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Welcome
Welcome to the Arts Academy, University of Ballarat. For our first year students, congratulations on obtaining a place in one of our TAFE programs. I hope that you enjoy your years here as we assist you to prepare for a role in the arts. For our continuing students, welcome back. I trust you are refreshed and ready to progress your study in the Arts. 

The Arts Academy offers degree and diploma programs in the visual and performing arts and works primarily from campuses in Camp Street and Lydiard Street in the heart of Ballarat. Visual Arts is also offered in Horsham as well as special visual arts programs at Ararat Prisons and Langi Kal Kal.

Ballarat has a rich cultural history. Some examples are:  the Ballarat Fine Art Gallery is the second oldest public art gallery in Australia after the National Gallery of Victoria and is widely regarded as having the finest collection of any regional gallery in Australia; Her Majesty’s Theatre is the oldest continuously operating performing arts theatre in Australia; the Royal South Street Society (a former owner of Her Majesty’s) has supported performing arts in the Ballarat community for over 140 years. Arts programs were first offered in 1907 by the School of Mines, one of the predecessor organisations that form the University of Ballarat: thus the Arts Academy is the second oldest provider of formal arts training in Australia and in 2007 we hope to celebrate this achievement with some special events.

The Arts Academy builds on this proud history through contemporary cultural thought and action, exemplified in the Camp Street Campus which blends fine Victorian buildings, for which Ballarat is rightly famous, with the recent work of Daryl Jackson, one of Australia’s leading architects. Our programs are designed to shape your talents, expand your skills in your chosen discipline, and introduce you to professional arts practice.

This booklet is designed to inform you about the structure and requirements of the TAFE course you are undertaking, to outline the content of units you will study (for our first year students), to make you aware of some University services and to provide some tips on negotiating life on and around the city campuses of the University safely and effectively. If you require more detailed information, you will find it on the University of Ballarat web page, under http://www.ballarat.edu.au/vfed. You will also find much more valuable information on Your UB website.

I look forward to working with you and I hope that you make many friends among staff and students, that you find your studies and activities stimulating, and that you obtain a qualification worthy of your talent and your work here.
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Introduction to Campuses
SMB Campus, Lydiard Street

The Ballarat School of Mines and Industries (SMB for short) was established in 1870. The University of Ballarat traces back to SMB. In later years, SMB was a TAFE College until it merged with the then University to become the TAFE Division of the University of Ballarat. Within the University, you will hear and see references to Higher Education courses and to TAFE courses. Both kinds of courses are offered within the Arts Academy with parts of most courses of both kinds taught on both campuses so you will probably find yourself in activities at Camp Street and at Lydiard Street at different times. Ceramics studios are located at Lydiard Street as is the branch of the University library you will need to use. Performing and Visual Arts workshops and the photography studio are also located at the Lydiard Street campus. 
The Courthouse Building built in 1868 was the former Supreme Court. It is the home of the Diploma of Live Production, Theatre and Events course although it is also used by other courses – particularly the Diploma of Theatre Arts course. The Courthouse Theatre, which seats 130 people, is located in this building. There are also dressing rooms, a multipurpose classroom, a small sound studio and various offices and equipment stores.
Camp Street Campus

This campus has probably the most famous background of any University campus in Australia. Camp Street is so called because it was where the police pitched their camp on the high ground overlooking the diggings on the river flat below in the early 1850s. It was from this camp that the force of soldiers and police marched early on the morning of 3 December 1854 to attack the stockade erected by miners on the Eureka lead. You begin your studies here in 2007, the year of the 152nd anniversary of the Eureka Stockade.  

In the years after 1854, the area around Camp Street was mostly used by governments as public buildings for various functions. Most of these functions had moved elsewhere by the mid 1990s. That created the opportunity to develop this main campus for the Arts Academy, University of Ballarat. The Camp Street Campus opened in February 2002. It is the centrepiece of the central Ballarat Arts Precinct with the Ballarat Fine Art Gallery adjoining the Campus at the northern end and Her Majesty’s Theatre a little to the south along Lydiard Street. The Campus incorporates four former public services buildings and two new buildings. The six buildings of the campus are shown on the visitor map at the back of this booklet. After four years on the site, most major works are completed but we are still learning from experience about the best ways to use and develop our spaces on this wonderful, historic site. A brief outline of past and present use of each building is given here.

Post Office Building: This was the Ballarat Post Office from 1863 till the late 1990s. Be kind to anyone who asks you where to buy stamps in the building as some older Ballarat citizens and visitors to the city still occasionally do. The former public area is now the Post Office Gallery where, if you are a Visual Arts student, we will expect to admire some of your work on public display at some time. The former mail sorting room is now the Post Office Box Theatre. Other parts of the building house drawing, intermedia, printmaking and papermaking for Higher Education, the TAFE Koori Arts studio, acting studios and staff offices and tutorial rooms.

Library Building: It does not hold a library now and we might have to think of a suitable new name. For over 100 years until about 1995 it did house the Ballarat Public Library. Downstairs now is the General Computer Lab, the student lounge (not as spacious as we would like) and the BallarART Art Supplies Shop operated by the Student Association. The Student Association also has an officer available on Campus, whose office in located in the Student Lounge. Upstairs are studios for visual and performing arts, rooms for postgraduate and Honours (Visual Arts) students, wardrobe rooms and some offices. It is a bit of a rabbit warren up there – proceed with care.

Old Law Courts Building: The multi-storey cream brick building facing down Camp Street was built about 1940 for State Government purposes and many local people still think of it as the Law Courts building. The big room on the second floor, the Media Arts Studio was, until a few years ago, where the Supreme Court sat in Ballarat. You will notice that many of the old door signs in the building have been retained for heritage reasons. The Head’s office and other Arts Academy administrative offices are on the ground and first floors. On higher floors are staff offices, Video-Conference Room, tutorial and teaching spaces and the TAFE Graphic Arts studio. The building is still referred to as the Old Law Courts Building. There may be several reasons for thinking of a new name for this building, too!  

Old Sheriff’s Office housing the Masterfoods Performing Arts Studio: This is the old red brick building behind the OLC Building facing Camp Street. It was once the Sheriff’s Office and a Magistrate’s Court. The present name has been bestowed in recognition of a substantial gift to the Arts Academy Foundation. The building is used for music and singing teaching as well as performances.

New North Building: This is one of the two new buildings on campus. The Higher Education Graphic Design / Multimedia studio occupies the first and second floors on the Camp Street side and the Higher Education Painting studio, the same two floors on the other side. The top floor holds two ensuite studio rooms with kitchenettes and three four-bedroom units with a fully equipped kitchen and common area. These units are managed by the University Accommodation Services Section. 

New South Building: Built in the former Post Office courtyard, this building houses the 144 seat Helen Macpherson Smith Theatre (also named after an Arts Academy benefactor). Above the theatre are three movement studios and another two floors of student accommodation units consisting of twenty-four ensuite studio rooms with kitchenettes and a large fully equipped kitchen and common area.

Diploma of Live Production, Theatre and Events (Technical Production) CUE50303
Course Coordinator 

Jef Hammersley. Telephone (03) 5327 8096. Email j.hammersley@ballarat.edu.au
Teacher of Lighting, Production Management, OH&S
Full Time Staff

Rex Hardware. Telephone (03) 5327 8170. Email r.hardware@ballarat.edu.au
Teacher of Audio, Vision, Production Management
Sessional Staff
Robert McKenzie. Telephone (03) 5327 8096. Email r.mckenzie@ballarat.edu.au
Teacher of Stage Management, Lighting, Vision

David Nelson Telephone (03) 5327 8170.
Teacher of Audio

1.
Course Structure: The course provides the skills required for students to work as a technician in the entertainment industry with special emphasis on the areas of lighting sound and vision. This is a nationally recognised qualification designed by the industry.
Course work is intensely practical. Students will be involved in providing technical support for a range of “in-house” productions and will also be assisted in getting placements in a variety of workplaces. 

While we expect students to get a broad range of skills there is also room for individual specialisation in areas of interest.  

1.1 
Major Studies Program: This course can be complete in two years of fulltime study, with students competently completing all units.  A Certificate IV exit point is available after the successful completion of first year.
1.2
Assessment: Staff from each unit area will provide outlines of assessment expectations. Competency Based Training is concerned with assisting people to gain specific competencies that are required in the workplace.
This course has been designed to meet the particular skills and knowledge appropriate to this vocation. A student will be assessed as Competent or Not Competent by performing set tasks at specified standards, under prescribed conditions.


1.1 Objectives: The Diploma of Live Production, Theatre and Events (Technical Production) will provide a teaching program and resources which will: 

· Provide the skills necessary for students to work in the area of lighting sound and vision in the entertainment industry

· Develop risk management skills

· Coordinate production operations

· Effectively operate and maintain professional lighting and sound equipment 

· Apply OH&S and first aid skills in a professional environment 

	DIPLOMA OF LIVE PRODUCTION, THEATRE AND EVENTS

	Certificate III – Year 1
	Hours

	CUEIND01B
	Source and apply entertainment industry knowledge
	10

	CUFSAF01B
	Follow health, safety and security procedures
	15

	CUECOR02B
	Work with others
	15

	CUECOR01B
	Manage own work and learning
	10

	CUESOU07A
	Apply a general knowledge of audio to work activities
	40

	CUELGT03B
	Install and operate follow spots
	50

	CUELGT05B
	Record and operate standard lighting cues
	100

	CUEAUD06A
	Apply a general knowledge of vision systems to work activities
	20

	MEM18.1AB
	Use hand tools
	20

	MEM18.2AA
	Use power tools/hand held operations
	20

	CUETGE15A
	Handle physical elements safely during bump in/ bump out
	80

	Sub-total
	
	380

	Certificate IV – Year 1
	

	CUEOHS01B
	Implement workplace health, safety and security procedures
	60

	BSBFLM404A
	Lead work teams
	50

	CUETEM01B
	Coordinate production operations
	45

	CUETEM06A
	Organise and monitor bump in/bump out
	150

	THHGHSO3B
	Provide first aid
	24

	CUESOU03B
	Operate professional audio equipment
	100

	CUESOU11A
	Set up and operate stage monitor systems
	70

	CUESOU08A
	Select and manage microphone and other audio input sources
	30

	CUFLGT02B
	Prepare, install and test lighting equipment
	25

	CUELGT06B
	Set up, record and operate lighting cues and effects
	100

	CUFCAM01A
	Set up and operate a basic video camera
	50

	Sub-total
	
	704

	Year 2
	

	CUETEM03B 
	Establish and manage production requirements and resources 
	45

	THHGLE22A
	Manage Risk
	60

	BSBFLM503A 
	Establish effective workplace relationships
	60

	CUESOU04B 
	Mix live audio
	140

	CUELGT07B 
	Record and operate lighting using advanced techniques
	140

	CUEAUD03B
	Operate vision systems
	80

	CUESMT11A
	Create, update and use production reference documents
	100

	CUSADM03A
	Manage a project
	50

	CUETEM08A 
	Realise productions
	250

	Sub-total
	
	925

	TOTAL
	
	2009


UNIT 
CUEINDO01B SOURCE AND APPLY ENTERTAINMENT INDUSTRY KNOWLEDGE 

NOMINAL HOURS
10 

PURPOSE
This unit describes the skills and knowledge required to source, apply and update a general knowledge of the live entertainment industry, including industry structure and operation, employment obligations and the impact of new technology.  This knowledge underpins effective performance in all work roles within the entertainment industry.  In- depth knowledge is not required. 

UNIT
CUFSAF01B FOLLOW HEALTH, SAFETY AND SECURITY PROCEDURES 

NOMINAL HOURS
15 

PURPOSE 
This unit describes the skills and knowledge which everyone in the workplace must have in order to work safely.  It covers a range of industry contexts involving a variety of different conditions and hazards. 

UNIT
CUECOR02B WORK WITH OTHERS 

NOMINAL HOURS 
15 

PURPOSE
This unit describes the skills and knowledge needed to work harmoniously and effectively with team members, colleagues and others in a work environment.  This is a core skill which underpins effective work performance in cultural industries. 

UNIT
CUECOR01B MANAGE OWN WORK AND LEARNING 

NOMINAL HOURS
10 

PURPOSE 
This unit describes the self-management skills needed to perform effectively in the workplace.  As such it relates to personal time management and the identification and management of personal learning needs. 

UNIT 
CUESOU07A APPLY A GENERAL KNOWLEDGE OF AUDIO TO WORK ACTIVITIES 

NOMINAL HOURS
40 

PURPOSE 
This unit describes the foundation skills and knowledge required to complete a range of general audio-related tasks in a live venue environment.  It includes the need for an understanding of the role of the audio technician, overall audio system layouts and basic equipment recognition.  Tasks would generally be completed under supervision. 

UNIT 
CUELGT03B INSTALL AND OPERATE FOLLOW SPOTS 

NOMINAL HOURS
50 

PRUPOSE
This unit describes the skills and knowledge required to install and operate follow spots for any production within the cultural industries.  This is a dedicated unit which reflects the skills required to operate follow spots for productions which include extensive movement and variation on stage and for different performance contexts.   

UNIT 
CUELGT05B RECORD AND OPERATE STANDARD LIGHTING CUES 

NOMINAL HOURS 
100 

PURPOSE 
This unit describes the skills and knowledge required to operate a lighting console through plotting and modifying standard lighting cues and then operating them in performance.  This unit assumes that the set up of the lighting console and the operation of the more complex cues, and working with advanced equipment, will be undertaken by more senior lighting personnel.    

UNIT 
CUEAUD06A APPLY A GENERAL KNOWLEDGE OF VISION SYSTEMS TO WORK ACTIVITIES 

NOMINAL HOURS 
20 

PURPOSE
This unit describes the skills and knowledge required to provide assistance to audiovisual technicians.  As such it requires an introductory knowledge of the main types of vision systems and the procedures for tasks such as cabling and positioning of equipment.  Trainees or junior staff members undertake this role under supervision of technicians.  

UNIT
MEM18.1AB USE HAND TOOLS 

NOMINAL HOURS 
20 

PRUPOSE
This unit describes and practises the skills and knowledge to use hand tools autonomously or in a team environment, using premeditated standards of quality, safety and work shop procedures.   

UNIT 
MEM18.2AA USE POWER TOOLS/HAND HELD OPERATIONS 

NOMINAL HOURS
20 

PURPOSE 
This unit provides students with the skills to choose appropriate power tools according to task requirements, adhere to operational safety requirements and maintain equipment. 

UNIT 
CUETGE15A HANDLE PHYSICAL ELEMENETS SAFELY DURING BUMP IN/BUMP OUT 

NOMINAL HOURS
80 

PURPOSE 
This unit describes the skills and knowledge required to assemble, pack and load/unload physical elements under supervision for any production within cultural industries.  This unit is introductory in nature and focuses on safe manual handling and general knowledge of the bump in/bump out process and types of equipment.  It does not include specialised bump in/bump out procedures and knowledge required by technicians. 

UNIT 
CUEOHS01B IMPLEMENT WORKPLACE HEALTH, SAFETY AND SECURITY PROCEDURES 

NOMINAL HOURS
60


PURPOSE 
This unit describes the skills and knowledge required to implement occupational health and safety policies and practises in the workplace where an established OHS framework already exists.  It covers a range of industry contexts involving a variety of different conditions and hazards.  This unit describes occupational health and safety competencies applicable for employees with supervisory responsibility.  This may include roles such as team leaders, production coordinators, forepersons or supervisors.  

UNIT
BSBFLM404A LEAD WORK TEAMS 

NOMINAL HOURS
50 

PURPOSE
This unit covers the skills and knowledge required to lead a team of work group in a business environment.  It includes developing plans, providing leadership and supervising the performance group. 

UNIT 
CUETEM06A ORGANISE AND MONITOR BUMP IN/OUT 

NOMINAL HOURS 
150 

PURPOSE
This unit describes the skills and knowledge required to oversee bump in/bump out process for one or more technical aspects of a production, with a particular focus on the organisation and transportation of physical production elements. 

UNIT
TTGHS03B PROVIDE FIRST AID 

NOMINAL HOURS
24 

PURPOSE
This unit deals with the skills and knowledge required for the provision of essential first aid in recognising and responding to emergency using basic life support measures.  The person will provide an initial response where first aid is required. 

UNIT
CUESOU03B OPERATE PROFESSIONAL AUDIO EQUIPMENT 

NOMINAL HOURS
100 

PURPOSE 
This unit describes the skills and knowledge to interpret audio production requirements, participate in technical run-throughs and ultimately operate audio equipment during any type of live performance/presentation. 

UNIT 
CUESOU11A SET UP AND OPERATE STAGE MONITOR SYSTEMS

NOMINAL HOURS 
70 

PURPOSE
This unit describes the skills and knowledge needed to determine the requirements for a stage foldback system, and set-up and operate that system for performers.  This unit requires detailed knowledge of equipment and specific issues that apply to the monitoring of foldback.  As such it most commonly applies to musical performance. 

UNIT
CUESOU08A SELECT AND MANAGE MOCROPHONE AND OTHER AUDIO INPUT SOURCES 

NOMINAL HOURS
30 

PURPOSE
This unit describes the skills and knowledge required to select and manage audio input sources and the audio signals these devices create.  This unit goes beyond the general knowledge and use of microphones and applies to those technicians who create and implement complex microphone plots.  As such it requires a detailed knowledge of microphone and input source technology. 

UNIT 
CUFLGT02B PREPARE, INSTALL AND TEST LIGHTING EQUIPMENT 

NOMINAL HOURS
25 

PURPOSE 
This unit describes the skills and knowledge required to determine lighting requirements from established plans, and to prepare and install lighting equipment to meet those requirements.  A lighting technician would generally undertake this role. 

UNIT
CUELGT06B SET UP, RECORD AND OPERATE LIGHTING CUES AND EFFECTS

NOMINAL HOURS
100 

PURPOSE
This unit describes the skills and knowledge required to set up the lighting control system and use the more complex functions of a console. 

UNIT
CUFCAM01A SET UP AND OPERATE A BASIC VIDEO CAMERA 

NOMINAL HOURS
50 

PURPOSE
This unit describes the skills and knowledge required to set up and operate a basic video camera and equipment for use in small media productions which may not be intended for commercial sale. 

UNIT
CUETEM01B COORDINATE PRODUCTION OOPERATIONS

NOMINAL HOURS
45
PURPOSE
This unit describes the skills and knowledge required to monitor and coordinate one or more of the technical production aspects of live theatre or event production. 
UNIT 
CUETEM03B ESTABLISH AND MANAGE PRODUCTION REQUIREMENTS AND RESOURCES
NOMINAL HOURS
45
PURPOSE
This unit describes the skills and knowledge required to establish and manage resources and other requirements for a particular production area.  

UNIT
THHGLE22A MANAGE RISK
NOMINAL HOURS 
30 

PURPOSE
To be provided by teacher

UNIT
OHS2A ESTABLISH AND MAINTAIN A SAFE AND SECURE WORKING ENVIRONMENT 

NOMINAL HOURS
60
PURPOSE
This unit describes the skills and knowledge required to create, implement and monitor risk management strategies.
UNIT
BSBFLM503A ESTABLISH EFFECTIVE WORKPLACE RELATIONSHIPS 

NOMINAL HOURS
60 

PURPOSE
This unit describes the skills required in maintaining positive relationships in internal and external environments so that customers, suppliers and the organisation achieve planned outputs/outcomes.
UNIT
CUESOU04B MIX LIVE AUDIO 

NOMINAL HOURS
140

PURPOSE
This unit describes the skills and knowledge required to mix audio for live performance.
UNIT 
LGT07B RECORD AND OPERATE LIGHTING USING ADVANCED TECHNIQUES 

NOMINAL HOURS
140 

PURPOSE
This unit describes the skills and knowledge required to connect the lighting system to advanced fixtures, and program the console accordingly
UNIT 
CUEAUD03B OPERATE VISION SYSTEMS 

NOMINAL HOURS
80 

PURPOSE
This unit describes the skills and knowledge required to interpret vision system production requirements, participate in run-throughs and ultimately operate a range of vision systems during a live production or event.
UNIT
CUESMT11A CREATE, UPDATE AND USE PRODUCTION REFERENCE DOCUMENTS
NOMINAL HOURS
100

PURPOSE
This unit describes the skills and knowledge required to create and maintain the range of production documents that are used during rehearsals and ultimately during performance.
UNIT
CUSADM03A MANAGE A PROJECT 

NOMINAL HOURS
50 

PURPOSE
To This unit describes the skills and knowledge required to manage a straightforward project or a section of a larger project.  It focuses on essential project management skills and the need to meet deadlines for outcomes and products.
UNIT
CUETEM08A REALISE PRODUCTIONS 

NOMINAL HOURS
250

PURPOSE
This unit describes the skills and knowledge required to integrate key technical and organisational skills for the realisation of multiple live productions/events
In addition to the units above students will undertake one day course to qualify in Testing and Tagging Portable Electrical equipment. While not part of the formal Diploma qualification this unit is virtually essential for those wishing to work in the industry.
Course and University of Ballarat Regulations

The University of Ballarat TAFE Handbook lists important information regarding courses and regulations. It is available on the UB Website at www.ballarat.edu.au/aasp/student/handbooks 

Students are advised to read the Handbook carefully and fully, together with the University of Ballarat Regulations at www.ballarat.edu.au/vco/legal/legislation. 

Regulations specific to the Diploma of Live Production course are:-

The progress of all first year students will be reviewed at the end of the first semester. Any student who has made unsatisfactory progress may be excluded from the course.

Students who do not satisfactorily complete the first year of the course will not be able to automatically proceed to the second year of the course. 
Students are required to make themselves available for all productions – which will include evening and weekend work. All productions are major assessment tasks

As the majority of assessments happen during scheduled classes. Consistent attendance is essential. Students who fail to attend without reasonable excuse may be withdrawn from the course. If you are unable to attend please telephone Jef Hammersley (03) 5327 8096 before the class. Medical certificates must be provided. Staff have been instructed to ensure that a professional attitude is maintained by students. This includes punctuality.

Any student who engages in disruptive, dangerous or antisocial behaviour will be asked to leave the class. Students who, in the opinion of the teacher, appear to be affected by alcohol or drugs will be excluded from class.

Mobile phones must be turned off (not just on silent!!) during classes. If there are special circumstances please see staff.

Special consideration for admission on equity grounds

The University of Ballarat seeks to provide a learning and working environment which promotes and values diversity and offers equality of opportunity to everyone. Further information can be accessed from www.ballarat.edu.au/aasp/equity. 

Students with disabilities

The University of Ballarat is committed to providing a working and learning environment which is free from discrimination and harassment that promotes equality of opportunity and values and nurtures the diverse range of abilities, talents and interests of staff and students. A Disability Action Plan has been developed and may be viewed at www.ballarat.edu.au/aasp/equity/resources/disability_action_plan.

Student needs

Students may discuss issues and needs with the Course Coordinator in the first instance, or seek assistance through the Disability Liaison Officer who can provide Voluntary Disclosure forms on request. 

International Students

International students contribute substantially to the life of the University and provide the opportunity for Australian students to meet and learn from people from other cultures and societies. The Arts Academy welcomes international students and has an International Student Office to assist and support students from overseas. For more information visit: www.ballarat.edu.au/fdp/international. 

Enrolment

At enrolment the University’s Student Administration Office, SMB Campus, will send students a printout of the units they are enrolled in to the last known address provided by students. 

Student Responsibility

It is the responsibility of each student to ensure that they are enrolled correctly and that enrolment complies with all University policies and procedures relating to enrolment and changes to enrolment. It is each student’s responsibility to read official University notices on the University noticeboards or notices sent to the student’s correspondence address held by Student Administration Services.

All students are responsible for ensuring that Student Administrative Services has both a current Correspondence and Home address. The University does not accept responsibility if official communication fails to reach a student who has not notified Student Administrative Services of a change of address.

Student identification cards

Students enrolled in award courses are issued with student identification (ID) cards at the time of their enrolment, or at a time arranged with Student Administration Services at Mt Helen or SMB Campuses. An ID card is required for admittance to examination centres and for borrowing of library books. 

Assessment

Competency based training is concerned with assisting people to gain specific competencies relevant to the purpose of their course of study.  A student will be assessed by performing set tasks at specified standards, under prescribed conditions.  A range of assessment methods will be used to enable students to demonstrate competency.  

Grade Descriptors

	Code
	Grade
	Description

	CY
	Competent 
	The student’s work demonstrated a satisfactory level of performance on the criteria for assessment 

	CN
	Not Competent
	The student failed to demonstrate a satisfactory level of performance on the criteria for assessment.


Graduations

Students who have completed all the requirements of a course are eligible to graduate and have their diploma awarded at a conferring ceremony.

For information on University of Ballarat Conferring Ceremonies refer to www.ballarat.edu.au/aasp/student/graduations/mthelen_graduations.shtml.  

Application for Sealed Certificate 

Students need to apply for certificates on completion of their course. TAFE courses may include the entitlement for eligible students to attend graduation ceremonies, (eligible students will receive an invitation). Certificate application forms are available from the Student Centre at the SMB Campus or the website.  Students will receive a Statement of Results at the end of the Academic year.  Students will receive an Academic Transcript with their certificate. 

The Graduation website is www.ballarat.edu.au/aasp/student/graduations/tafe_graduations2.shtml, this includes any due dates for applications and graduation details forms.

Recognition of prior learning

If what you have learned at work, from other courses, from life experience or training provided at work is relevant to this course of study, you may be entitled to gain subject credits or exemptions.  The University is obliged to recognise the AQY qualifications and statements of attainment issued by other registered training organisations.    

Academic Transcript

An Academic Transcript is an official record of a student’s results for the duration of the student’s enrolment at the University. Further information to enable students to obtain an Academic Transcript is available from the University of Ballarat Higher Education Handbook.

Withdrawal from all Study

Student Services has produced a booklet titled Thinking of Changing your Course or Taking Time Out which provides all the relevant information about withdrawing or taking leave from study. This booklet is available from the rack outside the General Office, Ground Floor, OLC Building. Students are advised to read the booklet thoroughly and meet with your respective Studio Coordinator before making a final decision.

Withdrawal from study is done via the internet for TAFE students.  Please see Valerie Sheather on the first floor of the OLC Building if you would like to withdraw.

Confidentiality

The University maintains a policy of prohibiting the release of information about students to third parties, unless written authorisation is provided by the student concerned. Certain information requested by government departments in relation to Help Loan Program (HECS-HELP, FEE-HELP, OS-HELP), Youth Allowance and immigration are not included in this policy.

Submission of written work.

Written work will only be accepted as an attachment to an email using your University of Ballarat email account, on a CD or on a USB Flash drive. FLOPPY DISKS, HANDWRITTEN OR PRINTED HARDCOPIES WILL NOT BE ACCEPTED UNLESS SPECIFICALLY AUTHORISED. All written work must have your name and student ID number attached.
Extension of Time for Assessable Tasks

Students unable to lodge assignments on time due to medical or other compassionate reasons should negotiate alternative arrangements with the teacher responsible for the unit. 

Student Support Services

The University of Ballarat offers student support as follows:

· Chaplains

(Fr) Phil Turnbull, an Anglican priest, is the chaplain at SMB and the Arts Academy. Phil may be contacted by telephoning Student Development - Telephone 03 5327 8206.

· Counselling and Welfare

Counselling offers an opportunity for students to talk to someone in a supportive environment helping to deal more effectively with problems. The counsellor will listen in confidence without making any judgements and will help and support students to work through the issues that are talked about.

· Crèche – Student Association

· Discrimination, Harassment and Equal Opportunity

· Graduate Careers

· Health Centre

· Student Learning Support Services.

For further information on these services visit www.ballarat.edu.au/aasp/student/   

Support is also offered in the following:

· Loans

· Short Term Loans

· Unijobs

For further information on these services visit www.ballarat.edu.au/aasp/student/sds/
Financial Assistance and Student Loans

For information on financial assistance and loans available to students please refer to the University of Ballarat Higher Education Handbook or visit www.ballarat.edu.au/aasp/student/sds/finance.shtml. 

Production Dates 2007

Dates are occasionally subject to alteration due to circumstances beyond our control. We endeavour to give as much notice as possible of any significant changes. Students are required to make themselves available for all productions – which will include evening and weekend work. All productions are major assessment tasks. Timetables during productions may be varied at short notice and are set to meet the requirements of the work in hand.
Productions will typically follow the pattern of one week to set up and a second week to finalise and carry out the performances.

	When
	Where

	12th March 2007 – 22nd March 2007
	Courthouse Theatre and Cafeteria Courtyard. 

	30th April – 14th May 2007
	Courthouse Theatre

	21st May – 3rd June 2007
	Helen Macpherson Smith Theatre

	4th June – 21st June
	Helen Macpherson Smith Theatre

	30th July – 12th August
	Helen Macpherson Smith Theatre

	13th August – 30th August
	Helen Macpherson Smith Theatre


2007 TAFE Academic Calendar 

	Course
	Start Date
	End Date

	Diploma of Arts (Visual Arts)
	19.2.2007
	18.12.2007

	Advanced Diploma of Arts (Graphic Design)
	19.2.2007
	18.12.2007

	Diploma of Arts (Ceramics)
	19.2.2007
	7.11.2007

	Cert IV in Visual Arts & Contemporary Craft
	19.2.2007
	18.12.2007

	Cert IV in Theatre Arts 
	5.2.2007
	19.11.2007

	Diploma of Theatre Arts
	29.1.2007
	9.11.2007

	Cert III & IV Live Production, Theatre & Events
	19.2.2007
	16.11.2007

	Diploma of Live Production, Theatre & Events 
	12.2.2007
	16.11.2007

	Advanced Diploma of Music
	12.2.2007
	8.11.2007


Term Dates 2007:

	Term Date 2007
	

	Semester 1, Term 1
	                 – 30.3.2007 

	Semester 1, Term 2
	16.4.2007 – 29.6.2007

	Semester 2. Term 3
	16.7.2007 – 21.9.2007

	Semester 2, Term 4
	8.10.2007 – 


	Public Holidays: 2007

	New Year’s Day
	Monday
	1
	January

	Australia Day
	Friday
	26
	January

	Labour Day
	Monday
	12
	March

	Good Friday
	Friday
	6
	April

	Easter Monday
	Monday
	9
	April

	Easter Tuesday
	Tuesday
	10
	April

	Anzac Day
	Wednesday
	25
	April

	Queen’s Birthday
	Monday
	11
	June

	Christmas Day
	Tuesday
	25
	December

	Boxing Day
	Wednesday
	26
	December


Occupational Health and Safety

The University of Ballarat, Arts Academy is committed to the application of basic health and safety principles to: 

· prevent injuries and illnesses

· guarantee optimum learning and teaching conditions, and 

· prepare students for safe and healthy employment in the arts industry or private studio practice.

These are fundamental values of the Arts Academy and:

· teaching staff will observe and enforce these principles at all times, and 

· Students must observe these health and safety principles at all times, whether they are taking part in supervised activities or not.

Injury and Incident Reports

If accidents happen the careful reporting of accidents and injuries is important to protect individual rights and to help the University to eliminate hazards that may be a danger to others.  All accidents resulting in injury must be reported. Reports are to be made on the official form available from the First Aid Kit via the Head of Academy’s Office to: 

· Jef Hammersley
· Safety Representative – Barry Wemyss, ext. 8659, and/or;

· Manager, Occupational Health and Safety Services – Didier Leclere, ext. 9370.

If the accident results in serious injuries, the Head, Arts Academy and the University Health and Safety Co-ordinator must be notified immediately.

Gas leak fumes and chemical spills and breakages must be reported to a staff member or to the office immediately.
Injury Treatment / First Aid

All injuries and illnesses occurring on campus must be examined by a trained first-aider. First Aid is defined as the provision of emergency treatment of persons suffering injury or illness. First aid facilities and kits are provided by the University of Ballarat and located in various strategic places throughout the Arts Academy.

Serious injury / illness
In case of serious injury or illness on campus, staff will arrange the response in accordance with University of Ballarat procedures relating to emergencies and serious incidents.
Inductions


Specific inductions are conducted in the first few weeks of a course of study. These inductions focus on safe work practices. All instructions given during inductions must be observed as Arts Academy policy.  Issues typically covered during these inductions include:

· Safe manual handling methods

· Practice evacuation

· Safe work at heights.
· Safe work with electricity

· Avoiding hearing damage

Students are not permitted to utilise specialised equipment until the completion of induction, eg. Welding equipment, kilns and woodwork machinery.

Safety Rules

Reporting of Hazards

Students must report all hazards to lecturers. University OHS procedures describe the process for resolving health and safety issues and managing hazards and may be accessed at http://www.ballarat.edu.au/aasp/staff/ohs/services.shtml. 

Additional Information

Accommodation 

The University of Ballarat operates a range of residential accommodation

More information on Accommodation Services may be obtained by phoning 5327 9480 or visiting http://www.ballarat.edu.au/fdp/commercial/accommodation/
Alcohol

University of Ballarat and licensing regulations do not permit alcohol in teaching areas. Functions within the Arts Academy and their vicinity, at which alcohol is to be served, may only be arranged with the written permission of the Head of the Arts Academy. Such functions will not be approved to occur during normal teaching times. More information relating to the University of Ballarat policy on the consumption of alcohol on campus may be found at www.ballarat.edu.au/vco/legal/Policies/Alcohol_Policy.doc 

Arts Academy Guidelines

Students should familiarise themselves with the following Arts Academy guidelines:

· Food handling

· Poster Production

· Use of Candles in Student Productions

Copies of these guidelines are attached for information.

Building Evacuation Instructions

All staff, students, contractors and visitors must follow local emergency instructions when instructed to evacuate a building or area by automatic, manual or verbal order. Local Emergency Instructions are posted at all entrances to Arts Academy buildings. Please familiarise yourself with these instructions at your earliest possible convenience. The instructions include:

· make equipment safe

· evacuate promptly from the building, closing doors and windows behind you

· assemble at designated assembly point for that building

· report to the area warden.

Note. Leave doors and windows open in response to a bomb threat.

When at a designated assembly point:

· wait for further instructions

· do not leave the assembly point

· follow all instruction from emergency personnel

· do not smoke.

General Emergency Instructions

If first on the scene of an emergency, remember the three key steps AAA (Assess, Alert, Assist)

· Assess the situation for immediate dangers to your safety and take appropriate action.

· Alert personnel around you 

· The appropriate emergency service (0-000) 

· The area warden.

· Assist any person in immediate danger – if safe to do so

· Contain or combat the emergency – only if safe to do so

· Evacuate to the Designated Assembly Point – if necessary

· Notify your Studio Coordinator.

Breastfeeding

UB supports the choice of staff, students and visitors to breastfeed infants in a location that women consider comfortable and suitable for their needs. More information on the UB policy on Breastfeeding of infants may be found at www.ballarat.edu.au/vco/legal/Policies.

Car parking

Limited permit parking is available at SMB Campus and students may apply for a permit by completing an application available at www.ballarat.edu.au/fdp/operations/parking_students.shtml. If no spaces are available at the time of application, names may be placed on a waiting list.

Free parking spaces are available at White Flat Oval.

Limited parking is available in the Camp Street area at a cost of $3.00 per day in the The Good Guys Car Park located in Field Street. Four-hour parking is available on the West side of Camp Street with metered parking available on the East side of Camp Street and in surrounding streets. 

Location maps indicating parking may be found at www.ballarat.edu.au/maps.

Children on Campus

UB is committed to policies and practices which support staff and students who are parents / carers / guardians. More information on UB policy on Children in University activities may be found at www.ballarat.edu.au/vco/legal/Policies. 

Contact Hours

Contact hours refer to the minimum time a student is expected to be in attendance to develop their work. During this contact, teaching will occur in the form of lectures, tutorials, demonstrations, workshops, individual practice and individual staff / student consultation.

Drug and Alcohol Use

Access to studios and workshops are prohibited to students under the influence of alcohol, certain prescription drugs (student to ask treating doctor), and illicit drugs.

Eating / Smoking 

Eating and smoking are strictly prohibited in workshops and studios and theatres. The preparation of food or drinks is only allowed in designated areas. Drinking containers (bottles) used in studios and workshops must have caps in place when not used. Please refer to the University of Ballarat’s Smoke Free Environment Policy at www.ballarat.edu.au/vco/legal/Policies/Smoke_free.pdf 

Electrical Safety

Damaged leads electrical tools and appliances must be immediately withdrawn from service, and must be promptly reported to staff. Sensible precautions must be adopted to prevent damaging leads of grinders, welders, hand-held power tools, etc.

Eye Protection

Eye protection complying with Australian Standards must be worn in workshop areas, when using grinders, drills, pneumatic stapler / nail gun, compressed air, etc., or when located near such activities, or when instructed by a lecturer.

Fire Protection

Flammable solvents, such as turpentine, must only be stored and decanted in designated areas. They must be stored in their original containers, with labelling intact.

Smoking is prohibited in all buildings and whenever handling flammable substances, even if outside.

Power points must not be overloaded by plugging in multiple appliances in a single outlet. Personal portable heaters must not be used at the University of Ballarat.  

Access to fire-fighting equipment must be unobstructed at all times.   

Welding is strictly limited to designated welding areas. Observe personal protection requirements, as detailed during your induction.

Footwear

Enclosed sturdy footwear must be worn in all areas of the Arts Academy (i.e., no bare feet). Exemptions for specific projects or activities may be granted from time to time by lecturers.
Equipment Loan

The Arts Academy has available for loan various items of equipment including digital and video cameras and laptops. These items are available for loan from the General Office, Ground Floor, Old Law Courts Building. Rules for borrowing apply and are based on the UB Library system with demerit points accumulated for all overdue equipment. Please refer to the UB Library web page for further information regarding the loan system at http://www.ballarat.edu.au/aasp/is/library/services/loans/. 

Computers
Computers are available in the SMB Library there is also a general computer laboratory for student use located on the Ground Level of the Library Building, Camp Street Campus. Swipe card access is necessary to access the lab. Cards are available upon application from the General Office, Ground Floor, Old Law Courts Building. An annual fee and refundable deposit applies.
Hand Care

Wash hands before eating, smoking and after painting, printing, etc.  Apply barrier or moisturising creams as appropriate.

Hearing Protection

Whenever using power tools or when near such an activity, hearing protection complying with Australian Standards must be worn.

Horseplay and Practical Jokes

Horseplay and practical jokes are strictly prohibited in the Arts Academy
Illness 

If you are going to be absent from class, as a matter of courtesy please inform your lecturers who will provide copies of class material for missed classes on request. 

Machinery and Power Tools

Enclosed and sturdy footwear, approved eye and hearing protection are mandatory when using workshop machinery and tools. Long hair must be neatly restrained in a cap / hat, and clothing must be sturdy and tight fitting.  Dangling jewellery (bracelets, necklaces, etc) must be removed.

Network printing

Network printing is available to students in the SMB Campus Library.
Photocopying facilities

Photocopying facilities are available at the SMB Campus Library.

Printing services

The University of Ballarat Print and Publishing Services provides a range of high quality printing, binding and consultancy services, at commercially competitive prices, to University staff, students and the wider community. 

For further information telephone Printing Services at the SMB Campus on telephone 5327 8113 or visit www.ballarat.edu.au/aasp/is/ict/mpws/print/   

Program Counselling

If you are having problems with your study program, you are requested in the first instance to contact your lecturer. You must also notify your coordinator and teacher/s of extended absence or withdrawal from units.

Appointments to see the Head, Arts Academy can be made through the Personal Assistant to the Head, Ground Floor, Old Law Courts Building. 

Respiratory Protection

In workshop areas, or when instructed by a lecturer, when handling powdered pigments and glazes, exposed to rosin powder, power-sanding wood and painted surfaces, respiratory protection complying with Australian Standards must be worn. 

 SMB Campus Cafeteria

Cafeteria services are available at the SMB Campus (Building E). The cafeteria provides a wide variety of fare at reasonable prices.

SMB Campus Library

The Arts Academy reference library is located at the SMB Library (Tippett Building – Building G). The Library offers services that, along with the Horsham, Mt Helen and Stawell Campus Libraries, support the teaching, learning and research needs of University of Ballarat staff and students. The Library is responsible for the circulation of Library material, the delivery of library skills programs, library information assistance, student network account assistance, collection, maintenance and document delivery activities at the SMB campus.

More information regarding Library Services may be obtained by phoning 5327 8230 or visiting  www.ballarat.edu.au/aasp/acsupport/infores/library/contact/index.shtml
Storage of Materials

Flammable substances (eg turpentine) must only be stored in designated storage areas, and in original closed containers. Brushes left soaking in solvent overnight must be in enclosed containers. All lids must be secured on glazing powder containers when in storage.

Ventilation, fire fighting, and fire detection equipment must never be obstructed.

TAFE Student Association
The TAFE Students Association provides quality extra curricular services and support to TAFE students and apprentices to enhance their holistic educational experience whilst studying at the University of Ballarat.
For further information regarding the TAFE Student Association telephone 5327 8106 or visit www.ballarat.edu.au/associations/smb 
Student Development

Student Development aims to assist students and staff to achieve their personal and academic potential while at the University of Ballarat. Services provided include: chaplains; counselling; disability; health; financial guidance and vocational guidance. Student Development services for Arts Academy students are located at the SMB Campus, telephone 5327 8206. For more information visit www.ballarat.edu.au/aasp/student/sds/.
Student involvement in University of Ballarat and Arts Academy activities

Opportunities exist for students to become involved in the day-to-day activities of the University of Ballarat and the Arts Academy. Some examples of these opportunities are

Open Day Ambassadors – opportunity for Degree and Diploma students
During August in each year, the University of Ballarat opens its doors to prospective students and the public. This provides an opportunity to showcase facilities and courses the Arts Academy provides. Up to ten students, at least one from each course stream (TAFE / HEd Visual Arts and TAFE / HEd Performing Arts) are sought to act as ambassadors / survey collectors on Open Day. This is a wonderful opportunity for students to market the Arts Academy to our community. The ambassador positions are highly sought after by students.

You may be approached by a teacher / lecturer in Teaching Period 2 to assist with Open Day as an ambassador.

Theatre and Equipment Maintenance

Students are responsible for cleaning up and packing away materials, tools, props, costumes and equipment at the end of each session. 

As one of many students using the Arts Academy spaces, equipment and materials on an ongoing basis, we need to work together to ensure studios are left in an orderly condition ready for the next class / group. Security is of the utmost importance. Personal items are the responsibility of each individual.

Swipe Card Access

All Camp Street buildings are access protected and require a swipe card to obtain access during certain hours. Access to the New North Building and the General Purpose Computer Lab in the Old Library Building will require a swipe card to access. Swipe cards are available at the General Office, Ground Floor, Old Law Courts Building.

Timetables

All students will be provided copies of their timetables.
Visitors

No unauthorised persons or animals are to be brought into the Arts Academy without prior notification and approval.

	SMB Wardens

	Area
	Name
	Extension

	Campus Warden
	Phil Bryce
	8112

	Courthouse Building
	
	

	Building Warden
	Jef Hammersley
	8096

	Building Deputy
	Cas Anderson
	8166


	Camp Street Wardens

	Area
	Name
	Extension

	Campus Warden
	Barry Wemyss
	8659

	Level 1 (Helen Macpherson Smith Theatre)
	As designated at time of use
	

	Level 3, Movement Studios
	David Wynen
	8687

	Level 4 Residences
	Students as designated by 

Accommodation Services
	

	Arts Academy First Aiders

NB All Second Year Diploma of Live Production, Theatre and Events students have a First Aid Qualification.

	Name
	Extension Number
	Name
	Extension Number

	Coralee Asker
	8605
	Joy Rothwell
	8603

	Barry Wemyss
	8659
	David Wynen
	8687
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	Food Handling Guidelines

Arts Academy


Purpose

These guidelines have been developed to outline compliance with food handling standards set out in the Safe Food Australia and User Guide.

Scope

All staff and students are encouraged to comply with food handling regulations to ensure contamination does not occur when catering for exhibition and production opening nights and staff functions.

These guidelines also apply to student bodies, ie, DPI, Arts Society and Hardcores.

Actions

General rules of food handling are:

· Always wear gloves when preparing food

· Do not handle raw food with the same gloved hands as cooked food

· Do not prepare or store raw food with cooked food

· Do not handle money whilst preparing food (this task should be given to a person not preparing or handling food)

· Maintain a clean preparation and serving area at all times 

· Wash hands regularly during preparation and serving with soap.

· Hot food must be maintained at a temperature 60°C or above

· Cold food must be maintained at a temperature 5°C or below

Associated Documents

Safe Food Australia User Guide available from the OHS Central Filing System located in the Academy Administrative Officer’s office.

Refer to Food Standards Australia New Zealand web site at www.foodstandards.gov.au to view food handing regulations. Standard 3.2.2 sets out measures to be taken to ensure contamination does not occur.
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	Poster Production Guidelines

Arts Academy


Purpose

These guidelines have been developed to assist students with the production of posters for the purpose of advertising Arts Academy events. The guidelines follow the University of Ballarat Corporate Style Guide.

Scope

All Diploma and Degree students will refer to these guidelines prior to the development of posters which may be used to advertise productions, exhibitions and events.
Actions

· Obtain template from Jef Hammersley. Template contains UB Corporate Style Guide art work.

· Text must include – University of Ballarat Arts Academy present: 
· All posters must contain:


Name of event.


Date/s of event – Day, Date, Month and Time.


Contact details for the provision of additional information if required.

· Draft poster must be submitted to the Head, Arts Academy for approval two weeks prior to printing deadline.

Attachment

Poster template.

Associated Documents

University of Ballarat Corporate Style Guide
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	Guidelines for the Use of Candles in Student Productions

Arts Academy


Purpose

These guidelines have been developed to ensure the use of naked flames during performances is strictly monitored. 

Scope

All staff and students are expected to follow these guidelines for any Arts Academy performance.

Actions

Students and staff are hereby notified that the use of open flame in Performing Arts classes, projects and studios is strictly prohibited. Participants may not light matches, lighters, candles, lanterns or cigarettes indoors in either devised showings or scenework.

Directors and lecturers seeking to include the use of open flame during any kind of full-length public performance in Arts Academy theatres and studios must first gain clearance regarding current fire regulations from the Course Coordinator.

It is the responsibility of the Director, Lecturer or Stage Manager to follow the correct fire protocols during rehearsal and performance, as agreed upon during consultations with the Course Coordinator, and to advise immediately if fire extinguishers are not available in theatres or studios.

Associated Documents

University of Ballarat OHS Manual


Arts Academy
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Diploma of Live Production, Theatre and Events (Technical Production)  


Course Code: CUE50303 
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