
90.5% 

 Year 11 retention from August census date to February census date: 57% - Achieved. Actual rate was 
91% 

 Year 12 retention from February census date to August census date: 92% - Achieved. Actual rate was 
95%.  

 
Target 2: The College culture has a focus on development of student physical and mental health and 
safety.  
 
2014 KPIs: 

 HTC provides programs to support and develop student emotional, social, and physical wellbeing and 
safety. Achieved.  

 The programs that are delivered during the year have positive evaluations from students and staff. 
Achieved. 

 
Target 3: Students with disabilities are identified and supported. 
 
2014 KPIs  

 Students with disabilities are identified and supported with an Individual Education Plan indicating 
reasonable adjustment of learning and assessment and other support details where relevant. Achieved.   

 HTC collects required evidence and applies for and receives disability support funding where available. 
Achieved.  

 
Target 4: The quality and quantity of students’ work placements meets course and regulatory (BOSTES 
and ASQA) requirements.  
 

2014 KPIs  

 Annual satisfaction surveys indicate 70% or better student and parent satisfaction levels with work 
placement.  

 Partially achieved. Actual parent satisfaction rate with the work placement program was 85% in the 
parent satisfaction survey. Overall student satisfaction rate was not measured as a separate survey item 
in the 2014 student satisfaction survey. It will be measured as a separate survey item in the 2015 student 
satisfaction survey.  

 Work placement delivery complies with BOSTES and ASQA standards.  
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 Achieved. In addition to meeting BOSTES and ASQA standards an alternative HSC accredited work 
place learning course, Work Studies was offered to Year 12 students who chose to do a reduced amount 
of work placement due to medical or personal reasons. Six students completed this course, which 
involved theoretical course work, 15 days of work placement and four scheduled assessment tasks. All 
of the Work Studies students were highly satisfied with the course. It will again be offered to 2015 Year 
12 students as an alternative to the Industry Based learning Course which requires students to complete 
50 days of work placement annually.  

 

8.2 2015 improvement Targets 

These are extracted from the College Strategic Plan 2014 – 2015 and the Annual Operating Plan 2015.  

Target 1: Market research is conducted to identify viable course additions to HTC curriculum that attracts 

increased number of students to enrol at the College.  

2015 KPIs: 

 Market research is completed to identify viable and attractive course additions.  

 Preparation is completed to enable one additional course to be added to HTC registered scope of courses 

for 2017 implementation  

Target 2: Students value the HTC work placement program 

 

2015 KPIs: 

 Overall student satisfaction (as measured in the annual satisfaction survey) with work placement services 

averages 70% or better. 

Target 3: Student enrolment retention rates continue to increase.  

 
2015 KPIs: 

 Year 11 retention from February census to August census dates is 91% or better. 

 Year 11 retention from August census date 2015 to February census date 2016 is 61% or better. 

 Year 12 retention rate from February census date to August census date is 92% or better. 

Target 4: The College implements improvements to VET education as identified in the 2014 student 

satisfaction survey. 
 
2015 KPIs: 

 A standardised tool management procedure for all workshops is implemented in 2015. 

 A review of the amount of practical components in the VET competency delivery and assessments is 

conducted with the aim of increasing the time allocated to practical work. 
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Part Nine – Financial Information 

9.1 College Income and Expenditure  

 
 
 
 

 


