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Welcome to Australian Nursing and Training Services

Thank you for choosing Australian Nursing and Training Services to start or further your learning
journey, and we wish you the best of luck in the career pathway you have chosen, irrespective of
the reason for you deciding to study. We are here to assist you reach your goals and provide all the
help possible as you train with us.

Australian Nursing and Training Services have been providing quality training to thousands of
students since 1990 in the community services and primary health care fields and we have an
outstanding reputation with industry owing to the quality of training we provide and the calibre of
our students. This includes training Assistants in Nursing (AIN) and the provision of training to be
able to work in the Aged Care, Disability and Home and Community Care (HACC) fields.

We provide a unique learning experience and one we believe is at the forefront among training
organisations, for providing the skills required to work currently and competently in the industry
and achieve the best outcomes for you. We provide practical hands on learning experience, which
provides the best possible training outcomes, using industry best practice and current trends,
techniques and technology.

We are committed to ensuring that your learning journey is a highly rewarding experience for you,
that we meet your needs and that your training provides lasting benefit to you, your workplace and
your community.

Please read this student handbook in its entirety as a pre-requisite to your continuing enrolment
and if you have any questions please call us on 02 9542 3340

We look forward to meeting you further and to hear your feedback as you progress through your
training. Good luck with your learning journey!

Radhika Sharma (RN) CEO
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Mission

Our Mission is to provide comfort through exceptionally trained people delivering exceptional care.
At Australian Nursing and Training Services we train students to be worthy of positions of
responsibility within our hospitals, nursing homes and the community.

Organisation

Australian Nursing and Training Services is a privately-operated Registered Training Organisation
(RTO). The Director and Owner takes an active role in the day to day operations and management of
the company and delivers training in her own right where appropriate as an experienced
industry practitioner. We operate the bulk of our training programs with a cadre of highly
gualified training consultants.

A Registered Training Organisation (RTO):
e canissue Qualifications and Statements of Attainment that are recognised nationally;
e can use the Nationally Recognised Training (NRT) logo;

e s listed on https://training.gov.au/Home/Tga ; and

e s eligible to tender for public funding for Vocational Education and Training.

Australian Nursing and Training Services provides training, which is nationally recognised and
adheres to the standards set by the following bodies:

e Australian Skills Quality Authority (ASQA) http://www.asqa.gov.au/

e National Centre for Vocational Education and Research (NCVER)

e Australian Department of Education https://www.education.gov.au/
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1. STUDENT POLICIES AND PROCEDURES

1.1 Enrolment and Induction

To enrol in a program a student needs to complete the course enrolment process which is face to
face or upon their enquiry they will receive an email with the information including document
checklist that they have to go through and provide all required documents and submit. Student
must pay the course fees as set out in the course fee schedule outlined below. A copy of the
schedule is also available on request from ANTS.

Prospective students must initially complete an enrolment form and a Language, Literacy and
Numeracy (LLN) skills assessment at least 7 days prior to the course commencing. This allows
Australian Nursing and Training Services training staff ample time to conduct the necessary
administrative requirements, including the identification of individual learning needs, the ability to
offer Recognition of Prior Learning (RPL), identify any health and medical conditions, verify identity
where required or acknowledge other areas which may impact on your ability to successfully
complete the training.

It is a condition of enrolment that students are provided with and have read this handbook, which
is provided on receipt of your enrolment form. A copy is also available on our website. By signing
the enrolment form you agree that you have read this handbook.

As soon as staff have assessed the application form and Language, Literacy and Numeracy (LLN)
assessment, prospective students will be advised of their eligibility for acceptance into the
nominated training program. Successful candidates will be scheduled for a pre-course face to face
interview with training staff to begin introductions, explain course structure and assessment
requirements and where required customise and provide an Individual Training Plan. Unsuccessful
candidates will be advised verbally of the reason for non-acceptance and they have the right to
appeal the decision through our Grievance Procedures.

A student induction will be provided for all new students commencing programs with us. The
induction will occur on Day 1 of the training program and will include topics like:

e Site Safety

e Site Tour —amenities and facilities
e Course Outline and Outcomes

e Assessment requirements

A candidate’s enrolment however, will not be finalised or a place confirmed until Student Fees have
been paid according to the nominated schedule or a payment plan has been negotiated with
Australian Nursing and Training Services management.

COVID-19 Requirements

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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We commit to provide a safe and hygienic environment that will promote the health and wellbeing
of all Australian Nursing and training Services students and staff. We provide hand sanitizers to be
applied at reception area, cafeteria and classrooms. Students are encouraged to wash their hands
regularly before or after touching anything. We will take all reasonable steps to prevent and
manage the spread of infectious diseases through the implementation of procedures that are
consistent with guidelines of NSW Health.

As per the new guidelines, all students, staff and visitors must have 3 doses of a COVID-19 vaccine
before the 12t of April 2022, unless the person has received 2 doses of a COVID-19 vaccine, and it
is not after the following:

o 12 April 2022 or
o 6 weeks from the due date of the persons third dose (due date is 13 weeks after the persons
second dose)

All students and visitors attending ANTS premises may require check in using ANTS QR code and
complete the screening questions, and sign out upon leaving ANTS premises.

If you have fever, cough, runny nose, sore throat or other flu like symptoms, stay at home, monitor
and get tested for COVID-19. If you receive a negative test result, you continue to monitor until you
get fully recovered and do not attend ANTS premises if you still have symptoms.

If you test positive to COVID-19, isolate immediately as per NSW Health Guidelines for 7 days until
you receive a negative test result. You need to inform the college including work placement facility
if you are attending the work placement. You also need to register with service NSW and do not
attend ANTS premises until your symptoms are clear.

If you feel experience severity of the symptoms please go to hospital or your GP.

Any person testing positive will not be permitted to attend ANTS premises or the work placement
until they receive medical clearance from NSW Services or from a medical practioner if you have
visited.

If you also come to close contact with any symptoms mentioned above, please self-isolate and
monitor and notify us via email.

All students and visitors attending ANTS premises must abide by physical distancing measures
1.5sgm as per NSW Health guidelines

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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1.2 Student Fees and Payments

Fees

For all fee for service accredited programs that do not attract government funding subsidies,
Australian Nursing and Training Services requires a minimum 50% deposit of the course fee per
individual student, the balance is due 90 days from the day of commencement.

Following course commencement, Australian Nursing and Training Services will require payment of
remaining balance fees in scheduled payments from the student, attributable to tuition or other
services yet to be delivered to the student, that do not exceed $1500 at any given time in advance.

These fees will be required to be paid by either a payment plan (if remaining fees are over $1500),
or in full (if the remaining fees are below $1500) for tuition and other services yet to be delivered.
The schedule for payment of remaining fees will be determined when signing a payment plan with
administration, but will normally coincide with a second payment a third of the way through the
training and any remaining payment at two thirds of the way through training.

Australian Nursing and Training Services course fees are a set price and include materials. Students
will not be required to purchase additional training materials or learning aids. For higher level
qualifications at Certificate IV and above, Australian Nursing and Training Services staff may
recommend textbooks or literature to purchase as future reference material. Courses include tea
and coffee daily, but in most instances, students will need to provide their own lunch each day.

Any fees paid for any program with Australian Nursing and Training Services will only be refunded
in line with our ‘Refund Policy’ and once an Enrolment Form is signed by a student, that signature
constitutes acceptance to pay all associated program fees. For students under the age of 18, a
signature from a Parent or Guardian will be required additionally.

Other Fees

Certificate Reissue Fee:

In the event a student requires a new copy of a Qualification or Statement of Attainment or any
other Certificate, a fee of S50 will be charged.

Course Transfer or Deferral:

Once a student has commenced training and they wish to defer training or a student wishes to
transfer to another program after completing enrolment, a Transfer or Deferral Fee of $100 will be
charged.
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RPL Fee:

For students wishing to lodge an application for RPL, a $450 non-refundable administration fee will
be charged and is required prior to the process commencing. This covers the cost of initial
interview, issuing of RPL kit and instructions for evidence gathering, an assessment of returned
evidence, follow up interview if required and notification of result. As this process can be lengthy
and detailed, the $450 administration fee does not guarantee a successful RPL outcome, it is a fee
to cover costs associated with the process to that point.

For all Units of Competency which are then granted as RPL, the candidate will be required to pay
50% of the normal unit cost for the program applied for. Unit costs will be explained in full upon
enquiry.

Candidates who are eligible for Smart and Skilled funding will be provided with a quote, advised of
their student contribution fee, and reminded that their contribution will/may be less if RPL/CT is
granted. Smart and Skilled candidates will pay the quoted student contribution fee generated at the
time of notification of enrolment. When/if RPL/CT is granted, student will be advised of the new fee
and make provisions to refund the appropriate portion of the fee to the student, if necessary.

Equipment and Resource Replacement Fees:

Any equipment or resources provided to the student as a loan for the duration of the course, which
are lost or found to be wilfully damaged by the student, will be paid for by the student at market
replacement cost. This includes any wilful damage to property within training room premises i.e.
computers or IT equipment.

Australian Nursing and Training Services collects fees directly from the individual learner, Australian
Nursing and Training Services provides or directs the learner to information prior to enrolment or
the commencement of training and assessment, whichever comes first, specifying that the learner’s
right to obtain a refund for services not provided by Australian Nursing and Training Services in the
event the:

i) arrangement is terminated early

ii) Australian Nursing and Training Services fails to provide the agreed services.

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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1.3 Refund and Cancellation Policy o
The following policy and procedures define how any of Australian Nursing and Training Services
learners can apply for a refund for course fees. The policy information is transparent and ensures

that all learners are treated fairly and with integrity when applying for refunds. They are designed

to ensure that Australian Nursing and Training Services complies with the requirements of

Australian Skills Quality Authority (ASQA) and the Standards for Registered Training Organisations
(Registered Training Organisations) 2015 in relation to the refund of fees paid by our students.

The policy applies to all learners that have enrolled into a course and to fees collected for the
course which has been paid in advance. All learners will indicate upon enroliment into any course
or unit that they have read, understood and accept these terms.

Cancellation prior to course or program commencing:

50% of course fees are payable prior to commencing. If students withdraw prior to commencement
all fees will be refunded.

Cancellation after enrolment into course or program:

Once enrolment into a program has been processed i.e. a student has completed the enrolment
form and attended at least 2 weeks, a refund less a $150.00 administration fee will be granted.

If a student withdraws any time after the initial 2 weeks 50% of the course fee will be retained.
Withdrawal due to extenuating circumstances:

In the case of a student who withdraws from a course due to extenuating circumstances, the
student may have their fees transferred as credit to another future program depending on
availability.

Extenuating circumstances can be defined as follows:

e beyond the student’s control (could not have reasonably been anticipated, avoided or
guarded against); and

e sufficiently grave to have caused considerable disruption to the student’s capacity to study
effectively or to complete requirements.

Circumstances which can be deemed as extenuating include:

e administrative problems - such as the late arrival of teaching materials, texts, enrolment
errors or delays

e legal commitments - jury duty or court appearance

e medical reasons

e family/personal reason

The following circumstances will not be considered extenuating:

e Self-discipline needed to study effectively
e Stress or anxiety normally associated with examinations, required assessment tasks or any
aspect of course work. Some students who have not been in a learning environment for a

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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long time will experience anxiety or learning phobias and our training staff W|II discuss this
on the first day of your training and will attempt to give you as much assistance as possible
and provide options to assist you.

e Clash of appointments or last-minute routine appointments.

Cancellation of course or program by ANTS:

Australian Nursing and Training Services reserves the right to cancel or terminate a course. This is
only a safeguard aimed at ensuring the best possible outcomes for our students and the safety and
their safety and well-being.

Should Australian Nursing and Training Services cancel a course for any reason, students enrolled
at the time Australian Nursing and Training Services announces the cancellation will be entitled to
a portion or percentage of the fees paid relevant to the portion or percentage of the course
completed. Australian Nursing and Training Services acknowledge it has a responsibility to protect
the fees paid by students in advance of their training and assessment services being delivered.

Where possible, should a course be cancelled, Australian Nursing and Training Services guarantees
to make all reasonable attempts to complete your program by transferring you to a similar or
equivalent program either with Australian Nursing and Training Services or another Registered
Training Organisation.

A refund will not be provided if:

e The learner does not show up for the course

e The learner does not inform ANTS at least 2 weeks prior to the schedule short course date,
the student is obligated to pay an administration fee of $100 per non-attendance.

e After the 10-day provisional enrolment period has elapsed
e Short course 48- hour provisional enrolment period has elapsed
e Alearner cancels or withdraws their enrolment midstream of a course

e The learner has been expulsed from a course by breaching the required code of conduct as
described in the Student Handbook

e The learner had failed to pay the course fees

We advise that Australian Nursing and Training Services abides by the Consumer Protection
legislation, and will at all times respect each learner’s consumer rights. Refer to:

e Australian Consumer Law and Fair Trading Act 2012

e NSW Fair Trading Regulation 2012

e NSW Fair Trading Act 1987 No 68

e NSW Fair Trading Education and Training

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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What are the extra costs involved?

e You can apply for the National Police Check on our website at the InterCheck portal
https://secure.policecheckexpress.com.au/intercheck/landing/2030/342445

The cost is: $49.00

e Working with Children Check — this can be obtained from the NSW Office of the Children’s
Guardian https://www.service.nsw.gov.au/transaction/apply-working-children. For students
and volunteers this check is free of charge with 5 years expiry. For a full check with a 5-year

expiry the cost is $80. Students who will be under the age of 18 during their placement are
not required to obtain a WWCC check.
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1.4 Flexible Delivery and Assessment

Australian Nursing and Training Services recognise the principles of flexible delivery and make every
effort to be as accommodating as possible in the delivery of your training. For example, to minimise
time away from work we can visit trainees onsite, we can deliver some elements of your training
online, or we can assess you on the job. Our courses are designed to emphasise flexibility of
delivery and assessment. This maximises the opportunity for access and participation by learners
with varying abilities.

1.5 Conduct

Today's workplace requires students to use their initiative, work as a team member and to be
honest, loyal and courteous. It is expected that you will treat fellow students and staff with
respect. At Australian Nursing and Training Services we strive to achieve the following basic
principles of interpersonal behaviour:

e Focus on the situation, issue or behaviour, not on the person

e Maintain the self-confidence and esteem of others

e Maintain constructive relationships with staff and fellow students

e Take the initiative to make things better

e Lead by example

e Respect the property of the Registered Training Organisation and fellow students
e The use of inappropriate language will not be tolerated

e Mobile phones are to be turned off during face to face classes and during clinical practice.
Students and trainers alike are able to use their phones during breaks from training.

e Students are requested to allow the trainers to enjoy their break. Question and Answer time
other than during training sessions is held after session finishes allowing those with no
questions to not be held up getting home.

It is the responsibility of all students and staff to ensure that the abovementioned principles are

adhered to at all times.

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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1.6 Student Privacy
Australian Nursing and Training Services Training recognises every student’s right to privacy and we
treat all personal and private information in the strictest of confidence.

Australian Nursing and Training Services collects and stores students’ personal details for training
purposes only. We utilise this information to record your progress and satisfy mandatory reporting
requirements as a regulated education provider. Where State or Commonwealth funding supports
training, we are obliged to submit your personal and progress details for research, statistical
analysis, program evaluation, post completion survey and internal management purposes. We DO
NOT share, rent, or sell personal information you provide us either onshore or offshore.

The confidentiality of the information we collect from you is protected under a range of legislation
including the Privacy ACT 1988 (Commonwealth) and in line with the Australian Privacy Principles
outlined in Schedule 1 of the Privacy Amendment (Enhancing Privacy Protection) Act 2012. If we are
required to disclose information about any of our students to a third party we will acquire written
consent from the student first (i.e. editorial; photos for advertising purposes, etc).

Australian Nursing and Training Services collects information on all our students through enrolment
forms, assessment tasks, surveys and personal interviews. Any information collected is stored in
our training database.

If we decide we would like to utilise any information collected for statistical or promotional
purposes we will request written consent from the student first (e.g. photos for advertising
purposes). You will also be given a Media Consent Form to sign, either giving us permission to use
testimonial or editorial and/or photos for marketing purposes or indicating you do not wish this to
occur. We will respect the decision you take with regard to providing testimonial or marketing
material and at not stage will you be pressured to change your position. Australian Nursing and
Training Services will not disclose any information unless written permission has been obtained
first.

All students agree to abide by these principles and agree to this by signing the Student Enrolment
Form. All students are required to observe discretion in all their communications (verbal or written)
in their dealings with students, students and other stakeholders.

A full copy of our Privacy Policy can be found at www.austnursing.edu.au

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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1.7 Student Health

We will endeavour to provide a learning environment which is safe and free from potential hazard
or risk to health or personal safety and we will exercise our legal duty of care to ensure this is
paramount at all times. Accordingly, though, we ask that you take responsibility for your health,
well-being and safety and exercise a duty of care to ensure the safety and health of your fellow
students. We take Workplace Health and Safety (WHS) very seriously and request that you do the
same.

Anyone suffering from a temporary illness that is contagious (e.g. gastroenteritis, influenza and viral
infections) should not participate in training until you are fully recovered. You have a duty of care to
inform Australian Nursing and Training Services staff should you contract an illness that could be
contagious while studying, as it has the potential to impact other students and staff.

1.8 Drugs and Alcohol

To ensure the integrity of Australian Nursing and Training Services training, the consumption and
use of alcohol and/or prohibited drugs by any student during training is strictly forbidden at all
times.

Any student who is affected by alcohol or other drugs whilst attending training is breaching
Australian Nursing and Training Services policy guidelines and is subject to severe disciplinary
action. This can include suspension, dismissal or any other action deemed appropriate in the
circumstances.

1.9 Workplace Health and Safety - Refer Appendix 6

Australian Nursing and Training Services is committed to providing and maintaining a safe and
healthy environment for the benefit of all students, visitors and students.

The management is responsible for ensuring that the level of Workplace Health and Safety (WHS) is
not compromised and recognises its obligations under Federal and State legislation including the
Work Health and Safety Act 2011.

Everyone, including students and sub-contractors, are responsible for reporting identified hazards.
If you identify a hazard please report it to either your trainer or the administration officer. They will
fill out a WHS Hazard Report Form and have the matter actioned immediately.

It is important students report any injury immediately and fill out a WHS Injury/Incident Report Form,
your Trainer and Assessor will be able to assist you with this. If students have any concerns or notice
a condition or practice that seems unsafe, it is important it is brought to the attention of your trainer
or a staff member.

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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1.10 Access and Equity

Australian Nursing and Training Services is committed to the principles and processes of access and
equity in the delivery of its services, in accordance with the Sex Discrimination Act 1984, the Human
Rights and Equal Opportunity Act 1986 and the Racial Discrimination Act 1975.

Australian Nursing and Training Services prohibits discrimination towards any group or individual in
any form, including discrimination on the basis of:

e sex, race, colour, nationality, ethnic descent, ethno-religious, national origin, age, disability,
pregnancy

e family and carer responsibilities (dismissal only)
e compulsory retirement

e marital status

e homosexuality and homosexual vilification

e transgender and transgender vilification

e HIV/AIDS vilification

Programs are designed and, wherever possible, facilities are set up to enhance flexibility of delivery
in order to maximise the opportunity for access and participation by all students.

In the event of a situation that you consider to be in violation of Australian Nursing and Training
Services Access & Equity Policy, you are required to report the situation to your trainer
immediately.

Australian Nursing and Training Services is committed to delivering quality education and training. If
you are experiencing any difficulties, do not hesitate to discuss your concerns with Australian Nursing
and Training Services staff, this includes either members of the Administration Team or Australian
Nursing and Training Services Management.

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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1.11 Student Harassment Policy

All staff and students are expected to work in an atmosphere based on mutual respect for the
rights and differences of each individual.

Australian Nursing and Training Services will not tolerate any harassment, victimisation, bullying or
any such conduct that has the purpose or effect of interfering with an individual’s work
performance or creating an intimidating, hostile, or offensive learning environment. This includes
harassment, victimisation or bullying because of sex, race, national origin, religion, disability,
sexuality or age.

Harassment is unlawful under Commonwealth and State legislation and all harassment, bullying
and victimisation will not be tolerated.

Harassment, victimisation and bullying can take many forms. It can be overt or subtle, direct or
indirect.

Examples of Harassment may include:
e Unwelcome physical contact
e Repeated unwelcome invitations
e Insulting or threatening language or gestures
e Continual unjustified comments about a student work or work capacity
e Jokes and comments about someone’s ethnicity, colour, race

e Pictures, posters, graffiti, electronic images, which are offensive, obscene or
objectionable.

Examples of victimisation may include:
e Unfavourable treatment e.g. aggression
e Refusing to provide information to someone
e Ignoring a person

e Mocking customs or cultures

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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Examples of bullying may include:
e A person who uses strength or power to coerce others by fear
e Behaviour that intimidates, degrades or humiliates a person
e Aggression, verbal abuse and behaviour which is intended to punish
e Personality clashes and constant ‘put downs’

e Student/student violence both physical and threatened against training staff

Students should be aware that differing social and cultural standards may mean behaviour that is
acceptable to some may be perceived as offensive by others. Such conduct, when experienced or
observed, should be reported to your trainer or Australian Nursing and Training Services Management.
All complaints will be promptly investigated.

The privacy of anyone filing a report and the individual under investigation shall be respected at all
times, consistent with the obligation to conduct a fair and thorough investigation.

Disciplinary action will be taken against students or staff who are found to have harassed other students
or staff.

Australian Nursing and Training Services expects all our students and students to support this policy.
Breaches of the policy will be considered to be “misconduct” or “serious misconduct” which may result
in expulsion from our training programs. It may also require Australian Nursing and Training Services to
report the matter through civil channels.

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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1.12 Complaints & Appeals Procedure
Australian Nursing and Training Services recognises that differences and grievances can arise from time

to time. The quick settlement of these matters is in the best interests of all parties concerned (see Appendix
3).

If you are experiencing any difficulty, please discuss your concerns with your trainer in the first instance. If
you feel this is not appropriate for you, approach Australian Nursing and Training Services
administration staff and request to speak with Management.

1.13 Disciplinary Procedure

Students who are disruptive to the learning environment and are not responsive to initial requests from
training staff for the consideration of others, whilst attending face to face classes will be referred to
Management.

Students who disregard any of our policies and procedures may trigger disciplinary action. This action may
range from a written or verbal warning, up to and including dismissal from training, depending on the
severity of the offence (see Appendix 4).

1.14 Student Counselling Services and Support

Australian Nursing and Training Services caters to diverse student learning needs and aims to identify
and respond to the learning needs of all students where possible. At the initial stages of enquiry, we
establish whether or not we have the capacity to meet each student's learning needs --- with reference
to the ‘Foundation Skills’ necessary for the proposed training. (‘Foundation skills’ include learning,
reading, writing, oral communication, numeracy and Core Skills for Work [CSFW]).

We do this in the interview process which includes administering a Language, Literacy and Numeracy
and Foundation Skills self-assessment questionnaire. We document this process and if we are unable to
meet the needs of applicants we will not enrol them in a course of study. We will explain other possible
study options with us or find other suitable providers or support mechanisms.

To ensure the quality delivery of education and training we encourage all our students/students to tell
us about their learning needs at all stages of their learning experience beginning with the initial
interview and enrolment stage. A Learning Support Plan will be developed at the time of enrolment if
required, to enhance your learning. This Learning Support Plan can be implemented at any time during
enrolment if the need arises. Please ask to talk to us at any stage of your training and we will make an
appointment for you to discuss your concerns.

We provide some student vocational counselling to improve and extend training outcomes.

Personal counselling services are available to all students and staff. This may take the form of advice or
referral to other services. Personal counselling services meet our code of practice and confidentiality
requirements. Personal counselling services include, but are not restricted to:

e Grievance /conflict resolution
e Stress management

e Access and equity issues

e Student welfare and support

Australian Nursing and Training Services Pty Ltd, 3-5/818 Old Princes Hwy, Sutherland NSW 2232. Australia
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1.15 Student Support, Welfare and Guidance

Australian Nursing and Training Services wishes to ensure that all students are supported in their
studies to the fullest extent possible, thus any student who is experiencing any difficulties with their
studies should see their Trainer, or another member of Australian Nursing and Training Services
staff. The staff member will ensure that the full resources of Australian Nursing and Training
Services are made available so that the student achieves the required level of competency in all
accredited courses.

Furthermore, students seeking advice on Welfare or Guidance on other personal matters may make
an appointment at any time to see the student support officer for free advice relating to study on:

e managing time

e setting and achieving goals

e motivation

e ways of learning

e coping with assessments

e |ooking after yourself

e personal issues that are affecting you.
Australian Nursing and Training Services has a Student Support Program that intends to provide you

social and emotional support and wellbeing. If you feel: -

e Harassed,

e abused,

e assaulted

e discriminated against, or

e finding you are struggling with your course or
e if you have personal family matters to resolve;

then the CEO can give you guidance using the resources of its Community Services partners and
other Government Agencies and professional bodies. This is a free service.

Cost

Australian Nursing and Training Services do not charge for any support provided relating to the
above issues, however if Australian Nursing and Training Services refers the student to an external
agency, these may charge.
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1.16 Language Literacy and Numeracy (LLN) Support

Language, Literacy and Numeracy (LLN) skills are generally included and identified in Training
Packages and accredited course programs. Students need to be able to:

e Count, check and record accurately
e Read and interpret
e Estimate, calculate and measure.

We attempt to identify students needing Language, Literacy and Numeracy (LLN) support at and
prior to enrolment. Our training staff have experience in Language, Literacy and Numeracy (LLN)
practice and will make an initial assessment of the foundation and Language, Literacy and
Numeracy (LLN) skill level of the student or student required for the qualification level. Based on
the outcome of the assessment and if required, training staff will discuss the result with you and
may make recommendations for referral to additional support services. This may mean that you are
required to attain additional Language, Literacy and Numeracy (LLN) and Foundation Skills support
prior to commencing training.

Some of the support mechanisms we offer to cater for Language, Literacy and Numeracy (LLN)
requirements include:

e aLearning Support Plan will be developed at the time of enrolment if required, to enhance your
learning. This Learning Support Plan can be implemented at any time during enrolment if the
need arises.

e using the services of in-house Language, Literacy and Numeracy (LLN) specialists who take
part in such things as mentoring, team teaching and/or individual support;

e practitioner face-to-face networks;
e accredited and non-accredited professional development options;

e referral to Skills for Education and Employment (SEE) through Department of Human
Services for eligible students; and

e refer student to the services of the Adult Migrant English Program (AMEP) or other

workplace language and literacy programs or facilities available through relevant services.

1.17 Attendance Procedures
Daily Attendance
All students are required:

e To attend all sessions as scheduled by Australian Nursing and Training Services
e Toreturn from any scheduled breaks as requested

e To participate fully in all activities where possible

e To complete all tasks and assessments as scheduled

e To notify us if they are unable to attend any sessions due to illness or personal reasons. A
Medical Certificate is required.
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1.18 Recognition of Prior Learning (RPL) Policy

Australian Nursing and Training Services makes an undertaking that all participants are provided
with full recognition of their current skills and knowledge irrespective of how, why, where and
when they were gained. Australian Nursing and Training Services will ensure that Recognition of
Prior Learning (RPL) is offered to all applicants on enrolment and that the process is structured to
provide adequate information and support to enable applicants to gather reliable evidence to
support their claim for recognition.

In order to apply for RPL follow these steps

If the candidate wishes to apply for Recognition of Prior Learning, the candidate should

Step 1. . . . .
P submit the request prior to the commencement of the units being requested.

Arrange an interview with a trainer by calling Australian Nursing and Training Services
office. At interview the lead trainer will advise what evidence you will need to provide to
be eligible for Recognition of Prior Learning. The lead trainer will go through the
application pack and answer any questions. Candidate will be informed of the

Step 2. | administration fee.

Candidates who are eligible for Smart and Skilled will be provided with a quote, advised of
their student contribution fee, and reminded that their contribution will/may be less if
RPL is granted. Assuming, the student wishes to go ahead, and all other necessary
documents/evidence has been gathered, proceed with notification of enrolment.

Payment of non-refundable self-assessment fee to Australian Nursing and Training
Services account or by credit card by calling candidate co-ordinator.

Smart and Skilled candidates will pay the quoted student contribution fee generated at

>tep 3. the time of notification of enrolment. When/if RPL is granted, student will be advised of
the new fee and make provisions to refund the appropriate portion of the fee to the
student, if necessary.
Self-assessment
a. Job description
b. Statement of service
c. Work history
Step 4. d. Record of in-service education
e. Any other information about the work candidate has done relevant to the
Recognition of Prior Learning application
Contact details for two (2) referees who can confirm students work history
Step 5. Return completed application pack with supporting documents to the lead trainer within

fifteen (15) days. Application fee is non-refundable.

Review of application. Once the candidate returns the pack. The lead trainer will examine
the evidence and make initial judgement. The lead trainer will then provide feedback
Step 6. | within seven (7) days and arrange a follow up meeting. Candidate will be advised should
any further documentation or evidence be needed or gap training be provided. If
additional training is required additional fees may be charged.
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Smart and Skilled candidates will not be charged any more than the student contribution
fee provided at the time of notification.

Step 7.

Australian Nursing and Training Services will advise candidate of the outcome of the
Recognition of Prior Learning application.

Step 8.

Scans of the certified copies of documentation must be kept in the students file on
WiseNet.

1.19 Credit Transfer (CT) Policy

Procedure for Course Credit

All students are made aware of the ability to apply for course credit via Credit Transfer (CT)
application. This is supported with information provided in the student handbook. Students who
have completed a Nationally Recognised qualification / unit that has the exact same code as a unit

currently enrolled will be eligible for credit transfer for the particular unit(s).

Candidates who are eligible for Smart and Skilled will be provided with a quote, advised of their
student contribution fee, and reminded that their contribution will/may be less if CT is granted
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1.20. SKill sets policy

Procedure for skill sets

Australian nursing and Training Services delivers infection control skill set for students who are
employed in the industries: Health, Retail and food handling.

The target of the course is to enable students to understand what infection control is, learn how to
control the infection in the workplace, how to respond emergency caused by infection and support
the government aim in prevention of spreading the infection including COVID-19.

All students are made aware of the ability to apply for the skill sets at time of enrolment process and
they need to provide required documents. Student will obtain a Nationally Recognised statement of
attainment after successful completion of the unit including training, assessment and workplace
observation.

Candidates who are eligible for Smart and Skilled will be provided with free of cost as Australian
Nursing and Training Service is an approved provider for the units.
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2 TRAINING DELIVERY AND ASSESSMENT

The National Vocational Education and Training Regulator Act 2011, established the Australian Skills
Quality Authority Australian Skills Quality Authority (ASQA), which set national standards ensuring

nationally consistent, high quality training and assessment services for the students of Australia’s

VET system.

2.1 Training

Training is delivered and assessed by qualified trainers who hold at a minimum, legally prescribed

industry and VET qualifications. To demonstrate your commitment to your learning all students are

required to attend each scheduled session. The trainer will moderate the learning pace, method

and sequence appropriate to the learning needs of the group.

Learning methods will vary and can include:

Classroom teaching
Group discussions
Practical exercises

Guided team activities
Oral presentations

Case studies

Role play

Portfolio

Group work

Buddy sessions/mentoring

Assessment (Competency Based Training and Assessment)

Competency Based Training and Assessment (CBT) is measuring actual skills and knowledge a

person will be required to perform in a workplace against a set of benchmarks or standards set by

relevant industries. We are not measuring your knowledge; we are looking at how you would apply

that knowledge.

CBT doesn’t measure you against other students, you are not competing, we are simply looking at

how you would perform against a set of standards given what you have learnt, and you are

providing us with the evidence to do that. With guidance in most cases we can help you attain

those competencies through eventual demonstration of the key skills.
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You can show us those skills through practical demonstrations and questioning, role play and
simulations, submitting projects or conducting written or short answer/multiple choice test.
Assessment can be completed by:

e specific written assessments

e team projects or reports

e formal questions (including multiple choice)
e practical demonstrations

e small or large group task

e oral presentations

e problem solving tasks

e case studies

e discussions

e portfolio

e group work
e buddy system/mentoring

It is very important that you fully understand the assessment requirements required in order to
successfully be deemed Competent for your training. This means that for each Unit of Competency
being taught, you need to know how many assessment items you need to complete, whether the
assessments are Formative or Summative, how the assessment will be conducted (the method) and
the timeframe you have for completing your assessment.

Australian Nursing and Training Services requires our training staff to outline the requirements for
assessment at the beginning of each training course and at the beginning of each new Unit of
Competency that is being introduced. Your Learning Resources should also clearly identify the
assessment items for you, the form they will take and the duration for completion. Your training
staff will give you clear timelines for submitting assessment throughout the program.

If at any stage you do not receive direction about assessment or are unclear about what is required
of you, please approach and ask your trainer in the first instance. Australian Nursing and Training
Services Management has a firm policy that requires its training staff to be accommodating,
flexible, helpful and informative when clarifying assessment requirements.
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2.2 Workplace Training and Assessment o
Some programs may contain workplace training, which is assessed in the workplace. This can be for
new students or for those who are already in employment and are doing their training “on the job”.
Our approach to learning is to deliver flexible training. We want to make sure you have the learning
experience that most benefits you and has you job ready. We consult with the employer to make
sure that any workplace training is of benefit to their agency as well. We give employers everything
needed to ensure great outcomes for you the learner and the organisation and we offer support to
students in work placements (e.g. workplace visits, work experience).

Work Placement will commence once face to face and simulated training has been completed.

2.3 Plagiarism

Plagiarism is taking and using someone else's thoughts, writings or inventions and representing
them as your own. Plagiarism is a serious act and may result in a student’s exclusion from a course.
When you have any doubts about including the work of other authors in your assessment, please
consult your trainer/assessor. The following list outlines some of the activities for which a student
can be accused of plagiarism:

» Presenting any work by another individual as one's own unintentionally

» Handing in assessments markedly similar to or copied from another student
» Presenting the work of another individual or group as their own work
>

Handing in assessments without the adequate acknowledgement of sources used, including
assessments taken totally or in part from the internet.

If it is identified that you have plagiarised within your assessment, then a meeting will be organised
to discuss this with you, and further action may be taken accordingly.

2.4 Reasonable Adjustment

Students are able to seek reasonable adjustment to their assessment process if they have an
impairment or disability. Australian Nursing and Training Services should be made aware of this
prior to assessment so that the assessor can make reasonable adjustments to the assessment
process to ensure that the student is assessed fairly and is not disadvantaged by Australian Nursing
and Training Services choice of assessment methodology or processes.

Reasonable adjustment for knowledge evidence might be that a written assessment tasks could be
given extended time for written answer or oral questioning for responses or a person could scribe
the written responses.

The workplace focus or competency assessment means that an assessor must be aware of what
adjustments or modifications might be reasonable to expect with in a workplace, and what
adjustments developed for assessment might be reasonably transferred to the workplace.

These considerations mean that the assessor needs to establish and maintain a close working
relationship with industry and work with industry in developing assessment strategies.
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The process of gathering evidence to be used in judgement can be varied, ranging from evidence
derived from workplaces or realistic simulations, observations made by supervisors, students, or
assessors, recorded unit by unit or in ‘holistic’ checklists. It is in gathering the evidence that
‘reasonable adjustments’ can be safely made.

It is still essential that the student is assessed against the relevant units of competence to the
appropriate standard; For some students there may be no reasonable workplace modification that
will preserve the integrity of the competency. Students faced with this impasse may need to be
counselled about the obstacle before them so that if they choose to pursue the training they have
no misunderstanding about the likely result of an assessment outcome.
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3 ISSUING OF CERTIFICATION

All training undertaken at Australian Nursing and Training Services is competency based.
Assessments determine whether a learner is Competent or Not Yet Competent.

If you are enrolled in a qualification and can only demonstrate competencies in some and not all
Units of Competency (UOC) a certificate for the qualification cannot be issued, you will however
receive a transcript for all completed units. This recognition is a Statement of Attainment and the
transcript will identify the qualification name, UOC achieved and national identification number.

If you elect to continue and complete the full qualification or any outstanding units your assessor
will work with you on a training pathway and develop a plan for completing your course of study.

Australian Nursing and Training Services will endeavour to issue Certificates and Statements of
Attainment within two weeks of course completion.

The cost of the certificates is included in the course fees. Students are responsible for the safe
storage of their certificates and statements of attainment. If a student requires a replacement copy
of their certificate or statement of attainment, an administration fee will be charged.
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4 STUDENT RIGHTS AND RESPONSIBILITIES

Whilst in attendance at Australian Nursing and Training Services as a student, it is your

responsibility to adhere to certain rules and regulations:

Students are to recognise other people's human worth and dignity.

The student has a right to learn in an appropriate environment and all people using
Australian Nursing and Training Services have a right to be free from any form of
harassment and/or discrimination.

Students should attend training sober and drug free

Students are encouraged to advise staff if they have a learning, mental or physical disability,
so we can better assist you. The information is treated in the strictest of confidence.

Students are advised it is highly recommended to let staff know if you have a pre-existing
medical condition that may impact on your training or that you have a serious medical
condition for which you are prescribed dependent medication (diabetes and insulin, heart
condition and angina medication), or you are prone to seizures. Again, this is so we can best
look after your welfare if a medical emergency arises.

Students are responsible for all personal possessions whilst attending the course.

Each student is required to take responsibility for cleaning and tidying of their work area at
the end of each training day, please push chairs in and remove any personal rubbish. Eating
or drinking in the training areas is at the discretion of the trainer.

All students have the right to normal privacy afforded to all citizens in relation to personal
matters. No personal information will be divulged to third parties without written consent
by the individual student. All student and staff information will be kept confidential except
where a legal obligation exists such as a court order or for mandatory compliance reporting
to authorised bodies such as the National Centre for Vocational Education Research
(NCVER).

All students have the right of access to all of their own personal student records when
requested. They must also keep a copy of all homework/assessments/assignments, as
Australian Nursing and Training Services is not responsible for the loss of documents.

Students are required to be in possession of a Unique Student Identifier (USI).

WHS is important to Australian Nursing and Training Services and our policy is to ensure the
health, safety and welfare of all staff and students where reasonably possible. All staff and
students, however, have a responsibility for their own health and safety and the health and
safety of others. You have a Duty of Care at all times toward other students.

All students are required to report all injuries or any incidents of harassment by another
student or Trainer, promptly to Management.

If you are going to be absent please notify our office so that the Trainer can be informed.
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e All students are required to turn off mobile phones during class, or have them on silent to
avoid disruption to fellow students and the class in general.

e All students are required to advise Australian Nursing and Training Services staff of any
changes to their contact details.

e Smoking is prohibited within Australian Nursing and Training Services premises and as
directed at third party venues.

e Australian Nursing and Training Services retain the right to refuse enrolment and to remove
from class students who disrupt the learning experience of other students, students who do
not behave in an acceptable and appropriate manner toward other staff or students,
students who fail to respect the property of Australian Nursing and Training Services
Training, the staff or other students, or the premises in which courses are conducted.
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5 YOUR TRAINER’S RESPONSIBILITIES

e Your Trainer will provide clear instructions about what is expected from you during your
training and will explain the assessment process in detail.

e Your trainer will ensure you train in a safe learning environment.

e Your trainer will be fair and impartial when training and assessing and will respect the rights,
views and opinions of all students.

e Your trainers will make sure they keep you up to date with current industry requirements.
e Your trainer will provide you with information about further learning pathways.

e  Your trainer will not harass or act inappropriately toward students.

6 GENERAL INFORMATION

6.1 Dress Code

All students are required to attend training in neat casual attire and have enclosed footwear at all
times. Please respect the shared learning environment and do not comment on the attire or dress
of other students and also respect the need for personal hygiene as you will be working in close
proximity to other students.

6.2 Organisation’s Property

During your study you may be issued with resources to your study, these resources remain the
property of Australian Nursing and Training Services and are only on loan.

Students are required to return the organisation’s property within the time specified by the issuing
staff member and are to treat the property with due diligence and care. Where gross negligence or
misuse of property occurs resulting in damage, the student may incur the cost for repair or
replacement.
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7 STUDENT FEEDBACK AND CONTINUOUS IMPROVEMENT

Australian Nursing and Training Services collects information to assure continuous quality
improvement in our training delivery and services.

We value and welcome constructive feedback from our students, students and staff. Please let us
know about your experience with our service. We welcome your suggestions for changes that
would improve our programs and delivery.

To provide management with feedback you will be asked to complete a Training Feedback Form or
complete a ‘Survey Monkey’ online. Once completed please return the form to your trainer or
submit within the required timeframe online as your trainer will advise.

Students and students wishing to provide additional feedback on any issue, concern or suggestions
for improvement are encouraged to complete an Opportunity for Improvement Form, please ask
your trainer.

Students may also be asked from time to time to help us assess or validate new training and
assessment materials as your feedback on what works or what doesn’t is invaluable.

THANK YOU

We thank you for choosing to study with us and hope you find it a rewarding experience and the
skills you attain assist you on the employment pathway you choose or provide the basis for further
education. We wish you every success in your time with us and your future endeavours.

Sincerely

Australian Nursing and Training Services Management and Staff
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8 Appendix 1 Code of Practice

As a quality training organisation Australian Nursing and Training Services will operate within the

Principles and Standards of the NVR Registered Training Organisations Act of 2011. It is our policy at

Australian Nursing and Training Services to provide equal training opportunities to all eligible

students regardless of gender, cultural or ethnic background, marital status, physical disability or

sexual preference.

Australian Nursing and Training Services further undertakes to provide:

Qualified, experienced and committed educational and training personnel

A learning environment which meets all legislative requirements of State and Federal
Government

Quality customer service and a focus on continuous improvement. We value feedback from
students, staff and the industry for incorporation into future training programs.

A learning environment which actively encourages the participation of women, Aboriginal
and Torres Strait Islander peoples, people from non-English speaking backgrounds, rural
learners, people with disabilities and unemployed people in training programs

A supportive and stimulating learning environment where students may pursue their
educational and training goals

A learning environment inclusive of students with disabilities or who have language, literacy
or special learning needs.

A non-prejudicial and plain English dispute resolution process which:
is prompt and courteous

keeps the aggrieved student informed of what is happening
protects the confidentiality of both students and staff

leads to improved services

Recognition of current skills and experience through Recognition of Prior Learning (RPL) and
Recognition of Current Competencies (RCC)

Marketing and advertising with integrity, accuracy and professionalism. In the provision of
information, no false or misleading comparisons are drawn with any other training
organisation or training product.

A guarantee of privacy concerning records or documents containing personal or sensitive
information.
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9 Appendix 2 Code of Ethics

Australian Nursing and Training Services shall at all times act with integrity in dealings with
all students, students and members of the community.

Australian Nursing and Training Services shall adopt such policies and practices to ensure
the quality of vocational education and training programs offered are relevant and in
accordance with:

a) Australian Skills Quality Authority (Australian Skills Quality Authority (ASQA) and the
VET Quality Framework.

b) Commonwealth/State legislation and regulatory requirements.
Australian Nursing and Training Services will ensure:

a) the employment of qualified staff and maintenance of staff training sufficient to training
and assessment programs on an ongoing basis

b) the accuracy of any marketing and promotional advertising material
c) compliance with an acceptable refund policy
d) compliance with current Workplace Health and Safety and Duty of Care requirements

e) the maintenance of a robust records management system which is secure and complies
with all privacy legislation

f) student access to their records upon request

g) the maintenance of our Continuous Improvement System and promotion of it among all
staff as a mechanism for achieving excellence in training

Australian Nursing and Training Services undertakes to maintain quality training and to
uphold the highest ethical standards.

Australian Nursing and Training Services undertakes to ensure that all students, agents and

representatives are familiar with and agree to comply with this code of ethics
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10 Appendix 3 Complaints and Appeals Policy and Procedure

Australian Nursing and Training Services recognises the need for students, staff, other students or
third parties, to have confidence that the Registered Training Organisation (Registered Training
Organisation) has Policy and Procedures in place for dealing with complaints and has an
accompanying Appeals process. The parties mentioned should also be confident Australian Nursing
and Training Services will deal with grievances in a fair and equitable manner based on procedures
that are appropriate, accessible and easily understood. Australian Nursing and Training Services
will assure procedures of natural justice are considered.

Australian Nursing and Training Services have a duty of care in ensuring students study in a
conducive environment, free of coercion, unfair treatment or harassment and staff are accorded
similar conditions of employment.

Individuals have the right at all times to take action under Australia’s Consumer Protection laws and
lodge a complaint if they feel they have a grievance. Australian Nursing and Training Services is
constantly reviewing and updating policies, as a grievance helps us to fix a problem and assists with
continuous improvement.

10.1 Complaint or Appeal

A complaint would generally be directed at the general performance of ANTS, its staff, including
anybody providing services on behalf of ANTS, in the delivery of our services.

In the first instance complaints or appeals should be discussed informally with the staff or trainers
involved or where it concerns staff, between the staff member (s) involved and a relevant manager.
Where possible disputes are managed and resolved informally.

However, if the complaint or appeal cannot be managed informally, then in the second instance,
the student or staff member, or other third party, can submit a formal Complaint or Appeal form.

The complaint or appeal will be dealt with promptly. All formal complaints will be dealt with by the
Registered Training Organisation Manager and contact will be made by phone to all parties involved
to hear everyone’s version of events based on the principles of natural justice. Then it will be fully
investigated. You will be notified in writing within 7 working days to arrange a time to discuss your
complaint or appeal. You will then be notified in writing regarding every step of the process. For the
matters listed below, the Registered Training Organisation will act to address the complaint
immediately:

e Sexual misconduct or sexually inappropriate behaviour from staff or students
e Comments and language involving inappropriate racist overtones

e Physical abuse

e Any matter that could be considered criminal in nature i.e. theft

e Plagiarism or cheating

e Bullying or harassment
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You are welcome to bring a friend or advocate to any formal meetings with the Director that is your |
choice.

Internal complaints and appeal services are free of charge and Australian Nursing and Training
Services guarantee that the complaint will be addressed by a reviewer who is independent of the
decision being reviewed. That is why complaints are handled in most instances by the Director. Any
determination will be fair and equitable, with no decision being made until all parties concerned
have had the opportunity to make their case and provide their story.

You will be updated regularly before any decision is made and will be provided with a written
outcome on your case including the rationale for the decision. If you are satisfied with the
resolution agreed actions will be implemented and the complaint or appeal will be closed. If for
some reason the Registered Training Organisation requires more than 60 days to address the
complaint, we will notify the parties involved in writing providing justification.

In the third instance if the parties involved are still not happy with the written outcome, the
complainant can request for an independent third party to review the complaint or appeal. The
complainant can select their own third-party mediator or can use an independent meditator
selected by ANTS. Whichever party had the unfavourable outcome, decided by the mediator, will
bear the cost of mediation. Be aware that Australian Skills Quality Authority (ASQA) will not provide
a review of a complaint as an independent third party, but staff, students or other third parties can
lodge a complaint about Australian Nursing and Training Services directly with Australian Skills
Quality Authority (ASQA).

10.2 External Complaints Process

Staffs, Students, Students and other Third Parties have the opportunity to lodge a complaint about
the services provided by ANTS, through the National VET Regulator, Australian Skills Quality
Authority (ASQA). This can be done by going to
http://www.asqa.gov.au/complaints/complaints.html

10.3 Record Keeping

A record of all complaints handled under this procedure and their outcomes will be scanned and
maintained in electronic format on the Shared Drive at S:\Registered Training Organisation File
Structure (NEW)\Forms\Complaints and Appeals. A copy of any Complaint or Appeal Form will also
be scanned into the Shared Drive at S:\Registered Training Organisation File Structure
(NEW)\Human Resources & Management\Completed Complaints and Appeals. These records are to
be treated with the utmost confidence and privacy and are not to be stored elsewhere and details
are not be discussed or disseminated, other than among the parties involved.

Access to these files and or the provision of a copy of the information can only be made in writing
to the Director and only after the identity of the person requesting information has been
established.
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10.4 Assessment Appeal

If a student does not agree with an assessment outcome they should first discuss the matter with the
trainer/assessor concerned and if the complaint cannot be resolved at this point then the student can
lodge an Assessment Appeal Form. The form must be lodged within 28 days of receiving the letter

outlining the finding result. An appeal form can only be lodged if a Complaints Form has been lodged

previously and a decision provided.
The appeal will follow the same process as a complaint and will be investigated by the Director

10.5 Grounds for Appeal

An application for appeal will be considered where:

A student claims a disadvantage because the trainer did not provide a subject outline

A student claims disadvantage because the trainer varied without consultation or in an
unreasonable way the assessment requirements as specified in the subject outline

A student claims disadvantage because assessment requirements specified by the trainer were
unreasonably or prejudicially applied to him or her

A student is of the view that a clerical error has occurred in the documenting of the assessment
outcome

A student claims that there is a discrepancy between the practical observation and the formal
assessment.

If the appeal for re-assessment is proven, Australian Nursing and Training Services will appoint
an alternative assessor who will make all necessary arrangements to conduct the re-assessment
of the student at a time that is mutually convenient for all parties concerned.

10.6 How to make a complaint or appeal

1.
2.

Initial complaint or appeal should be discussed informally with the applicable staff involved.

If the complaint or appeal is not resolved informally, the student may choose to lodge a formal
complaint or appeal.

The complaint or appeal is recorded and the CEO will make contact within 10 working days to
arrange a meeting

A meeting will take place to negotiate between all parties in an attempt to find a resolution
agreeable to all parties. All appealed assessments will be re assessed by an alternative
trainer/assessor.

Written documentation on the outcome and resolution is provided to all parties and actions are
immediately implemented.

If a student is not satisfied with the outcome they will be referred to an external body where the
matter can be dealt with independently at their own cost.

The complaint or appeal will be passed to the Continuous Improvement Committee for
discussion.

Alternatively, the complainant may wish to lodge a complaint or seek further advice by contacting

the National Training Complaints Hotline on: 133873.
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11 Appendix 4 Disciplinary Procedure
Step One—Verbal Warning

Where a trainer has concerns about a student’s performance or conduct, the trainer should explain to
the student the manner in which the student’s conduct or performance is not acceptable. (This
acceptable standard is set out previously in this Student Handbook).

The trainer will in the first instance, verbally counsel the student by informing him/her of the area(s) in
which they are not meeting the required standard of performance or conduct expected of them.
The student will be given an opportunity to respond to the trainer’s concerns and will be given an

opportunity to rectify his or her performance or conduct within a reasonable period of time, depending
on the circumstances.

The Trainer will make written note of the verbal warning.
Step Two—Official Written Warning

If the student fails to rectify his or her conduct or performance within the allotted time, the trainer
will then require the student to attend a meeting where an official warning will be given.

If the student’s continued performance or inadequate conduct is such that it would be
unreasonable for the trainer to allow the student the allotted time to remedy the problem, then
the trainer will set up the first official meeting prior to the allotted time expiring.

The trainer will inform the student prior to the meeting of the concerns that the trainer has with
the student’s conduct or performance, and state that the student is allowed to have a person of
their choice accompany them to the meeting.

At the meeting the trainer will outline the nature of the problem(s) and allow the student an
opportunity to respond.

If the student response is not adequate the trainer will present the student with an official written
warning. This warning should state:

e Theissue or concern

e Refer to any previous oral warning(s) and their dates

e The corrective action which is required

e What action will be taken if the student does not remedy the problem (when issuing a first
warning, the warning should state that if the problem is not remedied within a specified
time then the student will be issued with a further warning and may ultimately be
dismissed)

e State that the written warning will be filed onto the student’s file (for a specified period of
time)

e A copy of the written warning is to be forwarded to the Registered Training Organisation
Manager

e Warning letter is tabled at the next monthly meeting.
The trainer will monitor the student’s performance or connect to determine whether he or she is
making the required improvement.

Step 3—Second Official Written Warning
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If the student fails to meet the appropriate standard within the time allowed, the trainer should
then have a second official meeting with the student. The second official meeting should replicate
the first meeting. However, if the student has not adequately explained their failure to remedy
their poor performance or conduct, that continuing poor performance or conduct may lead to
dismissal.

Step 4—Leadingto Expulsion

Following the issuing of the second warning, if the student fails to remedy the fault within the
allotted time, or it would be unreasonable for the trainer to allow the student to continue working
out the allotted time, the trainer should then initiate dismissal proceedings by referring the student
to the Registered Training Organisation Manager. That will involve requesting by letter that the
student attend an official meeting. That letter should state:

e that the student’s conduct or performance has not improved;
e the steps the trainer has taken to remedy the problem in the past
e the fact that the student is entitled to be accompanied by a person of their choice; and

e the fact that despite previous mediation and guarantees, the student is now being removed
from further training.

The student may have the person of their choice with them at the meeting. The Registered Training
Organisation Manager will start by outlining the concerns he or she has with the students’
performance or conduct.

The Registered Training Organisation Manager will then inform the student that he or she is to be
expelled and then follow that up with a written notice of dismissal. That notice should state the
reasons for the expulsion, i.e. Performance or conduct, and the history of warnings given
previously.

11.1 Dismissal for Serious Misconduct

The Registered Training Organisation Manager is entitled to instantly dismiss a student in
circumstances where that student has committed an act of serious misconduct. Serious misconduct
can include:

o fighting;

e harassing or bullying

e sexually inappropriate behaviour

e breaches of the drug and alcohol policy;

e deliberately spoiling or damaging plant or equipment;

e breaking the law;
A student who commits any of the above acts is liable to be instantly dismissed.
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12 Appendix 5 Assessment Policy and Procedure

Competencies

What is competency-based education?

12.1 Competency Standards

Competency standards in a Training Package describe the skills and knowledge needed to perform
particular work. They outline the standard of performance required by industry, the conditions
under which the task is to be performed and the evidence that you are required to show on at least
two occasions to deem you as competent in that job.

The most important characteristic of competency-based education is that it measures learning
rather than time spent in a classroom. Students’ progress by demonstrating their competence,
which means they prove that they have mastered the knowledge and skills (called competencies)
required for a particular course (or unit of competency), regardless of how long it takes.

Australian Nursing and Training Services acknowledges the National Assessment Principles issued
under the Australian Qualifications Framework and is committed to validity, reliability, flexibility
and fairness in assessment processes for the training programs that it delivers to its students. We
are committed to providing students and training/assessment staff with an assessment system that
is fair and equitable.

Australian Nursing and Training Services assessments are competency based and are designed to
determine whether the candidate can demonstrate competency in the tasks or units of
competence.

Australian Nursing and Training Services assessment meets the assessment criteria of the training
package or accredited course on which the program is based. Assessment may be undertaken on or
off the job. If conducted in the workplace, suitable workplace assessors and assessment procedures
are to be used.

Vocational courses comprise core/compulsory units of competency and electives to make up the
required number of competencies in a qualification (e.g. Certificate IV or Diploma). UOC are further
broken down to elements of competency. Students must demonstrate the appropriate skills and
underpinning theoretical knowledge to achieve competency in a unit.

Assessment should be seen as a pathway to employment. Competencies have been written for the
workplace so you will be provided with the opportunity to practice skills in a workplace context.
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There are three types of assessments that occur at different stages for each unit.

1.

Initial assessments to identify what competencies you already have. This occurs during the
enrolment process and interview.

2. Progressive assessment (formative) during training to provide feedback about your progress

and to identify any outstanding unit and/or element you need to focus upon. Assessments
will not only identify where you are competent but will identify the gaps in your learning or
skill. Once identified your trainer will give you resources to gain competency in that area.

Final assessments (summative), which are delivered when the trainer decides the student is
ready.

Students are to be notified in advance of number of assessment items for each UOC, type of
assessment or combination of assessment, dates and times of assessment and/or period for

submitting assessment, by the assessor/trainer responsible for the assessment.

The following conditions apply to assessments:

Students who are absent on the day of an assessment or are unable to submit an
assessment by the due date must notify us of their inability to complete the assessment.

Students who know in advance that they will not meet the assessment deadline must
inform their trainer before the due date.

Students who have missed an assessment for any reason covered under the two points
above, must apply to be reassessed.

If a student has previously attempted an assessment and has been deemed Not Yet
Competent (NYC), they may apply for reassessment.

Your trainer will advise you how they want you to submit your assessment items once they are
complete.
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12.2 Reassessment

For summative assessments, students who receive a NYC will have reasonable opportunity for
reassessment and to demonstrate the competencies required. Any reassessment will take place
after mentoring and discussion with your trainer. There must be a minimum of 24 hours between
attempts.

Additional attempts may be charged at a minimum of $30.00 per reassessment.
12.3 Assessmentappeals process

All students have the right to appeal any assessment decision made by Australian Nursing and
Training Services if they:

e Delieve that the assessment is invalid and/or
o feel that the process was invalid, inappropriate or unfair.

Before making an appeal, we ask that you discuss the matter with your trainer in an attempt to
reach a suitable outcome.

If you are still not happy, you are then entitled to lodge a formal complaint by completing a ‘Appeal
Against Assessment Review’ form within 7 days of the initial discussion. Once a formal appeal is
lodged a third party will be appointed in an attempt to resolve the issue. Any decision
recommended by this party is not binding to either party in the dispute.

If you are still not satisfied another registered provider in the same curriculum area will be
appointed to arbitrate and reassess participants if necessary.

If no satisfactory solution is reached you can appeal to the Australian Skills Quality Authority
(Australian Skills Quality Authority (ASQA) http://www.asga.gov.au/

You have the right to a support person to be involved at all times during the appeal process.

ADDRESS APPEALS TO:

The Registered Training Organisation Manager
Australian Nursing and Training Services

P.O. Box 645

Sutherland NSW 2232
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13 Appendix 6 Adherence to legislative & regulatory requirements policy
and procedure

Australian Nursing and Training Services Pty Ltd adheres to the Commonwealth and State laws
including legislation and guidelines that may apply to a Registered Training Organisation’s
operations but may vary from circumstance to circumstance and may include but not be limited to:

13.1 Workplace Health & Safety Legislation and Regulations

o NSW Work Health and Safety Act 2011

o NSW Work Health and Safety Regulation 2011

o NSW Workers Compensation Act 1987

o NSW Workers Compensation Regulation 2010

o NSW Apprenticeship and Traineeship Act 2001 No 80

o NSW Apprenticeship and Traineeship Regulation 2010

o NSW Dangerous Goods (Road and Rail Transport) Act 2008 No 95
. NSW Dangerous Goods (Road and Rail Transport) Regulation 2014
o NSW First Aid in the Workplace Code of Practice July 2014

Australian Nursing and Training Services Pty Ltd being a PCBU, will meet its duty of care to staff,
students, learners and visitors by providing a safe and healthy environment in which to work and
study.

13.2 Consumer Protection

e Privacy Act 1988

o Privacy Amendment (Enhancing Privacy Protection) Act 2012
o 13 Australian Privacy Principles

o Privacy Regulation 2013

o Australian Consumer Law and Fair Trading Act 2012

° NSW Fair Trading Regulation 2012

o NSW Fair Trading Act 1987 No 68

o Copyright Act 1968

o Copyright Regulations 1969

Australian Nursing and Training Services Pty Ltd will meet its responsibilities regarding consumer
protection requirements which includes the safeguarding of any personal and sensitive information
of their students, staff and learners.
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http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+674+2011+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+70+1987+cd+0+N/
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+37+2011+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+80+2001+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+387+2010+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+95+2008+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+398+2014+cd+0+N
https://www.safework.nsw.gov.au/safety-starts-here/safety-overview/first-aid-in-the-workplace
https://www.legislation.gov.au/Details/C2019C00241
https://www.legislation.gov.au/Details/C2015C00053
http://www.oaic.gov.au/individuals/privacy-fact-sheets/general/privacy-fact-sheet-17-australian-privacy-principles
https://www.comlaw.gov.au/Details/F2015C00913
http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/PubStatbook.nsf/f932b66241ecf1b7ca256e92000e23be/a7a06c0b33b7f723ca2579f80018c9f2/$FILE/12-021abookmarked.pdf
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+427+2012+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+68+1987+cd+0+N
https://www.legislation.gov.au/Series/C1968A00063
https://www.comlaw.gov.au/Details/F2015C00681
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13.3 VET Legislation and Regulations

. National Vocational Education and Training Regulator Act 2011

o Standards for Registered Training Organisations (Registered Training Organisations) 2015
o Student Identifiers Act 2014

. Student Identifiers Regulation 2014

. Data Provision Requirements 2012

o Australian Qualifications Framework 2013, 2" Edition

. NSW Vocational Education and Training (Commonwealth Powers) Act 2010 No 131

. ARC Guidelines

13.4 Human Rights

Commonwealth Legislation:
o Workplace Gender Equality Act 2012

° Human Rights and Equal Opportunity Commission (Transitional Provisions and
Consequential Amendments) Act 1986

. Australian Human Rights Commission Act 1986
. Disability Standards for Education 2005

o Disability Discrimination Act 1992

. Racial Hatred Act 1995

o Racial Discrimination Act 1975

. Sex Discrimination Act 1984

. Age Discrimination Act 2004

State Based Legislation:

. NSW Anti-discrimination Act 1977 No 48

] NSW Anti-Discrimination Regulation 2014

. NSW Disability Inclusion Act 2014 No 41

. NSW Disability Inclusion Regulation 2014

J NSW Civil Liability Act 2002 No 22

° NSW Civil Liability Regulation 2014

o NSW Child Protection (Working with Children) Act 2012 No 51

o NSW Child Protection (Working with Children) Regulation 2013

. NSW Children and Young Persons (Care and Protection) Act 1998 No 157
o NSW Children and Young Persons (Care and Protection) Regulation 2012
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https://www.legislation.gov.au/Details/C2017C00245
https://www.legislation.gov.au/Details/F2019C00503
https://www.comlaw.gov.au/Details/C2015C00198
http://www.comlaw.gov.au/Details/F2014L01204
http://www.comlaw.gov.au/Details/F2013C00497
https://www.aqf.edu.au/sites/aqf/files/aqf-2nd-edition-january-2013.pdf
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+131+2010+cd+0+N
http://resus.org.au/guidelines/
https://www.legislation.gov.au/Details/C2016C00895
https://www.legislation.gov.au/Details/C2004A03367
https://www.legislation.gov.au/Details/C2004A03367
https://www.legislation.gov.au/Series/C2004A03366
https://www.comlaw.gov.au/Details/F2005L00767
https://www.legislation.gov.au/Series/C2004A04426
https://www.comlaw.gov.au/Details/C2004A04951
https://www.comlaw.gov.au/Details/C2016C00089
https://www.legislation.gov.au/Series/C2004A02868
https://www.legislation.gov.au/Series/C2004A01302
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+48+1977+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+554+2014+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+41+2014+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+751+2014+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+22+2002+cd+0+N/
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+355+2014+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+51+2012+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+156+2013+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+157+1998+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+425+2012+cd+0+N
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Tel me | forget, show me | remember, Let me do it ar

Australian Nursing and Training Services Pty Ltd is committed to providing an environment for work
and training that is fair and equitable to all people.

It will be a place that is free from discrimination, bullying, victimisation and/or harassment because
of a person’s sex, pregnancy, race, colour, nationality, ethnic or ethno-religious background, social
status, education, marital status, physical or intellectual or psychiatric disability, homosexuality or
age will not be tolerated of any kind. Behaviour of this nature will result in immediate disciplinary
action.

13.5 Currency

Australian Nursing and Training Services Pty Ltd will regularly check its policies and procedures
against legislation and regulations as is practical and reasonable, or as advised by relevant
authorities, advisors, or industry persons or organisations and will ensure that all staff, students
and learners are informed of any changes to current legislation.

Related Standard/s: Clause 8.5 and 8.6
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| have read and understood all the information in the student handbook

Student Name:

Student Signature: Date:
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