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BSC INTRODUCTION AND CONTEXT Return to Contents

Congratulations on your decision to enrol in a nationally recognised vocational course.

This handbook has been written to provide students with important information about the vocational education and
training (VET) qualifications offered at Burnett State College as well as your rights and responsibilities as a VET
student.

Students should take the time to study this handbook carefully and ask their VET teacher if they are unsure of any
details. Students should keep this handbook (or note the intranet location of this document) for reference
throughout their enrolment. The contents of this handbook in many instances represent the key points of various
VET policies and procedures developed by this College. A copy of the VET Quality Manual outlining the College’s VET
policies and procedures can be obtained one the school’s website.

Standard 1 Responsive to Industry and Learner Needs

FLEXIBLE LEARNING AND ASSESSMENT PROCEDURES Return to Contents

The following represent the basic VET assessment principles of this College. They are designed to promote fairness
and equity in assessment.

All VET students at this College will be fully informed of the VET assessment procedures and requirements and will
have the right to appeal.

e Students will be given clear and timely information on assessment.

¢ Information given to students, on the assessment cover sheet, will include:

e advice about the assessment methods

e assessment procedures

e the criteria against which they will be assessed

e when and how they will receive feedback.

e Students will sight their profile sheet of results in each VET subject on at least two occasions throughout a
two year course.

e The assessment approach chosen will cater for the language, literacy and numeracy needs of students.

e Any special geographic, financial or social needs of students will be considered in the development and
conduction of the assessment.

e Reasonable adjustment will be made to the assessment strategy to ensure equity for all students, while
maintaining the integrity of the assessment outcomes.

e Opportunities for feedback and review of all aspects of assessment will be provided to students.

e Aclearly documented mechanism for appeal against assessment processes and decisions is available to
students in the College’s VET Quality Manual. This is available from the VETC.
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Your VET teacher will provide you with a thorough overview of the assessment requirements for your individual VET
course. The following information, however, represents some general information about the VET assessment process
adopted at Burnett State College.

COMPETENCY BASED ASSESSMENT Return to Contents

In order to be successful in gaining competency, students must demonstrate consistent application of knowledge and
skill to the standard of performance required in the workplace. Students must be able to transfer and apply skills and
knowledge to new situations and environments.

In most subjects assessment tasks are completed a number of times throughout the year. Results for each
assessment item will be marked on a student profile sheet (or similar document) using terms such as Satisfactory or
Unsatisfactory, or working towards competence. This assists students to become competent as their skills improve.

Final records of assessment of competencies will be awarded as either:
. C for Competent
. NYC for Not Yet Competent

Assessment methods

Each VET teacher will maintain a student profile (or similar document) for each student and on completion of the
program of study an exit level will be awarded, based on the principles of assessment and rules of evidence.

Elements of competency will be assessed and recorded once the VET teacher is satisfied that a student has
demonstrated consistent competency in an element or unit of competency. Students may also receive assessment if
they apply for and meet the requirements for, RPL.

A master record detailing students’ achievements of the units of competency is maintained at the College on the
Student Data Capture System (SDCS).

This will record all elements and units of competency achieved. This will be held by the College and will be issued to
the student once they complete the program of study or upon exit (in line with the QSA SDCS data entry timelines).

ASSESSMENT PROCESS FOR VET COURSES Return to Contents

Assessment is the process where evidence is gathered and a decision or judgement is made based on that evidence
against nationally endorsed competency standards.

Assessment system that ensures that assessment (including RPL):

a) complies with the assessment requirement of the training package or accredited course
b) is conducted in accordance with the Principles of Assessment (Table 1.8—1) and Rules of Evidence
(Table 1.8-2).

Competency based assessment

Competency means the consistent application of knowledge and skill to the standard of performance required in
the workplace. It embodies the ability to transfer and apply skills and knowledge to new situations and
environments.

The purpose of assessment is to judge competence. A participant is judged either competent or not yet competent.

Performance and knowledge evidence describe what a learner must demonstrate in order to be considered
competent. Assessment conditions describe the conditions under which a learner must demonstrate this, including
any specific requirements for resources, trainers and assessors and the context for assessment.
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Note that some training packages and courses may not have been updated to this format. In these cases, ‘required
skills and knowledge’ and ‘evidence guide’ or similar terms are used.

When planning assessment, ensure you address all of the requirements of the unit or module. This does not mean
you have to develop separate assessment activities for each item, but that, as a whole, your assessment activities
cover every area required. To achieve a ‘competent’ result, learners must meet all the requirements of the unit.

As similar requirements are often expressed in multiple units of competency, you can often ‘cluster’ a number of
units together for assessment to avoid repeating assessment of the same tasks. If you do this, take care to address all
relevant environments and contexts in the assessment process and to meet any pre-requisite requirements for every
unit or module in the cluster. Analysis of each individual requirement across the cluster of units will reveal where
such assessment methods are appropriate and where discrete assessment activities may be required.

Competency based assessment must meet the four Principals of Assessment:

e Validity
e Reliability
e Fairness
e Flexibility
PRINCIPLES OF ASSESSMENT Return to Contents

Competency based assessment must meet the four principles of validity, reliability, fairness and flexibility.
Fairness

The individual learner’s needs are considered in the assessment process. Where appropriate, reasonable
adjustments must be made by the RTO to take into account the individual learner’s needs. The RTO informs the
learner about the assessment process, and provides the learner with the opportunity to challenge the result of the
assessment and be reassessed if necessary.

Flexibility

Assessment is flexible to the individual learner by:
e reflecting the learner’s needs;
e assessing competencies held by the learner no matter how or where they have been acquired;
e drawing from a range of assessment methods and using those that are appropriate to the context, the unit of
competency and associated assessment requirements, and the individual.

Validity

Any assessment decision of the RTO is justified, based on the evidence of performance of the individual learner.
Validity requires:
e assessment against the unit(s) of competency and the associated assessment requirements covers the broad
range of skills and knowledge that are essential to competent performance;
e assessment of knowledge and skills is integrated with their practical application;
e assessment to be based on evidence that demonstrates that a learner could demonstrate these skills and
knowledge in other similar situations; and
e judgement of competence is based on evidence of learner performance that is aligned to the unit/s of
competency and associated assessment requirements

Reliability

Evidence presented for assessment is consistently interpreted and assessment results are comparable irrespective of
the assessor conducting the assessment

RULES OF EVIDENCE Return to Contents

Assessment must also be designed to meet the rules of evidence:
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Validity

The assessor is assured that the learner has the skills, knowledge and attributes as described in the module or unit of
competency and associated assessment requirements.

Sufficiency

The assessor is assured that the quality, quantity and relevance of the assessment evidence enables a judgment to
be made of a learner’s competency.

Authenticity
The assessor is assured that the evidence presented for assessment is the learner’s own work.
Currency

The assessor is assured that the assessment evidence demonstrates current competency. This requires the
assessment evidence to be from the present or the very recent past.

CONDUCT OF ASSESSMENT Return to Contents

Assessment should be conducted in a non-threatening atmosphere. The assessor needs to establish rapport with the
candidate, and provide timely feedback. The assessment process should foster communication between candidates

and assessors, and ensure that:

e Candidates know and agree to the assessment procedures before assessments take place.

e Assessments take place when the candidate is ready to undertake the assessment. Before undertaking
formal assessment tasks, candidates should be encouraged to conduct self-assessment according to the
agreed assessment criteria, to test their own readiness.

e Wherever practicable, assessment evidence is gathered on a number of occasions and in a variety of
contexts/situations.

e During the assessment period, assessors and candidates engage in feedback and discussion, and can seek
assistance to have disagreements resolved.

* Records of assessment remain confidential.

NON-COMPLETION OF ASSESSMENT & ACADEMIC DISHONESTY (“NC” AWARDS)  Return to Contents

If it becomes apparent that a student is actively avoiding participation in assessment tasks or a student submits work
other than their own then the teacher will follow usual practices in determining the reason and follow informal and
formal procedures to achieve a resolution of the problem. If the problem persists and the student’s progress is of
serious concern then the Burnett State College Assessment Policy & Procedures are to be followed to warn the
student and parents of the consequences of an “N” determination. The student will need to need to reattempt the
Unit of Competency related to the assessment task.

MUTUAL RECOGNITION OBLIGATIONS Return to Contents

Credit transfer will be awarded if students provide certified documentation from another RTO attesting to
achievement of identical units of competency drawn from national training packages, identical national modules or
identical modules.

Under Clause 3.5 Standards for RTOs 2015 RTOs must recognize AQF qualifications and Statements of Attainment
issued by other RTOs.

Examples of situations that may present themselves at school level:
e student transferring from another school
e student re-enrolling in school after a period of absence who has undertaken studies at TAFE or another RTO
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e student repeating a year of senior study within the same school or from any of the above situations

Burnett State College will ensure that the student presents a certified RTO transcript for the VET course where Credit
Transfer is sought. Recognition will be awarded where verification supports the evidence presented.

RECOGNITION OF PRIOR LEARNING (RPL) Return to Contents

All VET students have access to a procedure that gives RPL or Credit transfer at this College.

Recognition of Prior Learning (RPL)

RPL is an assessment process that assesses an individual’s level of knowledge and skills against individual or multiple
units of competencies.

Recognition of prior learning policy

All students shall have access to, and will be offered RPL. All applications for RPL will be responded to once a written
application has been received. The HODSS will keep an RPL register which documents all RPL applications and their
outcomes. Once the evidence has been provided to the College to assess RPL, the student will be notified of the
decision. Students may have access to reassessment on appeal.

Recognition of prior learning procedure

Each year at the VET student induction, the VET teachers and the HODSS shall make students aware of the College’s
RPL policy via the VET student handbook. VET teachers will remind students of this policy at the beginning of each
year and provide opportunities to engage in the RPL process.

VET students seeking RPL, will be:

e provided with a copy of a RPL application form by their relevant VET teacher

e provided sufficient information about the types of evidence that can be used to support an RPL application
by the VET teacher e.g. resume, certificates, photos, references from supervisors, performance reviews or
job descriptions

e required to provide a completed RPL application form and associated evidence to support the application

e able to appeal an RPL decision via the RPL student appeals form if unsuccessful

The VET teacher will:

e notify the student of their outcomes from the RPL process

e develop and assess any alternative methods of assessment required as a result of an RPL application
e notify the student of any gap training required as a result of the review of their application

e update the student’s records if RPL is granted upon consulting with the HODSS.

Credit transfer

Refers to the granting of credit to students of exact units of competency they have completed previously. Institutions
or training organisations can grant credit to students for studies or training completed at the same or another
institution or training organisation.

If a student believes that they fulfill these requirements they should approach their VET teacher first, who will bring
it to the attention of the HODSS. At the beginning of each course, the VET teacher will be responsible for ensuring
that the students are informed of the RPL and Credit transfer procedures. RPL information and forms can be
obtained from the VET teacher or SDCS Officer.
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EMPLOYER CONTRIBUTING TO LEARN’S TRAINNING AND ASSESSMENT Return to Contents

Wherever possible the College will place students in workplaces that provide experience in the competencies
included in their VET qualifications. This College does not use assessment by work placement supervisors.
Students on work placements may record their activities in a workplace experience logbook (or similar

document). The work placement organiser/teacher will seek the cooperation of the workplace supervisor in the
sign-off on the accuracy of the student’s entries in the log. This logbook (or similar document) may be used by
the assessor to support judgments of competency. Students at this College will be placed in workplaces where it
forms a mandatory requirement of the Training Package or Accredited course.

SCHOOL BASED APPRENTICESHIP/TRAINEESHIP POLICY Return to Contents

e Only students who complete and submit an “Expression of Interest Form” will be considered for a School-
Based Traineeship or Apprenticeship.
e Students must prepare and submit a current resume to accompany the application.

o All students who have submitted Expressions of Interest Forms are to be interviewed by the Head of
Department Senior Schooling to determine genuine area of interest, commitment to all areas of student
responsibility associated with a School-based Traineeship/Apprenticeship and work readiness.

o After completing the above steps, students are eligible to undertake a School Based Traineeship or
Apprenticeship.

e Students and their families are responsible to seek out likely/suitable employer candidates.

e If businesses initiates the process and informs the school of a SAT position, students who have indicated these
on their Expressions of Interest forms will be notified.

e The successful student will attend an interview with the Head of Department Senior Schooling to review
subject selection and timetable modification BEFORE the training contract is signed.

e The student workday will be FRIDAY (unless otherwise negotiated) weekly.

e To gain their qualification, students are required to undertake training through a nominated training institute.

o All parties (i.e. student, parent, employer, AAC) are to attend a meeting for signing of necessary school and
legal training documents.

o If any off the job training is required of the student, the school undertakes to support the student by
temporarily changing the timetable and communicating to the student’s relevant teachers as necessary.

e [t is the student’s responsibility to negotiate with teachers a workable plan to catch up any missed work.

e SATS students and parents will be required to sign a contract with the school agreeing to fulfil their school,
training and work obligations. If students fail to commit to the entire program, their Traineeship or
Apprenticeship may be cancelled. Year 10 students wishing to undertake a SAT agree to:

o Choose a SAT that is consistent with their career goals

o Engaging in a full time study load until the end of Year 12 (regardless of when the traineeship may
end or how many QCE points the student may have)

o Commit to working with their teachers to ensure any missed class work is made up

o Toremain in the SAT students need to maintain their level of achievement

o Thata Year 10 SAT are approved on a case by case basis and the school’s decision is final

e The student may nominate a mentor.

e The YAT Coordinator is always available to students as a first point of reference for any issues, concerns,
queries etc. Students should attempt to address any work-related issues first with their employers.

e Students MUST inform the YAT Coordinator and Employer in advance of any changes of routine occurring
eg. absences due to appointments, illness etc

e Students will spend any Tutorial periods due to timetable modifications in Open Roads. This time will be
spent undertaking productive traineeship work or school work.

e The YAT Coordinator will complete a “Progress Report” each Semester. Any issues emerging from this will
be addressed.

QUALITY ASSURANCE PLAN Return to Contents

Burnett State College uses the data collected via Quality Indicator Surveys, validation feedback and trainer feedback
to assess its performance against the Standards for Registration and to plan for quality assurance.
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The quality assurance plan is designed to ensure that:

e the RTO provides quality training and assessment across all of its operations

e the RTO adheres to principles of access and equity and maximises outcomes for its clients

e management systems are responsive to the needs of clients, staff and stakeholders, and the environment in
which the RTO operates

e quality can be monitored over time to identify both improvements and any downward trends.

QUALITY INDICATOR REPORTING Return to Contents

Under Standard 8.1c, the QCAA is required to provide ASQA with quality/performance indicator data.
Quality Indicators are designed to:

e assist Registered Training Organisations (RTOs) enhance quality assurance and strengthen training and
business performance

e assist ASQA make risk assessments about RTOs. (Reports of Quality Indicator data, along with other
information such as audit history and substantiated complaints, contributes to ASQA’s risk assessment of an
RTO’s quality, and informs decisions concerning the frequency and targeting of audits).

All RTOs will provide an annual summary report to their Registering Body against the three Quality Indicators. These
Quality Indicators are:

Learner engagement — This indicator focuses on the extent to which learners are engaging in activities likely to
promote high-quality skill outcomes and includes learner perceptions of the quality of their competency
development and the support they receive or have received from RTOs. The Learner Engagement Survey is to be
administered annually, to all students that are to complete their course in the current calendar year (submitted to
the RTO in Dec).

Employer satisfaction — This indicator focuses on employer evaluation of learner competency development and the
relevance of learner competencies for work and further training, as well as employer evaluation of the overall quality
of the training and assessment. The Employer Satisfaction Survey is to be administered annually to a selection of
Work placement employers each year (submitted to the RTO in Dec).

Competency completion — This indicator shows the number of enrolments and qualifications completed and units of
competency awarded in the previous calendar year by each RTO. This is managed by the RTO office.

The final report is due to ASQA on June 30 each year and relates to the previous year’s activities. This data will be
collated & analysed by the QCAA and the final report should then be used to inform the school’s continuous
improvement process. The RTO Reports are available on the QCAA website.

ASSESSMENT VALIDATION Return to Contents

Validation is a review of assessment judgements made by your RTO. Validation is generally conducted after
assessment is complete. The process must be undertaken in a systematic way to confirm that our RTO’s assessments:

e produce valid assessment judgements

e ensure graduates have the skills and knowledge required by industry, as expressed in the training package or
accredited course.

Validation Requirements

e Each training product on our RTO’s scope of registration must undergo validation at least once every five
years.

e Atleast 50 per cent of the training products must be validated in the first three years of that cycle.
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¢ You may need to validate certain training products more often where specific risks have been identified, for
example, if your RTO’s industry consultation identifies areas of particular risk.

e ASQA may from time to time determine specific training products that must have particular attention paid to
them and this advice would be published to www.asqa.gov.au.

e Further detail can be found in the Assessment Validation Plan.

Standard 3 Secure and Accurate Certification

UNIQUE STUDENT IDENTIFIER (USI) Return to Contents

With the introduction of the Unique Student Identifiers ACT 2015 all RTO’s must ensure that from January 1 2015 all
students undertaking vocational training with the RTO have a Unique Student Identifier (USI).

A USl is able to be created by the student at http://www.usi.gov.au/Pages/default.aspx With the verification of one identity
document (ie Medicare Card, Birth Certificate). Once created this 10 digit number and letter identifier will allow the
student to access their VET training records and results from the online USI account ensuring that they are not lost.
Under the legislation, a qualification cannot be issued unless the student has a valid USI.

Students are responsible to register their own USI number during the Subject Selection process and are required to
bring the relevant documentation to their SET Planning interview.

For more information see the Burnett State College USI Policy and Procedure.

USE OF THE NATIONALLY RECOGNISED TRAINING (NRT) LOGO Return to Contents

The Nationally Recognised Training (NRT) logo is a distinguishable mark of quality for promoting and certifying
national vocational education and training leading to Australian Qualifications Framework (AQF) qualifications or
Statements of Attainment.

The NRT logo may only be used in association with Training Package qualifications or courses accredited by State or
Territory course accrediting bodies.

When Burnett State College is promoting the training it offers and wishes to use the NRT logo, its promotional
material such as brochures or handbooks it must clearly distinguish between nationally recognised training and other

training. —
For more information see the Burnett State College Marketing Policy and Procedure. =
AQF CERTIFICATION BY BURNETT STATE COLLEGE Return to Contents

AQF certification documentation is issued to a learner within 30 calendar days of the learner being assessed as
meeting the requirements of the training product if the training program in which the learner is enrolled is complete,
and providing all agreed fees the learner owes to the RTO have been paid.

Statement of Attainments are issued within the guidelines of Schedule 5 of The Standards for RTO’s 2015.

RECOGNITION OF AQF QUALIFICATIONS AND STATEMENTS OF ATTAINMENT ISSUED BY ANOTHER
RTO OR SCHOOL Return to Contents
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The College recognises all AQF qualifications issued by any other RTO. The College will seek verification of the
certification from the relevant RTO where there is some ambiguity.

Recognition of qualifications procedure

The VETC and associated VET teachers will make students aware that any existing AQF qualifications or statements of
attainment they possess will be recognised by the College during the VET student induction at the beginning of the
year.

VET teachers will remind students of this policy at the beginning of each new term.

If a student presents an AQF qualification or statement of attainment to a VET teacher, the teacher will take a copy
and bring it to the attention of the VETC.

The VET teacher in consultation with the VETC will verify the authenticity of the qualification or statement of
attainment.

The verified copy of the qualification or statement of attainment is placed in the student’s file.

Once the qualification or statement of attainment is verified, the VET teacher will give the student exemption for the
units of competency identified in the qualification or statement of attainment and update the student’s records
accordingly. Information will then be entered in SDCS using the ‘credit transfer’ option.

Internal recognition of qualifications procedure

e The College will complete a comprehensive mapping exercise (where relevant) to identify common units of
competency across qualifications on the scope of registration

e At the beginning of each year, those students who are enrolled in courses where there are common units of
competency, or who have progressed from Certificate | to complaints

e |l (where applicable) are identified

e The VETC and VET teachers will meet to establish the processes for delivery and assessment ensuring accurate
data is recorded

e This process is repeated throughout the year for students who change subjects

e The information is entered into SDCS using the ‘credit transfer’ option in all instances where the student has
already gained the unit of competency (i.e. the student may only once be deemed as competent).

Standard 4 Accessible Information About Services

INTRODUCTION AND PURPOSE OF THIS HANDBOOK Return to Contents

The Vocational Education and Training (VET) Student Handbook aims to provide students within Burnett State
College, with guidelines and support procedures designed to meet the standards of Registration as a Training
Organisation.
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Burnett State College is a Registered Training Organisation (RTO) and as such, accepts responsibility for ensuring
compliance with the Standards for Registered Training Organisations (RTO’s) 2015.

BURNETT STATE COLLEGE RTO SCOPE Return to Contents

RTO Name: Burnett State College National RTO number: 31050
Period of Registration: 29 June 2012 to 04 September 2018
Scope of Registration

The current Scope of the RTO can be checked on the training.gov.au website at:
http://training.gov.au/Organisation/Details/31050

Your VET teacher will provide you with information about your VET qualification/s including an overview of the
specific units of competency/modules in each, assessment requirements, vocational outcomes, etc.

The following qualifications are available for completion at this College

Qualification code Qualification title
ACH10216 Certificate | in Agrifood Operations
ACH20116 Certificate Il in Agriculture
AHC32816 Certificate in Rural Operations
DISCIPLINARY PROCEDURES Return to Contents

Students are expected to attend classes and hand in required assessment items of their VET course. The same policy
of Academic Good Standing applies to VET courses. A summary of the Academic Good Standing policy is provided
below.

Students of Good Standing Policy
Maintaining “Good Standing” requires:

e Satisfactory attendance and punctuality.
e Satisfactory participation in the subject, including behaviour and assignments.
e Loss of “Good Standing” means withdrawal from a subject and/or course.

1. Minimum Requirements:

The maximum non-explained absence/non-participation allowable is 6 periods per subject per semester. Good
Standing in a subject is automatically withdrawn on reaching the maximum absence/non-participation periods.

2. Absence and Participation Requirements
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Absence

Unexplained absence is defined as any non-attendance to a class when the normal timetable is in operation, unless
prior arrangement has been made. Explained absences include:

o Legitimately ill

e On an excursion or camp

e Industry placement

e Senior Leader duties

e Representing the school at an official function or sporting event
e Suspended

The purpose is twofold. Firstly teachers and students are clear about what constitutes an absence and secondly
students must maintain an awareness of their responsibility to their academic program.

Non-Participation
A student is said to be a non-participant and marked non-participant for one (1) period when the student:

e Fails to complete a piece of assessment satisfactorily or at all

e Fails to complete an adequate amount of work during a period

e Significantly acts so as to create a significant disruption to their learning process or that of others
e Student fails to willingly follow school rules and staff instructions

e Is disrespectful to the teacher or other class members

Safety Net

This will be set at three levels in each semester before the point where a student will be withdrawn from a subject.
These subjects will be characterized by warnings in terms of consequence counseling both formal and informal —and
communication internally and with parents/guardians.

Level 1(a): Unexplained absence/non-participation of 3 periods

A record of unexplained absence or non-participation should be recorded on the electronic behaviour management
reporting system as per Burnett State College Behaviour Support Plan. The teacher issues a warning letter to the
student and parent (“Letter of Concern”). Copy of information to go to Administration for filing.

Level 1 (b): Unexplained absence/non-participation of 6 periods

Behaviour to continue to be monitored on the electronic reporting system. The student is to Open Roads - B and a
letter is sent to the student and parent with appropriate warnings of consequences should absences/non-
participation continue. (“Letter to Parent — Timeout from Class as per Burnett State College Behaviour Support Plan)

Level 2
The subject teacher and/or year level co-ordinator undertakes informal counseling with the student.
Level 3: Unexplained absence/non-participation of 9 periods, or breaking of contract as arranged in Level 2

The student is officially withdrawn from that subject. A letter outlining the action taken is provided for the student
and sent to the parents. (“Letter to Parents — Subject Withdrawal as per Burnett State College Behaviour Support
Plan)

As a possible consequence a student who is withdrawn from more than one subject may be withdrawn from his or
her entire course, at the discretion of the Principal.
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Students should consult Burnett State College Behaviour Support Plan for full details.

Standard 5 Informed and Protected Learners

CONTEXT OF VOCATIONAL EDUCATION IN SCHOOLS Return to Contents

The Australian vocational education and training (VET) system is recognised as among the most sophisticated in the
world because it is:

Industry led employers and industry representatives define what outcome is required from training.
National the system is jointly managed by state, territory & Australian governments.
Client focused it is flexible and relevant and responsive to client needs.

In 2014 a VET in Schools Working Party was established to review the New framework for vocational education in
schools 2001 and to deliver a national framework that meets the contemporary needs of schools, training providers,
industry and employers. On 12 December 2014, the Education Council, which reports to the Council of Australian
Governments (COAG) released a framework for vocational learning and VET delivered to school students Preparing
Secondary Students for Work.

Education The framework articulates that secondary students who have
undertaken quality VET:
Preparing . .
Secondary Students ¢ have received, or are on the pathway to receiving, a
for Work nationally recognised qualification that is valued by
Aframework for

employers

vocational kaning andVET
delisered Lo secondary studers

¢ have achieved competencies that meet the expectations and
needs of employers, and meet the standards and
requirements of VET regulators

¢ know the occupation(s) their qualification can lead to, both in

. . . * the short term and the long term

BSC VET Return to Contents

The purpose of the VET program of study is to:

e provide a curriculum structure which encourages students to complete secondary education

foster the intellectual, social and moral development of students, in particular developing their:
- knowledge, skills, understanding and attitudes in the fields of study they choose
- capacity to manage their own learning
- desire to continue learning in formal or informal settings after school
- capacity to work together with others
- respect for the cultural diversity of Australian society

e provide a flexible structure within which students can prepare for:
- further education and training
- employment
- full and active participation as citizens

e provide formal assessment and certification of students’ achievements

e provide a context within which schools will also have the opportunity to foster students’ physical and
spiritual development
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VET allows students in Years 10-12 to study vocational courses as part of their chosen pathway. These courses allow
students to develop work-related skills as well as articulate to further education at TAFE or university. In combination
with other parts of the curriculum, students can achieve a QCE which should enhance their post-secondary
opportunities.

All accredited VET programs, must meet the requirements of the VET Quality Framework.

Information pertaining to your qualification or accredited course can be sourced from course documentation
provided by your VET teacher, subject specific information included in the Senior subject selection handbook (or
similar document), through the VET student handbook and on the College website.

Information available to students regarding course information will include:

. Qualification or VET accredited course code and title
. Packaging rule information as per the specified Training Package or VET Accredited course
. Units of competency (code and title) to be delivered
. Entry requirements
. Fees and charges
. RTO guarantee information
o Course outcomes and pathways
. Work experience requirements (where applicable)
J Licensing requirements (where applicable)
. Partnership or off-campus arrangements (where applicable)
STUDENT ENROLMENT AND INDUCTION Return to Contents

Students enrolled in the VET courses at this College participate in the same enrolment and selection processes as
other students at the College. Where numbers are limited for VET subjects, selection will be based on interview
and/or on the order in which enrolments were received.

Burnett State College will provide each student with information about the training, assessment and support services
they will receive, and about their rights and obligations (through the VET student induction session) before
enrolment on the Student Data Capture System (SDCS).

The HODSS will induct all VET students with this handbook.

Induction form

It is RTO policy that each student must complete and sign an induction form which will serve as a record that
students have been provided with all required information prior to the course commencing. It is recommended that
students receive and complete this induction form and receive a copy of the Student Handbook, during their course
induction lesson. Student induction forms must be stored at the school and maintained for the life of the course.

Attendance

Burnett State College maintains an accurate record of each student’s attendance at VET classes. Students should not
regard VET courses as easy options; all qualifications require serious commitment & regular attendance to gain
maximum benefit. The teacher is responsible for:

e monitoring and recording student attendance

e ensuring that the class roll accurately reflects student entry and withdrawal
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Responsibilities

The principal must ensure that the following information is appropriately provided to all students undertaking
vocational training courses:

¢ Information on fees and charges for undertaking vocational training courses and the policy on refund of
payments in advance;

¢ Information on opportunities for assessment of literacy, language and numeracy skills and on assistance to
address shortfalls in skills needed to complete the course of study.

e The school’s assessment policy, an outline of the course content, an outline of pathways from the course to
further education, training and employment and details of the assessment program for the course.

e Information on support personnel within the school for access and equity issues and for grievances and
complaints, and processes for accessing them.

* The school’s discipline policy and code of conduct

ACCESS TO VET COURSES Return to Contents

The Standards for Registered Training Organisations state that the RTO must adhere to principles of access and
equity and maximises the outcomes for its clients.

Subject Selection
Subject selection procedures at Burnett State College ensure that VET courses are an integral part of subject
offerings and information to students and parents. All students and parents have a right to clear and accurate
information about:

o the accreditation of VET courses

e competency based assessment and certification

e applying for RPL

e work placement and out of school time requirements

e subject fees and any other costs

e appeals and complaints

Burnett State College ensures that subject selection SET planning processes provide equality of access to VET courses
for all students who see these as desirable and relevant for their tertiary and work pathways. Provisions must be
made for students with disabilities and financial hardship to access and successfully undertake VET courses.

Access to VET Courses for Students with Special Needs

VET courses are available for special education students. Forms are available on the intranet for Individual Education
Plans (IEP) meetings in year 10 prior to beginning a VET course. Students with disabilities may require more intensive
preparation for work place learning.

This may include:
e transition planning to meet individual needs
e prevocational preparation
e appropriate methods for course delivery and assessment

e ongoing partnerships between schools, students, parents, teachers, employers and others in the community

FEES AND CHARGES, INCLUDING REFUND POLICY Return to Contents

The College charges a VET Administration Fee which is payable by students who are undertaking Certificate I, Il or IlI
instruction in any vocational training area. This is a flat fee that is incurred regardless of the number of qualification
the student s undertakes.
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Students who enrol past the commencement of the school year will be charged student fees at a pro-rate basis for
the duration of the school year.

The College operates on a no refund policy for the VET Administration Fee with the exception of those students who
withdraw their enrolment prior to the third week of instruction. This fee includes the issue and possible re-issue of
Statement/s of Attainment and qualification/s.

Matters regarding payment of fees or refund of fees will be managed by the College ‘s Business Services Manager
accordance with the principles contained in the College’s Fee Policy kept by the Business Services Manager.

STUDENT SERVICES Return to Contents

Burnett State College will establish the needs of their students, and deliver services to meet their individual needs
where applicable. All students at this College will have involvement with some or all of the following processes,
designed to establish their educational needs:

o SET plans
o subject selection processes
o career guidance services

The provision of educational services will be monitored to ensure the College continues to cater for student needs
through review of student senior education and training (SET) plans, as needed. The College will also ensure that all
students receive the services detailed in their agreement with the RTO.

College will continually improve student services by collecting, analysing and acting on any relevant data collection
through students providing valuable feedback to the RTO through informal and formal processes i.e. through
individual student assessment feedback, course evaluation feedback, quality indicators — student engagement
surveys and school-generated surveys (where applicable).

STUDENT SUPPORT, WELFARE AND GUIDANCE SERVICES Return to Contents

Students have access to a wide range of support, welfare and guidance services at this College, including:

. VET teachers
° Learning Support teachers
0 Head of Department Senior Schooling & VET
o Subject Area Coordinators
o Career Counsellor/Guidance Officer
0 Deputy Principal
. Principal
PROVISIONS FOR LANGUAGE, LITERACY AND NUMERACY ASSITANCE Return to Contents

If you are undertaking a VET subject, which has embedded units of competency from a training package, you will find
that basic literacy/numeracy elements have been incorporated. This should help you learn these basic
literacy/numeracy components more readily, as they are being delivered and assessed in the context of an industry
vocational area of your choice. If you still feel you need additional language, literacy or numeracy support, please
seek further advice from the HODSS.

CONFIDENTIALITY PROCEDURE Return to Contents
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Information about a student, except as required by law or as required under the VET Quality Framework, is not
disclosed without the student’s written permission and that of their parent or guardian if the student is less than 18
years of age. The College will ensure that have consent from each VET student.

Standard 6 Fair Complaints Handling

COMPLAINTS AND GRIEVANCES Return to Contents

Under Standard Six, complaints and appeals must be recorded, acknowledged and dealt with fairly and efficiently.

A complaint is any type of problem, and may be about an act, omission, situation or decision that a client thinks is
unfair, discriminatory or unjustified. The RTO must manage and respond to allegations involving:

¢ the conduct of the RTO, its trainers, assessors or other staff
e athird party providing services on the RTO’s behalf
e alearner of the RTO

All records and outcomes of the complaints and appeals are securely maintained at Burnett State College. All records
and outcomes of the complaints and appeals that have been escalated to the QCAA or DETE will be maintained at the
QCAA or DETE. This information is used to review the RTO’s processes and practices to ensure the issue doesn’t
happen again.

For more information see the Burnett State College Complaints and Appeals Policy.

The following is a brief summary:
1. Approach the other party.

Where appropriate, the complainant is encouraged to try to resolve any complaint directly with the person/s
concerned

2. Approach a member of staff to act as an intermediary

If the complainant is not comfortable approaching the person/s directly concerned, they may approach
another member of staff eg the principal or a supervisor to act as an intermediary.

3. Make a formal complaint

If the complaint is not able to be resolved directly or in the above meeting, the complainant may lodge a
formal written complaint with the Burnett State College. It is important that this is dealt with speedily (within
60 days) by the Principal or supervisor and a written response is made.

4. Independent Party

If the processes fail to resolve the complaint, an appropriate party independent of Burnett State College will
review the outcome at the complainant’s request.

5. Raise the complaint directly with the QCAA

If the above steps are not successful, the principal will refer them to the QCAA website for further
information about making complaints (www.qgcaa.qld.edu.au/3141.html).

APPEALS Return to Contents

Students have the right to appeal decisions in accordance with Burnett State College’s appeals policy.

Students have the right to lodge an appeal against the assessment of their competency on the following grounds:
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e the assessment process did not provide them with a fair and reasonable opportunity to demonstrate their
competency
e they were not informed in advance of the conditions and method of assessment
e the process used was discriminatory in some way
e they were ill or suffered misadventure at the time of the assessment

Difficulties over assessment should be approached informally at first with a view to resolving them through
discussion between the student and VET teacher. If the informal discussion fails to resolve the issue then a formal
appeals process needs to be implemented. Formal appeals need to be based on identified problems with the
assessment process rather than an unsuccessful result.

Schools should refer to the appeals section of their VET Student Handbook for details on the appeals process.

If the issue remains unresolved the principal will refer them to the QCAA website for further information about
making complaints (www.qcaa.qld.edu.au/3141.html).

Standard 7 Effective Governance and Administration

RTO ORGANISATION RESPONSIBILITY CHART Return to Contents

Principal
(CEO)

Head of Department Deputy Principal

Senior Schooling Timetabling &

(RTOM Enrolments

SDCS, SBT, SBA &

VET Teachers Work Experience

3rd Party

ROLES AND RESPONSIBILITIES Return to Contents

Principal

» Sign off as a Fit and Proper Person of the RTO

e Support the RTO Manager and teachers to comply with the Standards

e Ensure that all advertising of VET courses complies with the Standards

e Ensure that adequate funds are allocated to the VET budget for resources and maintenance of plant and

equipment
e Include VET in annual planning and reporting
e Ensure there is a system in place to enter students and qualifications onto Student Data Capture System
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Ensure there is a system in place to update students’ progress in the achievement of units of competency
onto Student Data Capture System

Ensure that all compliance documents including applications to deliver a new VET course are signed,
forwarded to the RTO and archived as appropriate

RTO Manager

Manage the day to day operations of the Registered Training Organisation

Sign off as a Fit and Proper Person of the RTO

Provide accurate and timely information, policy and procedures and materials for ensuring compliance with
RTO standards across all areas of operation

Report to and advise the CEO on matters relating to VET in Schools

Organise, conduct and report on school reviews and other internal audits

Organise and approve VET training of teachers

Maintain VET teacher training records and teacher data-base

Organise School VET meetings

Organise Assessment Validation workshops, in keeping with assessment validation plan

Represent RTO on affiliated cross-sectoral committees

Prepare RTO for ASQA audits

Apply for variation of Scope of Registration for RTO

Develop and maintain Organisational chart for the RTO

Develop/revise Strategic Plan for VET based on continuous improvement strategies

Develop and revise policies and procedures which relate to delivery of VET

Develop and revise information handbooks for teachers, students, parents and employers relating to
vocational education in schools

Review materials for currency and maintain version control

Provide current information to public on courses and qualifications which can be delivered within RTO’s
scope of registration

Coordination of the school’s VET program to comply with the Standards.

Advising the Deputy Principal on appropriate planning, delivery, resource requirements and timetabling for
VET within the school

Acting as a central point of contact for VET teachers within the school and for the RTO

Participating in VET professional development activities

Distributing VET information and developments to VET teachers & other school personnel as appropriate
Facilitating school VET meetings - preparing agenda items, facilitating assessment validation, distributing and
filing minutes, following up and recording actions \

Ensuring that VET teachers are informed of the correct procedures for assessment, record keeping, recording
achievement of competencies, archiving records and compliance

Maintaining a system to satisfy record keeping and data storage to meet RTO compliance requirements.
Promoting achievements and the value of VET programs to students, teachers and the broader community
including industry

Responding to requests for information, documentation and data relating to VET delivery from QCAA
Managing annual VET submissions for teacher training

Advising teachers of opportunities for support and professional learning

Assisting staff with assessment validation processes and external validation activities

Monitoring VET teacher professional learning — network days, industry currency

Ensuring that all compliance documents are the most current and show evidence of version control and
continuous improvement

Assisting in the management and quality assurance of data entry onto Student Data Capture System -
recommended once per term

Facilitating course information/induction sessions, workplace ready programs for students, parents/industry
Ensuring that school and VET policies and procedures are adhered to regarding RPL, appeals, complaints and
grievances and that appropriate evidence, documentation and records are maintained and archived
Assisting the Learning Support Team in identifying and supporting students with special needs in VET courses
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o Ensure that VET students have access to a copy of the VET Student Guides and that details within them are
explained

e Managing financial records and allocation of VET budget

o Coordinating TAFE delivered VET courses within the school

e Other duties as relevant to VET as required by the Principal

VET Trainers and Assessors

e Comply with Standards 1-8 for RTO’s and keep a file of relevant evidence.

e Delivery of AQF Qualifications following the most current Scope of Registration

e Undertake training as required for delivery of AQF Qualifications and Statements of Attainment relevant to
the RTO’s Scope of Registration

o Undertake industry experience to maintain currency

e Update Staff Profile constantly

e Update Training and Assessment Strategies for all qualifications being delivered

» Prepare & ensure all resources required to deliver competencies are accessed by students

o Liaise with Deputy Principal to ensure that appropriate placements are available for all students

e Ensure documentation for work placement and any excursions is completed and signed off in a timely
manner and that these records are archived.

o Participate in assessment validation processes and workshops

e Provide advice to SDCS officer to facilitate the issuance of AQF Qualifications and Statements of Attainment
through SDCS

e Program lessons appropriately, ensuring minimum hours are covered

e Keep accurate attendance records, program registrations and workplace records

e Attend network days to ensure up to date information & participation in assessment validation

e Assess student competencies and keep accurate records — including marked assessment samples across all
competencies for quality assurance (pdf or photo evidence as appropriate)

e Ensure students have access to their Competency Records

e Be conversant with policies and procedures outlined in the Workplace Learning Policy and Procedure, eg.
insurance and indemnity and child protection

NATIONAL TRAINING PACKAGES Return to Contents

£, training.:.:

A JOINT INITIATIVE OF THE AUSTRALIAN ...
AND STATE AND TERRITORY GOVERMMENTS Australian Government

National Training Packages are developed by industry through national industry skills councils (ISCs) or by enterprises
to meet the identified training needs of specific industries or industry sectors. A Training Package is a set of
nationally endorsed standards and qualifications used to recognise and assess the skills and knowledge people need
to perform effectively in the workplace. Training Packages are a key resource for registered training organisations
(RTOs) in the delivery of structured, accredited training.

A Training Package has two parts: endorsed components and support materials. Endorsed components of a Training
Package include the following:

e Units of Competency — the skills and knowledge a person must be able to demonstrate at work are defined
by industry and packaged into combinations that form various qualifications aligned to the Australian
Qualifications Framework (AQF).

e National qualifications — all qualifications (certificate I, I, Ill, IV, Diploma, Advanced Diploma) for an industry
and the units of competency required for each qualification.

e Assessment guidelines — the requirements for an individual's performance to meet the competency
standards. They are designed to ensure judgments made by the people assessing the competence of an

individual's performance are valid, reliable, fair and consistent.
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Support materials in Training Packages are designed to support the delivery and assessment of the training.
Generally they are learning strategies, assessment resources or professional development advice.

Units of competency from the relevant Training Packages can be downloaded from the website nhttp://training.gov.au/

ACCESS AND EQUITY POLICY AND PROCEDURE Return to Contents

The access and equity guidelines at Burnett State College are designed to remove any barriers so that all students
have the opportunity to gain skills, knowledge and experience through access to VET subjects.

This College is inclusive of all students regardless of sex, race, impairment or any other factor. Any matter relating to
access and equity will be referred to the VETC, as the designated Access and equity officer.

Burnett State College has written access and equity policies documents in the College VET Quality Manual and all
staff receive copies which they must follow. Staff and students, in their induction to the College, are made aware of
the College’s access and equity policy, and that they may contact the Access and Equity Officer for information
and/or support about the policy.

Access and equity guidelines will be implemented through the following strategies:

. The College curriculum, while limited by the available human and physical resources, will provide for
a choice of VET subject/s for all students

. Links with other providers, such as TAFE institutes will be considered where additional resources are
required.

. Access to school-based apprenticeships and traineeships may be available to students

. Where possible, students will be provided with the opportunity to gain a full Certificate at AQF levels

| or Il (where applicable)

o Access to industry specific VET programs will be available to all students regardless of sex, gender or
race.
o If the College loses access to either physical and or human resources, the College will provide

students with alternative opportunities to complete the course and the related qualification.

Discrimination occurs if a person treats someone differently on the basis of an attribute or characteristic such as
gender, sexuality, race, pregnancy, physical or intellectual impairment, age, etc.

This College strives to meet the needs of each student through incorporating access and equity principles and
practices which acknowledge the right of all students to equality of opportunity without discrimination.

For example, the following principles apply:

1. VET curriculum areas will be adequately resourced, with teachers with the appropriate qualifications,
in order to ensure students have quality outcomes.

2. VET training and assessment will be in line with industry standards to ensure quality outcomes for
students. As well, a variety of training/assessment methods will be used to cater for the ways in which
students learn. Students with learning difficulties or impairment will participate with an initial and annual
panel meeting with their parent/guardian and relevant College staff to ensure that the training and
assessment provided meets their needs.

3. All students will be actively encouraged to participate in VET qualifications, irrespective of
background/cultural differences.
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4. Prior to participating in structured work placement, students will be provided with an induction
programme that will equip them with the knowledge to recognise harassment/discrimination should it occur
and to ensure they have the strategies to deal with anything like this. Appropriate support will be provided
to ensure students are successful in their work placement.

5. Literacy/numeracy is integrated throughout all VET qualifications, as well as being delivered
separately through your English/literacy and Maths/numeracy programme.

6. This College will openly value all students, irrespective of background/culture/other differences and
all students will be made to feel valued through the delivery of appropriate training/assessment methods
and support structures.

7. Any complaints in relation to discrimination/harassment will be treated seriously, in line with the
College’s Complaints and appeals policy.

TIMETABLING Return to Contents

The practical requirements of VET courses require a flexible approach to timetabling which the Deputy Principal
takes into consideration at the beginning of each semester. If you have any concerns regarding your Timetable see
the HODSS who will review your Timetable. You may be referred to the PD for Timetable adjustment when deemed
necessary.

STUDENT ACCESS TO ACCURATE RECORDS POLICY AND PROCEDURES Return to Contents

Burnett State College is committed to regularly providing student with information regarding their participation and
progress.

VET teachers maintain accurate and current records of each student’s progress towards and achievement of
competencies. These records will be forwarded for entry on the College’s SDCS prior to each of QCAA’s advertised
collection dates for data. The data recorded on the SDCS will be printed out and returned to the VET teacher or the
Subject Area Coordinator for checking. Once approved as accurate, the College ‘s SDCS Officer is notified to this
effect.

When the student nears completion for the full qualification, the VET teacher then checks student achievements
against the qualification packaging rules. When the student has achieved the requirements for completion of the
qualification, the SDCS Officer is notified to check the “qualification complete” button for that student in that
qualification. The data recorded on SDCS will be printed out and returned to the VET teacher or the Subject Area
Coordinator for checking. Once approved as accurate, the College ‘s SDCS is notified to this effect.

VET teachers will provide access to a student’s own records at least once each semester, or on request by the
student. Students will/may also be given access to “for checking” SDCS printouts from the College’s SDCS Officer.
Students will also have access to information regarding any unit achieved through their own online learning account.

RECORDING STUDENT ACHIEVEMENT OF COMPETENCY Return to Contents

Achievement of units of competency should be progressively recorded in SDCS.
In addition:
e provision must be made for students to access their competency records

e Burnett State College must make provision for the reporting of student competency achievement at regular
intervals and upon request from students. There should be provision for reporting to the level of
achievement of element of competency if required
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TRANSITIONING TRAINNING PRODUCTS Return to Contents

On occasions it is required for BSC to transition a training products when then has been an update. The transition to
the new training package needs to be done within one year from the date the replacement product was released on
training.gov.au in accordance with 1.26 and 1.27 by the following actions:

- VET teachers are responsible for updating cohort and individual TAS documents
- VET teachers are responsible for sending a transitioning of training package letter to parents and carers

- SDCS operator to update register of qualifications issues and register of statements of attainment issued
- VET teachers to give notification to students and parents/carers by letter informing of the change to the
training product

- RTOM to update marketing and subject selection documentation

RETAINING STUDENT ASSESSMENT TASKS Return to Contents

ASQA’s General direction — retention requirements for completed student assessment items requires that RTOs retain
all completed assessment items relating to each unit or module for six months from the date on which the decision
on competence for the individual unit or module was made.

If you can’t retain the actual item (e.g. construction projects or perishable items), retain evidence, such as
photographs and criteria sheets, to demonstrate that the item or work completed justifies the assessment outcome.

REPLACING A VET TEACHER Return to Contents

In the event of the absence of the trained teacher, principals are required to ensure that the substitute teacher is
eligible to deliver the part(s) of the course taught during the period of absence.

It is essential that the school makes adequate provision for students during teacher absences, otherwise recognition
of student training may be jeopardised.

Principals should be aware that if a trained VET teacher delivering a qualification takes any kind of leave, special
provision must be made to ensure that conditions and industry recognition of the qualification are met.

While the benchmark model allows for some flexibility in the delivery of a qualification, it is always desirable that a
trained VET teacher delivers all elements of the course. However, in some circumstances other teachers, with the
same subject specialisation, may be eligible to deliver some elements of the course.

It is essential to be aware that there are some elements of qualifications that may be delivered only by a trained VET
teacher.

For example:
e only atrained VET teacher or qualified industry assessor is accredited to assess a student’s competence
e elements of a course which have occupational health and safety implications must be taught by a trained
VET teacher
e elements of a course which are covered in the industry specific components of teacher training must be
taught by a trained VET teacher

Short term absence

It is essential that Burnett State College make adequate provision for students in the event of a short-term absence
of one week to one term, otherwise student certification may be jeopardised. Principals are required to ensure that
the substitute teacher is eligible to deliver any part of the course taught and that specific course requirements are
met during the vocational education trained teacher’s absence.

Some options may include:
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e re-organising the school timetable to ensure another trained teacher teaches the class. A teacher with the
same subject specialisation may teach the class but the Principal must ensure that the substitute teacher
delivers only those parts of the course she or he is eligible to deliver

e contacting the DETE for assistance in identifying a suitable trained casual teacher
e employing a suitably qualified TAFE teacher to deliver some elements of the course
Long term absence

It is essential that the RTO Manager is notified as soon as the school is aware of a long term absence (that is, more
than one term), transfer, resignation or withdrawal from training of a trained VET teacher. If the teacher is currently
teaching a qualification, another trained VET teacher should take over the class as soon as possible. This may happen
in a number of ways:

® the position may be advertised

® timetable changes may be made to allow another trained teacher to take the class or a teacher on staff who
meets the benchmark for the course may enter the VET teacher training program

®  TAFE teacher may be used as a longer term strategy

Standard 8 Legal Compliance

QUEENSLAND VET QUALITY FRAMEWORK Return to Contents

The Queensland Government is committed to quality in vocational education and training (VET) through a range of
integrated measures to provide confidence that VET leads to quality outcomes.

Quality in VET is determined by the needs of the
various stakeholders and requires that:

e students are supported to undertake
training that best meets their interests and
career aspirations

e the right skills to mutually benefit industry,
individuals and the economy are delivered
through a strong engagement model

e inclusive practice is embedded in all
training-related activity to ensure learners
have access to the support and learning

¢ graduates develop skills that are relevant to
their workplace, leading to industry
productivity gains

e the educational experience of students
meets their expectations pathways they need
to improve opportunities for workforce
participation

The VET Quality Framework established under the National Vocational Education and Training Act 2011 (see the full
Act at www.comlaw.gov.au/Details/C2011A00012) ensures greater national consistency in the way providers are registered and
monitored and in how standards in the vocational education and training (VET) sector are enforced. The VET Quality
Framework is a legislated set of standards and conditions that all RTOs must meet. Compliance with the VET Quality
Framework is a legislative requirement of the Act.
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The VET Quality Framework information is available at www.asqga.gov.au/about-asqa/national-vet-regulation/vet-quality-framework.html
and comprises:

e the Standards for Registered Training Organisations (RTOs) 2015

e the Fit and Proper Person Requirements

¢ the Financial Viability Risk Assessment Requirements

¢ the Data Provision Requirements

e the Australian Qualifications Framework (AQF)

Importantly, quality is a shared responsibility between the Australian Government, state governments and
territories, industry, students, employers and training providers, with governments responsible for setting policy for
the training they subsidise. In doing so, they

also regulate the quality of subsidised training and monitor system performance through contract management and
compliance arrangements.

Every element includes focus areas that together help provide safeguards for all stakeholders in the provision of
quality VET. The framework is used to guide the development of operational policy, procedures and guidelines, and
inform the continuous improvement of VET in Queensland.
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AUSTRALIA QUALIFICATIONS FRAMEWORK

All of the VET courses offered by this College lead to
nationally recognised qualifications — a certificate (if all
of the requirements of the qualification are completed)
or a statement of attainment (for those parts that are
successfully completed where the full qualification is
not completed). This certificate/statement of
attainment will be recognised in all eight
states/territories in Australia. This is because Australia
has a national qualifications framework called the
Australian Qualifications Framework (AQF). There are
15 different types of qualifications that can be obtained.
These are shown in the following diagram. You can
access further information about qualifications or
obtain further information about the AQF from

http://www.agf.edu.au.

January 30, 2020
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The Australian Skills
Quality Authority promotes
quality training so that
students, employers, and

industry have confidence in
Australia's training sector.

USERS'GUIDETO THE

STAN S

FOR REGISTERED TRAIN

The Australian Skills Quality Authority (ASQA) was established as the National VET Regulator in July 2011.

ASQA regulates Registered Training Providers according to the Standards for Registered Training Organisations. All
training organisations applying to register, or RTOs applying to extend their scope, will have their applications
assessed against these standards. Non-compliance can incur a range of actions (including fines, suspension of

registration and closure).

ASQA has a range of powers including the application of sanctions, and prosecutions involving civil and criminal

penalties, to effectively regulate training providers.
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STANDARDS FOR REGISTERED TRAINING ORGANISATIONS (RTO’S) 2015 Return to Contents

Standards for Registered Training Organisations
(RTO’s) 2015 is the set of national standards which
assures nationally consistent, high quality training and
assessment services for the clients of Australia’s
vocational education and training (VET) system. RTO’s
are audited on a regular basis to ensure they maintain
their compliance obligations. Audits can be via an
internal auditing system or an external audit
conducted by the Australian Skills Quality Authority
Users' Guide (ASQA). During their registration period RTOs must

E maintain compliance and continually improve the
underpinning systems and expected results.

ment
ustralian Skills Quality Authority

Training and Assessment Obligations to Learners and Clients RTO Governance and Administration

Standard 1 Responsive to industry Standard 4 Accessible information Standard 7 Effective governance and

and learner needs about services administration

Standard 2 Quality assurance Standard 5 Informed and protected Standard 8 Legal compliance
learners

Standard 3 Secure and accurate Standard 6 Fair complaints handling

certification

The Standards for Registered Training Organisations 2015 can be found here: hitp://www.asqa.gov.au/users-guide-to-the-
standards-for-registered-training-organisations-2015/users-guide-to-the-standards-for-registered-training-organisations-2015.html

QUEENSLAND CURRICULUM ASSESSMENT AUTHORITY CONTEXT FOR VET Return to Contents

The QCAA can register Queensland school RTOs to

deliver and assess vocational education and training
m for all qualifications and accredited courses up to AQF
Certificate IV level (except those declared as an

| Queensland Curriculum apprenticeship in Queensland).
& Assessment Authority

Queensland
Government ) )
School RTOs registered to deliver VET through the

QCAA may deliver VET to students in Years 10, 11
The Queensland Curriculum and Assessment Authority

and 12 only.
(QCAA), as delegate for the Australian Skills Quality
Authority (ASQA), registers and audits Queensland More information about QCAA as the delegate for
school registered training organisations (RTOs). ASQA is available at

https://www.qcaa.qld.edu.au/senior/vet/gcaa-delegation
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LEGISLATIVE COMPLIANCE Return to Contents

Standard 8.5 of the Standards require compliance with all relevant Commonwealth, State or Territory legislation and
regulatory requirements relevant to its scope of registration.

As an RTO the College will observe all Australian, state and territory laws governing Vocational Education and
Training. The College will also meet all legislative requirements of the National VET Regulator Act 2012, Education
(General Provisions) Act 1989, Education (General Provision) Regulation 2000, Vocational Education, Training and
Employment Act 2000, Education (Work Experience) Act 1996, Vocational Education and Training Act 2000,
Education (Overseas Students) Act 1996, Child Protection Act 1999, Commission for Children and Young People Act
2000, Workplace Health and Safety Act 1995, Anti-Discrimination Act 1991, Disability Services Act 1992, Freedom of
Information Act 1992 and Privacy Act 2001 as they relate.

If students require any further information, please see the HODSS.

QUALIFICATION AND ACCREDITED COURSE GUARANTEE Return to Contents

A course guarantee is where the College gives a guarantee to the student that the RTO will complete the training
once the student has started student in their chosen qualification or accredited course (where applicable).

Students who enter a course after the start date have the opportunity to negotiate a package of units that will lead
to a statement of attainment/s. This adjustment will be reflected in the VET Student Agreement form which will be
signed by both the student and parent/guardian.

In the event of losing a specialist trainer, and the RTO being unable to obtain a suitable replacement, Burnett State
College will arrange for agreed training and assessment to be completed through another RTO if this is possible.
(Fees may be incurred). Prior to the transfer to another RTO, affected students will be formally notified of the
arrangements, and agreement to those arrangements, including any refund of fees will be obtained. If an external
transfer is not possible, the RTO will gain a written agreement for a subject/course transfer within the College from
the student and parent/guardian.

The College Senior Subject Selection Form (or similar document), as well as any Subject Transfer Form (or similar
document) used by the College will include a disclaimer stating that by ‘signing the form, they agree to all of the
policies and procedures related to VET that are outlined in all College documentation pertaining to VET'.

When an enrolment form is received, the form is checked to ensure it has been sighed by both the student and their
parent/guardian.

CHANGES TO THIRD PARTY AND RTO OWNERSHIP Return to Contents

Any changes regarding Third Parties or change of ownership students and parents/carers will be notified by letter
from the college.

MARKETING AND ADVERTISING OF COURSE INFORMATION Return to Contents

The College will ensure that its marketing and advertising of AQF qualifications to prospective students is ethical,
accurate and consistent with its scope of registration. In the provision of information, no false or misleading
comparisons are drawn with any other training organisation or training product.

The NRT logo will only be employed in accordance with its conditions of use.
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The College will not advertise or market in any way VET accredited courses, qualifications or units of competency
that are not on the scope of registration.

Burnett State College will ensure it will have the appropriate human and physical resources to deliver and assess any
course currently on the College’s scope of registration. If the College loses access to these resources, the College will
provide students with alternative opportunities to complete the course and the related qualification.

FACILITIES AND EQUIPMENT FOR VET COURSES Return to Contents

VET training and assessment facilities and equipment resourcing is a legislated requirement under Standard 1.3d and
14

1.3 The RTO has, for all of its scope of registration, and consistent with its training and assessment
strategies, sufficient:

d) facilities, whether physical or virtual, and equipment to accommodate and support the number
of learners undertaking the training and assessment.

1.4 The RTO meets all requirements specified in the relevant training package or VET accredited course.
Resources and equipment requirements for qualification delivery can be found in the relevant Training Package.

Student access to resources and equipment should be sufficient to enable students to acquire and demonstrate
competency. If access to a resource is off site then this must be approved by the RTO Manager and is recorded via a
memorandum of Understanding or a letter of agreement with the external party.

ARCHIVAL POLICY Return to Contents

Burnett State College ensures that the following records are maintained in a safe and secure location for the stated
time periods:
e All Learning and Assessment Strategies (including all assessment tasks) are to be held for the registration
period (2014- 2018)
¢ All Competency Decisions are to be held for the registration period (2014- 2018)
¢ All Completed assessment tasks must be held for 6 months (or while ever the student is enrolled at Burnett
State College). These can be photos or scanned documents for practical reasons.
e Accident reports are to be archived for 7 years or until the student turns 25.
e Certification Records are to be archived at Burnett State College for 30 years
® Progress Reports are archived in line with school policy
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GLOSSARY OF TERMS Return to Contents

Australian Qualifications Framework (AQF) - Defines all nationally recognised qualifications for vocational training and the
higher education sector. It is designed to ensure national consistency in the standard of skills and knowledge at a particular AQF
level.

Access and equity - means policies and approaches aimed at ensuring that VET is responsive to the individual needs of clients
whose age, gender, cultural or ethnic background, disability, sexuality, language skills, literacy or numeracy level,
unemployment, imprisonment or remote location may present a barrier to access, participation and the achievement of suitable
outcomes.

Assessment - means the process of collecting evidence and making judgements on whether competency has been achieved, to
confirm that an individual can perform to the standard required in the workplace, as specified in a training package or VET
accredited course.

Assessment criteria - Specify what the learner is expected to do in the learning environment in order to demonstrate that they
have gained and can apply the necessary knowledge and skills to achieve the related outcome.

Assessment System - is a coordinated set of documented policies and procedures (including assessment materials and tools) that
ensure assessments are consistent and are based on the Principles of Assessment contained in Table 1.8-1 and the Rules of
Evidence contained in Table 1.8-2. (see Standards for Registered Training Organisations RTO’s 2015).

Assessors - are persons who assess a learner’s competence in accordance with Clauses 1.13 to 1.16. (Standards for Registered
Training Organisations RTO’s 2015).

Code- means the unique identifier for units of competency, skill sets, VET accredited courses, modules, AQF qualifications or
training packages as required by the Standards for Training Packages and Standards for VET Accredited Courses.

Competency - means the consistent application of knowledge and skill to the standard of performance required in the
workplace. It embodies the ability to transfer and apply skills and knowledge to new situations and environments.

Competency Based Assessment - Assessment of competencies is criterion referenced, that is, a participant’s performance is
judged against a prescribed standard, not against the performance of other participants.

Competency Based Training - Training geared to the attainment and demonstration of skills to meet industry-specified
standards, rather than to an individual's performance relative to that of others in the group.

Competency Standards - These detail what is expected or required of people to do their jobs successfully and satisfactorily to a
particular level. They have been developed and agreed upon by industry as the specification of performance. The competencies
identified are regarded as the building blocks that can be assembled to complete the different tasks necessary to any job
performance.

Credit transfer - Advanced standing obtained by those who have documented, certified evidence of achievement in the relevant
courses/programs.

Current industry skills - are the knowledge, skills and experience required by VET trainers and assessors and those who provide
training and assessment under supervision to ensure that their training and assessment is based on current industry practices
and meets the needs of industry. Current industry skills may be informed by consultations with industry and may include, but is
not limited to:

a) having knowledge of and/or experience using the latest techniques and processes

b) possessing a high level of product knowledge

¢) understanding and knowledge of legislation relevant to the industry and to employment and workplaces
d) being customer/client-oriented

e) possessing formal industry and training qualifications and

f)  training content that reflects current industry practice.

Educational and support services- may include, but are not limited to:
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a) pre-enrolment materials
b) study support and study skills programs
c) language, literacy and numeracy (LLN) programs or referrals to these programs

d) equipment, resources and/or programs to increase access for learners with disabilities and other learners in accordance
with access and equity

e) learning resource centres

f)  mediation services or referrals to these services

g) flexible scheduling and delivery of training and assessment

h) counselling services or referrals to these services

i) information and communications technology (ICT) support

j)  learning materials in alternative formats, for example, in large print

k) learning and assessment programs contextualised to the workplace, and

I) any other services that the RTO considers necessary to support learners to achieve competency.

Independent validation- means, for the purposes of Clause 1.25, that the validation is carried out by a validator or validators
who:

a) are not directly involved in the training and assessing of the qualification being validated
Industry - means the bodies that have a stake in the services provided by RTOs. These can include, but are not limited to:
a) enterprise/industry clients, e.g. employers
b) group training organisations
c) industry organisations
d) industry regulators
e) industry skills councils or similar bodies
f)  industry training advisory bodies, and
g) unions.
Industry engagement - for the purposes of Clauses 1.5 & 1.6, may include, but is not limited to, strategies such as:
a) partnering with local employers, regional/national businesses, relevant industry bodies and/or enterprise RTOs
b) involving employer nominees in industry advisory committees and/or reference groups
c) embedding staff within enterprises
d) networking in an ongoing way with industry networks, peak bodies and/or employers
e) developing networks of relevant employers and industry representatives to participate in assessment validation, and
f) exchanging knowledge, staff, & /or resources with employers, networks & industry bodies.

Mode of delivery - means the method adopted to deliver training and assessment, including online, distance, or blended
methods.

Nationally Recognised Training (NRT) logo - means the logo used nationally to signify training packages and VET accredited
courses.

Off -the-job training - Training which takes place away from the normal work situation either off the premises (for example at
school or at TAFE) or on the premises in an area specially equipped for training purposes. Off-the-job training is the structured
training provided by an accredited training provider.

On-the-job training - Training that occurs in the workplace as part of the normal work routine of the enterprise.
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Professional development - means activities that develop and/or maintain an individual’s skills, knowledge, expertise and other
characteristics as a trainer or assessor. This includes both formal and informal activities that encompass vocational
competencies, currency of industry skills and knowledge and practice of vocational training, learning and assessment, including
competency based training and assessment. Examples of professional development activities include:

a) participation in courses, workshops, seminars, conferences, or formal learning programs

b) participation in mentoring, professional associations or other learning networks

c) personal development through individual research or reading of publications or other relevant information
d) participation in moderation or validation activities, and

e) participation in industry release schemes.

Qualification - The credential awarded by an RTO (or on behalf of the RTO by the Board of Studies, Teaching and Educational
Standards) which demonstrates the achievement of a defined set of competencies, expressed in accordance with the titles of the
AQF.

Quality assurance - The planned and systematic process of ensuring the consistent application of registration requirements by
the RTO.

Quality management - All the activities that determine quality policy objectives and responsibilities, implemented by means
such as quality planning, quality control, quality assurance and quality improvement within a quality system.

Record - means a written, printed, or electronic document providing evidence that activities have been performed.

Recognition of Prior Learning (RPL) — means an assessment process that assesses the competency(s) of an individual that may
have been acquired through formal, non-formal and informal learning to determine the extent to which that individual meets
the requirements specified in the training package or VET accredited courses.

a) formal learning refers to learning that takes place through a structured program of instruction and is linked to the
attainment of an AQF qualification or statement of attainment (for example, a certificate, diploma or university degree)

b) non-formal learning refers to learning that takes place through a structured program of instruction, but does not lead to
the attainment of an AQF qualification or statement of attainment (for example, in house professional development
programs conducted by a business), and

c) informal learning refers to learning that results through experience of work-related, social, family, hobby or leisure
activities (for example the acquisition of interpersonal skills developed through several years as a sales representative).

Registration - means registration as an RTO by the VET Regulator, where that registration is then entered on the National
Register.

RTO - means a Registered Training Organisation.
RTO code - means the registration identifier given to the RTO on the National Register.

Scope of registration - means the training products for which an RTO is registered to issue AQF certification documentation. It
allows the RTO to:

a) both provide training delivery and assessment resulting in the issuance of AQF certification documentation by the RTO
or

b) provide assessment resulting in the issuance of AQF certification documentation by the RTO.

Standards for Registered Training Organisations (RTOs) 2015 - This is a collection of nationally agreed standards designed to
ensure both the quality and mutual recognition of vocational education and training (VET) across Australia.

Statement of Attainment - means a statement issued to a person confirming that the person has satisfied the requirements of
the unit/s of competency or accredited short course specified in the statement.

Statistically valid - means for the purposes of these Standards, a random sample of appropriate size is selected to enable
confidence that the result is sufficiently accurate to be accepted as representative of the total population of assessments being
validated.

File location:D:\bmonal2\Desktop\VET Student Handbook_2020.docx Version date: January 2020
Review date: December 2020 Ownership: Burnett State College Approved: Tanya Coulson RTO Manager



Burnett State College RTO 31050 January 30, 2020

Student Identifier - has the meaning given in the Student Identifier’s Act 2014: Student identifier means an identifier assigned to
an individual by the Registrar

Trainers - are persons who provide training in accordance with Clause 1.13, 1.14 and 1.16.

Training and assessment strategies and practice - are the approach of, and method adopted by, an RTO with respect to training
and assessment designed to enable learners to meet the requirements of the training package or accredited course.

Training Package - means the components of a training package endorsed by the Industry and Skills Council or its delegate in
accordance with the Standards for Training Packages. The endorsed components of a Training Package are: units of competency
assessment requirements (associated with each unit of competency) qualifications and credit arrangements. The endorsed
components form part of the requirements that an RTO must meet under these Standards. A training package also consists of a
non-endorsed, quality assured companion volume/s which contains industry advice to RTOs on different aspects of
implementation.

Units of competency - means the specification of the standards of performance required in the workplace as defined in a
training package.

Validation - is the quality review of the assessment process. Validation involves checking that the assessment tool/s produce/s
valid, reliable, sufficient, current and authentic evidence to enable reasonable judgements to be made as to whether the
requirements of the training package or VET accredited courses are met. It includes reviewing a statistically valid sample of the
assessments and making recommendations for future improvements to the assessment tool, process and/or outcomes and
acting upon such recommendations.

VET Quality Framework - comprises:
a) the Standards for Registered Training Organisations
b) the Australian Qualifications Framework
c) the Fit and Proper Person Requirements
d) the Financial Viability Risk Assessment Requirements
e) the Data Provision Requirements

VET Regulator - means:
a) the National VET Regulator, and

a body of a non-referring State that is responsible for the kinds of matters dealt with under the VET legislation for that State
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FORMS Return to Contents

Burnett State College
VET Student Agreement Form — prior to enrolment

This Student Agreement Form has been completed by (please print):

(Full name)

Who is enrolled in the following qualification/s:

Qualification code Qualification title

ACH10210 Certificate | in Agrifood Operations
ACH20116 Certificate II in Agriculture
ACH32816 Certificate III in Rural Operations

Specified units of competency per qualification or accredited course are outlined in the Subject Selection Form (or similar document) or in the VET
subject course outline

Acknowledgment of receipt of information
I also acknowledge that prior to commencement in my VET programme at this College, I have been
provided with a VET Student Handbook and have been inducted in the information on the topics listed
below.

e Student selection, enrolment and induction/orientation procedures

e Qualification or accredited course information

e Marketing and advertising of course information

e Legislative requirements

e Fees and charges, including refund policy

e Student services

e Student support, welfare and guidance services

e Provision for language, literacy and numeracy assistance

e Access and equity policy and procedure

e Flexible learning and assessment procedures

e Competency based assessment

e Student access to accurate records policy and procedures

e Confidentiality procedure

e Employer contributing to learner’s training and assessment
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e Complaints and appeals procedures
e Recognition arrangements for RPL and credit transfer
e Recognition of AQF qualifications and statements of attainment issued by another RTO or school

e Qualification and accredited course guarantee

I am aware that the College will ensure that I will complete the training and assessment as agreed. If
circumstances arise that affect my ability to complete this course (e.g. loss of a teacher and unable to
obtain suitable replacement) then the College must arrange for training and assessment to be completed
by another suitable training organisation. Prior to the transfer to another RTO, I will be formally notified of
the arrangements and an agreement to those arrangements, including any refund or fees associated, will

be obtained.

I acknowledge that I have read this handbook and understand that I can access further information on

some of these topics should I wish to do so.

Student signature

Date
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This Student Agreement Form has been completed by (please print):

Burnett State College

January 30, 2020

VET Student Agreement Form — after commencement of course

Who is enrolled in the following qualification/s *:

(Full name)

Qualification code Qualification title

ACH10210 Certificate | in Agrifood Operations
ACH20116 Certificate II in Agriculture
ACH32816 Certificate III in Rural Operations

Specified units of competency per qualification or accredited course are outlined in the Subject Selection Form (or similar document) or in the VET
subject course outline. *or units of competencies as negotiated

Acknowledgment of receipt of information

I also acknowledge that prior to commencement in my VET programme at this College, I have been

provided with a VET Student Handbook and have been inducted in the information on the topics listed

below.

Student selection, enrolment and induction/orientation procedures
Qualification or accredited course information

Marketing and advertising of course information
Legislative requirements

Fees and charges, including refund policy

Student services

Student support, welfare and guidance services

Provision for language, literacy and numeracy assistance
Access and equity policy and procedure

Flexible learning and assessment procedures

Competency based assessment

Student access to accurate records policy and procedures
Confidentiality procedure

Employer contributing to learner’s training and assessment
Complaints and appeals procedures

Recognition arrangements for RPL and credit transfer
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e Recognition of AQF qualifications and statements of attainment issued by another RTO or school

e Qualification and accredited course guarantee

I am aware that the College will ensure that I will complete the training and assessment as agreed. If
circumstances arise that affect my ability to complete this course (e.g. loss of a teacher and unable to
obtain suitable replacement) then the College must arrange for training and assessment to be completed
by another suitable training organisation. Prior to the transfer to another RTO, I will be formally notified of
the arrangements and an agreement to those arrangements, including any refund or fees associated, will
be obtained.

I am aware that I have entered the course after the start date and have been provided with a negotiated
package of units which will lead to a statement of attainment/s only.

I acknowledge that I have read this handbook and understand that I can access further information on
some of these topics should I wish to do so.

Student signature Signature of parent/guardian

Date Date
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