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 Ph +61 7 5442 3511· Fax +61 7 5442 3599 · Web http://www.unet.org.au/ · PO Box 1061, Nambour 4560, Australia 

 ----------------------------------------------------------------------------------------------------------------------------------------  ABN: 75 090 720 086 

INTRODUCTION  

This RTO is committed to excellence in training and equipping people to be all that they can be in whatever field of 

endeavor they pursue. 

It follows then that this RTO is committed to adhere to best practice guidelines for recognised training in Queensland, as 

adopted by the Department of Employment and Training, and as they apply to the presentation and development of this 

RTO. It is also the policy of this RTO to ensure that its systems, record keeping, and administrative services, along with the 

training and services it offers are fully compliant with the recommendations and policies embodied in the Australian 

Quality Framework (AQF) protocols.  

This Policy and Procedures Manual has been developed over time and revised in an attempt to ensure that this RTO 

continues to comply with all that is expected, and continues to maintain its status as a Registered Training Organisation in 

Queensland. 

This Policy and Procedures Manual does not stand alone.  Companion documents include: 

1. Partners Policies and Procedures Manual ς outlining the RTO Responsibilities and Expectations of the Training 
Partner 
 

2. Course Documents -- a full description of the curriculum associated with the accredited Courses offered by this RTO. 
 
3. Student Policies and Procedures -- information made available to trainees (students) which contain all policies 

relevant to their completion of training. A current version is found on our website at www.unet.org.au  
 
4. AQTF User Guide to Essential Standards of Registration ς Available at 

http://www.training.com.au/documents/aqtf2k7_usr-guide-ess-std_final2.pdf or contact UNET to get a copy. 
 
NOTE:  Red type infers a Form or Document that has been developed by this organisation for reference to Policies and 
Procedures, or, for use in record keeping related to the fulfilment of Policies and Procedures.  

AQTF STANDARDS 

The AQTF standards are constantly reviewed and updated to meet the ever changing needs and requirements of the 
training industry.  The most recently updated standards came into effect in 2010. 

The AQTF requirements for RTOs, include: 

ω ¢ƘǊŜŜ ǎǘŀƴŘŀǊŘǎ ǊŜƭŀǘƛƴƎ ǘƻ ǘǊŀƛƴƛƴƎ ŀƴŘ ŀǎǎŜǎǎƳŜƴǘΣ ŎƭƛŜnt services and management systems 

ω ! ǎŜǘ ƻŦ ǉǳŀƭƛǘȅ ƛƴŘƛŎŀǘƻǊǎΣ ƻǊ Řŀǘŀ ǘƻ ōŜ ŎƻƭƭŜŎǘŜŘΣ ǘƻ ƘŜƭǇ ǘƘŜ w¢h Ŏƻƴǘƛƴǳƻǳǎƭȅ ƛƳǇǊƻǾŜ ƛǘǎ ǘǊŀƛƴƛƴƎ ŀƴŘ ŀǎǎŜǎǎƳŜƴǘΣ ŀƴŘ 
ǘƻ ƘŜƭǇ ǘƘŜ ǊŜƎƛǎǘŜǊƛƴƎ ōƻŘȅ ǘƻ ƳƻƴƛǘƻǊ ǘƘŜ ǉǳŀƭƛǘȅ ƻŦ ǘƘŜ w¢hΩǎ ƻǇŜǊŀǘƛƻƴǎ 

ω ! ǎŜǘ ƻŦ ŎƻƴŘƛǘƛƻns (Conditions of Registration) to be met while operating as a training provider. 

This Policy and Procedure manual has been designed to fulfill the most recently updated AQTF requirements introduced in 
2010. 

  

http://www.unet.org.au/
http://www.training.com.au/documents/aqtf2k7_usr-guide-ess-std_final2.pdf
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CODE OF PRACTICE 

OUR COMMITMENT 

This RTO is committed to high standards in the provision of Vocational Education and Training and other Student services. 

The policies set out in this Code of Practice, and in our Policies and Procedures Manual underpin the operations of the 

RTO. We understand that our registration as a Registered Training Organisation may be withdrawn if we do not honor 

these obligations. 

LEGISLATIVE REQUIREMENTS 

This RTO will comply with all legislative requirements of State and Federal Government, in particular Work Place Health 

and Safety, Workplace Relations, Anti Discrimination and Equal Opportunity. 

EXTERNAL REVIEW 

This RTO has agreed to participate in external monitoring and audit processes as required by the State Training Agency. 

This includes random quality audits, audit following complaint and audit for the purpose of re-registration. 

QUALITY MANAGEMENT FOCUS  

This RTO has a commitment to providing a quality service and a focus on continuous improvement. We value feedback 

from Students, tutors and industry representatives. 

MANAGEMENT AND ADMINISTRATION  

This RTO has policies and procedures, which ensure sound financial and administrative practices. We guarantee the 

ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ǎƻǳƴŘ ŦƛƴŀƴŎƛŀƭ Ǉƻǎƛǘƛƻƴ ŀƴŘ ǎŀŦŜƎǳŀǊŘ {ǘǳŘŜƴǘ ŦŜŜǎ ǳƴǘƛƭ ǳǎŜŘ ŦƻǊ ǘǊŀƛƴƛƴƎ ƻǊ ŀssessment. We have a fair 

and equitable refund policy. Student records are kept securely and confidentially and are available for Student perusal on 

request. This RTO will have any relevant insurance necessary for the operational needs of the organisation. 

MARKETING AND ADVERTISING  

We refer to the student information policy, marketing promotions policy, marketing information checklist and talent 

release form when designing, developing, reviewing, proofreading, and updating all materials either written or electronic 

for the marketing, advertising and promotion of our services. 

STUDENT INFORMATION POLICY 

We refer to our marketing information policy, student information policy, code of practice, code of conduct and talent 

release form when designing, developing, reviewing, proofreading and updating marketing, advertising and promotional 

materials whether printed or electronic to ensure ethical, accurate, representation of training products and services that 

are consistent with our scope of registration 

TRAINING AND ASSESSMENT STANDARDS 

This RTO has personnel with appropriate qualifications and experience to deliver the training and facilitate the assessment 

relevant to the training products offered. Assessment will meet the National Assessment Principles including Recognition 

of Prior Learning (RPL). Adequate training materials will be utilised to ensure the learning outcomes of the training product 

can be achieved.  Appeals procedures are in place for Students who are not satisfied with the assessment or training. 

COURSE/TRAINING PRODUCT INFORMATION  

This RTO provides accurate, relevant and up-to-date course information for Students prior to commencement. This 

includes: 

¶ Client selection, enrolment and induction/orientation procedures; 

¶ Course information, including content and vocational outcomes; 

¶ Fees and charges, including refund policy and exemptions (where applicable); 

¶ Provision for language, literacy and numeracy support in assessment; 

¶ Client support, including any external support the organisation has arranged for clients; 

¶ Flexible learning and assessment procedures; 

¶ Welfare and guidance services; 
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¶ Appeals, complaints and grievance procedures; 

¶ Disciplinary procedures; 

¶ Staff responsibilities for access and equity; and 

¶ Recognition of Prior Learning (RPL) arrangements. 

This Code of Practice is reflected in the following Policies and Procedures Manual. 

 

POLICIES AND PROCEDURES RELATING TO AQTF CONDITIONS OF REGISTRATION 

CONDITION 1 - GOVERNANCE 

UNET/LTiΩǎ Chief Executive is committed to ensuring that we as an RTO comply with the AQTF Essential Conditions and 

Standards for Continuing Registration and any national guidelines approved by the National Quality Council or its 

successors. This applies to all of tƘŜ ƻǇŜǊŀǘƛƻƴǎ ǿƛǘƘƛƴ ƻǳǊ w¢hΩǎ ǎŎƻǇŜ ƻŦ ǊŜƎƛǎǘǊŀǘƛƻƴΣ ŀǎ ƭƛǎǘŜŘ ƻƴ ǘƘŜ bŀǘƛƻƴŀƭ ¢ǊŀƛƴƛƴƎ 

Information Service. 

RTO Responsibility: UNET/LTi will keep policies and procedures that cover a minimum of the following areas. 

UNET/LTiΩǎ ǎŜƴƛƻǊ ƻŦŦƛŎŜǊǎ ŀƴŘ ŘƛǊŜŎǘƻrs or substantial shareholders who are in a position to influence the management of 

the organisation must satisfy fit and proper person requirements unless these requirements have already been met 

through other legislative provisions. 

UNET/LTi must also explicitly demonstrate how it ensures the decision making of senior management is informed by the 

experiences of its trainers and assessors. 

How UNET/LTi decides whether a person meets fit and proper person requirements: 

If the registering body deems that UNET/LTiΩǎ ǎŜƴƛƻǊ ƻŦŦƛŎŜǊǎΣ ŘƛǊŜŎǘƻǊǎ ƻǊ ǎǳōǎǘŀƴǘƛŀƭ ǎƘŀǊŜƘƻƭŘŜǊǎ ǿƘƻ ŀǊŜ ƛƴ ŀ Ǉƻǎƛǘƛƻƴ ǘƻ 

influence the management of UNET/LTi do not meet fit and proper person requirements, UNET/LTiΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴ Ƴŀȅ ōŜ 

cancelled or suspended. 

In assessing whether the ŀǇǇƭƛŎŀƴǘΩǎ ǎŜƴƛƻǊ ƻŦŦƛŎŜǊǎΣ ŘƛǊŜŎǘƻǊǎ ƻǊ ǎǳōǎǘŀƴǘƛŀƭ ǎƘŀǊŜƘƻƭŘŜǊǎ ǿƘƻ ŀǊŜ ƛƴ ŀ Ǉƻǎƛǘƛƻƴ ǘƻ ƛƴŦƭǳŜƴŎŜ 

the management of the organisation meet fit and proper person requirements, the registering body may have regard to 

whether that person meets any of the below criteria.  UNET/LTi will adopt the same process of consideration when 

considering their senior management team: 

ü has been convicted of a serious offence; and/or 

ü has ever had his, her or its RTO registration cancelled or suspended; and/or 

ü has ever had a condition imposed on his, her or its RTO registration; and/or 

ü has ever become bankrupt, applied to take the benefit of a law for the benefit of bankrupt or insolvent debtors, 

compounded with his or her creditors or assigned his or her remuneration for the benefit of creditors; and/or 

ü has ever been disqualified from managing corporations under Part 2D.6 of the Corporations Act 2001; and/or 

ü was involved in the business of the provision of courses by another provider who is covered by any of the above 

paragraphs at the time of any of the events that gave rise to the relevant prosecution or other action; and/or 

ü any other relevant matter. 
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Evidence of satisfying fit and proper person requirements could include: 

ü A Statutory Declaration by each of UNET/LTiΩǎ ǎŜƴƛor officers, directors and substantial shareholders against the 

fit and proper person requirements established by the registering body (refer to AQTF National Guidelines for a 

Registering Body) 

ü A national police check for each of UNET/LTiΩǎ ǎŜƴƛƻǊ ƻŦŦƛŎŜǊǎ, directors and substantial shareholders 

ü A record of satisfying fit and proper person requirements of other legislation. 

Evidence of adherence to the Condition 

Evidence that can be supplied by UNET/LTi includes: 

ü LƴǘŜǊƴŀƭ ŀǳŘƛǘ ǊŜǇƻǊǘǎ ǿƛǘƘ w¢hΩǎ /ƘƛŜŦ Executive sign off 

ü aƛƴǳǘŜǎ ƻŦ ƳŜŜǘƛƴƎǎκǎƛƳƛƭŀǊ ǿƘŜǊŜ ǘƘŜ w¢hΩǎ /ƘƛŜŦ 9ȄŜŎǳǘƛǾŜ ǘŀƪŜǎ ŀ ƭŜŀŘŜǊǎƘƛǇ ǊƻƭŜ ƛƴ ƳƻƴƛǘƻǊƛƴƎ ŀƴŘ ǊŜǾƛŜǿƛƴƎ 

compliance with the AQTF Essential Conditions and Standards for Continuing Registration and other relevant 

guidelines 

ü CommuniŎŀǘƛƻƴ ōȅ w¢hΩǎ /ƘƛŜŦ 9ȄŜŎǳǘƛǾŜ ǿƛǘƘ w¢h ǎǘŀŦŦ ǊŜƎŀǊŘƛƴƎ ǊŜǉǳƛǊŜƳŜƴǘǎ ǘƻ Ƴŀƛƴǘŀƛƴ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǘƘŜ 

AQTF Essential Conditions and Standards for Continuing Registration and other relevant guidelines. 
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CONDITION 2 ς INTERACTIONS WITH THE REGISTERING BODY 

UNET/LTi is part of a system that requires us to be accountable for the management of our operations. Accountability is 

tested, in part by our participation in external audits, through the data we report to our registering body and through the 

confirmation that we remain financially viable.  

It is UNET/LTiΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ǊŜƎƛǎǘŜǊƛƴƎ ōƻŘȅ ƛǎ ƳŀŘŜ ŀǿŀǊŜ ƻŦ ŎƘŀƴƎŜǎ ǘƻ ƻǳǊ ƻǇŜǊŀǘƛƻƴǎΣ ŦƻǊ ŜȄŀƳǇƭŜΣ 

significant changes in management, change of address or company structure. These changes must be reported to our 

registering body when they happen. 

If UNET/LTi ceases to operate the registering body must be provided with records of all students in the format required by 

the registering body.  

UNET/LTi must be able to demonstrate at the request of the registering body, that it has the financial capacity to deliver 

quality training and assessment outcomes at the time of request and into the future. 

UNET/LTi may be asked to provide an independent assessment of its financial viability risk, or its annual financial 

statements, or business plans so that the registering body can complete an assessment of financial viability risk. 

RTO Responsibility: UNET/LTiΩǎ /ƘƛŜŦ 9ȄŜŎǳǘƛǾŜ Ƴǳǎǘ ŜƴǎǳǊŜ ǘƘŀǘ ǿŜ ŀǎ ŀƴ w¢h Ŏƻ-operate with our registering body as 

follows: 

ü in the conduct of audits and the monitoring of UNET/LTiΩǎ ƻǇŜǊŀǘƛƻƴǎ 

UNET/LTi is committed to a process of constant improvement and review and will always be cooperative with our 

registering body when it contacts us concerning audit and monitoring requirements as per our registration. 

 

ü by providing accurate and timely data relevant to measures of UNET/LTiΩǎ ǇŜǊŦƻǊƳŀƴŎŜ 

UNET/LTi is committed to providing our registering body with any and all information and data relating to 

measurements of UNET/LTiΩǎ ǇŜǊŦƻǊƳŀƴce upon request and in accordance with the time sensitive requirements 

provided by our registering body. 

 

ü by providing information about significant changes to UNET/LTiΩǎ ƻǇŜǊŀǘƛƻƴǎ 

UNET/LTi is committed to providing our registering body with any information relating to significant changes to 

UNET/LTiΩǎ ƻǇŜǊŀǘƛƻƴǎ ŀǎ ǘƘŜȅ ƘŀǇǇŜƴΦ 

 

ü by providing information about significant changes to UNET/LTiΩǎ ƻǿƴŜǊǎƘƛǇ 

UNET/LTi is committed to providing our registering body with any information relating to significant changes to 

UNET/LTiΩǎ ƻǿƴŜǊǎƘƛǇ ŀǎ ǘƘŜȅ ƘŀǇǇŜƴΦ 

 

ü in the retention, archiving, retrieval and transfer of records consistent with UNET/LTiΩǎ ǊŜƎƛǎǘŜǊƛƴƎ ōƻŘȅΨǎ 

requirements 

UNET/LTi is committed to a retention, archiving retrieval and transfer of records process that is consistent with 

the requirements of our registering body. 

 

ü by providing a statement demonstrating its financial viability and/or its annual financial statements and/or a 

business plan on request of the registering body. 

UNET/LTi is committed to independent auditing of our financial records and has an annual audit completed in 

accordance with the requirements placed on us by the Australian Services and Investment Commission (ASIC) 

Evidence of adherence to the Condition 

Evidence that can be supplied by UNET/LTi includes: 



Policies and Procedures Manual Last updated 27th July 2010  |   DOCUMENT UNCONTROLLED WHEN PRINTED 
 

13 
Language Tra in ing Inst i tu te is  a  Div is ion o f  Universa l  Educat ion and Tra in ing Ltd 

 

ü UNET/LTiΩǎ /ƘƛŜŦ 9ȄŜŎǳǘƛǾŜΩǎ ŎƻƻǇŜǊŀǘƛƻƴ ǿƛǘƘ ǘƘŜ ǊŜƎƛǎǘŜǊƛƴƎ ōƻŘȅ ǿƘŜƴ ǎŎƘŜŘǳƭƛƴƎ ŀǳŘƛǘǎΣ ƳŀƪƛƴƎ ǊŜƭŜǾŀƴǘ ǎǘŀŦŦ 

available for audit 

ü Collection and reporting of data, for example, National Quality Indicator data and client records, in the format 

required and in the required timelines 

ü Ensuring accuracy of information about UNET/LTi on the National Training Information Service (NTIS) and other 

registers, for example, CRICOS 

ü Corresponding with the registering body regarŘƛƴƎ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ w¢hΩǎ ƻǇŜǊŀǘƛƻƴǎ 

ü Providing financial viability risk assessments prepared by an independent accountant on request of the 

registering body (refer to AQTF National Guidelines for Registering Body) 

ü Providing financial statements as requested by the registering body 

ü Providing business and/or financial plans as requested by the registering body 

ü Providing regular, systematic review of legislative and regulatory requirements to ensure currency of information. 
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CONDITION 3 ς COMPLIANCE WITH LEGISLATION 

UNET/LTi must systematically identify the legislation that relates to its operations; ensure that it is complying with this 

legislation; and, that it continues to comply with it. 

When staff commence working for UNET/LTi (and on an ongoing basis as required) they are informed of the impact the 

legislation has on the way in which they carry out their duties. 

Students are provided with information about relevant legislation and their related rights and responsibilities. 

RTO Responsibility: UNET/LTi must comply with relevant Commonwealth, State or Territory legislation and regulatory 

requirements that are relevant to its operations and its scope of registration. UNET/LTi ensures that its staff and clients 

are fully informed of these requirements that affect their duties or participation in vocational education and training. 

Evidence of adherence to the Condition 

Evidence that can be supplied by UNET/LTi includes: 

ü Records of participation by staff in induction and professional development programs. These programs include 

information on relevant legislation and related rights and responsibilities 

ü Records of participation by learners in orientation programs that include information on relevant legislation and 

related rights and responsibilities 

ü Information provided to staff about legislation and its impact on the way they work 

ü Information provided to students that describes how legislation affects their participation in education and 

training 

ü Internal audit reports and workplace safety 
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CONDITION 4 ς INSURANCE 

UNET/LTi must hold insurance for public liability throughout its registration period. 

RTO Responsibility: UNET/LTi must have uninterrupted public liability insurance that is at a level suitable for the size and 

scope of its operations. 

Evidence of adherence to the Condition 

Evidence that can be supplied by UNET/LTi includes: 

ü Certificates of currency for public liability insurance for each year that the UNET/LTi operates 

ü Correspondence with insurers recording the determinations made to ensure that insurance was at an appropriate 

level and that this level of insurance was reviewed at renewal and when the size and scope of the UNET/LTiΩǎ 

operations changed. 
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CONDITION 5 ς FINANCIAL MANAGEMENT 

Information about fees must be clearly expressed and in language that clients understand. All fees and charges must be 

included in this information, including possible fees and charges such as RPL charges and additional charges imposed if the 

learners do not successfully complete their programs. If this information is complete and clear both the client and 

UNET/LTi are protected. 

Each year, UNET/LTi is required to have our accounts certified by a qualified Accountant as being prepared in accordance 

with Australian Accounting Standards. We must maintain records of the certification for each year of operation. UNET/LTi 

may be asked to have our accounts audited by a qualified and independent auditor in accordance with Australian Auditing 

and Assurance Standards and should ensure that we can obtain such an audit if it is requested. An independent auditor is 

someone who does not have a personal connection to or interest (financial or otherwise) in UNET/LTi. 

UNET/LTi must be able to demonstrate that it is financially viable at any time that it is requested to by our registering 

body. Financial viability is about being able to generate sufficient income to meet operating payments and debt 

commitments while delivering quality training and assessment services and outcomes. 

The options available to UNET/LTi if we collect fees in advance are designed to protect individual students in the event 

that UNET/LTi is unable to deliver the training, assessment and support services as agreed. 

UNET/LTi is a member of an approved tuition assurance scheme that provides the student with tuition by another provider 

if the UNET/LTi is no longer able to operate.  

RTO Responsibility: UNET/LTi must be able to demonstrate to its registering body, on request, that it is financially viable at 

all times during the period of its registration. UNET/LTi must provide the following fee information to each client: 

ü the total amount of all fees including course fees, administration fees, materials fees and any other charges 

ü payment terms, including the timing and amount of fees to be paid and any non-refundable 

deposit/administration fee 

ü the nature of the guarantee given by the RTO to complete the training and/or assessment once the student has 

commenced study in their chosen qualification or course 

ü the fees and charges for additional services, including such items as issuance of a replacement qualification 

testamur and the options available to students who are deemed not yet competent on completion of training and 

assessment, and 

ü ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ǊŜŦǳƴŘ ǇƻƭƛŎȅΦ 

UNET/LTi collects student fees in advance and complies with the following acceptable option: 

ü UNET/LTi holds current membership of an approved Tuition Assurance Scheme 

UNET/LTi has its accounts certified by a qualified Accountant to Australian Accounting Standards at least annually, and can 

provide the certificate to our registering body on request. If the registering body reasonably deems it necessary, the chief 

executive must provide a full audit rŜǇƻǊǘ ƻƴ ǘƘŜ w¢hΩǎ ŦƛƴŀƴŎƛŀƭ ŀŎŎƻǳƴǘǎ ŦǊƻƳ ŀ ǉǳŀƭƛŦƛŜŘ ŀƴŘ ƛƴŘŜǇŜƴŘŜƴǘ ŀŎŎƻǳƴǘŀƴǘΦ 

Evidence of adherence to the Condition 

Evidence that can be supplied by UNET/LTi includes: 

ü A fees, charges and refunds policy that is clear and transparent 

ü Pre-engagement information for clients about fees, charges and refunds that is clear and accessible 

ü Invoices or receipts for clients that clearly state the components of the fees 

ü Financial accounts certified as being in accordance with Australian Accounting Standards 

ü Financial statements that have been audited in accordance with Australian Auditing and Assurance 

Standards 

ü A Tuition Assurance Scheme membership certificate 
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ü Written confirmation from its registering body that the RTO has an approved fee protection mechanism 

in place 
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CONDITION 6 ς CERTIFICATION & ISSUING OF QUALIFICATIONS & STATEMENTS OF ATTAINMENT 

UNET/LTi must have a system in place to issue compliant certificates or statements of attainment to learners as 

appropriate within a reasonable timeframe after they have been assessed as competent. 

The AQF Implementation Handbook provides information on the format of testamurs as used by UNET/LTi and can be 

sourced at www.aqf.edu.au. 

The Nationally Recognised Training (NRT) logo specifications provide information on the use and form of the NRT logo as 

observed by UNET/LTi, and can be sourced at www.training.com.au. 

The registering body requires UNET/LTi to provide accurate and complete information on the attainment of each learner 

engaging in nationally recognised training. The RTO must therefore have an effective system in place to ensure that these 

records are kept and reported as required. Student records must be kept for thirty years; this requires the RTO to ensure 

that records are kept in an accessible format for this time period. 

RTO Responsibility: UNET/LTi must issue to persons whom it has assessed as competent in accordance with the 

requirements of the Training Package or accredited course, a qualification or statement of attainment (as appropriate) 

that: 

ü meets the Australian Qualifications Framework (AQF) requirements 

ü identifies the RTO by its national provider number from the National Training Information Service 

ü includes the Nationally Recognised Training (NRT) logo in accordance with the current conditions of 

service. 

UNET/LTi must retain client records of attainment of units of competency and qualifications for a period of thirty years. 

UNET/LTi has a comprehensive archiving system in place in order to store records for the required period of thirty years. 

UNET/LTi has a student records management system in place that has the capacity to provide the registering body with 

AVETMISS compliant data. 

UNET/LTi must provide returns of its client records of attainment of units of competency and qualifications to its 

registering body on a regular basis, as determined by the registering body. This can be completed by completing reports 

drawn from our student database system. 

UNET/LTi is committed to meeting the requirements for implementation of a national unique student identifier as it 

becomes available. 

Evidence of adherence to the Condition 

Evidence that can be supplied by UNET/LTi includes: 

ü Compliant awards 

ü An implemented certification and issuing of qualifications and statement of attainment procedure 

ü An implemented records management procedure including requirements to review ongoing accessibility 

of records 

ü Records of induction of administrative staff, including information about issuing awards and records 

management 

ü wŜǇƻǊǘǎ ƻƴ ƭŜŀǊƴŜǊǎΩ ŀǘǘŀƛƴƳŜƴǘ ǘƻ ǘƘŜ ǊŜƎƛǎǘŜǊƛƴƎ ōƻŘȅΣ ǿƘƛŎƘ ŀƭƛƎƴ ǿƛǘƘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ UNET/LTiΩǎ 

records management system which is AVETMISS compliant 

ü Capability to use the national unique student identifier as it becomes available 

 

CONDITION 7 ς RECOGNITION OF QUALIFICATIONS ISSUED BY h¢I9w w¢hΩ{ 
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UNET/LTi must ensure that potential learners are made aware of opportunities for recognition of AQF qualifications and 

statements of attainment issued by other RTOs. 

UNET/LTi has a process in place so that this recognition occurs before commencement of the learning program. 

As the recognition of qualifications and statements of attainment issued by other RTOs is a simple administrative process, 

students will not be charged fees for this recognition. 

RTO Responsibility: UNET/LTi must recognise the AQF qualifications and Statements of Attainment issued by any other 

RTO. This is done through a documented RPL (Recognized Prior Learning) process 

Evidence of adherence to the Condition 

Evidence that can be supplied by UNET/LTi includes: 

ü A recognition of qualifications issued by other RTOs policy and procedure that is implemented 

ü Information about recognition of qualifications issued by other RTOs in pre-engagement materials 

ü Learner files/enrolment forms/outcomes data that verify that recognition of qualifications issued by 

other RTOs has been granted. 

 

  



Policies and Procedures Manual Last updated 27th July 2010  |   DOCUMENT UNCONTROLLED WHEN PRINTED 
 

20 
Language Tra in ing Inst i tu te is  a  Div is ion o f  Universa l  Educat ion and Tra in ing Ltd 

 

CONDITION 8 ς ACCURACY AND INTEGRITY OF MARKETING 

Clients of UNET/LTi must be protected as consumers. All information about services to be provided must be fully disclosed 

and the services advertised must match the services provided by UNET/LTi. Permission must be gained and retained for 

ǘƘŜ ǳǎŜ ƻŦ ŀƴȅ ǇŜǊǎƻƴΩǎ ƛƳŀƎŜ ƻǊ ƴŀƳŜ ƻǊ ŀƴȅ ƻǘƘŜǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ƛŘŜƴǘƛǘȅ ƛƴ ƳŀǊƪŜǘƛƴƎ ƳŀǘŜǊƛŀƭǎΦ 

UNET/LTi must not advertise or market in any way accredited courses, qualifications or units of competency that are not 

on UNET/LTiΩǎ ǎŎƻǇŜ ƻŦ ǊŜƎƛǎǘǊŀǘƛƻƴΦ 

The conditions for using the NRT logo are clearly defined in the NRT logo specifications and must be adhered to. NRT logo 

specifications can be found at www.training.com.au. 

Marketing includes any website information, advertising banners, flyers, faxes, emails, handbooks, prospectus or other 

materials that promote the services of UNET/LTi. 

RTO Responsibility: UNET/LTi must ensure its marketing and advertising of AQF qualifications to prospective clients is 

ethical, accurate and consistent with its scope of registration. The NRT logo must be employed only in accordance with its 

conditions of use. 

Evidence of adherence to the Condition 

Evidence that can be supplied by UNET/LTi includes: 

ü An implemented marketing procedure that aligns with the requirements of Condition 8 

ü Marketing materials 

ü Signed and dated records of permission to identify learners or organisations in marketing. This 

permission should include the terms of use. 
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CONDITION 9 ς TRANSITION TO TRAINING PACKAGES / EXPIRY OF ACCREDITED COURSES 

UNET/LTi cannot deliver and/or assess revised Training Packages or accredited courses unless they have gained approval 

from the registering body, confirmed by the inclusion of the revised Training Package or accredited course on UNET/LTiΩǎ 

scope of registration on the National Training Information Service (NTIS) website. 

UNET/LTi must meet the requirements of the revised Training Packages or accredited course within the transition period. 

UNET/LTi must have the necessary strategies for training and assessment and related resources in place to deliver and 

assess in the Training Packages/accredited course. 

UNET/LTi must also update templates for qualifications and statements of attainment and marketing materials. 

UNET/LTi must ensure that trainers and assessors are aware of changes in the revised Training Package or accredited 

course and related training and assessment strategies and resources. Learners, employers and other relevant stakeholders 

affected by these changes are advised of how the changes will affect them. 

UNET/LTi must ensure that students are not enrolled in qualifications that adversely affect their opportunities for 

employment and/or future study pathways. Where a Training Package has been revised and new qualifications developed, 

student enrolments within the new qualification should commence as soon as possible and no later than 1 year after 

publication of the revised Training Package. UNET/LTi will need to ensure when enrolling students that they abide by 

transition requirements within the accredited course documentation. 

UNET/LTi must implement a strategy for transitioning students to the new qualiŦƛŎŀǘƛƻƴκŎƻǳǊǎŜ ƻǊ ΨǘŜŀŎƘ ƻǳǘΩ ǎǘǳŘŜƴǘǎ ƛƴ 

the superseded qualification/course within a timely manner, within the timeframe designated by the registering authority. 

UNET/LTiΩǎ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳΣ ƛƴŎƭǳŘƛƴƎ ƳŀƴŀƎŜƳŜƴǘ ƻŦ ŜƴǊƻƭƳŜƴǘ ŀƴŘ ǎǘǳŘŜƴǘ ǊŜŎƻǊŘǎ ƳŀƴŀƎŜƳent, relevant policies 

and procedures, must be reviewed to take into account the changes. 

RTO Responsibility: UNET/LTi must manage the transition from superseded Training Packages within 12 months of their 

publication on the National Training Information Service. The RTO must also manage the transition from superseded 

accredited courses so that it delivers only currently endorsed Training Packages or currently accredited courses. 

Evidence of adherence to the Condition 

Evidence that can be supplied by UNET/LTi includes: 

ü Records of continuous improvement related to the review of UNET/LTiΩǎ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳǎΣ ǇǊƻŘǳŎǘǎ 

and services 

ü Information for students and trainers and assessors regarding the transition from superseded Training 

Packages or accredited courses and confirmation that they have received this information 

ü Current marketing materials and accurate award templates 

ü Current strategies for training and assessment and training and assessment resources 

ü Revised or renewed agreements with students with the new qualification or course. 

  



Policies and Procedures Manual Last updated 27th July 2010  |   DOCUMENT UNCONTROLLED WHEN PRINTED 
 

22 
Language Tra in ing Inst i tu te is  a  Div is ion o f  Universa l  Educat ion and Tra in ing Ltd 

 

POLICIES AND PROCEDURES RELATING TO AQTF STANDARD ONE  

 THE REGISTERED TRAINING ORGANISATION PROVIDES QUALITY TRAINING AND ASSESSMENT 

ACROSS ALL OF ITS OPERATIONS 

This RTO is committed to high standards in its training and assessment systems by developing a process whereby staff and 

trainees can be confident that they not only meet AQTF requirements but are provided with excellence in training & 

assessment through following clearly documented Policy & Procedures. 

ELEMENT 1.1 

The RTO collects, analyses, and acts on relevant data for continuous improvement of training and assessment. 

1.1.1 WRITTEN POLICY & PROCEDURES 

This RTO will keep policies and procedures that cover a minimum of the following areas: 

¶ Customer complaints, grievances and appeals (see section 2.61) 

¶ Risk identification and management (see section 3.15) 

¶ Continuous improvement (see section 2.12) 

¶ Administrative and records management (see section 2.51) 

¶ Financial management, including refund policies and systems to protect fees paid in advance (see section 3.18) 

¶ Recognition of qualifications issued by other rtos (see section 1.52) 

¶ Access and equity (see section 2.43) 

¶ Client selection, enrolment and induction/orientation (see section 2.21) 

¶ Staff recruitment, induction, and ongoing development (see section 1.32) 

¶ Competency in delivery and assessment (see section 1.42, 1.43 and 2.41) 

¶ Strategies for learning and assessment (see section 2.41) 

1.1.2 CIRCULATION & IMPLEMENTATION OF POLICY & PROCEDURES  

The CEO will ensure the policies and procedures are circulated, understood and implemented consistently throughout this 

RTO by  

a. Ensuring that the Professional Development Form is completed by all staff at employment and on an annual 
basis. 

b. Conducting an annual audit (using the Audit Form) that demonstrates the consistent implementation of 
policy & procedures throughout this RTO. 

ELEMENT 1.2  

Strategies for training and assessment meet the requirements of the relevant Training Package or accredited course and 

are developed in consultation with industry stakeholders. 

¢Ƙƛǎ w¢hΩǎ ǘǊŀƛƴƛƴƎ ŀƴŘ ŀǎǎŜǎǎƳŜƴǘǎ ƛƴŎƭǳŘƛƴƎ wt[Σ ƳŜŜǘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ ǘƘŜ ŜƴŘƻǊǎŜŘ Ŏomponents of Training 

Packages and the outcomes specified in accredited courses within the scope of its registration. 

 

 

 



Policies and Procedures Manual Last updated 27th July 2010  |   DOCUMENT UNCONTROLLED WHEN PRINTED 
 

23 
Language Tra in ing Inst i tu te is  a  Div is ion o f  Universa l  Educat ion and Tra in ing Ltd 

 

1.2.1 ENSURING ASSESSMENT COMPLIANCE 

 

1. The organisation ensures that assessments, regardless of whether through a training and assessment 
pathway or an assessment-only pathway: 
 

a. Comply with the Assessment Guidelines included in the applicable nationally endorsed Training 
Packages or the assessment requirements specified in accredited courses; 
 

b. Lead to the issuing of a Statement of Attainment or qualification under the AQF when a person 
is assessed as competent against nationally endorsed unit(s) of competency in the applicable 
Training Package or modules specified in the applicable accredited course; 
 

c. Comply with the principles of validity, reliability, fairness and flexibility; iv provide for applicants 
to be informed of the context and purpose of the assessment and the assessment process; 
 

d. Where relevant, focus on the application of knowledge and skill to the standard of performance 
required in the workplace and cover all aspects of workplace performance, including task skills, 
task management skills, contingency management skills and job role environment skills; 
 

e. Involve the evaluation of sufficient evidence to enable judgements to be made about whether 
competency has been attained; 
 

f. Provide for feedback to the applicant about the outcomes of the assessment process and 
guidance on future options; 
 

g. Are equitable for all persons, taking account of cultural and linguistic needs; and 
 

h. Provide for reassessment on appeal. 
 

2. Before the beginning of the relevant training a detailed assessment plan and matrix should be designed and 

approved by the CEO using the assessment checklist. 

3. That plan will incorporate the features listed above as they apply to the particular competency and/or client 

or clients.  

4. A number of methods may be used in combination in order to ensure that sufficient evidence to make a 

judgment has been collected. 

5. Recording procedure - all assessment records are to be regarded as highly confidential with no third party 

access.  Records are to be kept in locked filing cabinets.  Computer records are to be protected by password. 

6. The assessment process will be reviewed as per standard 9.2 and the Training and Assessment Strategy for 

each course. 

 

 

 

 

 

 

 

ELEMENT 1.3  
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Staff, facilities, equipment, and training and assessment materials used by the RTO are consistent with the requirements of 

the Training Package or ŀŎŎǊŜŘƛǘŜŘ ŎƻǳǊǎŜ ŀƴŘ ǘƘŜ w¢hΩǎ ƻǿƴ ǘǊŀƛƴƛƴƎ ŀƴŘ ŀǎǎŜǎǎƳŜƴǘ ǎǘǊŀǘŜƎƛŜǎΦ 

1.3.1 COURSE STAFF, FACILITIES, EQUIPMENT & MATERIAL REQUIREMENTS 

 

1. This RTO has access to the staff, facilities, equipment, training and assessment materials required to provide 
the training and/or assessment services within its scope of registration and scale of operations, to 
accommodate client numbers, client needs, delivery methods and assessment requirements. 
 

2. These requirements are managed through the completion of the Course Pre-Advertising Questionnaire 
which must be completed prior to the advertising of any course. 

 

1.3.2 RECRUITMENT, INDUCTION & DEVELOPMENT OF STAFF 

This RTO is committed to the provision of adequate personnel in the areas of delivery, assessment and issuance of 

qualifications.  To ensure this, procedures of personnel recruitment and induction, outlining the requirements concerning 

on-going professional development has been developed. 

All potential staff must complete a Staff Resume form so relevant, required information can be gathered in order to 

consider potential new staff. 

This RTO will ensure that equity principles will be adhered to in any staff appointment, and that no appointment will be 

jeopardised by reason of gender, race, or social background or because of any disability that may be present. 

 

FULL TIME STAFF 

RECRUITMENT 

Staff Recruitment may occur by a variety of mechanisms. 

For major appointments, advertisements may be placed in national and international magazines. 

However, it is more likely that the CEO will invite a person to facilitate a Course, based on prior knowledge of the 

candidate's experience and qualifications through word of mouth or other referals. 

Within this RTO, emphasis is placed on three areas with respect to staff: 

1. Commitment ς a sense of commitment to training and development of others 

 

2. Character ς staff members will be expected to fulfil basic character requirements  

 

3. Qualifications - this RTO is committed to the appointment of qualified staff.  All trainers must fulfil the basic 

requirements of competencies appropriate to their level of involvement.  

 

 

 

 

 

INDUCTION 
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The following process of induction will be followed: 

1. Potential staff members will furnish a full RESUME by way of application or introduction to the CEO. 

 

2. Potential staff members will then speak with the CEO face to face or by phone. 

 

3. The CEO will make a decision regarding suitability based on information provided 

 

4. Upon appointment, new staff members will be introduced to the Policy & Procedures Manual ς outlining the 

ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ǊŜƭŜǾŀƴǘ ǘƻ ŀ ǎǘŀŦŦ ƳŜƳōŜǊ ŀǘ ǘƘƛǎ w¢hΦ  ¢ƘŜǎŜ ǿƛƭƭ ƛƴŎƭǳŘŜ ǘƘƛǎ w¢hΩǎ !ŎŎŜǎǎ ŀƴŘ 9ǉǳƛǘȅ 

ǇƻƭƛŎȅ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ŀƴŘ !ǎǎŜǎǎƳŜƴǘ ǇƻƭƛŎȅ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎΦ  {ǘŀŦŦ ƳŜƳōŜǊǎΩ ƭŜƎŀƭ ƻōƭƛƎŀǘƛƻƴǎ ǘƻ ŀŘƘŜǊŜ ǘƻ ǘƘŜ 

relevant legislative requirements must be made clear.  

5. New staff members will be furnished with a Policies and Procedures Information for Trainees ς outlining the 

policies and procedures relevant to a trainee at this RTO.   

 

6. New staff members may have an initial induction interview with an experienced Trainer following the 

appointment by the CEO to familiarise themselves with any outstanding issues.  

 

7. !ƭƭ ǎǘŀŦŦ ƳŜƳōŜǊǎ ǿƛƭƭ ōŜ ŜƴŎƻǳǊŀƎŜŘ ǘƻ ǘŀƪŜ ƻǇǇƻǊǘǳƴƛǘȅ ƻŦ ŀƴ άƻǇŜƴ ŘƻƻǊέ ǇƻƭƛŎȅ ǘƻ ŘƛǎŎǳǎǎ ŀƴȅ ƻƴ-going issues 

of policy etc with the CEO as necessary. 

 

PROFESSIONAL DEVELOPMENT 

UNET acknowledges the need for a full commitment to the tertiary institution culture and exposure of its staff to 

the wider academic network. UNET also recognises that staff development will be directed towards innovative 

teaching and learning approaches and will flow into all courses offered by AAC.  

UNET will implement the following strategies to facilitate these measures: 

¶ Staff will be required to attend a minimum of one teaching and assessment information workshop per year either 

offered by UNET or provided by their state VET training authority. 

¶ Staff will be required to attend a minimum of one professional development workshop/seminar per year. 

¶ Funds will be provided, when available, for attendance at relevant teaching and assessment information 

workshops. 

¶ Funds will be provided, when available, for staff to attend professional development workshops/seminars. 

¶ Funds will be provided, when available, to enable staff to become affiliated with relevant academic societies, on a 

personal, social and professional basis; 

¶ Staff will be encouraged to submit research and discussion papers to various professional organisations and 

tertiary institutions, as well as to fellow faculty members at UNET; 

¶ Staff will be encouraged to attend various seminars to hear information relevant to their personal development 

and the ethos of the College;  

¶ Staff will undertake an orientation programme in regards to the policy and procedures of UNET.  

¶ Staff will need to present evidence of professional development using the Evidence of ongoing Professional 

Development of a Trainer/Lecturer form 
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PART TIME STAFF 

RECRUITMENT 

The Recruitment of part/time staff will normally be on the initiative of the CEO. 

All other aspects of recruitment as listed above apply. 

INDUCTION 

Part time staff will be appointed by the CEO. 

The other processes of induction as listed above apply. 

PROFESSIONAL DEVELOPMENT 

The policy of professional development as listed above applies. 

1.3.4  STAFF INDUCTION 

 

The Staff induction will include the following information where relevant: 

- General operations of the organisation 

- Training packages 

- Competency based training & assessment 

- Vocational education and training requirements and policies 

- Requirements for new apprenticeships & traineeships 

- Discussion of the contents of the Policy & Procedures Manual 

- Discussion of the contents of the Policies and Procedures Information for Trainees 
 
At the completion of the induction, the CEO and staff member will both complete and sign the Staff Induction 
Checklist Form and it will be placed in the staff members file. 

1.3.4 DESIGNATION OF AUTHORITY & RESPONSIBILITIES 

This RTO will designate a person ƻǊ ǇŜǊǎƻƴǎΣ ǿƛǘƘ ŘƛǊŜŎǘ ŀŎŎŜǎǎ ǘƻ ǘƘƛǎ w¢hΩǎ /9hΣ ǿƘƻ Ƙŀǎ ŘŜŦƛƴŜŘ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ 

and authority to: 

¶ Ensure that this RTO complies with the Standards for Registered Training Organisations across all of its 
operations and in all of its training/assessment activities, including those undertaken by other persons or 
bodies on its behalf; 

¶ Ensure that this RTO provides for examination of documentation and reasonable access to all areas, records 
(including internal audit reports) and staff as required by the registering body for the purposes of audit; 

¶ wŜǇƻǊǘ ǘƻ ǘƘŜ /9h ƻƴ ǘƘƛǎ w¢hΩǎ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǘƘŜ Standards for Registered Training Organisations, for 
review and as a basis for improvement; 

¶ Apply to the State or Territory registering body that has registered it for any extension to scope of 
registration; 

¶ Provide details, upon the request of the State or Territory registering body that has registered it, of all 
operations within its scope of registration including operations in other States or Territories and outside 
Australia; 

¶ Advise the State or Territory registering body that has registered it that this RTO has commenced operations 
in any other State or Territory within 21 days of commencing the interstate operations; and  

¶ Provide the State or Territory registering body that has registered it with accurate and timely information 
ǊŜƎŀǊŘƛƴƎ ǊŜƎƛǎǘǊŀǘƛƻƴ ŀƴŘ ŎƻƳǇƭƛŀƴŎŜ όƛƴŎƭǳŘƛƴƎ ƳŀƧƻǊ ŎƘŀƴƎŜǎ ǘƻ ǘƘƛǎ w¢hΩǎ ǎȅǎǘŜƳ ƻǊ ǎǘŀŦŦƛƴƎ ǇǊƻŦƛƭŜΣ 
relocation of this RTO, financial difficuUNET/LTies and transfer of client records).  

ELEMENT 1.4  
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Training and assessment are conducted by trainers and assessors who: 

have the necessary training and assessment competencies as determined by the National Quality Council or its successors, 

and 

have the relevant vocational competencies at least to the level being delivered or assessed, and 

can demonstrate current industry skills directly relevant to the training/assessment being undertaken, and 

continue to develop their vocational education and training (VET) knowledge and skills as well as their industry currency 

and trainer/assessor competence. 

1.4.1 UP TO DATE RECORDS OF STAFF, TRAINERS & ASSESSORS QUALIFICATIONS & EXPERIENCE 

 

1. This RTO will maintain up-to-date records of the verified qualifications of all staff and persons working on 
behalf of this RTO as trainers and assessors according the Staff File Record Form. This will be completed prior 
to a staff member commencing work for this RTO and include the following. 
 

2. In order to evidence compliance, this RTO will hold full RESUMES of each staff member.  Those RESUMES will 
be filed by this RTO Secretary in a locked file under the name of the staff member. 
 

3. Certified copies of all formal training is to be lodged with this RTO Secretary who will check to see if all 
necessary copies have been supplied and who then will ensure that those certified copies of qualifications 
are filed with the RESUMES. 
 

4. Certified copies of transcripts detailing any formal training also need to be lodged. 
 

5. The CEO will ensure that the Certificate IV in Training and Assessment or its equivalent (Certificate IV in 
Assessment and Workplace Training) is held by the lecturer/trainer and that a certified copy has been lodged. 
 

6. The RESUME will reflect all experience, paid and unpaid, and will include the names of referees who can 
confirm the experience of the staff member. 

INDUSTRY CURRENCY 

 

1. The RESUMES will be updated every 12 months to ensure currency of experience. 
 

2. The Trainer/Assessor undertakes to supply an updated RESUME on an annual basis, usually in January of the 
calendar year using the Professional Development Form. 
 

3. The CEO needs to check that such an update has been supplied before the beginning of the training period. 

 

1.4.2 ASSESSOR QUALIFICATIONS 

 

 
Assessors must:  

(i) hold the following three competencies from the TAE10 Training and Education Training Package:  
a. TAEASS401A Plan assessment activities and processes  
b. TAEASS402A Assess competence  
c. TAEASS403A Participate in assessment validation  

or  
 

(ii) be able to demonstrate equivalent competencies to all three units of competency listed in (i).  
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Note: If a person does not have the assessment competencies as defined in (i) or (ii) above and the relevant vocational 
competencies at least to the level being assessed, one person with all the assessment competencies listed in (i) or (ii) 
above and one or more persons who have the relevant vocational competencies at least to the level being assessed may 
work together to conduct the assessments. 

 
1. Assessors need to be able to demonstrate vocational competency at least to the level being assessed. 

 
2. Industry Relationship -Assessors need to demonstrate appropriate industry experience, paid and unpaid.  

Evidence of willingness to keep abreast of developments through attendance at conferences will need to be 
given.  Details of industry experience, paid and unpaid, need to be on file with this RTO.  Referees who can 
confirm the effectiveness of such industry experience also need to be tabled. 
 

3. Currency-This RTO expects assessors to be current in their understanding of the challenges and issues 
associated with the industry.  It is therefore expected that assessors will have current industry experience 
beyond their duties in this RTO. 
 

4. Assessors need to demonstrate their awareness of the relationship between the knowledge and skills 
required and the expected outcomes of being equipped for the area of training that they deliver. 

5. Team Assessment - All relevant categories must be met by assessors.  This may be met through a team 

assessment approach as follows: 

a. In assessment for any one unit of competency, this RTO may adopt a team assessment approach to 
ensure that all requirements for assessment are met by the assessors of the competency. 

b. The CEO is responsible for ensuring that the team assessment approach does, in fact, meet ALL relevant 
categories. 

c. The team assessment approach will require the submission of an assessment plan, to the staff meeting 
PRIOR to the assessment of the competency. 

d. The team assessment approach will be indicated on the Training & Assessment Strategy for each 
Course. 

1.4.3 TRAINER QUALIFICATIONS 

 

1. Trainers who are responsible for the training of trainees need to show that they possess the necessary 
competencies in training. 

 
Trainers must:  

(i) hold the TAE40110 Certificate IV in Training and Assessment from the TAE10 Training and Education 
Training Package  

or  
(ii) be able to demonstrate equivalent competencies to the TAE40110 Certificate IV in Training and 

Assessment from the TAE10 Training and Education Training Package. TAA40104A Certificate IV in 
Training and Assessment will be accepted as an equivalent competency until the 17

th
 of June 2012. 

or  
 
(iii) work under the direct supervision of a person who has the competencies specified in (i) or (ii) above*  
and  
be able to demonstrate vocational competencies at least to the level of those being delivered**.  

 
Notes: *Direct supervision is achieved when a person delivering training on behalf of the RTO has regular 
guidance, support and direction from a person designated by the RTO who has the trainer competencies in (i)or 
(ii) above and who monitors and is accountable for the training delivery. It is not necessary for the supervising 
person to be present during all training delivery.  
** Vocational competency is defined as broad industry knowledge and experience, usually combined with a 
relevant industry qualification. A person who has vocational competency will be familiar with the content of the 
vocation and will have relevant current experience in the industry. Vocational competency must be considered on 
an industry-by-industry basis and with reference to the guidance provided in the Assessment Guidelines of the 
relevant Training Package.  
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Training Packages include advice specific to the industry related to the vocational competencies of assessors. This 
may include advice on relevant industry qualifications and experience required for assessing against the Training 
Package or for specific qualifications within the package. The Training Package will also provide specific industry 
advice outlining what it sees as acceptable forms of evidence to demonstrate the maintenance of currency of 
vocational competency.  
 

2. Those who are registered trainers need to demonstrate the appropriate professional development and 
experience in competency based training. 
 

3. Trainers need to be able to demonstrate vocational competency at least to the level being assessed. 
 

4. Industry Relationship -Trainers need to demonstrate appropriate industry experience, paid and unpaid.  Evidence 
of willingness to keep abreast of developments through attendance at conferences needs to be given.  Details of 
industry experience, paid and unpaid, need to be on file with this RTO.  Referees who can confirm the 
effectiveness of such industry experience also eed to be tabled. 
 

5. Currency-This RTO expects lecturing and training staff to be current in their understanding of the challenges and 
issues associated with the industry.  It is therefore expected that trainers will have current industry experience 
beyond their duties in this RTO. 
 

6. Trainers need to demonstrate their awareness of the relationship between the knowledge and skills required and 
the expected outcomes of being trained for their specific industry. 

7. Team Training - All relevant categories must be met by trainers.  This may be met through a team assessment 

approach as follows: 

a. In training for any one unit of competency, this RTO may adopt a team training approach to ensure that 
all requirements for training are met by the trainers of the competency. 
 

b. The CEO is responsible for ensuring that the team training approach does, in fact, meet ALL relevant 
categories. 
 

c. The team training approach will require the submission of a training plan, to the staff meeting PRIOR to 
the training of the competency. 
 

d. The team training approach will be indicated on the Delivery & Assessment Strategy. 

ELEMENT 1.5  

Assessment, including Recognition of Prior Learning (RPL): meets the requirements of the relevant Training Package or 

accredited course is conducted in accordance with the principles of assessment and the rules of evidence meets workplace 

and, where relevant, regulatory requirements is systematically validated. 

1.5.1 RECOGNITION OF PRIOR LEARNING 

 

1. This RTO advises of RPL opportunities and procedures to all applicants prior to enrolment and reminds them at 
orientation.  
 

2. The RPL process is structured so as to be cost effective and fair for both this RTO and the Trainees. 
 

3. Applicants who consider that they have completed appropriate training or have through prior learning and 
experience gained the required skills/competencies stipulated for the units of the course may be granted credit 
upon substantiation of that claim.  
 

4. The assessment will be professionally conducted and will be valid, reliable, flexible and fair. 
 

5. Evidence for credit of prior learning may include: 
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a. Evidence of current competence 
b. Performance, demonstration, or skills test 
c. Portfolio, logbook, task book, projects or assignments 
d. Written presentation 
e. Interview 
f. Case studies 
g. Other certificates or transcripts 
h. References 

 
6. The performance criteria set the RPL/RCC benchmarks. Trainees may complete an application form on request. 

 
7. If there is sufficient evidence in the application and supporting documentation, no 

further assessment will be necessary. If further assessment is required, it may take any practical form consistent 
with the assessment criteria for the claimed competencies and the principles of validity, reliability, fairness and 
flexibility. The form of assessment may be negotiated with the trainee and may consist of interview, written 
assignment, exam, or other method. 
 

8. All RPL assessment must be conducted by a qualified Assessor. 
 

9. Applicants will be advised prior to beginning the Application Procedure of what they will be charged for the 
RPL/RCC assessment.  

10. Successful trainees are notified promptly of the RPL/RCC outcome. The Assessor advises unsuccessful trainees of 
reasons for non-recognition and steps they can take, including appeal mechanisms. 
 

11. RPL Procedure 
i. Request RPL Application Form. 
ii. Complete RPL Application Form. 
iii. Return RPL Application Form with supporting evidence and fee. 
iv. Application is assessed within 28 days. 
v. Applicant is promptly advised of outcome. 

 
12. If unsuccessful client advised of appeal procedure. 

 
13. If successful client advised of study reduction time and credit transfer details. 

1.5.2 PROCEDURES TO RECOGNISE AQF QUALIFICATIONS & STATEMENTS OF ATTAINMENT 

 

This RTO recognises qualifications and Statements of Attainment, within the AQF, issued by any other RTO. 

1. Where it can be shown, through the presentation of official certified transcripts, that a trainee has 
completed accredited competencies at another Registered Training Organisation in any course or 
competency offered by this RTO, then credit transfer will be given readily and the RPL process will not apply.  
 

2. Where credit transfer is given, a certified copy of the original certificate and transcript will be held on file by 
this RTO, and an equivalent certificate and transcript or statement of attainment issued. 
 

3. No fee will be charged for a full credit transfer 

1.5.3 PROVISION OF MUTUAL RECOGNITION INFORMATION TO CLIENTS 

 

1. This oǊƎŀƴƛǎŀǘƛƻƴ ŀŘǾƛǎŜǎ ŎƭƛŜƴǘǎ ƻŦ Ƴǳǘǳŀƭ ǊŜŎƻƎƴƛǘƛƻƴ ƻōƭƛƎŀǘƛƻƴǎ ƛƴ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ Policy and 
Procedures Manual and in the Policies and Procedures Information for Trainees. 

 
2. The trainees are reminded of this provision during their orientation and at other appropriate times 
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1.5.4 PROVISION OF MUTUAL RECOGNITION INFORMATION TO STAFF 

 

1. ¢Ƙƛǎ ƻǊƎŀƴƛǎŀǘƛƻƴ ŀŘǾƛǎŜǎ ǎǘŀŦŦ ƻŦ Ƴǳǘǳŀƭ ǊŜŎƻƎƴƛǘƛƻƴ ƻōƭƛƎŀǘƛƻƴǎ ƛƴ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ Policy & Procedures 
Manual. 

 
2. The staff are reminded of this provision during their induction and at other appropriate times 
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POLICIES AND PROCEDURES RELATING TO AQTF STANDARD TWO 

 THE RTO ADHERES TO PRINCIPLES OF ACCESS AND EQUITY AND MAXIMISES OUTCOMES FOR ITS 

CLIENTS 

This RTO is committed to meeting the needs of the individual trainees and the community as a whole, through the 

integration of access and equity guidelines. 

 

This RTO will ensure that equity principles for all, regardless of race, gender, age, social or educational background or any 

disability that may be present are implemented through fair allocation of resources (including human resources) and the 

right to equality of opportunity without discrimination. 

This RTO will ensure that no applicant for admission to this RTO will be disadvantaged in any way by virtue of their race, 

gender, age (recognising of course the minimum age), social or educational background or disability. 

ELEMENT 2.1  

The RTO establishes the needs of clients, and delivers services to meet these needs 

2.1.1 ESTABLISHING CLIENTS NEEDS AND DELIVERING SERVICE TO MEET THESE NEEDS  

RTO Responsibility: UNET/LTI will ensure that Training Partners are adhering to the below Policies and Procedures. 

UNET/LTi is committed to clearly identifying the needs of its clients and delivering service to meet these identified needs. 

This is done using the following processes: 

¶ Engaging clients needs initially over the phone, through email communication or in person by listening and 

providing prompt solutions to their education needs based on the information that has been received from the 

potential client 

¶ Identifying clients perceived needs by extracting information from our enrolment forms and providing necessary 

communication to trainers so that specific education needs have been identified and addressed based on the 

information that has been received from the potential client 

¶ Making clients aware that assessment and delivery methods can be adjusted to meet their specific requirements 

and perceived needs. An assessment modification form would need to be completed for this to be auctioned. 

ELEMENT 2.2  

The RTO continuously improves client services by collecting, analyzing and acting on relevant data. 

2.2.1 CUSTOMER SERVICE POLICY  

UNET is committed to excellence in customer service. We will: 

¶ Continually strive to make it easier for our students to do complete their studies with us;  

¶ LƳǇƭŜƳŜƴǘ ƛƴƴƻǾŀǘƛǾŜ ǿŀȅǎ ǘƻ ŘŜƭƛǾŜǊ ǎŜǊǾƛŎŜǎΣ ŀƴŘ ǇǊƻǾƛŘŜ ŀ ǊŀƴƎŜ ƻŦ ǎŜǊǾƛŎŜ ƻǇǘƛƻƴǎ ǘƘŀǘ ōŜǎǘ ǎǳƛǘ ƻǳǊ ǎǘǳŘŜƴǘΩǎ 
needs;  

¶ Identify ourselves when answering the phone and deal immediately with the students or prospect students 
concern or find someone who can;  

¶ Listen to students and endeavor to provide them with prompt solutions, not just answers;  

¶ Provide information that is accurate, complete and easy to understand;  

¶ Get back to students to ensure they are kept up-to-date with actions we have taken;  

¶ Regularly seek feedback on our students expectations and level of satisfaction; and  

¶ Act on feedback to continue to improve the quality of our service.  
We use an Expression of interest form to capture relevant data to assist with our Customer Service Policy. 

http://www.contact.act.gov.au/cgi-bin/canberraconnect.cfg/php/enduser/ask.php
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2.2.2  COLLECTION AND USE OF FEEDBACK 

1)  The CEO will ensure that feedback is collected from all stakeholders as follows: 

a. Trainees ς Minimum of Three times per Course 
1. Using the Feedback on the Course Today Form in the middle of the second full 

training session.  
2. Using the Feedback on the Course So Far Form in the middle of a Training Session 

about half way through the Course.  
3. Using the Feedback on the Course at the End Form in the middle of the last fully 

attended training session at the end of the Course. 
4. Trainers may decide to collect additional feedback, or may do so at the request of the 

CEO or a Representative of the CEO, using either of the first two Feedback Forms 
named above. 

b. Trainers ς end of each course ς Feedback from Trainer at End of Course       Form 
c. RTO Office Staff ς end of course ς Feedback from Staff Form 
d. Industry - at least annually ς Feedback From Industry on Training Form 
e. CEO ς at least annually - Staff Performance Feedback Form 
f. Other Stakeholders ς As required ς General Feedback Form 

 
2) The CEO or representative will then collate and analyse the data collected through the feedback process and produce 

a Request For Improvement (RFI) Form .  

2.2.3 CONTINUOUS IMPROVEMENT 

1) This RTO has as a central function of its core business a continuous improvement procedure and tools that 
provide ǘƘŜ ǎǘǊǳŎǘǳǊŜ ŦƻǊ ǘƘƛǎ w¢hΩǎ ǎǘǊŀǘŜƎȅ ŦƻǊ Ŏƻƴǘƛƴǳƻǳǎ ƛƳǇǊƻǾŜƳŜƴǘΦ ¢Ƙƛǎ ǇǊƻŎŜŘǳǊŜ ǳǎŜǎ ǘƘŜ ŦƻƭƭƻǿƛƴƎ 
steps: 

2) Information about the operations and functions of this RTO is gathered through all available sources 
including: 

¶ Trainees - twice per term, unit or course ς Trainee Feedback Form 

¶ Trainers ς end of each term, unit or course ς Trainer Feedback Form 

¶ RTO Staff ς end of each term or course ς Staff Feedback Form 

¶ Industry ς at least annually ς Industry Feedback Form 

¶ CEO ς at least annually - Staff performance Feedback Form 

¶ Other Stakeholders ς As required ς General Feedback Form 

¶ Internal and external audits ς Annual Audit Form 

¶ Annual reviews ς Annual Review Form 

¶ Staff, Trainer, Assessor & trainee meetings 

¶ Informal discussions 

¶ External experts & attendance at seminars, information days etc. 

¶ Complaints & Appeals ς Grievance or Appeal Forms 

¶ Any other method/source. 
 

3) Once this data is collated and analysed, an RFI Form ƛǎ ŎƻƳǇƭŜǘŜŘ ŦƻǊ ŀǇǇǊƻǾŀƭ ōȅ ǘƘŜ /9h ƻǊ /9hΩǎ 
representative. 
 

4) After approval is given ς if improvements are necessary -  one copy of the RFI Form is given to the staff 
member who has the delegated responsibility to make any changes necessary and one copy remains with the 
staff member who is responsible to ensure the changes are made.  
 

5) The person responsible for checking the improvements does so on the date required, signs that they have 
been completed; the form will then be filed along with evidence of executed outcomes in the RFI Forms File. 
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FEEDBACK FLOWCHART 

 

  

Improvements made  

and Implemented 

Collate and/or  

Analyse Data 

Complete Request for 

Improvement 

Improvements checked and 
signed off by CEO 

Request for Improvement 

processed by appropriate 

staff member 

Feedback from all sources 
including:  
- Evaluation forms 
- Action items from meetings 
- Staff & Client feedback 
- Reviews 
- Audit - Risk analysis 
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ELEMENT 2.3  

Before clients enrol or enter into a contract, the RTO informs them about the training, assessment and support services to 

be provided, and about their rights and obligations. 

2.3.1 DISSEMINATION OF CLEAR INFORMATION TO CLIENTS 

1. ¢Ƙƛǎ w¢h ŘƛǎǎŜƳƛƴŀǘŜǎ ŎƭŜŀǊ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ŜŀŎƘ ŎƭƛŜƴǘΣ ǇǊƛƻǊ ǘƻ ŜƴǊƻƭƳŜƴǘΦ ¢Ƙƛǎ ƛǎ ŘƻƴŜ ǘƘǊƻǳƎƘ ǘƘƛǎ w¢hΩǎ 
Website, or hardcopies of Web Information and includes the following: 

¶ Client selection, enrolment and induction/orientation procedures; 

¶ Course information, including content and vocational outcomes; 

¶ Fees and charges, including refund policy and exemptions (where applicable); 

¶ Provision for language, literacy and numeracy support in  assessment; 

¶ Client support, including any external support the organisation has arranged for clients; 

¶ Flexible learning and assessment procedures; 

¶ Welfare and guidance services; 

¶ Appeals, complaints and grievance procedures; 

¶ Disciplinary procedures; 

¶ Staff responsibilities for access and equity; and 

¶ Recognition of Prior Learning (RPL) arrangements. 

2. The trainee follows the following steps: 

¶ Accesses information about the Course. 

¶ Makes further preliminary inquiries by phone or email about the Course. 

¶ Formal submission of enrolment form (The client signs the enrolment form to confirm that they 
have read and understood the information available.) 

¶ Formal orientation to the course on the first session of the Course.  
 

ELEMENT 2.4  

9ƳǇƭƻȅŜǊǎ ŀƴŘ ƻǘƘŜǊ ǇŀǊǘƛŜǎ ǿƘƻ ŎƻƴǘǊƛōǳǘŜ ǘƻ ŜŀŎƘ ƭŜŀǊƴŜǊΩǎ training and assessment are engaged in the development, 

delivery and monitoring of training and assessment. 

2.4.1 INVOLVEMENT OF EMPLOYERS AND OTHER PARTIES 

¢Ƙƛǎ w¢h ǾŀƭǳŜǎ ŎƻƴǘǊƛōǳǘƛƻƴǎ ŦǊƻƳ ŀƭƭ ǇŀǊǘƛŜǎ ǿƘƻ ŎƻƴǘǊƛōǳǘŜ ǘƻ ŜŀŎƘ ƭŜŀǊƴŜǊΩǎ ǘǊŀƛƴƛƴƎ ŀƴŘ ŀǎǎŜǎsment.  This is 

predominantly done through the form of collating feedback as per section 2.11 Collection and use of feedback. 

 

!ǘ ǘƘŜ ŘƛǎŎǊŜǘƛƻƴ ƻŦ ǘƘŜ /9hΣ ǎŜƭŜŎǘŜŘ ǇŀǊǘƛŜǎ ǿƘƻ ŎƻƴǘǊƛōǳǘŜ ǘƻ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ǘǊŀƛƴƛƴƎ ŀƴŘ ŀǎǎŜǎǎƳŜƴǘ ǿƛƭƭ ōŜ ŀǎƪŜŘ ǘƻ ǘŀƪŜ 

part or contribute towards training and assessment reviews. 
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ELEMENT 2.5  

Learners receive training, assessment and support services that meet their individual needs. 

This RTO identifies, negotiates, plans and implements appropriate learning and assessment strategies to meet client 

needs. 

2.5.1 DELIVERY & ASSESSMENT STRATEGY DOCUMENTS 

 

1. This RTO has strategies in place for training delivery and assessment for each Training Package qualification 
ŀƴŘ ŀŎŎǊŜŘƛǘŜŘ ŎƻǳǊǎŜ ǿƛǘƘƛƴ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ǎŎƻǇŜ ƻŦ ǊŜƎƛǎǘǊŀǘƛƻƴ. 
 

2. These delivery and assessment strategies are contained in the Training and Assessment Strategy. 
 

3. The Training and Assessment Strategy is completed for each new qualification or course prior to it being put 
on scope. 
 

4. The assessment strategies contained in the Training and Assessment Strategy have been developed in 
consultation with enterprises/industry. 
 

5. The Training and Assessment Strategy identifies: 
a. Proposed target groups,  
b. Delivery and assessment modes and strategies,  
c. Assessment validation processes and pathways. 

 
6. A Training and Assessment Strategy is required before the commencement of any courses by the RTO or its 

training partners. 

2.5.2  ASSESSMENT STRATEGY VALIDATION 

 

1. This RTO validates its assessment strategies by: 
a. Reviewing, comparing and evaluating the assessment processes, tools and evidence contributing to 

judgements made by a range of assessors against the same competency standards, at least annually; and 
b. Documenting any action taken to improve the quality and consistency of assessment. 

 
2. This process is actioned by: 

c. Each Assessor evaluating their assessments at the close of each assessment process using the Assessors 
Assessment Evaluation Form 

d. A Group of assessors reviewing and validating the assessment processes at least annually using the 
Annual Assessment Review Form. 

e. After each of the above processes is completed a RFI Form is completed and passed to the CEO for 
approval and actioning. 

2.5.3  ACCESS & EQUITY 

At all times UNET will endeavour to: 

Á Ensure the establishment of non ς discriminatory trainee selection procedures which encourage fair 

access for members of under represented groups. 

 

Á Ensure that all policy and procedures reflect access & equity principles 

 

Á Ensure that any relevant access and equity issues are considered during course development, delivery 

and assessment. 
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Á Ensure that staff members understand this policy and are aware of its implications. 

 

Some Implications of the above Policy with respect to RTO Life 

Staff members need to be aware that there are two types of discrimination:   

¶ Direct discrimination occurs when a person is treated unfairly because of their gender, race, and age or because 

they have a disability. 

 

¶ Indirect Discrimination is more difficult to identify and often occurs unintentionally.  Indirect Discrimination often 

occurs when there is a requirement (a rule, a policy eg., in Assessment, or a system) which appears fair but has an 

unfavorable effect on one group compared to another.  If the impact on the policy is proportionally worse on one 

group over another (eg one culture over another, or women over against men) then indirect discrimination is 

probably occurring. 

With those two aspects in mind, the following applies: 

¶ Any assessment adopted must be fair to all and must not discriminate against any particular trainee or group of 

ǘǊŀƛƴŜŜǎΦ  CƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜǊŜ ŀǊŜ ǘǊŀƛƴŜŜǎ ǿƘƻ άŦǊŜŜȊŜέ ŘǳǊƛƴƎ ǿǊƛǘǘŜƴ ŜȄŀƳƛƴŀǘƛƻƴǎΦ  LŦ ƛƴ ǘƘŜ ƭŜŎǘǳǊŜǊΩǎκǘǊŀƛƴŜǊΩǎ 

fair and honest opinion there is a trainee who will be disadvantaged in this way, then an oral examination or 

some less threatening means of assessment may be chosen for that trainee or for the class as a whole.   

 

¶ Trainees who have satisfied basic entrance competencies in English, and yet still find it difficult to present 

assignments in that language, should be given an extension to allow them the extra time needed to present 

finished assignments.  The extension to trainees of other cultures to allow them first time to write assignments in 

their own home language and then to translate them is an attempt to address this issue.   

 

¶ Trainees whose cultural background may find them expressing truth differently to that normally expected by 

those in a basically Western type culture, need to be assessed in a way that does not discriminate against them.  

Trainers/trainers need to feel free to be creative, using the possibility of written and acted dramas and/or 

projects of appropriate standard to ensure that assessment methods are fairly and equitably applied. 

 

¶ Teasing or horseplay based on gender, race, social or educational background is to be discouraged within this RTO 

community. 

 

If staff members or trainees become aware of any policy of this RTO which they regard to be indirectly discriminatory, 

or if they become aware of instances of direct discrimination, they are requested to draw same to the attention of the 

CEO or RTO Secretary immediately. 

2.5.4 PROVISION & ADHERENCE TO ACCESS & EQUITY PRINCIPLES 

 

1. This Access & Equity Policy is set out in the Student Policies and Procedures. 
2. The staff are informed of this procedure through: 

a. Reading the Policy & Procedures Manual and Student Policies and Procedures. 
b. Staff Induction 
c. Reminders at appropriate times 

 
3. Lǘ ƛǎ ǘƘŜ /9hΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘƛǎ ǇƻƭƛŎȅ ƛǎ ŀŘƘŜǊŜŘ ǘƻ ŀǘ ŀƭƭ ǘƛƳŜǎΦ 
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2.5.5 APPROPRIATE DEVELOPMENT, ADAPTATION & DELIVERY OF TRAINING & ASSESSMENT 

PRODUCTS 

This RTO ensures that in developing, adapting or delivering training and/or assessment products and services: 
 
i. Methods used to identify learning needs, and methods for designing training and assessment, are 

documented; 
 

ii. The requirements of the Training Package or accredited course are met; 
 

iii. core and elective units, as appropriate, are identified; 
 

iv. Customisation meets the requirements specified in the relevant Training Package or, for accredited courses, 
meets the NTQC customisation policy; 
 

v. Language, literacy and numeracy requirements develop the learning capacity of the individual and are 
consistent with the essential requirements for workplace performance specified in the relevant units of 
competency or outcomes of accredited courses; 
 

vi. Delivery modes and training and assessment materials which meet the needs of a diverse range of clients are 
identified; 
 

vii. Where assessment or training is conducted in the workplace, the organisation negotiates the Training and 
Assessment Strategy with the employer and learners; works with the employer to integrate any on-the-job 
training and assessment; and schedules workplace visits to monitor/review the training and assessment; 
 

viii. Where an Apprenticeship/Traineeship Training Contract is in place or being negotiated, individual Training 
Plans are developed, documented, implemented and monitored for each apprentice or trainee, 
encompassing all relevant off-the-job training and structured workplace training; and 
 

ix. Where assessment or training is conducted on-line or by distance, the organisation has effective strategies 
for learner support, monitoring and assessment. 
 

These requirements are managed through the completion of the Course Pre-delivery Questionnaire which must 
be completed prior to the start of any course. 

2.5.6 SPECIAL NEEDS POLICY 

ACADEMIC PERFORMANCE  

To assist students to meet the course requirements lecturers/trainers will set time at the beginning and during each 

course explain and revise the requirements of each assessment.  

 

Staff will also be available by appointment to assist students who need further assistance.  

 

In addition to this, academic performance will also be monitored at the end of every semester to ensure all students are 

maintaining satisfactory academic course progress.  

 

When students are at risk of not meeting the course progress requirements, an intervention strategy will be implemented 

that focuses on interviewing and counselling students and assisting them to achieve satisfactory progress. 
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PERSONAL COUNSELLING FOR EMOTIONAL NEEDS 

Lǘ ƛǎ ǘƘŜ ǇƻƭƛŎȅ ƻŦ ¦b9¢ ƴƻǘ ǘƻ ƎŜǘ ƛƴǾƻƭǾŜŘ ƛƴ ŎƻǳƴǎŜƭƭƛƴƎ ƳŀǘǘŜǊǎ ǘƘŀǘ Řƻ ƴƻǘ ǊŜƭŀǘŜ ǘƻ ŀ ǎǘǳŘŜƴǘΩǎ ǎǘǳŘƛŜǎΦ IƻǿŜǾŜǊ ǿŜ Řƻ 
recognize that students may at sometime need personal counselling to resolve a situation.  

Lƴ ǎǳŎƘ ŀ ŎŀǎŜΣ ǘƘŜ ǎǘǳŘŜƴǘ ǿƛƭƭ ōŜ ǊŜŦŜǊǊŜŘ ǘƻ Ƙƛǎ ƻǊ ƘŜǊ ǇŀǎǘƻǊ ƻǊ ǘƘŜ ǎǳǇŜǊƛƴǘŜƴŘŜƴǘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƻǊƎŀƴƛǎŀǘƛƻƴ or they 
will be directed to professional counselling service such as Christian Counsellors Association Australia 
http://www.ccaa.net.au/ Life Line, Relationship Australia and Salvation Army Counseling services 

LANGUAGE, LITERACY AND NUMERACY PROGRAMS FOR ADULTS  

Language, literacy and numeracy programs for adults are available at a range of training organisations 

throughout Australia, including: 

¶ TAFE institutes;  

¶ community training organisations;  

¶ private training organisations.  

These programs may be delivered as one-to-one tuition with a volunteer tutor, in open learning centres, in 

small groups/classes, or as distance training. Students with language, literacy and numeracy difficuUNET/LTies 

will be directed to one or more of the above organisations. 

DISABILITY SERVICES 

Students with disabilities are asked to make their particular needs known to UNET staff either at their initial interview or 
at enrolment, so that every effort can be made to accommodate these needs. 

Students with disabilities will be directed to one or more of the following: 

¶ Disability Services and Information of their major city 

¶ Disability Services and Information of their closet TAFE College 

¶ Salvation Army Counselling services 

¶ Disability Services Australia 

¶ Better Hearing Australia (Victoria) Inc 

¶ Australian Federation of Disability Organisations (AFDO) 

ELEMENT 2.6  

Learners have timely access to current and accurate records of their participation and progress. 

This RTO has effective administrative and records management procedures in place in line with the organisations scope of 

registration and scale of operations. 

2.6.1 PROCEDURES TO ENSURE THE INTEGRITY, ACCURACY & CURRENCY OF RECORDS 

1. Secure storage, including backup of records.  All records relating to individuals are handled in a way 
consistent with the privacy act including but not limited to the following: 

a. All trainee and staff records will be kept in secured filing cabinets and on a computer system 
that requires a password to access it.  

b. There is no third party access allowed to trainee files without the express written permission of 
the trainee using the Personal Information Disclosure Form 

c. Trainees may view their records and any other information recorded about them at any time by 
submitting a Personal Information Disclosure Form 

2. Backup copies are made regularly of all essential records and a copy of them kept either: 
a. In a secure location off site  

http://www.ccaa.net.au/
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b. In a fire proof safe. 
 

3. All other records required by the registering body will be kept as indicated on the table in section 3.3 
4. As each Course is progressing an Administration File will be created for each Trainee ensuring that all 

necessary information is contained in each. These files will be organised in alphabetical order under the 
name of each trainee and kept together with all other Trainee Files for that Course. They will be kept in a 
secure location.   

5. Not less than fourteen (14) days prior to the completion of a course, the CEO will use a Course Completion 
Checklist Form to ensure that all information relating to the Trainees and the Course as a whole is available 
for Record Keeping purposes.  

6. !ƭƻƴƎ ǿƛǘƘ ǘƘŜ ŀōƻǾŜ ǘƘƛǎ w¢hΩǎ ǊŜŎƻǊŘ ƪŜŜǇƛƴƎ ǿƛƭƭ ŎƻƳǇƭȅ ǿƛǘƘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ ŀƴȅ ƴŜŎŜǎǎŀǊȅ ŜȄǘŜǊƴŀl 
bodies.  

2.6.2 UP-TO-DATE RECORDS OF ENROLMENTS & PARTICIPATION 

1. This RTO or its training partner will collect Enrolment Forms from each trainee prior to the beginning of their course 
and enter this information into the trainee database. 
 

2. The Enrolment Form will contain: 
 

a. Trainee details 
b. Trainees signature demonstrating that they have: 

i. Read and understood the Policies and Procedures Information for Trainees 
ii. Received specific information about the Course 
iii. Give approval for their information to be disclosed to a registering body official at audit 

 
3. The assessors will place in the trainees file an up-to-date record of competencies gained and qualifications awarded. 

 
4. The trainers will ensure that trainees are invited to sign the Participant Attendance Register each Training day. 

2.6.3  UP-TO-DATE RECORDS OF FEES PAID & REFUNDS GIVEN 

This RTO will maintain up-to-date records of fees paid and refunds given according to the procedure listed at standard 3.  

ELEMENT 2.7  

The RTO provides appropriate mechanisms and services for learners to have complaints and appeals addressed efficiently 

and effectively 

2.7.1  COMPLAINTS & APPEALS 

In the case of a complaint by a Trainee regarding assessment or any other issue relating to the Training provided, this 

policy allows for the following: 

¶ Trainees need to feel free to discuss any issues about any Course related matter with any Staff Member they 

think will be able to assist in resolving the issue. If the issue can be resolved in initial discussions, no action is 

required. 

¶ In the case of Assessment Issues, the Trainee should first approach the Trainer/Assessor conducting the 

Assessment. 

¶ If the issue cannot be resolved informally in these initial discussions, the student should be advised of the 

formal Complaints Procedure process by the Staff Member who has had the initial discussions. In particular, 

the Trainee should be advised of the option of submitting a Complaints Form. 

¶ The Trainee has the option of submitting a Complaints Form to either a Staff Member, or directly to the CEO, 

at any time regardless of any prior communication with other staff on an issue. 

¶ If a Trainee submits a Complaints Form to a Staff Member, the Staff Member is encouraged to try and 

resolve the issue with the Trainee.  
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¶ Regardless of whether a successful outcome is achieved or not with the trainee as a result of the Staff 

aŜƳōŜǊΩǎ ǊŜǎǇƻƴǎŜΣ ǘƘŜ {ǘŀŦŦ aŜƳōŜǊ Ƴǳǎǘ Ŏƻmplete a Complaints: Staff Report Form and attach this 

Complaints: Staff Report Form to the Complaints Form (if the Complaints Form has been given to them).  

¶ The Staff Member must then ensure that the CEO receives both forms with in three (3) days of which ever is 

the earlier of either: 

¶ Resolution of the situation, or, 

¶ A period of fourteen (14) days of the initial receipt of the Complaints Form 

¶ If the situation has not been resolved by a Staff Member who has received a Complaints Form within 

fourteen (14) days, the CEO will either attempt to resolve the issue, or ask an Appointee to try and resolve 

the situation.  

¶ If the CEO receives a Complaints Form directly from a Trainee, the CEO will contact Staff involved in 

conducting the Course and request that a Complaints: Staff Report Form be provided to him within seven (7) 

working days. 

¶ UUNET/LTimately, the CEO will then be responsible to ensure that either the aggrieved person is now 

ǎŀǘƛǎŦƛŜŘΣ ƻǊ ǘƻ ŎƻƳƳǳƴƛŎŀǘŜ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ǉƻǎƛǘƛƻƴ ƻƴ ǘƘŜ ǎƛǘǳŀǘƛƻƴΦ 

¶ If the trainee feels that the matter is still not satisfactorily resolved then the trainee will be referred to 

external organizations of appeal (e.g. Anti-discrimination Board, DET complaints). 

¶ The CEO will ensure that a record of the resolution, or attempted resolution, is attached to the Complaints: 

Staff Report Form which is, in turn, attached to the initial Complaints Form.  

¶ The CEO will also produce a Request for Improvement Form relating to the situation. 

No charge or fee of any kind is applied to any appeal of Assessment or any other matter. 

POLICIES AND PROCEDURES RELATING TO AQTF STANDARD THREE 

MANAGEMENT SYSTEMS ARE RESPONSIVE TO THE NEEDS OF CLIENTS, STAFF AND 

STAKEHOLDERS, AND THE ENVIRONMENT IN WHICH THE RTO OPERATES 

 

ELEMENT 3.1  

¢ƘŜ w¢hΩǎ management of its operations ensures clients receive the services detailed in their agreement with the RTO 

RTO Responsibility: UNET/LTI will ensure and moderate that Training Partners are adhering to the below Policies and 

Procedures.  

UNET/LTi is committed to providing clients with the services detailed in their agreement with us. Students will be advised 

in writing if a planned course is not proceeding and a full refund of all fees will be made available. 

 

ELEMENT 3.2  

The RTO uses a systematic and continuous improvement approach to the management of operations. 

3.2.1 ORGANISATIONAL CHART & DUTY STATEMENTS 

The above will be demonstrated by the Organisational Chart and Position Descriptions.  

3.2.2  INTERNAL AUDIT 
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This RTO will conduct an internal audit of its compliance with the AQTF Standards and a review of its operations 

at least annually. This internal audit may occur over several months or may be conducted as an intensive audit 

over a few days. 

3.2.3 /9hΩ{ w9±L9² 

¢Ƙƛǎ w¢hΩǎ /9h ǿƛƭƭ ǊŜǾƛŜǿ ǘƘŜ !ǳŘƛǘ ǊŜsults captured on the Audit Form and complete and sign the associated 

Request for Improvement Form (RFI Form) to approve any necessary changes. 

3.2.4 PLAN FOR ITS BUSINESS 

This RTO will have a written Business Plan that is consistent with its scope of registration and scale of operations. 
a. Immediately prior to the annual review the CEO will review and update the organisational Business Plan. 
b. The Business Plan will cover at least the next 12 months and cover the following areas: 

A description of the business operations of this RTO. 

¶ The context within which this RTO operates in relation to scope of   registration and scale of operation 

¶ A description of the various customer needs 

¶ A list of resources available 

¶ A list of legal requirements 

¶ Marketing & promotion strategies that identify methods to promote the business 

¶ Business goals for the next 12 months covering each area of operation 

¶ An operational plan identifying the means of achieving the business goals in each sector and 
relationships with client groups 

¶ An operational budget 

¶ Staffing priorities 

¶ A timeframe for achieving goals 

¶ Quality control mechanisms 

¶ Risk management strategies 

¶ A review & update process for the plan. 
 

c. The Business Plan will constitute the structure within which this RTO operates and all business decisions are 
made. 

d. If at any time there is a recognised need to depart from the Business Plan, the following steps must be taken: 

¶ The CEO will put in writing 

- The proposed changes 

- The reasoning behind the proposed changes 

- The effect of the changes on the rest of the business plan 

- The financial and organisational impact of the changes 

¶ The changes will then be made to the Business Plan and implemented as stated. 

3.2.5 RISK MANAGEMENT 

This procedure describes the process by which this RTO identifies and manages risks concerned with quality control and 
compliance with AQTF Standards for Registered Training Organisations.  

1) The CEO is responsible for documenting the risk management approach and risk status of the organisation. 
The implementation of this policy and its associated procedures may be delegated to the Training staff that 
ŀǊŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǊŜǇƻǊǘƛƴƎ ǘƻ ǘƘŜ /9h ǊŜƎŀǊŘƛƴƎ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ Ǌƛǎƪ ǎǘŀǘǳǎΦ  

2) At least yearly the CEO shall complete and/or review the Risk Register and Risk Treatment Schedule. 
3) Following this process the results will be circulated to staff, including administrative and training staff. 

a. Staff will be asked to complete an RFI outlining any changes that they believe need to be made. 
b. The CEO will assimilate any staff comments into the Risk Register and into the Risk Treatment 

and Schedule Plan. 
c. The CEO will ensure that the recommendations of the Risk Treatment Schedule and Plan are 

followed by regular monitoring of progress in consultation with other relevant staff members at 
the staff meeting. 
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3.2.6 OCCUPATIONAL HEALTH & SAFETY 

The safety of staff & clients is of primary importance in all activities. Safety is of great importance in the work 
environment.  This RTO observes all occupational health & safety legislation. All staff & participants are notified of their 
health & safety obligations. 
 
  This RTO has the responsibility to provide a safe system of work for all its personnel.  This includes: 

a. Provide a safe workplace  
b. Implement Occupational Health, Safety & Welfare policies and procedures 
c. Actively promote and be involved in those policies and procedures 
d. Provide resources to meet its OHS&W commitments 

RESPONSIBILITIES OF EMPLOYEES, VOLUNTEERS & WORKERS 

This RTO, whilst recognising its obligations to take all practical action to safeguard the safety, health and welfare of each 

person, expects that each person will exercise due care and attention to their work and to use any necessary safety 

equipment and protective clothing provided. 

a. Follow all OHS&W policies and procedures  
b. Report all hazards to the CEO  
c. Comply with all lawful instructions 

d. Not behave in a wilful and reckless manner 

 
Consultation is an ongoing process ensuring everyone is given a genuine opportunity to consult.  We are committed to 
encouraging consultation and co-operation between administration, employees and voluntary workers and trainees. It will 
involve all parties in workplace changes likely to affect their safety, health and welfare. Consultation Covers: 
 

a. Hazard identification 
b. Risk assessment 
c. Hazard elimination 
d. Possible improvements 

Employees and volunteers will not be disadvantaged through the involvement in the consultation process and all people 

will be given sufficient time and opportunity to consider information or advice when given. 

¶ All perceived hazards must be reported on the Perceived Safety Hazard Report Form 

¶ All "accidents" and near miss incidents must be reported as early as possible on the Accident or Near Miss Form 

¶ Where an injury requires ƻǳǘǎƛŘŜ ǘǊŜŀǘƳŜƴǘ ƻǊ ǘƛƳŜ ŀǿŀȅ ŦǊƻƳ ǿƻǊƪ ŀ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ /ƭŀƛƳ Ƴǳǎǘ 
be raised in accordance with the Act. 

¶   We will endeavour to assist employee/volunteers in maintaining their health and performance at 
satisfactory levels. We will: 

o Provide counselling and/or treatment where necessary 
o Treat all information with the strictest confidence 
o Not discriminate against an employee for seeking assistance 

¶ Health and Saftey Rules 
o No smoking at the training facility or office 
o No alcohol or drugs at the training facility or office 
o Know and observe OHS&W rules 
o Know and observe details of emergency response and evacuation plans 
o All work at heights must have permission of the CEO before commencement 
o Do not undertake work for which you are not qualified (Eg. electrical maintenance). 
o Be responsible for your own actions and do absolutely nothing to endanger another person's health 

or safety. 
o Report all potential hazards, accidents and near misses to the CEO. 
o Keep work areas neat and tidy at all times 
o Seek assistance if required to lift heavy items 
o Observe hygiene standards particularly in kitchen and bathroom areas 
o Be aware of the hazards of sitting for extended periods at computer screens and sit appropriately, 

and rest as necessary. 
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¶ Specific OHSW Considerations 

In the light of the policies and rules above, we draw attention of staff, trainers and trainees to the following: 

COMPUTER FACILITIES 

a. Extended periods of work with computers can result in general fatigue and eyestrain, whilst repetitive tasks 
and incorrect posture will result in consistent aches and pains.  

Consequently current OHS guidelines indicate that people working for long periods at computers should 

organise their work so as to allow a five to ten minute rest every hour.  This rest should include a change of 

position and stretching exercises as appropriate. 

b. Posture can be improved by adjusting chair height so that the operator's feet are comfortably placed on the 
floor (or footrest) and your arms are at an approximately 90-degree angle. 

c. The screen should be positioned to avoid reflection from lights and windows and at a suitable distance so 
that it can be easily read. 

 

ELECTRICAL EQUIPMENT 

a. Appropriately licensed personnel must perform any work performed on electrical equipment. 
b. Electrical equipment that is mal-functioning must be brought to the attention of the CEO. 

 

FIRE SAFETY 

a. We will undertake to communicate the procedures involved in evacuation and the location of fire equipment 
to trainees at each training facility for each course; and to users of the office at least twice each year. 

b. All users of the office need to be familiar with the location of all EXITS and fire extinguishers.  Please consult 
available maps to determine location. 

c. It is the user's responsibility to understand fire drill procedures displayed around the premises. 
d. Users are asked to attend any instructions on the use of fire devices. 

 

     FIRST AID 

a. Provision for first aid facilities are available where training is delivered.  
b. There is a first aid kit located in the office. 
c. All accidents must be reported to the CEO.   
d. The accident and any aid administered must be recorded in the "AID ADMINISTRATION" booklet attached to 

the FIRST AID kit.   
 

LIFTING 

a. Never attempt to lift anything that is beyond your capacity. 
b. Always bend your knees and keep your back straight when picking up items 
c. If you have experienced back problems in the past do not attempt to lift heavy objects or persons.  Ask 

someone else to so it for you. 
 

LIGHTING 

a. Always ensure that there is adequate lighting for all tasks. 

 

WORK AND STUDY AREAS 

a. Always ensure that all work areas are clean and clear of clutter so as to avoid the danger of accident by 
tripping or falling over. 

b. Place all rubbish in the bins provided. 
c. Ensure that kitchen bench spaces are left clean and tidy and that all dishes are washed. 
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d. Do not leave tea towels or any cleaning cloths in a bundle on the bench tops or draped near any bin. 
e. Do not sit or climb on any desks or tables. 

 

3.2.7 INSURANCES 

This RTO will ensure it has all the insurance cover necessary to carry out its business, including insurance for: 

a. workers compensation,  
b. public liability, 
c. professional indemnity,  

d. building and contents. 

3.2.8 FINANCIAL MANAGEMENT POLICIES 

This RTO has effective financial management procedures in place in line with the organisations scope of registration and 

scale of operations. 

This RTO has designated a person with direct access to this RTOΩǎ /9hΣ who has defined responsibility and authority to: 
a. Ensure that this RTO complies with its financial management policies; 
b. Monitor and report on compliance with its financial management policies and procedures, for review and as 

a basis for improvement; and 

c. When requested, provide the State or Territory registering body that has registered it with a formal 
ŀǎǎǳǊŀƴŎŜ ǘƘŀǘ ǘƘƛǎ w¢h Ƙŀǎ ǎƻǳƴŘ ŦƛƴŀƴŎƛŀƭ ƳŀƴŀƎŜƳŜƴǘ ǎǘŀƴŘŀǊŘǎ ŦƻǊ ƳŀǘǘŜǊǎ ǊŜƭŀǘŜŘ ǘƻ ǘƘƛǎ w¢hΩǎ ǎŎƻǇŜ ƻŦ 
registration and scale of operations. 

 
The above duties are documented in the Organisational Chart & Duty Statements 

 
Certification of Accounts 
 
¢Ƙƛǎ w¢hΩǎ ŀŎŎƻǳƴǘǎ ǿƛƭƭ ōŜ ŎŜǊǘƛŦƛŜŘ ŀǘ ƭŜŀǎǘ ŀƴƴǳŀƭƭȅΣ ōȅ ŀ ǉǳŀƭƛŦƛŜŘ ŀŎŎƻǳƴǘŀƴǘ ǿƛǘƘ    ƳŜƳōŜǊǎƘƛǇ ƻŦ /ŜǊǘƛŦƛŜŘ tǊŀŎǘƛŎƛƴƎ 
Accountants of Australia or this RTO of Chartered Accountants of Australia and on request the report will be made 
available to the State or Territory Registering Body that has registered this RTO. 
 
Provision of Audited Accounts to Registering Body 

¢Ƙƛǎ w¢hΩǎ ǿƘŜƴ ǊŜǉǳŜǎǘŜŘ ǿƛƭƭ Ƴake available to the registering body a full audit report certified by a qualified 

accountant with membership of Certified Practicing Accountants of Australia or this RTO of Chartered Accountants of 

Australia. 

 

Documentation and Implementation of Systems to Protect Fees Paid in Advance 

1.  All trainee payments are receipted, recorded, and banked on a daily basis. 

2. When banked, all tuition fees which are subject to refund under the refund policy for the Course are held in 
trust until the refund period has passed.  

3. Application Fees are also subject to the same requirements as tuition fees.   
4. Cheque Signatories   The Board will approve such signatories for the accounts of the organisation as it deems 

necessary to enable prompt transfer of funds and payment of wages and accounts.  
5. Payment of Accounts  Payments of accounts are to be paid from the Fund. When payment of an account is 

due a cheque requisition is completed, approved and signed by two signatories of the account. Then the 
cheque is drawn up and signed by those signatories or the payment is made by the Accounts Administrator 
via EFT. 

6. AŎŎƻǳƴǘƛƴƎ {ȅǎǘŜƳ   ¢Ƙƛǎ w¢h ǳǎŜǎ άvǳƛŎƪ .ƻƻƪǎέ ŀŎŎƻǳƴǘƛƴƎ ǎƻŦǘǿŀǊŜ 
7. Financial Audit   This RTO accounts are audited at the close of each financial year, and a financial report is 

made available to this RTO and reported at the Annual General Meeting. 
8. Auditor: The auditor of this RTO auditor is: 
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Robert White of Romar Associates Pty Ltd 

Ph: 07 33231704 E: romarcpa@ozemail.com.au 

PO Box 100 Mansfield 4122 

9. Goods and Services Tax (GST) does not apply to Tuition Fees.   

10. Back-up records of Accounts are made at the end of each week of Accounts activity. Accounts files are 

backed up on the Accounts PC, a portable USB stick held offsite and onto the company server. Our Auditor 

keeps backups of our financial year data. 

11. Fair & Reasonable Refund Policy 

Should this RTO cancel any competency or course, participants are entitled to a full refund, or transfer of funds to another 

competency or course, or future competency or course. 

Courses conducted by this RTO may have their own specially constructed refund policy.  

An example of a policy for a Certificate IV in Teaching English to Speakers of Other Languages can be 

found on the UNET/LTI website (www.UNET/LTi.edu.au).   

3.2.9 VERSION CONTROL 

1. Version Control involves the use of date codes. 
2. All materials developed carry a version control code which is created by putting the date of creation backwards.  e.g. 

If the Internal Review Policy carries the code v090923, the code is to be interpreted as follows: 

09 ς The year was 2009 

09 ς The document was last reviewed and/or rewritten in September 

23 - On the twenty third day 

3. If the materials have been acquired from an external source the same code will be attached in a visible position to the 
document and denote the date of incorporation into the system. 

4. The CEO will ensure that a Document Register and a Forms Register is created that lists all Documents and Forms 
ōŜƛƴƎ ǳǎŜŘ ǘƻ ǇǊƻǾƛŘŜ ƻǊ ǊŜŎƻǊŘ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŎƻƳpliance with RTO requirements.  

5. The Document Register and a Forms Register will indicate the most current version of each Document or Form in use. 
6. Staff will be made familiar with the Document Register and a Forms Register and provided with access to current 

versions of Documents and Forms related to their function within the organisation. 
7. Forms will be reviewed according to the timetable for administration of forms found in the documents/forms 

register.  This will ensure all forms are up to date as best as practicably possible and that all forms are always 
reviewed within a 12 month period. 

ELEMENT 3.3  

The RTO monitors training and/or assessment services provided on its behalf to ensure that they comply with all aspects of 

the AQTF Essential Conditions and Standards for Continuing Registration 

This RTO ensures that compliance with Commonwealth, State & Territory legislation and regulatory requirements relevant 

to its operations is integrated into its policies & procedures and that compliance is maintained. 

3.3.1 COMPLIANCE WITH COMMONWEALTH, STATE & TERRITORY LEGISLATION AND 

REGULATORY REQUIREMENTS AND GOVERNING BODIES 

The CEO ensures that at all times, this RTO operates with a spirit of cooperation with relevant governing bodies and other 

state departments in all matters but not limited to the following: 

Å in the conduct of audits and monitoring of its operations 

mailto:romarcpa@ozemail.com.au
http://www.lti.edu.au/
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Å by providing accurate and timely data relevant to measures of its performance 

Å by providing information about significant changes to its operations 

Å ƛƴ ǘƘŜ ǊŜǘŜƴǘƛƻƴΣ ŀǊŎƘƛǾƛƴƎΣ ǊŜǘǊƛŜǾŀƭ ŀƴŘ ǘǊŀƴǎŦŜǊ ƻŦ ǊŜŎƻǊŘǎ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ƛǘǎ ǊŜƎƛǎǘŜǊƛƴƎ ōƻŘȅΩǎ 
requirements. 

This RTO identifies and complies with relevant Commonwealth, State & Territory Legislation and regulatory requirements 

including: 

a. Occupational Health & Safety  
b. Workplace harassment, discrimination & bullying 
c. Anti-discrimination, including equal opportunity, racial vilification & disability discrimination 
d. Vocational education & training 

 

Information about legislation relating to training can be found through web sites such as the following: 

http://www.whs.qld.gov.au/  

(For information about legislation relating to Workplace Health and Safety) 

www.trainandemploy.qld.gov.au/client/about/legislation 

(For information about legislation relating to Education and Training) 

Other websites provide information about legislation for particular areas of training. Check our website for links 

to these sites. 

For example, information relating to the Tourism and Hospitality Industry can be located at websites such as: 

www.rtq.com.au  

3.3.2 INFORMATION ABOUT RELEVANT COMMONWEALTH, STATE & TERRITORY LEGISLATION IS 

PROVIDED TO STAFF AND CLIENTS 

1. This RTO ensures that all staff are provided with information about legislation that significantly effects their 
duties through: 

¶ Staff inductions 

¶ Policy & Procedures Manual 

¶ Updates at staff meetings or by email as necessary 
 

2. This RTO ensures that all Trainees are provided with information about legislation that significantly effects 
their studies through: 

¶ Trainee orientation 

¶ Updates in class or by email as necessary 

3.3.3 PARTNERSHIP AGREEMENTS 

This RTO will have, and comply with, a Memorandum of Understanding with each organisation that provides training 

and/or assessment on behalf of this RTO. This will specify how each party to the agreement will discharge its 

responsibilities for compliance with the Standards for Registered Training Organisations. 

If this RTO enters into such an agreement it will maintain a register of all such agreements made under Standard 1.6 a. 

Before entering into a Memorandum of Understanding prospective Training Partners are required to read and understand 

all aspects of the Universal 9ŘǳŎŀǘƛƻƴ ŀƴŘ ¢ǊŀƛƴƛƴƎ [ǘŘΩǎ tŀǊǘƴŜǊǎ tƻƭƛŎƛŜǎ ŀƴŘ tǊƻŎŜŘǳǊŜǎ aŀƴǳŀƭ. Partners will be 

monitored throughout training to ensure that its operations, training and assessing are adhering to the Policies and 

Procedures Manual. 

http://www.trainandemploy.qld.gov.au/client/about/legislation
http://www.rtq.com.au/
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3.3.4 USE OF NATIONAL & STATE/TERRITORY LOGOS 

 

 

  

1. This RTO will only use the Nationally Recognised Training (NRT) logo: 
 

a. On AQF qualifications and Statements of Attainment issued within its scope of registration; and 
 

b. In accordance with the Nationally Recognised Training Logo Specifications. 
 

2. The organisation will use the NRT logo in advertisements only where it complies with the requirements of the 
Nationally Recognised Training Logo Specifications and AQTF Standard 12. 
 

3. The organisation will only use any of the following statements in advertisements in respect of training and/or 
assessment within its scope of registration: 
 

a. Ψbŀǘƛƻƴŀƭƭȅ wŜŎƻƎƴƛǎŜŘ ¢ǊŀƛƴƛƴƎΩΤ 
 

b. ΨόǊŜŎƻƎƴƛǘƛƻƴ ŀǳǘƘƻǊƛǘȅύ wŜŎƻƎƴƛǎŜŘ ¢ǊŀƛƴƛƴƎΩΤ ŀƴŘ 
 

c. ΨwŜƎƛǎǘŜǊŜŘ ōȅ όǘƘŜ ǊŜŎƻƎƴƛǘƛƻƴ ŀǳǘƘƻǊƛǘȅύ ǘƻ ƛǎǎǳŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǉǳŀƭƛŦƛŎŀǘƛƻƴǎΦΦΦΩΦ 
 

4. The above will be ensured by the Annual Audit process and the Advertising Approval Form. 

3.3.5  ETHICAL MARKETING & ADVERTISING 

This RTO will ensure that all advertising and marketing of services will be conducted in an ethical manner and in 

accordance with the AQTF Standards. 

1. ! ŎƭƛŜƴǘΩǎ ǿǊƛǘǘŜƴ ǇŜǊƳƛǎǎƛƻƴ Ƴǳǎǘ ōŜ ƎŀƛƴŜŘ ōŜŦƻǊŜ ǘƘƛǎ w¢h Ŏŀƴ ǳǎŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŀǘ 
individual in any marketing materials. 
 

2. This RTO will accurately represent recognised training products that lead to AQF qualifications or Statements of 
Attainment and other services to prospective clients, ensuring advertised outcomes are consistent with real 
outcomes. 
 

3. Full details of any contractual arrangements with this RTO will be supplied to the client. 
 

4. Products and services covered by the Scope of Registration of this RTO will always be clearly identified in any 
marketing material. 
 

5. Nationally recognised products offered by this RTO will be identified differently from any products that may be 
recognised or offered by other bodies or which may have no recognised status. 
 

6. The names of courses and code numbers of courses used in advertising will comply with the names and codes 
recognised by the State Training Authority. 
 

7. ¢ƘŜ ǿƻǊŘǎ άbŀǘƛƻƴŀƭƭȅ wŜŎƻƎƴƛǎŜŘ ¢ǊŀƛƴƛƴƎέ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ŀŘǾŜǊǘƛǎƛƴƎ ŀƴŘ ƳŀǊƪŜǘƛƴƎ ƳŀǘŜǊƛŀƭ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΦ 
 

8. This RTO will only advertise AQF qualifications if they are on its scope of registration, and not state or imply services 
are within scop if they are not. 
 

9. All advertising material prepared by RTO staff must first be checked against this policy and procedure using an 
Advertising Approval Form and then submitted to the CEO for final approval BEFORE printing. 

This RTO complies with the requirements for the use of national 

and State/Territory logos. 
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ELEMENT 3.4  

The RTO manages records to ensure their accuracy and integrity. 

This RTO issues AQF qualifications and Statements of Attainment that meet the requirements of the AQF Implementation 

Handbook and the endorsed Training Packages and accredited courses within the scope of its registration. 

3.4.1 ISSUING QUALIFICATIONS 

1. This RTO only issues AQF qualifications and Statements of Attainment that are within its scope of registration and that 
certify the achievement of: 
 

a. Qualifications or industry/enterprise competency standards from nationally endorsed Training Packages; 
or 
 

b. Qualifications, competency standards or modules specified in accredited courses. 
 

2. This RTO only issues, records and reports AQF qualifications that meet the requirements in the current AQF 
Implementation Handbook, including 
 

a. The national codes; 
 

b. Identification of the units of competency from Training Packages, or competencies or modules from 
accredited courses, that the client has attained; and 
 

c. That identify the organisation by its national provider number. 
 

3. The above is ensured by the Annual Audit process. 

3.4.2 RETENTION OF RECORDS 

DEFINITIONS  

 
Student results  
This is a record of the final assessment outcome for each unit of competency. It must include the code and title of the unit 
of competency plus the date achieved.  
 
Qualifications / Statements of Attainment issued  
This is a record of qualifications and or statements of attainment issued to students. The documents must meet the 
requirements of the Australian Qualifications Framework (AQF) Implementation Handbook and the endorsed training 
packages and/or accredited courses within the scope of the registered ǘǊŀƛƴƛƴƎ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴΦ 9ƴƻǳƎƘ 
information to reproduce the qualifications/statements of attainment, including the date of issue, is required. A list of 
units of competency achieved by each individual student must be retained as part of this information.  
 
Completed assessment items  
This refers to the actual piece of work completed by the student, or evidence of that work and includes evidence collected 
ŦƻǊ ŀƴ wt[ ǇǊƻŎŜǎǎΦ !ƴ ŀǎǎŜǎǎƻǊΩǎ ŎƻƳǇƭŜǘŜŘ ƳŀǊƪƛƴƎ ƎǳƛŘŜκŎǊƛǘŜǊƛŀκƻōǎŜǊǾŀǘƛƻƴ ŎƘŜŎƪƭƛǎǘ Ŧor each student may be 
ǎǳŦŦƛŎƛŜƴǘ ǿƘŜǊŜ ƛǘ ƛǎ ƴƻǘ ǇƻǎǎƛōƭŜ ǘƻ ǊŜǘŀƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀŎǘǳŀƭ ǿƻǊƪΦ IƻǿŜǾŜǊΤ ǘƘŜ ǊŜǘŀƛƴŜŘ ŜǾƛŘŜƴŎŜ Ƴǳǎǘ ƘŀǾŜ ŜƴƻǳƎƘ 
ŘŜǘŀƛƭ ǘƻ ŘŜƳƻƴǎǘǊŀǘŜ ǘƘŜ ŀǎǎŜǎǎƻǊΩǎ ƧǳŘƎŜƳŜƴǘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ŀƎŀƛƴǎǘ ǘƘŜ ǎǘŀƴŘŀǊŘ ǊŜǉǳƛǊŜŘΦ /ƭŜŀǊ 
ōŜƴŎƘƳŀǊƪ ŎǊƛǘŜǊƛŀ όŜΦƎΦ ƳƻŘŜƭ ŀƴǎǿŜǊǎύ ŀƎŀƛƴǎǘ ǿƘƛŎƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŜǊŦƻǊƳŀƴŎŜ Ƙŀǎ ōŜŜƴ ƧǳŘƎŜŘ Ƴǳǎǘ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ 
ǘƘŜ ŜǾƛŘŜƴŎŜΦ ¢ƘŜ ŀǎǎŜǎǎƻǊΩǎ ŎƘŜŎƪƭƛǎǘ Ƴǳǎǘ ƛƴŎƭǳŘŜ ŀ ǎǳƳƳŀǊȅ ƻŦ ŦŜŜŘōŀŎƪ ƎƛǾŜƴ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΣ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ŀǎǎŜǎǎƻǊ 
and the date of the assessment.  
 
Assessment instruments  








