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Delivery Site Address 

South Western Sydney LHD 

Centre for Education and Workforce Development 

Liverpool Hospital Eastern Campus 
Scrivener Street (Boom gate entrance to Eastern Campus of Liverpool Hospital) 

Warwick Farm NSW 2170 

Or 
Centre for Education and Workforce Development 

Locked Bag 7279 

Liverpool BC 1871 

Telephone: (02) 9828 5920 
http://www.swslhd.nsw.gov.au/cewd/ 
 

Delivery Site Administration Office: 

South Western Sydney LHD 
Centre for Education and Workforce Development 

Liverpool Hospital Eastern Campus 

Scrivener Street (Boom gate entrance to Eastern Campus of Liverpool Hospital) 
Warwick Farm NSW 2170 

Or 

Centre for Education and Workforce Development 
Locked Bag 7279 

Liverpool BC 1871 

Telephone: (02) 9828 5920 
http://www.swslhd.nsw.gov.au/cewd/ 

http://www.swslhd.nsw.gov.au/cewd/
http://www.swslhd.nsw.gov.au/cewd/
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Introduction 
NSW Health Registered Training Organisation (RTO) is registered by the Australian Skills Quality Authority to 
deliver Nationally Recognised Qualifications, Skill Sets, and Units of Competency. Its Registered Training 
Organisation Number is 90198. 

This document will inform interested applicants of the essential elements of the BSB51918 Diploma of 
Leadership and Management Program. The focus of this program is on learning through workplace 
experiences and change initiatives. Students will explore leadership and management concepts and 
principles to ensure successful application of these practices in the workplace. 

For further information, prospective students should refer to the NSW Health RTO Student Handbook, 
which can be found by following the links from www.heti.nsw.gov.au. 

Target Group 
BSB51918 Diploma of Leadership and Management is targeted at existing managers, leaders and senior 
supervisors who are working in a wide range of contexts within health.  

The managers, leaders and senior supervisors may have existing qualifications and technical skills in any 
given vocation or profession, but require the recognition and extra skills in management functions. 

At this level, the target group provide leadership and guidance to others and take responsibility for the 
effective functioning and performance of the team and its work outcomes. This is an opportunity for 
managers to develop the required skills and knowledge to manage workflow, lead people and contribute to 
improving workplace culture. 

Program Learning Outcomes 
At the end of this program, you will have the knowledge and skills to: 

 Develop and use emotional intelligence within the workplace.  

 Manage their own and those of your team’s performance and professional development. 

 Facilitate all aspects of teamwork within the organisation. 

 Provide leadership behaviour and personal and professional competence. 

 Manage risks in a range of contexts across the organisation.  

 Manage and lead continuous improvement systems and processes. 

 Develop and monitor implementation of the operational plan to provide efficient and effective 
workplace practices. 

 Integrate, maintain and evaluate the organisation’s work health and safety (WHS) policies, 
procedures and programs in the relevant work area, according to WHS legislative requirements. 

 

No licensing, legislative or certification requirements apply to this qualification. 

Program Content 
Total number of units required for this qualification = 12  

 4 core units plus 

 8 elective units 
 

http://www.heti.nsw.gov.au/
http://www.heti.nsw.gov.au/
http://www.heti.nsw.gov.au/
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Elective units selected are relevant to the work environment and the qualification, maintain the integrity 

of the AQF alignment and contribute to a valid, industry-supported vocational outcome. 

 

The electives outlined below have been selected after district wide consultation in order to meet local 

business needs and to meet qualification requirements. All elective units have been chosen from the 

elective units as shown in the qualification packaging in the Training Package. Electives for this 

qualification have been chosen to ensure that students achieve a well-balanced knowledge and skill set 

in a range of business areas. 

 

Core Units  

1. BSBLDR511 Develop and use emotional intelligence 
2. BSBMGT517 Manage operational plan 

3. BSBLDR502 Lead and manage effective workplace relationships 

4. BSBWOR502 Lead and manage team effectiveness 

 

Elective Units  

5. BSBHRM405 Support the recruitment, selection and induction of staff 

6. BSBMGT502 Manage People Performance 

7. BSBMGT516 Facilitate continuous improvement 
8. PSPGEN050 Manage conflict 

9. BSBRSK501 Manage risk 

10. BSBWOR501 Manage personal work priorities and professional development 

11. BSBWHS501 Ensure a safe workplace 

12. BSBADM502 Manage meetings 

 

In addition to the UOCs, students will also complete the Myers Briggs Type Indicator. This activity will be 

conducted as an introspective self-report activity to gain a greater understanding of psychological 

preferences in how people perceive the world around them and make decisions. 

Delivery Mode 
This qualification is delivered over 12 months, through a combination of internal, external and 

workplace based delivery. 

 

Internal Delivery - Consisting of 10 classroom based sessions (face to face) conducted at the Ngara 

Education Centre – Liverpool Eastern campus.  

 

External Delivery – The workshops are supported by an online My Health Learning (MHL) where 

additional training materials are available to the students. MHL learning requirements are detailed 

within the course guide (see pre-requisite learning) and include the recruitment suite of courses 

Students are encouraged to obtain a copy of the recommended course textbook and can undertake pre 

reading prior to the commencement of each unit of competency. 

 

Workplace-based – Students in the BSB51918 Diploma of Leadership and Management are required to 
undertake structured workplace training in order to put into practice skills and theories that they have 

learnt in the workshops. These activities will include but are not limited to; conducting workplace 
planning, chairing meetings, conducting a recruitment panel, and participate in performance 

management sessions. There are specified workplace training tasks to be undertaken within certain 

units.  This is supported by submission of work place portfolio of evidence or third party reports by the 
Manager or Educator 
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Face to Face Sessions 
The ten (10) full-day sessions are conducted in three (3) blocks from October 2019 to August 2020. 

These sessions are designed to help enhance your knowledge and skills in relation to the units of 

competency covered under this qualification.   

 

E Learning on My Health Learning (MHL) 
Students are required to complete the following e-learning courses on MHL during 2019. Each course 

must be completed prior to the relevant face to face sessions.  

 

Code of conduct       Course Code: 39962644  

Emotional Intelligence      Course Code: 93450040 

Introduction to WHS for managers    Course code: 39980660 

Manage meetings       Course Code: 40017585 

Conflict Resolution      Course Code: 39964199 

Teamwork and team processes    Course Code: 39966583 

Building effective teams     Course Code: 39831483 

Effective workplace conversations    Course Code: 39832364 

Recruitment suite of courses 

- The Interviewer     Course Code: 117938423 

- Recruitment: Preselection    Course code: 206764095 

- Recruitment: Selection    Course Code: 206764765 

- Recruitment: Post Selection    Course Code: 206767071 

- Employment: People with a Disability  Course Code: 214564254   

 

You will be targeted to a pathway in MHL specifically for the BSB51918 Diploma of Leadership and 

Management learning units; you will need to complete all of these modules as part of the BSB51918 
Diploma of Leadership and Management. Once completed print your certificate and attach to the 

relevant Student Assessment Workbook (SAW).  

  

Workplace based learning 

Workplace-based learning is what you actually do in practice and is predominantly carried out in the 

workplace itself. Workplace-based assessment is gathering information about aspects of your work, 
which is then used in assessments. The collection of workplace-based assessments is usually in the form 

of a portfolio of evidence, third party reports, which assist in informing judgments about your overall 

progress within the program.  

 
Most will have an estimated minimum of 8 hours of personal study time per week, with some of these 
activities being able to be undertaken as part of daily work activities. 

Program Location 
The face to face training is conducted at South Western Sydney LHD, Centre for Education and Workforce 

Development in the Ngara Education Centre on the Liverpool Hospital Eastern Campus. 

 

Online training is accessed on a computer via My Health Learning (MHL) link. 

 

Workplace based learning is carried out in the students’ workplace within SWSLHD.  
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Workplace Arrangements 
The program uses an action learning approach which is based on the view that in order to change we need 

to practice new behaviours and skills, receive feedback, see results and integrate these new behaviours and 

skills into effective performance. 

 

This means students will be drawn from the LHD and who may be required to provide leadership to health 

staff in clinical and non-clinical roles. 

 

To demonstrate competence in each of the units within the qualification, students will be required to 

complete all assessment workbooks and the Workplace Project. It is expected that students will complete 

these requirements outside of the training workshops. This will require a substantial time commitment 
from students and their managers. Workbook submission dates and expectations for assessment tasks will 

be outlined at the first face to face session. 

 

The support of and commitment to the program from the students’ manager/sponsor is essential.  

Managers must support the student throughout the program and the workplace project which would 

include defining, planning, execution and completion of the project. 

Entry Requirements 
Students must be NSW Health Staff and are required to be currently working for SWSLHD at the time of 

enrolment.  

 

The specific program entry requirements are: 

 Students will have a good command of written and spoken English along with basic mathematical 

skills.   

 Students have to complete an Expression of Interest (EOI) form as part of the application process.  
The submission will be reviewed prior to acceptance into the program.  

 Students must undertake a workplace project that will support them through the qualification.  

They must hold a team leader or project manager role in this project.   

 
Enrolment into the program is a 2 tier approval process. Each student must enrol in the BSB51918 Diploma 
of Leadership and Management program via the My Health Learning (MHL) website. They must obtain 
approval from their managers to process to the second approval level. Once approval is granted the student 
must complete the Expression of Interest (EOI) process that is reviewed and final approval is granted by 
South Western Sydney Centre for Education and Workforce Development (SWSCEWD).  
It is not envisaged that the student characteristics of the target group as a whole, will have any specific 
support needs. Individual support will be provided on an as needs basis. 
 
Pre-Requisites  
There are no pre-requisites for this program. 

Level of English Language 
All NSW Health RTO programs require you to meet minimum English language levels before you enrol. To 
get the most from your program, you should be able to read online material and textbooks, complete 
written assignments and conduct research independently. Your study will include online assessments, text-
based discussions and collaboration. 
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Some programs require prospective students to complete a LLN assessment to determine if they have the 
required LLN skills to participate in the program. Where the student is deemed not to have the required 
level of LLN skills, NSW Health RTO will plan a program of support to enable the student to develop the 
required levels of skills prior to enrolling in the program or refer the student to an external provider to 
develop these skills. 

Students will need to have a good command of written and spoken English along with basic mathematical 
skills.  If students would like to complete an online assessment of their language, literacy and numeracy 
skills, they can contact the Program Coordinators for further details.  An online self-assessment tool will be 
provided to students who may be interested. This tool can help students determine their learning level and 
help plan for future studies. 

Enrolment & Selection Process 
Application 

Students must be NSW Health Staff and are required to be currently working for SWSLHD at time of 

enrolment.  

 

Enrolment into the program has a 2 tier approval process. Students must enrol in the BSB51918 Diploma of 

Leadership and Management program via the My Health Learning (MHL) website.  

 

Tier 1 approval must be obtained from their managers. This approval indicates that their Manager is willing 

to support and guide the student during the course enabling workplace experiences relevant to their 
learning. 

 
Tier 2 approval occurs through the submission of an Expression of Interest (EOI) process. The EOI is 
reviewed and assessed by the Program Coordinator to ensure the student will be able to complete the 
course requirements. This final approval is granted by South Western Sydney Centre for Education and 
Workforce Development (SWSCEWD). 
 

Expression of Interest (EOI) 

All EOIs will be assessed and a decision will be made by the Program Coordinator on the most suitable 
applicants. If further information is required, an interview may also be conducted. Successful applicants will 
be notified of their acceptance into the program as soon as practicable after the EOI closing date. 

Selection 

Successful applicants into the program will be provided with a formal offer to commence the program. 
Once the offer of acceptance is completed and returned to the Program Coordinator, you will then be 
required to complete your enrolment by following the NSW Health RTO Enrolment Requirements indicated 
below. 

NSW Health RTO Enrolment Requirements 

Successful applicants will be required to complete the following NSW Health RTO enrolment requirements 
before program commencement: 

1. Unique Student Identifier (USI) – Easily obtained online 
2. AVETMISS 
3. RTO Participant Declaration 
4. RTO Enrolment Data Collection Form 
5. Any other related forms required 

The delivery site administration office will contact the successful applicants with guidelines on how to 
complete these requirements. 
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Assessment Requirements 
To receive the BSB420145 Diploma of Leadership and Management qualification, you must successfully 
undertake and complete all the assessment requirements for the twelve (12) units of competency (UOC) as 
outlined in the Assessment Plan.  

You will be provided with a Student Assessment Workbook for each UOC. These workbooks contain detailed 
information relating to the assessment requirements and outline the tasks which require completion. 

Students may choose to exit before completion of a full qualification. However, to receive a Statement of 
Attainment, students must complete all assessment requirements for each UOC. 

The following assessment methods have been adopted for the qualification. 

 Written Activities 

 Case Studies  

 Workplace Activities 

 Portfolio of evidence 

 Research or Reports. 

 Third party reports  

 Workplace Project 

Recognition of Prior Learning 
Recognition of Prior Learning (RPL) is an assessment process that allows experienced individuals to gain a 
full or part qualification by producing evidence of what they already know, can do, and have done. 

NSW Health RTO encourages all applicants to consider applying for recognition when they enrol in a 
qualification/ program, if they think they may be eligible so that their learning pathway is identified early 
and training delivery is efficient and appropriate. 

Applicants interested in claiming recognition for one or more units of competence for this program should 
refer to the NSW Health RTO Student Handbook and contact the Program Coordinator to discuss eligibility 
and process requirements. 

Credit Transfer 
Credit Transfer will be granted for any Unit(s) of Competency (UOCs) that you have previously attained from 
other RTOs or education providers, and which directly match or deemed equivalent to UOCs within the 
program you have enrolled in. 

To apply for credit transfer, or to find out more, refer to the NSW Health RTO Student Handbook and 
contact your Program Coordinator prior to or on enrolment to discuss arrangements. 

Qualification Pathway 
After completing the Diploma of Leadership and Management, you may undertake: 

 BSB61015 Advanced Diploma of Leadership and Management  

This may include higher VET qualifications (if available) and/or degree qualifications. 
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Materials and Equipment 
NSW Health RTO ensures that all facilities are equipped with the necessary equipment and resources for 

training to be conducted. 

NSW Health will ensure that students have access to the required physical workplace facilities and 
equipment including: 

 Training rooms, student study rooms, etc. 

 Access to Managers and Supervisors to provide opportunities for skill and knowledge development 
and application 

 Computers and up to date software (via the workplace) 

 Access to the internet and libraries within the district 

 Telephones within the district 

 Television and DVD recorder 

 Tables and chairs 

 Students can borrow SWSCEWD laptops for the day from the front desk at the training venue.  The 

laptop must be returned to the front desk at the end of the day. 

Access and Equity Arrangement 

Student support needs 
The needs of students are identified upon enrolment in their chosen program of study. Information on the 
student’s needs is gathered through one or more of the following methods: 

 Information provided by the student on the application and/or enrolment forms. 

 Completion of a formal language, literacy and numeracy skills test and assessment of the results to 
determine level of student and therefore suitability for program. 

 Discussion with the student during their program orientation. 

 Gathering information about each students’ prior formal and informal learning and encouraging 
them to seek recognition for this through the RPL process. 

NSW Government Funding Subsidy 
Places in this program may be subsidised by the NSW Government. If you are successful in receiving a 
subsidised place you will be notified by the delivery site administration office. You will be provided with 
appropriate information about the Consent Forms and Declarations that need to be signed. You will also be 

provided with information about fees and refunds and any additional information. 

You will need to provide identification such as a Drivers Licence or Passport. 

Smart and Skilled Student fees for SWSLHD employees will be paid by SWSLHD Learning and Development. 

For more information regarding government subsidy please contact your Program Coordinator. 

For further information on Smart and Skilled, refer to www.smartandskilled.nsw.gov.au  

Program Fees, Refunds and Payment Options 
This program is targeted for NSW Health employees working in South Western Sydney Local Health District 
(SWSLHD). NSW Health will pay all student charges for SWSLHD employees only. 

NOTE: All Smart and Skilled Funded students are required to pay a Student Contribution Fee. SWSLHD 
Learning and Development has agreed to fund the administration fee on learner’s behalf. 

http://www.smartandskilled.nsw.gov.au/
http://www.smartandskilled.nsw.gov.au/
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Program Enquiries 
For all program enquiries please contact: 

Delivery Site Address 

Ngara Education Centre 

Centre for Education and Workforce Development  

South Western Sydney Local Health District  

Liverpool Hospital (Eastern Campus) 

Elizabeth Street 

LIVERPOOL NSW 2170 

 

Delivery Site Administration Office: 

Email : SWLHD-CEWD@health.nsw.gov.au 

Phone: 02 8738 5920 

 

Program Coordinator 

Merridy Gina 

Workforce Educator (L&M) 

Phone: 02 8738 5986 

Email: merridy.gina@health.nsw.gov.au 

 

Administration- Course administrative officer 

Fariha Ali  

Phone: 02 8738 5917 

Email: Fariha.Ali@health.nsw.gov.au 

 

General SWSCEWD Administration 

T: 02 8738 5920 

Email: CEWD.SWSLHD@health.nsw.gov.au  

 

mailto:SWLHD-CEWD@health.nsw.gov.au
mailto:merridy.gina@health.nsw.gov.au
mailto:Fariha.Ali@health.nsw.gov.au
mailto:CEWD.SWSLHD@health.nsw.gov.au

