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LTD
UJ\JEJJ© UNIVERSAL EDUCATION AND TRAINING

Re cognised Training Organisation Provider No. 30173

ANY TRAINING. ANYWHERE. ANY TIME.

Ph +61 7 5442 3511- Fax +61 7 5442 3599 - Web http://www.unet.org.au/ - PO BbR61, Nambour 4560, Australia
ABN: 75 090 720 086

INTRODUCTION

This RT@ 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 &sbpractice guidelines faecognisedraining 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, iampihg, 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.

ThisPolicy and Procedures Manuhbs been develogd 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.

ThisPolicy and Procedures Manuedbes not stand aloneCompanion documents include:

1. Partners Policies and Procedures Mangautlining 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. StudentPolicies and Proceduresinformation made available ttrainees (students) which contaaidl policies
relevant to their completion of trainingA current version is found on our websitevavw.unet.org.au

4. AQTF User Guide to Essential Standards of Registragiamailable at
http://www.training.com.au/documents/aqgtf2k7 _usguide-essstd_final2.pdfor contact UNET to get a copy.

NOTE: Redtype 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 constantlyieexed and updated to meet the ever changing needs and requirements of the
training industry. The most recently updated standards came into eff&2d1@

TheAQTHRequirements for RTOs, include:

@ CKNBS adlyRIFNRE NBE I Anfsrvides and mdndgsfenf Sstdmy R | 445aaYSyds

w ! &S0 2F ljddttAade AYRAOFIG2NEZ 2NJ RIGF (2 0S8 02ttt SOGSRS
02 KStLI 0KS NBIAAGSNAY3I 602Re (2 Y2yAi2NJ GKS ljdzartAde 27F
w ! aSi{ ng®ondtdns Bf Régkteation) 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
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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 thiSode of Practiceand in ourPolicies and Procedures Manuahderpin the operations of the

RTO. We undetand that our registration as a Registered Training Organisation may be withdrawn if we Horruot

these obligations.

LEGISLATIVE REQUIERNS
This RTO will comply with all legislative requirements of State and Federal Government, in particular VédtleRlidc
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 qualigudits, audit following complaint and audit for the purpose ofegistration.

QUALITY MANAGEMENOGUS
This RTO has a commitment to providing a quality service and a focus on continuous improvement. We value feedback
from Students, tutors and industrgpresentatives.

MANAGEMENT AND ADMBITRATION

This RTO has policies and procedures, which ensure sound financial and administrative practices. We guarantee the
2NBI yAAlI GA2yQa ad2dzyR FAYIYOAL Tt LI2aAdlA 2stessmem We hateSadailzl NR
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 ADVERNG

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 writteataméc
for the marketing, advertising and promotion of our services.

STUDENT INFORMATI®QLICY

We refer to our marketing information policy, student information policy, code of praatimge of conducand talent

release form when designing, develogjmreviewing, 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

TRAININGAND ASSESSMENT STARDS

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 PrinciplesinBadognition

of Prior Learning (RPL). Adequate training materials will be utilised to ensure the learning outcomes of the training product
can be achievedAppeals procedures are in place for Students who are not satisfied with the assessment ogtrainin

COURSE/TRAINING PR@D INFORMATION
This RTO provides accurate, relevant andasdate course information for Students prior to commencement. This
includes:

Client selection, enrolment and induction/orientation procedures;

Course information, includancontent 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 arthfgyeclients;
Flexible learning and assessment procedures;

1 Welfare and guidance services;

=A =4 =4 4 -4 A
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Appeals, complaints and grievance procedures;
Disciplinary procedures;

Staff responsibilities for access and equity; and
Recognition of Prior Learning (RPL) arrangets

=A =4 =4 =4

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

POLICIEBND PROCEDURES RENATTOAQTFCONDITIONS OF REGR3TION

CONDITION 1GOVERNANCE

UNET/LT2 @hief 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 appliesto all§f$ 2 LISNJ} GA2ya GAGKAY 2dz2NJ wehQa a02LIS 2F N&
Information Service.

RTO Responsibilityd NET/LTwvill keep policies and procedures that covemaimum of the following areas.

UNET/LTRa a Sy A 2 NJ 2 FrFox <DiSstaditial shgréholders WS @ré it 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/LTimust also eglicitly demonstrate how it ensures the decision making of senior management is informed by the
experiences of its trainers and assessors.

How UNET/LTdecides whether a person meets fit and proper person requirements

If the registering body deems th&fNET/LTRd aSyA2NJ 2F FAOSNA I RANBOG2NEB 2NJ &dz &
influence the management &dNET/LTdo not meet fit and proper person requirementSNET/LTRa NB IA GG NI (A 2y
cancelled or suspended.

In assessing whetherthe LJLJt A O y 1 Q&8 &Sy A2NJ 2FFAOSNBE RANBOGZ2ZNE 2NJ &dz
the management of the organisation meet fit and proper person requirements, the registering body may have regard to
whether that person meets any of theelow criteria. UNET/LTwill adopt the same process of consideration when

considering their senior management team:

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

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

U has ever had aondition imposed on his, her or its RTO registration; and/or

U 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 fdoehefit of creditors; and/or

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

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

paragrghs at the time of any of the events that gave rise to the relevant prosecution or other action; and/or
U any other relevant matter.
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Evidence of satisfying fit and proper person requirements could include:

U A Statutory Declaration by eachUNET/LTe & o0& d¥figeks, 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)
A national police check for eachONET/LTR & & Sy A,2liNtt@sTFdsub&ad&Eal shareholders
A record of satisfying fit and proper person requirements of other legislation.

Evidence of adherence to the Condition

Evidence that can be supplied BNET/LTincludes:

U LYGSNYFt | dzRAG NBxedatNdisgnofA G K we¢hQa / KAST

U aAydziSa 2F YSSGAYyIakaAYAfLFIN 6KSNB (KS wehQa / KAST 9I
compliance with the AQTF Essential Conditions and Standards for Continuing Registration and other relevant
guidelines

U CommunOl GA2Y o6& w¢hQa / KAST 9ESOdziAGS gAGK weh a&dlF FF 1
AQTF Essential Conditions and Standards for Continuing Registration and other relevant guidelines.

Policies and Procedures Manuiaist updated 27 July 2010| DOCUMENT UNCONTROLLED WHEN PRINTED
Language Training Instiista Division &fniversal Education and Training Ltd UNET&®



CONDITION 2 INTERACTIONS WITHETREGISTERING BODY

UNET/LTis 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.

ItiSUNET/LTREA NBalLlRyaAiroAtade (2 SyadNB (KFIG GKS NBIAAGSNARAYy3 ¢
significant changes in management, change of address or company structure. These chandesrepmted to our
registering body when they happen.

If UNET/LTe¢eases to operate the registering body must be provided with records of all students in the format required by
the registering body.

UNET/LTinust be able to demonstrate at the requesttbk registering body, that it has the financial capacity to deliver
guality training and assessment outcomes at the time of request and into the future.

UNET/LTinay be asked to provide an independent assessment of its financial viability risk, or itd &inancial
statements, or business plans so that the registering body can complete an assessment of financial viability risk.

RTO Responsibili}NET/LTRa / KA ST 9ESOdzi A @S Y dzdoperae WithdaNIegisiefing Bodyea$ | & |
follows:

U inthe conduct of audits and the monitoring ONET/LTR A 2 LISNI GA2Yy a
UNET/LTis 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 requirésranper our registration.

U by providing accurate and timely data relevant to measurddMET/LTR A LISNF 2 NX | y OS
UNET/LTis committed to providing our registering body with any and all information and data relating to
measurements oUNET/LTR & LIS NaFupddetjugst and in accordance with the time sensitive requirements
provided by our registering body.

U by providing information about significant changeddNET/LTRa 2 LISNI (A 2 y &
UNET/LTis committed to providing our registering body with any inforratielating to significant changes to
UNET/LTR&a 2LISN} GA2ya a (KSe& KI LSy

U by providing information about significant changeddbNET/LTRa 2 6y SNE KA LJ
UNET/LTis committed to providing our registering body with any information relating to significamggsto
UNET/LTRa 26y SNBKALI da GKS@& KI LISy

U in the retention, archiving, retrieval and transfer of records consistent WNET/LTRA NX IAAGSNA Yy 3 o2
requirements
UNET/LTis committed to a retention, archiving retrieval and transfer of records pretiesat is consistent with
the requirements of our registering body.

0 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/LTis 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 tht can be supplied byYNET/LTincludes:
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U UNETALTA / KAST 9ESOdziA@SQa O022LISNF A2y 6AGK GKS NBIAAL
available for audit

i Collection and reporting of data, for example, National Quality Indicator datalemt records, in the format
required and in the required timelines

U Ensuring accuracy of information abduNET/LTon the National Training Information Service (NTIS) and other
registers, for example, CRICOS
Corresponding with the registering body reBak y 3 OKI y3Sa (2 GKS w¢hQa 2LISNI A
Providing financial viability risk assessments prepared by an independent accountant on request of the
registering body (refer to AQTF National Guidelines for Registering Body)
Providing financial statements as requestay the registering body
Providing business and/or financial plans as requested by the registering body
Providing regular, systematic review of legislative and regulatory requirements to ensure currency of information.
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CONDITION 8 COMRIANCE WITH LEGISIGNY

UNET/LTinust 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 f&fNET/LTjand 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.

RTOResponsibility UNET/LTinust comply with relevant Commonwealth, State or Territory legislation and regulatory
requirements that are relevant to its operations and its scope of registratidNET/LTénsures that its staff and clients
are fully informed 6these requirements that affect their duties or participation in vocational education and training.

Evidence of adherence to the Condition
Evidence that can be supplied BNET/LTincludes:

U Records of participation by staff in induction and professialeafelopment programs. These programs include
information on relevant legislation and related rights and responsibilities

U Records of participation by learners in orientation programs that include information on relevant legislation and
related rights and rgponsibilities
Information provided to staff about legislation and its impact on the way they work
Information provided to students that describes how legislation affects their participation in education and
training

U Internal audit reports and workplace fedy
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CONDITION ¢4 INSURANCE

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

RTO ResponsibilityNET/LTimust have uninterrupted public liability insurance that is at a level suitable for the size and
scope of its perations.

Evidence of adherence to the Condition
Evidence that can be supplied BNET/LTincludes:

Certificates of currency for public liability insurance for each year thatflET/LToperates

Correspondence with insurers recording the determinatiorede to ensure that insurance was at an appropriate
level and that this level of insurance was reviewed at renewal and when the size and scop&bEhTA TR &
operations changed.
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CONDITION & 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 ot successfully complete their programs. If this information is complete and clear both the client and
UNET/LTare protected.

Each yearlUNET/LTis required to have our accounts certified by a qualified Accountant as being prepared in accordance
with Augralian Accounting Standards. We must maintain records of the certification for each year of opetitiBm/LTi

may be asked to have our accounts audited by a qualified and independent auditor in accordance with Australian Auditing
and Assurance Standardad 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 otherwidd)&m/LTi

UNET/LTinust 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 deliveringuglity training and assessment services and outcomes.

The options available todNET/LTif we collect fees in advance are designed to protect individual students in the event
that UNET/LTis unable to deliver the training, assessment and support seraisegjreed.

UNET/LTis a member of an approved tuition assurance scheme that provides the student with tuition by another provider
if the UNET/LTis no longer able to operate.

RTO ResponsibilityNET/LTinust be able to demonstrate to its registeringdyg on request, that it is financially viable at
all times during the period of its registratiodNET/LTinust provide the following fee information to each client:

the total amount of all fees including course fees, administration fees, materials feemrgnother charges
payment terms, including the timing and amount of fees to be paid and anyrefandable
deposit/administration fee

U the nature of the guarantee given by the RTO to complete the training and/or assessment once the student has
commenced wdy in their chosen qualification or course

U 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 completionrof¢raind
assessment, and

U GKS 2NAHIFIYyA&lFIGA2YyQa NBFTdzyR LRt AOe®

UNET/LTcollects student fees in advance and complies with the following acceptable option:
0  UNET/LTholds current membership of an approved Tuition Assurance Scheme

UNET/LThas its accounts cefted 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 fullaudirLl2 NIi 2y GKS we¢hQa FAYLFYyOALf | O0O02dzyda FNI

Evidence of adherence to the Condition
Evidence that can be supplied bBNET/LTincludes:

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

Preengagement iformation for clients about fees, charges and refunds that is clear and accessible
Invoices or receipts for clients that clearly state the components of the fees

Financial accounts certified as being in accordance with Australian Accounting Standards
Finarcial statements that have been audited in accordance with Australian Auditing and Assurance
Standards

0 A Tuition Assurance Scheme membership certificate

[ ent-E et B et et i
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0  Written confirmation from its registering body that the RTO has an approved fee protection mechanism
in place
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CONDITION 6 CERTIFICATION & 188G OF QUALIFICATI®B STATEMENTS OHAINMENT

UNET/LTinust 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 fowhégstamurs as used BYNET/LTand can be
sourced at www.agf.edu.au.

The Nationally Recognised Training (NRT) logo specifications provide information on the use and form of the NRT logo as
observed byUNET/LTiand can be sourced at www.training.com.au.

The registering body requird$NET/LTio 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 kepand 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 Responsibilityd NET/LTinust issue to persons whom it has assessed as canpét accordance with the
requirements of the Training Package or accredited course, a qualification or statement of attainment (as appropriate)
that:

meets the Australian Qualifications Framework (AQF) requirements
identifies the RTO by its national pider number from the National Training Information Service

U includes the Nationally Recognised Training (NRT) logo in accordance with the current conditions of
service.

UNET/LTinust retain client records of attainment of units of competency and qualiboatior a period of thirty years.
UNET/LThas a comprehensive archiving system in place in order to store records for the required period of thirty years.
UNET/LTias a student records management system in place that has the capacity to provide thermegisody with
AVETMISS compliant data.

UNET/LTinust 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 compkaetpketing reports
drawn from our student database system.

UNET/LTis 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 baupplied byUNET/LTincludes:

Compliant awards
An implemented certification and issuing of qualifications and statement of attainment procedure
An implemented records management procedure including requirements to review ongoing accessibility
of records

U Reords of induction of administrative staff, including information about issuing awards and records
management

U wSLRNIa 2y tSFENYSNARQ FddFAyYSyd G2 (KSUNEREMRE S NA
records management system which is AVEBW&mpliant

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

CONDITION ¢ RECOGNITION OF QUACIATIONS ISSUEDhB¥ | 9w w¢ h Q{
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UNET/LTinust ensure that potential learners are made aware of opportunities for recognition of AQF qualifications and
statements of attainment issued by other RTOs.

UNET/LTias a process in place so that this recognition occurs before commencement of the dearogmam.

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 Responsibilityd NET/LTinust recognis¢he 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 BNET/LTincludes:

U A recognitionof qualifications issued by other RTOs policy and procedure that is implemented

U Information about recognition of qualifications issued by other RTOs hepgagement materials

U Learner files/enrolment forms/outcomes data that verify that recognition odlifications issued by
other RTOs has been granted.
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CONDITION § ACCURACY AND INTEGROF MARKETING

Clients ofUNET/LTinust be protected as consumers. All information about services to be provided must be fully disclosed
and the services advertisedust match the services provided YNET/LTiPermission must be gained and retained for
0KS dza$S 2F Fyeé LISNE2YQa AYIF3IS 2NIyYylIYS 2N Fye 2GKSNJ 2NBI

UNET/LTinust not advertise or market in any way accredited courgeslifications or units of competency that are not
ONUNET/LTRE &02LJS 2F NBIAAGNI GA2Y D

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.trainingno@u.

Marketing includes any website information, advertising banners, flyers, faxes, emails, handbooks, prospectus or other
materials that promote the services OINET/LTi

RTO ResponsibilityJ NET/LTinust ensure its marketing and advertising of AQF i§joations 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 BNETL Tiincludes:

U  Animplemented marketing procedure that aligns with the requirements of Condition 8
Marketing materials
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 § TRANSITION TO TRASIPACKAGES / EXPOFYACCREDITED COURSE

UNET/LT¢annot deliver and/or assess revised Training Packages or accredited courses unless they have gained approval
from the registering body, confirmed by the inclusidittoe revised Training Package or accredited courseET/LTR &
scope of registration on the National Training Information Service (NTIS) website.

UNET/LTinust meet the requirements of the revised Training Packages or accredited course within theamnapesiiod.

UNET/LTinust have the necessary strategies for training and assessment and related resources in place to deliver and
assess in the Training Packages/accredited course.

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

UNET/LTinust ensure that trainers and assessors are aware of changes in the revised Training Package or accredited
course and related training and assessihstrategies and resources. Learners, employers and other relevant stakeholders
affected by these changes are advised of how the changes will affect them.

UNET/LTinust ensure that students are not enrolled in qualifications that adversely affect thpwrtunities 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
publicaion of the revised Training Packa@¢NET/LTwill need to ensure when enrolling students that they abide by

transition requirements within the accredited course documentation.

UNET/LTinust implement a strategy for transitioning students to the new qualiOl G A 2y k O2dzNARS 2 NJ Wi S|
the superseded qualification/course within a timely manner, within the timeframe designated by the registering authority.

UNET/LTR& YIylF3SYSyid aeadisSyz AyOfdRAY3I YI yI 3SmSsleiantdpdicieS y NP f
and procedures, must be reviewed to take into account the changes.

RTO Responsibilityd NET/LTinust 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 currerthgdorsed Training Packages or currently accredited courses.

Evidence of adherence to the Condition
Evidence that can be supplied BNET/LTincludes:

U Records of continuous improvement related to the revieWdET/LTRa Y I y I 3SYSy i &aeaids
and sevices

U 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
Current marketing materials and accurate award templates
Qurrent strategies for training and assessment and training and assessment resources
Revised or renewed agreements with students with the new qualification or course.
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POLICIES AND PROCRES RELATING AQTFSTANDARD ONE

THE REGISTERED TRMENORGANISAON PROVIDES QUALMRAINING AND ASSHE&ENT
ACROSS ALL OF ITERRTIONS

This RT@ 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 nequénts 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 POCY & PROCEDURES
This RTO will keep policies and procedures that cover a minimum of the following areas:

Customercomplaints, grievances and appeédge section 2.61)

Risk identification and managemefsee section 3.15)

Continuous improvemen(seesection 2.12)

Administrative and records manageme(gee section 2.51)

Financial management, including refund policies and systems to protect fees paid in atkemsection 3.18)
Recognition of qualifications issued by other r{ese section 1.52)
Access and equitysee section 2.43)

Client selection, enrolment and induction/orientatigeee section 2.21)
Staff recruitment, induction, and ongoing developmésge section 1.32)
Competency in delivery and assessm@ge section 1.42, 1.43 and 2.41)
Strategies for learning and asssment(see section 2.41)

=A =4 =4 -8 -8 48 -8 -4 -89

1.1.2 CIRCULATION & IMPLENTATION OF POLICPROCEDURES

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

a. Ensuring that the’rofessional Development Foriis completed by all staff at employment and on an annual
basis.

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

ELEMENT 1.2

Strategiedor training and assessment meet the requirements of the relevant Training Package or accredited course and
are developed in consultation with industry stakeholders.

CKAd wehQa GNIAYAY3I FYyR FaasSaayvySyida AydnpoashtsefIranmng[ = YSSi
Packages and the outcomes specified in accredited courses within the scope of its registration.
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| 1.2.1 ENSURING ASSESSMER®MPLIANCE

1. The organisatioensures that assessments, regardless of whether through a training and assessment
pathway or an assessmently pathway:

a. Comply with the Assessment Guidelines included in the applicable nationally endorsed Training
Packages or the assessment requiremestscified 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 spiedfin 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, focs 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 environmes)t skill

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 equitablefor 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 theCEQusing the assessmenhecklist.

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 diected.

5. Recording procedureall 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 flewiewed as per standard 9.2 and theaining and Assessment Stratdgy
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 6r OONB RA G SR O2dzNES |yR (KS we¢hQad 26y GNIAYAyYy3

1.3.1 COURSE STAFF, FAGHS, EQUIPMENT & WERIAL 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 ofGbersePre-Advertising Questionnaire
which must be completed prior to the advertising of any course.

1.3.2 RECRUITMENT, INDUGNI& DEVELOPMENT ®FAFF

This RT@ committed to the provision of adequate personnel in the areas of delivery, assessment and issuance of
gualifications. 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 &taff Resume fornso 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 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 respestaff:

1. Commitment¢ a sense of commitment to training and development of others
2. Characterg staff members will be expected to fulfil basic character requirements

3. Qualifications- this RTO is committed to the appointment of qualified staff. All tresmaust 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 introdtatioa 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 thelicy & Proceduresanual ¢ outlining the
L2t AOASE YR LINRPOSRdz2NS&a NBtS@lryd G2 F adrFF YSYOSNI I
L2t A0& YR LINPOSRdAz2NB& |yR ! aaSaaySyid LRfAdeé | YR LINE (
relevantlegislative requirements must be made clear.

5. New staff members will be furnished withPalicies and Procedures Information for Traineesutlining the
policies and procedures relevant to a trainee at this RTO.

6. New staff members may have an initiatluction interview with an experienced Trainer following the
appointment by the CEO to familiarise themselves with any outstanding issues.

7.0 ff adGFFF YSYOSNER oAttt 0SS SyO2dz2Ny 3SR (2 (-hoinSissaesILI2 NI «
of policy etc with the CEO as necessary.

PROFESSIONAL DEVBENT

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 developmebewiditected 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:

9 Staff will be required to attend a minimum of one teaching and assessinformation workshop per year either
offered by UNET or provided by their state VET training authority.

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

1 Funds will be provided, when available, féteadance at relevant teaching and assessment information
workshops.

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

1 Funds will be provided, when available, to enable staff to become affiliatedrali#hrant academic societies, on a
personal, social and professional basis;

1 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;

1 Staff will be encouraged to attend various seminars to hear information relevant to their personal development
and the ethos of the College;

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

1 Staff will need tgresent evidence of professional development usingEvélence 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 aspectsf 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 DEVBENT

The policy of professional development as listed above applies.

| 1.3.4 STAFF INDOTTION

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 ew apprenticeships & traineeships
- Discussion of the contents of thi&licy & Procedures Manual
- Discussion of the contents of th&licies and Procedures Information for Trainees

At the completion of the induction, the CEO and staff member will both complete and sigiafiénduction
Checklist Fornand it will be placed in the staff members file.

71.3.4 DESIGNATION OF AUTRHOY & RESPONSIBIEST

This RTO will designagepersor2 NJ LISNE 2y axX ¢AGK RANBOG | O00Saa (2 (KAA
and authority to:

1 Ensure that this RTO complies with thandards for Registered Training Organisatac®ss all of its
operations and in all of its training/assessmentigities, including those undertaken by other persons or
bodies on its behalf;

1 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 registebody for the purposes of audit;

T wSLIENI (2 GKS /9h 2y (iXahdardsMdr ReRiaterdd Frxinidig Orgafi€afidorg A G K (|
review and as a basis for improvement;

1 Apply to the State or Territory registering body that has registered iafigrextension to scope of
registration;

91 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;

1 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

1 Provide the State or Territory registeribgdy that has registered it with accurate and timely information
NEIFNRAY3I NBIAAUGNI GA2Y YR O2YLX Al yOS o6AyOf dzZRAy 3 =
relocation of this RTO, financial diffldMET/LEs 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 asske® the level being delivered or assessat

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

continueto developtheir vocationakeducationand training(VET) knowledge and skills as well asrtindustry currency
and trainer/assessor competence

1.4.1 UP TO DATE RECORISSTOAFF, TRAINERBSESESSORS QUALIFICHNS & EXPERIENCE

This RTO will maintain ttp-date records of the verified qualifications of all staff and persons working on
behalf of this RTO as trainers and assessors accordirfgidliierile Record FornThis will be completed prior
to a staff member commencing wor&rfthis RTO and include the following.

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

Certified copies of afbrmal 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.

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

The CEO will ensure that the Certificate I\Wiaining and Assessmeatt its equivalent (Certificate 1V in
Assessment and Workplace Trainimgheld by the lecturer/trainer and that a certified copy hagn lodged.

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.

2.

The RESUMES will be updated every 12 months to ensure curregxyyesience.

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

The CEO needs to check that such an update has been supplied before the begfitinéntyaining period.

1.4.2 ASSESSOR QUALIFIONH

Assessors must:

or

(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

(i) be able to demonstrate equivalent competencies to all three units of competency listed in (i).

Policies and Procedures Manuiaist updated 27 July 2010| DOCUMENT UNCONTROLLED WHEN PRINTED

Language Training Instiigta Division &fniversal Education and Training Ltd

UNETLS
QUNEILS) >7



Note: If a person does not have the assessment competencies as defined in (i) or (iiaaldke 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 RelationshipAssessors 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, paidna unpaid, need to be on file with this RTQReferees who can
confirm the effectiveness of such industry experience also need to be tabled.

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

4. Assessorseed to demonstrate their awareness of the relationship between the knowledge and skills
required and the expected outcomes of being equipped for the afdaaining that they deliver.

5. Team Assessmenfill relevant categories must be met by assessorss My 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 igsponsible for ensuring that the team assessment approach does, in fact, meet ALL relevant
categories.

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

d. The teamassessment approach will be indicated on Tfrraining& Assessment Strategfpr each
Course.

I 1.4.3 TRAINER QUALIFICANSO

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

Trainers must:
(i) bhold the TAE40110 Certificate IV in Training and Assessment from the TAE10 Training and Education
Training Package

or
(i) beable 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 compataticthe 17" 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 titaéning delivery. It is not necessary for the supervising

person to be present during all training delivery.

** \/ocational competency is defined as broad industry knowledge and experience, usually combined with a
relevant industry qualification. A persavho 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 industryby-industry basis and with reference to the guidance predidn 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 experienaginestifor 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=otyguf

vocational competency.

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

3. Trainers need to be able to demonstratecational competencyat least to the level being assessed.

4. Industry RelationshipTrainers need to demonstrate appropriate industry experience, paid and unpaid. Evidence
of willingness to keep abreast of developments through attendance at conferences needs to beRpiaits of
industry experience, paid and unpaid, need to be on file with this RTReferees who can confirm the
effectiveness of such industry experience also eed to be tabled.

5. CurrencyThis RTO expects lecturing and training staff to be current in theienstanding of the challenges and
issues associated with the industrit.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 betwleerknowledge and skills required and
the expected outcomes of being tradd for their specific industry.

7. Team TrainingAll relevant categories must be met by trainers. This may be met through a team assessment
approach as follows:

a. Intraining for any ne 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 thelivery & Assessment Strategy

ELEMENT 1.5

Assessmnt, including Recognition of Prior Learning (Rfkgts the requirements of the relevant Training Package or
accredited coursis conducted in accordance with the principles of assessment and the rules of evigets@vorkplace
and, where relevant, ragatory requirementss systematically validated

1.5.1 RECOGNITION OF PRLERRNING

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 Isé efbective 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 coungdengranted 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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Evidence of current competence
Performancedemonstration, or skills test

Portfolio, logbook, task book, projects or assignments
Written presentation

Interview

Case studies

Other certificates or transcripts

References

Se@mooo0oTy

6. The performance criteria set the RPL/RCC benchmarks. Trainees may completécatiapporm 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 criteriaf 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 tonducted 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 aduisessaful trainees of
reasons for nosrecognition and steps they can take, including appeal mechanisms.

11. RPL Procedure
i. RequesRPL Application Form
ii. CompleteRPL Application Form
iii. ReturnRPL Application Forwith supporting evidence and fee.
iv. Applicationis 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 REASGEMRQF QUALIFICANNBD&STATEMENTS OF ATTMEWT

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 accredite@ompetencies 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 originalifiesate 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 MUTURECOGNITION INFORMAN TO CLIENTS

1. This NBI yA &l GA2y | ROA&SaE Ot ASyia 27F Y dzii dzl Folicy NdBdO 2 3y A
Procedures Manuaand in thePolicies and Procedures Information for Trainees

2. The trainees are reminded of this provision during their orientation and at aipperopriate times
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|1.5.4 PROVISION OF MUTURECOGNITION INFORMAN TO STAFF

1. ¢KA& 2NHFyAaldA2y |ROAASE adGlFF 2F YPdibiyd& FroceNBe® 2 3y A
Manual.

2. The staff are reminded of this provision during theduction and at other appropriate times
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POLICIES AND PROCRES RELATING RAQTFSTANDARD TWO

THE RTO ADHERES RINEIPLES OF ACCESB EQUITY AND MAXBES OUTCOMES FOR IT
CLIENTS

This RT@ committed to meeting the needs of the individual traisesnd the community as a whole, through the
integration of access and equity guidelines.

This RTWvill ensure that equity principles for all, regardless of race, gender, age, social or educational background or any
disability that may be present are impheented through fair allocation of resources (including human resources) and the
right to equality of opportunity without discrimination.

This RTWvill ensure that no applicant for admission to this RTO will be disadvantaged in any way by virtue r@icieir
gender, age (recognising of course the minimum age), social or educational background or disability.

ELEMENT 2.1

The RT@stablishes the needs of clients, and delivers services to meet these needs

2.1.1 ESTABLISHING CLIENEEDS AND DELIVERBERYCE TO MEET THESEDNS

RTO Responsibilityd NET/LTWill ensure that Training Partners are adhering to the below Policies and Procedures.
UNET/LTis committed to clearly identifying the needs of its clients and delivering service to meet these idengéds.
This is done using the following processes:

1 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 feeeived from the
potential client

1 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

1 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 far leiuctioned.

ELEMENT 2.2

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

72.2.1 CUSTOMER SERVICEIEDL

UNET is committed to excellence in customer ser¥ée will:
1 Continually strive to make it easier for our students to do complete their studies with us;
f LYLX SYSyil Ayy20F0A0S 6l ea (2 RStAOSNI aSNBAOSazI |yR
needs;
1 Identify ourselves when answering theqte 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 undetstan
Get back to students to ensure they are kepttopdate with actions we have taken;
Regularly seefeedbackon our students expectations and level of satisiact and
Act on feedback to continue to improve the quality of our service.
We usean Expression of interest fornto capture relevant data to assist with our Customer Service Policy.

=A =4 -4 -4 -4
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2.2.2 COLLECTION AND USEREEDBACK

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

a. Traineeg; Minimum of Three times per Course
1. Using theFeedback on the Course Today Foimthe middle of the second full
training session.
2. Using theFeedback on the Course So Far Fanthe middle of a Training Session
about half way through the Course.
3. Using theFeedback on the Course at the End Famthe middle of the last fully
attended training session at the end of the Course.
4. Trainers may decide to collect addit@rieedback, 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. Trainersc end of each course Feedback from Trainer at End of Course Form
c. RTO Office Staffend of course; Feedback from Staff Form
d. Industry- at least annuallg, Feedback From Industry on Training Form
e. CEQ; at least annually Staff Performance Feedback Form
f.  Other Stakeholderg As required; General Feedback Form

2) The CEO or representative will then collated analyse the data collected through the feedback process and produce
aRequest For Improvemen{RFI)Form.

2.2.3 CONTINUOUS IMPROVEWE

1) This RTO has as a central function of its core business a continuous improvement procedure and tools that
provided KS a0 NHzOGdzZNB F2NJ GKA&d we¢hQa &A0GNIG§S3e F2N O2y i
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 Trainee Feedback Form
Trainersg end of each term, unit or courseTrainer Feedback Form
RTO Staff end of each term or courseStaff Feedback Form
Industry¢ at least annually;, Industry Feedback Form

CEQ; at least annually Staff performance Feedback Form

Other Stakeholderg As required; General Feedback Form
Internal and external audits Annual Audit Form

Annual reviewg Annual Review Form

Staff, Trainer, Assessor & trainee meetings

Informal discussiosn

External experts & attendance at seminars, information days etc.
Complaints & AppealsGrievance oAppeal Forms

Any other method/source.

=8 =8 =8 4 -4 -8 - -4 _8_8_9_5_-9

3) Once this data is collated and analysedRdf Forrh & O2 YLJX SGSR F2NJ I LILINR @It o @
representative.

4) After approval is given if improvements are necessaryone copy of theRFI Fornis 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 $beodate required, signs that they have
beencompleted; the form will then be filed along with evidence of executed outcomes in the RFI Forms File.
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FEEDBACK FLOWCHART

NN LSS

Feedback from all sources
including:

- Evaluation forms

- Action items from meetings
- Staff & Client feedback

- Reviews
Improvementschecked and Collate and/or
signed offby CEO AnalyseData
Improvementsmade CompleteRequestfor
and Implemented Improvement

Request for Improvement
processed by appropriate
staff member
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ELEMENT 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 @EEAR INFORMATIONGCKENTS
1. ¢KA&d w¢h RA&Z&ASYAylLF(iSa OtSIFNI AYyF2NXIGA2Yy G2 SIFOK O
Website, or hardcopies of Web Information and includes the following:

1 Client selection, enrolment andduction/orientation procedures;

1 Course information, including content and vocational outcomes;

1 Fees and charges, including refymalicy and exemptions (where applicable);

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

1 Client suppa, including any external support the organisation has arranged for clients;
1 Flexible learning and assessment procedures;

1 Welfare and guidance services;

1 Appeals, complaints and grievance procedures;

9 Disciplinary procedures;

9 Staff responsibilities for aces and equity; and

1 Recognition of Priordarning RPl. arrangements.

2. The trainee follows the following steps:
1 Accesses information about the Course.
1 Makes further preliminary inquiries by phone or email about the Course.

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

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

ELEMENT 2.

9YLX 28SNE YR 2{KSNJ LI NI A S8aningaki®assdBdryeit i éndages iniha deGeloghiént,f ST N.
delivery and monitoring of training and assessment.

72.4.1 INVOLVEMENT OF EMMERS AND OTHER PERTI

¢CKA& we¢h @I fdzSa O2y iNROdziA2ya FTNRBY | ff LImdhli Atisds 6 K2 02y
predominantly done through the form of collating feedbackper sectior2.11Collection and use of feedback.

AAAAA

G GKS RAAONBGAZ2Y 2F GKS /9hX aStSOGSR LI NIGASE K2 02y
part or contribute towards training and assessment reviews.
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ELEMENT 3.

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

This RT@lentifies, negotiates, plans and implements appropriate learning and assessmeng@sato meet client
needs.

|2.5.1 DELIVERY & ASSESSMENRATEGY DOCUMENTS

1. This RTO has strategies in place for training delivery and assessment for each Training Package qualification
YR I OONBRAGSR O2dzNES gAGKAY. 6KS 2NEFIyAal GA2yQa ac

2. These delivery and assessment strategies are contained ifrtieingand Assessment Strategy

3. TheTrainingand Assessment Stratedg completed for each new qualification or course prior to it being put
on scope.

4. The assessment strategies containedhe Trainingand Assessment Stratedyave been developed in
consultation with enterprises/industry.

5. TheTrainingand Assessment Strategglentifies:
a. Proposed target groups,
b. Delivery and assessment modes and strategies,
c. Assessment validation processawd pathways.

6. ATraining and Assessment Strateigyrequired before the commencement of any courses by the RTO or its
training partners.

|2.5.2 ASSESSMENT STRATEGNYDATION

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 andsistency of assessment.

2. This process is actioned by:
c. Each Assessor evaluating their assessments at the close of each assessment processAsiegthes
Assessment Evaluation Form
d. A Group of assessors reviewing and validating the assessment proaetsast annually using the
AnnualAssessment Review Form
e. After each of the above processes is completdtF-ormis completed and passed to the CEO for
approval and actioning.

2.5.3 ACCESS & EQUITY
At all times UNET will endeavour to:

A Ensure the estalishment of norc discriminatory trainee selection procedures which encourage fair
access for members of under represented groups.

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

A Ensure that any relevant access and equity issuesonsidered during course development, delivery
and assessment.
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A 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 tieeare two types of discrimination:

9 Direct discrimination occurs when a person is treated unfairly because of their gender, race, and age or because
they have a disability.

1 Indirect Discrimination is more difficult to identify and often occurs unintemily. 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 proportiorake wn 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:

1 Any assessment adopted must be fair to all and must notidiétate against any particular trainee or group of
GNI AySSao C2NJ SEFYLX S GKSNB FINB (NI AySS&a sK2 aFNB!
fair and honest opinion there is a trainee who will be disadvantaged in this way, therahexamination or
some less threatening means of assessment may be chosen for that trainee or for the class as a whole.

I Trainees who have satisfied basic entrance competencies in English, and yet still find it difficult to present
assignments in thdanguage, 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 thesran attempt to address this issue.

1 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 discriminatdtegainst
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.

i Teasing or horseplay based on genaace, 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 direcgaimination, they are requested to draw same to the attention of the
CEO or RTO Secretary immediately.

|2.5.4 PROVISION & ADHERIENKD ACCESS & EQURRYNCIPLES

1. This Access & Equity Policy is set out inShelentPolicies and Procedures

2. The staff aréenformed of this procedure through:
a. Reading theéPolicy & Procedures Manuand Student Policies and Procedures.
b. Staff Induction
c. Reminders at appropriate times

3. LG Aa GKS /9hQa NBalLRyairoAtAlde (2 SyadaNB (KFG (KAS3
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|2.5.5 APROPRIATE DEVELOPMEAOAPTATION & DEERY OF TRAINING 8SESSMENT
|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 desiginaiging 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 Packdge 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 reélends 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 organissgotiates theTraining and
Assessment Strategyith the employer and learners; works with the employer to integrate amyhmijob
training and assessment; and schedules workplace visits to monitor/review the training and assessment;

viii. Where anApprenticeship/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 etffie-job training and structured worKpce training; and

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

These requirements are managed through the completion ofGbersePre-delivery Questionnairewhich must
be completed prior to the start of any course.

2.5.6 SPECIAL NEEDS POLICY

EACADEMIC PERFORMANCE

To assist students to meet the course requirements lecturers/trainers will set time at the beginning and during each
course explainad 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 altsarde
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 thewhieve satisfactory progress.

Policies and Procedures Manuiaist updated 27 July 2010| DOCUMENT UNCONTROLLED WHEN PRINTED
Language Training Instiigta Division &fniversal Education and Training Ltd UNETE®S

- J

38



EPERSONAL COUNSELIHNR EMOTIONAL NEEDS

LG Aa GKS LRftAOE 2F ! b9¢ y24 G2 3ASG Ayo2t SR Ay O2dzyasSt
recognize that students may at sometime need persaaainselling to resolve a situation.

Ly &dzOK | OlF&asSsz GKS addzRSyid oAttt 0S NBEFSNNBR (2orkhaya 2 NJ
will be directed to professional counselling service such dwistian Counsellors Association Australia
http://www.ccaa.net.au/Life Line, Relationship Australia and Salvation Army Counseling services

LANGUAGE, LITERAGIDAIUMERACY PROGRANMR ADULTS

Language, literacy and meracy programs for adults are available at a range of training organisations
throughout Australia, including:

1 TAFE institutes;
1 community training organisations;
9 private training organisations.

These programs may be delivered as-oo@ne tuition with a volunteer tutor, in open learning centres, in
small groups/classes, or as distance training. Students with language, literacy and numeradyNETiAUES
will be directed to one or more of thabove 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 withdisabilities 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)

=A =4 =8 -8 -4 -4

ELEMENT 8.

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 ENSTHREINTEGRITACCURACY & CURREREYRECORDS

1. Secure storage, includjnbackup 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. Alltrainee 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 thé’ersonal Information Disclosure Form
c. Trainees may view their records and any other information recdraleout them at any time by
submitting aPersonal Information Disclosure Form
2. Backup copies are made regularly of all essential records and a copy of them kept either:
a. Ina secure location off site
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b. In afire proof safe.

3. All other records required by theegistering 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 abatjufal 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 wilQgseseCompletion
Checklist Fornto ensure that all information relating to the Trainees and the Course as a whole is available
for Record Keeping purposes.

6. 'ft2y3 gAGK GKS 1020S GKAA we¢hQa NBO2NR ({SSLAWYI gAf
bodies.

2.6.2 UP-TODATE RECORDODF ENROLMENTS &RFACIPATION

1. This RTQ@r its training partnemill collectEnrolment Formdrom each trainee prior to the beginning of their course
and enter this information into the trainee database.

2. TheEnrolment Fom will contain:
a. Trainee details
b. Trainees signature demonstrating that they have:
i. Read and understood theolicies and Procedures Information for Trainees
ii. Received specific information about the Course
iii. Give approval for their information to be discloseda registering body official at audit

3. The assessors will place in the trainees file attaigate record of competencies gained and qualifications awarded.

4. The trainers will ensure that trainees are invited to sign Beeticipant Attendance Registegach Training day.

72.6.3 UP-TODATE RECORDS OF FEHS & REFUNDS GIVEN

This RTO will maintain ttp-date records of fees paid and refunds given according to the procedure listed at standard 3.
ELEMENT 2.

The RTO provides appropriate mechanisms andcges 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 tie following:

1 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.

1 Inthecase of Assessment Issues, the Trainee should first approach the Trainer/Assessor conducting the
Assessment.

1 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 thptmn of submitting aComplaints Form

1 The Trainee has the option of submittingcamplaints Fornto either a Staff Member, or directly to the CEO,
at any time regardless of any prior communication with other staff on an issue.

1 If a Trainee submits @omphints Formto a Staff Member, the Staff Member is encouraged to try and
resolve the issue with the Trainee.
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1 Regardless of whether a successful outcome is achieved or not with the trainee as a result of the Staff
aSYoSNRa NBalLRyaSs: mkl&e aCdnipl@iks: Haf Rap@tNrbrahdzattach Big
Complaints: Staff Report Forto the Complaints Forn(if the Complaints Fornhas been given to them).

1 The Staff Member must then ensure that the CEO receives both forms with in three (3) days ofwehnih
the earlier of either:

1 Resolution of the situation, or,

1 A period of fourteen (14) days of the initial receipt of themplaints Form

1 If the situation has not been resolved by a Staff Member who has recei@edrglaints Forrwithin
fourteen (14) dys, the CEO will either attempt to resolve the issue, or ask an Appointee to try and resolve
the situation.

1 If the CEO receives@omplaints Forndirectly from a Trainee, the CEO will contact Staff involved in
conducting the Course and request thaCamplaints: Staff Report Forpe provided to him within seven (7)
working days.

1 UUNET/LThately, the CEO will then be responsible to ensure that either the aggrieved person is how
alGAAFTASRE 2N G2 O2YYdzyAOF (S GKS 2NHIYATFGAZ2Y Q&

91 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. Adiscrimination Board, DET complaints).

1 The CEO will ensure that a record of the resolution, or att@mdpesolution, is attached to th€omplaints:

Staff Report Fornwhich is, in turn, attached to the initi@omplaints Form
1 The CEO will also produc&aquest for Improvement Fornelating to the situation.

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

POLICIES AND PROCRES RELATING AQTFSTANDARD THREE

MANAGEMENT SYSTEMZEARESPONSIVE TO NHEDS OF CLIENTSARTAND
STAKEHOLDERS, ANIE BMVIRONMENT IN V@il THE RTO OPERATES

ELEMENT 3.1

¢ KS wnéragedent of its operations ensures clients receive the services detailed in their agreement with the RTO

RTO ResponsibilitydNET/LTWill ensure and moderate that Training Partners are adhering to the below Policies and
Procedures.

UNET/LTis 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.

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

|3.2.1 ORGANISATIONAL CHARDUTY STATEMENTS

The above will be demonstrated by tlirganisational Charand Position Descriptions.

|3.2.2 INTERNAL AUDIT

Policies and Procedures Manuiaist updated 27 July 2010| DOCUMENT UNCONTROLLED WHEN PRINTED

Language Training Instiigta Division &fniversal Education and Training Ltd UNET; @) 5

LJz



This RTO will conduct an internal audiitefcompliance with the AQTF Standards and a review of its operations
at least annuallyThis internal audit may occur over several months or may be conducted as an intensive audit
over a few days.

323 /1 9hQ{ w9xL9?

CKA& we¢hQa / 9h gsultscapthiBd@n tBadditiFéBand cdniphetéd andlEgn the associated
Request for Improvement Form (RFI Forto)approve any necessary changes.

3.2.4 PLAN FOR ITS BUSISNES

This RTO willave a writtenBusiness Plathat 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 organisafiaraless Plan

b. The Business Planwill cover at least the next 12 months and cover the follg areas:

A description of the business operations of this RTO.
1 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 &gal 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 eachasettor
relationships with client groups
An operational budget
Staffing priorities
A timeframe for achieving goals
Quiality control mechanisms
Risk management strategies
A review & update process for the plan.

=A =4 =4 -4 -4 -4
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c. TheBusiness Plawill constitute the structure wthin which this RTO operates and all business decisions are
made.
d. If at any time there is a recognised need to depart from Bhesiness Plarthe following steps must be taken:
1  The CEO will put in writing
- The proposed changes
- The reasoning behind theroposed changes
- The effect of the changes on the rest of the business plan
- The financial and organisational impact of the changes
1  The changes will then be made to tBesiness Plaand implemented as stated.

73.2.5 RISK MANAGEMENT

This procedure describéke 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 statusrgéttisation.
The implementation of this policy and its associated procedures may be delegated to the Training staff that
FNE NBaLRyaArAofS F2NI NBLRNIAYy3 G2 GKS /7 9h NBEIIF NRAY:S
2) At least yearly the CEO shall complete and/oreevihe Risk RegisteandRisk TreatmenSchedule
3) Following this process the results will be circulated to staff, including administrative and training staff.
a. Staff will be asked to complete @&Floutlining any changes that they believe need to be made.
b. The CEO will assimilate any staff comments intoRfek Registeand into theRisk Treatment
and Schedule Plan
c. The CEO will ensure that the recommendations of figk Treatment Schedule and Plane
followed by regular monitoring of progress in constitia with other relevant staff members at
the staff meeting.
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3.2.6 OCCUPATIONAL HEAISTBAFETY

The safety of staff & clients is of primary importance in all activities. Safety is of great importance in the work
environment. This RTO observesoatupational 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

RESPONSIBILITIESE®PLOYEES, VOLUNTEERRVORKERS

This RTO, whilst recoging 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 pvided.

Follow all OHS&W policies and procedures
Report all hazards to the CEO

Comply with all lawful instructions

Not behave in a wilful and reckless manner

aoow

Consultation is an ongoing process ensuring everyone is given a genuine opportunity to cdfesalte committed to
encouraging consultation and @peration 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:

Hazard identification
Risk assessment
Hazard elimination
Possible improvements

aoop

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 consideformation or advice when given.

91 All perceived hazards must be reported on therceived Safety Hazard Report Form

1 All "accidents" and near miss incidents must be reported as early as possible Aadhkent or Near Miss Form
 Where an injury requireg dzi 8 A RS GNBIFGYSyid 2N GAYS Fglr& FTNRBY 62N
be raised in accordance with the Act.
1 We will endeavour to assist employee/volunteers in maintaining their health and performance at
satisfactory levels. We will:
o Provide counsdéihg and/or treatment where necessary
o Treat all information with the strictest confidence
o Not discriminate against an employee for seeking assistance
1 Health and Saftey Rules
o No smoking at the training facility or office
No alcohol or drugs at the trainirfgcility or office
Know and observe OHS&W rules
Know and observe details of emergency response and evacuation plans
All work at heights must have paission of the CEO befooemmencement
Do not undertake workdr which you are not qualifiedeQ. electricemaintenancg.
Be responsible for your own actions and do absolutely nothing to endanger another person's health
or safety.
Report all potential hazards, accidents and near misses to the CEO.
Keep work areas neat and tidy at all times
Seek assistanceriéquired to lift heavy items
Observe hygiene standards particularly in kitchen and bathroom areas
Be aware of the hazards of sitting for extended periods at computer screens and sit appropriately,
and rest as necessary.

O O OO0 O0Oo

O O o0 oo
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1 Specific OHSW Considerations

In thelight 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 paticdsputers 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 operatmtsaire comfortably placed on the
floor (or footrest) and your arms are at an approximatelyd@@ree 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.

ELECTRICAQEBIPMENT

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

FIRE SAFETY

a. We will undertake to communicate the procedures inwahin 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 arekfinguishers. Please consult
available maps to determine location.

c. ltisthe 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 ADMINISTRAToKI&t ditached to

the FIRST AID kit.

LIFTING

a. Never attempt to lift anything that is beyond your capacity.

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 toddisi1 objects or persons. Ask
someone else to so it for you.

=3

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 dgcident
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 b
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:

workers compensation,
public liability,
professional indemnity,
buildingand contents.

aoow

3.2.8 FINANCIAL MANAGEMEROLICIES

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 peradth direct access to this RTXA vt 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 improvementand
c. When requested, provide the State or Territory registering body that has registered it with a formal
FdadzNF yOS GKIG GKA& weh KFEa &2dzyR FAYEFYOALE YIFyl 3¢
registration and scale of operations.

The above duties are documented in theganisational Char& Duty Statements
Certification of Accounts

CKA&d we¢hQa F002dzyia oAttt 06S OSNIAFASR G fSIFad lyydzaftfe
Accountants of Australiar 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

CKAA&d we¢hQa ¢ K Sake avdidplezd théirgietering biody a il 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 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 pa=d.

3. Application Fees are also subject to the samguirements 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 ajesaand accounts.

5. Payment of Account®ayments 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 thypse signatories or the payment is made by the Accounts Administrator

via EFT

AOO2dzyilAy3a {&aidsSy CEKADORUAN (dzf SAa a@FazHONB. 221 a

7. Financial Audit This RTO accounts are audited at the close of each financial year, and a finandil report
made available to this RTO and reportgdhe Annual General Meeting.

8. Auditor: The auditor of this RTO auditor is:

o
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Robert White of Romar Associates Pty Ltd
Ph: 07 33231704 E:romarcpa@ozemail.com.au
PO B0x.00 Mansfield 4122

9. Goods and Services T@ST) does not apply to Tuition Fees.

10. Backup 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 anthertompany server. Our Auditor
keeps backups of our financial year data.

11. Fair & Reasonable Refund Policy

Should this RT@ancel any competency or course, participants are entitled to a full refund, or transfer of funds to another
competency or course, duture competency or course.

Gourses conducted by this RT@ayhavetheir own specially constructed refund policy.

An exampleof a policyfor a Certificate 1V in TeachmnEnglish to Speakers of Otheanguagesan be
found on theUNET/LTivebsite (yww.UNET/LTédu.ay.

73.2.9 VERSION CONTROL

1. Version Controinvolves 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 Inernal Review Policy carries the cod®0923 the code is to be interpreted as follows:

09 ¢ The year was 2009
09 ¢ Thedocumentwas last reviewed and/or rewritten iBepember

23 - On thetwenty third day

3. If the materials have been acquired from an exi@rsource the same code will be attached in a visible position to the
document and denote the date @ficorporation into the system.

4. The CEO will ensure thabacument Registeand aForms Registeis created that lists all Documents and Forms
0SAy3 dzaSR (2 LINPGARS 2NJ NBEO2NR pliafide iNORTiragRigmenNtS t | § SR

5. TheDocument Registeand aForms Registewill indicate the most current version each Document or Form in use.

6. Staff will be made familiar with thBocument Registeand aForms Registeand provided with access to current
versions of Documents and Forms related to their function within the organisation.

7. Forms will be reviewed accordj to thetimetable for administration of formsfound 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.

The RTO monitotsaining and/or assessment services provided on its behalf to ensure that they comply with all aspects of
the AQTHEssential Conditions and Standards for Continuing Registration

This RTO ensures that compliance with Commonwealth, State & Territorytiegislad regulatory requirements relevant
to its operations is integrated into its policies & procedures and that compliance is maintained.

|3.3.1 COMPLIANCE WITH COMNWEALTH, STATE SRRETORY LEGISLATAND
|REGULATORY REHREMENTS AND GOVERGIIBODIES

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:

A in the conduct of audits and monitoring of its operations
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A by providng accurate and timely data relevant to measures of its performance

A by providing information about significant changes to its operations

A Ay GKS NBGSYGA2YSZ I NOKA@GAY3IE NBUNARSOIE YR GNIyafs
requirements.

I'daty

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

Occupational Health & Safety

Workplace harassment, discrimination & bullying

Anti-discrimination, including equal opportunitsacial vilification & disability discrimination
Vocational education & training

aoop

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 legislatiorelating to Workplace Health and Safety)

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

(For information about legislation relating to Education and Training)

Otherwebsites 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 ABOUTLEEFANT COMMONWEALBIATE & TERRITORBGISEATIONSI

| PROVIDED TO STAFADLIENTS
1. This RTO ensures that all staff are provided with information about legislation that significantly effects their
duties through:
1  Staff inductions
1 Policy & Procedures Manual
1  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:
1 Trainee orietation
1 Updates in class or by email as necessary

73.3.3 PARTNERSHIP AGREEMEN

This RTO will have, and comply wittilamorandum of Understandingvith 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 tigtandards 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 &emorandum of Understandingprospective Training Partners are required to read and understand

all aspects of théJniversald RdzOl G A2y FyR ¢NIAYyAyYy3d [ (RQa tRamBryvdid& t 2f A OA
monitored throughout training to ensurthat its operations, training and assessing are adhering to the Policies and
Procedures Manual.

Policies and Procedures Manuiaist updated 27 July 2010| DOCUMENT UNCONTROLLED WHEN PRINTED
Language Training Instiigta Division &fniversal Education and Training Ltd UNETE®S

- J

47


http://www.trainandemploy.qld.gov.au/client/about/legislation
http://www.rtq.com.au/

3.3.4 USE OF NATIONAL &ASE/TRRITORY LOGOS

———
i ] This RT@omplies with the requirements for the use of nationa
—_— and State/Territory logos.
—

NATIONALLY RECOGNISED
TRAINING

1. This RTO will only use the Nationally Recognised Training (NRT) logo:
a. On AQF qualifications and Statements of Attainment issued withgtdpe 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 Spetifins 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. WblidAazyltte wSO23ayAaSR ¢N}XAYyAYy3IQT
b. WONBO23IyAlAz2y SRdzitiNa My R&/ B QTS @Ry A a
c. YwWSIAAGSNBR 0@ 00GKS NBO23yAGA2Y FdziK2NRGeo G2 Aa

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

3.3.5 ETHICAL MARKETINRARVERTISING

This RTWvill ensure hat all advertising and marketing of services will be conducted in an ethical manner and in
accordance with théQTF Standards.

1. ! OftASyiGQa oNRGGSY LISNNYA&&AAZ2Y Ydzad 6S 3IFLAYSR 0SF2NB i
individual in any marketingaterials.

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 detailof 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 byigd 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. ¢KS g2NRa abldAzylrtfte wSO23ayAaSR ¢NIAYyAy3IE gAft | LIISIH

8. This RTO will only advertise AQF qualifications if they are on its scope of registration, atadenot Bnply 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 Fornand then submitted to the CEO for final approval BEFOREmgyint
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ELEMENT 3.

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 acedeciiurses within the scope of its registration.

3.4.1 ISSUING QUALIFICANED

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 oindustry/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 requgémttie 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 orgarsiation by its national provider number.

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

73.4.2 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 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 registérédll A y Ay 3 2NBFyAal A2y Q&
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 offtnisation.

Completed assessment items

This refers to the actual piece of work completed by the student, or evidence of that work and includes evidence collected

F2NJ Ly wt[ LINRPOS&aad 'y aaSaazNna O2YLir2acks Kudevitimay hey 3 3
2

adzZFFAOASYG 6KSNB AlG A& y2i LlaaroctsS G2 NBGIFIAY GKS &ddzR¢
RSGFIAE G2 RSY2yadNYXGS GKS FdaSaaz2zNna 2dzR3ISYSyd 2F (GKS
0SYOKYIFN] ONRGSNRI 6Sod3d Y2RSE FyagSNAO F3FAyald oKAOK
iKS SOARSYOS® ¢KS FaaSaaz2Nna OKSO(1ftAad Ydzad AyOfdzRS | a

and the date of te assessment.

Assessment instruments
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