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Welcome to Work Savvy Training (WST). WST is a Registered Training Organisation with the following
qualifications on our scope:

CHC41108 — Certificate IV in Employment Services
CHC30208 — Certificate 11l in Aged Care

BSB30110 — Certificate Il in Business

BSB40207 — Certificate IV in Business

BSB40807 - Certificate 1V in Frontline Management

WST’s management and trainers have a wide range of experience working within the Vocational
Education and Training sector.

This Participant Handbook ensure that our students and trainees are guided through WST policies and
procedures. We hope this handbook provides plenty of useful information. Please feel free to clarify any
queries with any of our trainers or staff.

WSO015 Student Handbook
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It is expected that staff and students will work in a manner which displays respect for others and for
property. It is also expected that they will show diligence in their work, honesty in all dealings with each
other and other parties, and respect for the privacy of others. Staff and students will conduct themselves in
a manner which respects the laws of Australia, including the states and the regulations of statutory bodies.
The policies and procedures of Work Savvy Training also form an important part of the code of conduct.

It is expected that all students will:

Ensure arrival on time for any face-to-face teaching, to return by the stated times after breaks and
not to leave early without prior notice and good reason.

Leave training rooms clean and tidy.

Ensure an understanding of the requirements for the assessment of the course or unit.
Check that holidays, business commitments etc. do not clash with examinations.
Notify Work Savvy Training of any change in address or personal details.

Maintain a high standard of behaviour whilst undertaking educational activities and refraining from
any activities that may result in damage to property or unduly interfering with the comfort or
convenience of other participants.

Refrain from behaviour that may disrupt or interfere with the teaching or learning of others.

Observe at all times all safety, health and hygiene requirements, including appropriate dress,
footwear and personal protective equipment.

Take responsibility to identify and tell staff about any individual learning needs

Keep trainers and coordinators informed of any difficulties that may be interfering with their
learning or where they may need some extra assistance.

Check the assessment requirements for each subject including due dates and number of
assignments.

Be aware of, and meet, the trainers’ individual expectations in relation to submitting assignments,
attendance, communication, negotiation and problem solving strategies.

Be aware of, and comply with, the Work Savvy Training’s policies that may affect students.
Conduct themselves appropriately at all times whilst a student with Work Savvy Training.

Breaches of the Code of Conduct shall be dealt with under Work Savvy Training’s disciplinary policy and
procedure.
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There may be pre-requisites to enrolling in some of our training programs. This may include government
funding or traineeship eligibility criteria determined by our funding bodies. Funding and pre-requisite
eligibility requirements will be detailed in our marketing material wherever possible. Eligibility requirements
for traineeship programs are available from an Australian Apprenticeship Centre and WST management..

If you have any questions please do not hesitate to discuss the course with your trainer or WST
management.

.6,

To enrol in one of WST's training programs, there are some very specific forms you must complete. Once
you have decided on a training program, Work Savvy Training will arrange enrolment with you and your
employer (if applicable). The enrolment process will include selection of units of competency (if
applicable), completion of enrolment documentation and induction into the program.

For a traineeship enrolment, Work Savvy Training staff will also arrange for a representative of an
Australian Apprenticeship Centre (AAC) to be present at the enrolment and induction. The AAC Field
Officer will complete enrolment documentation on behalf of the Department of Education and Training,
including a National Training Contract.

*Q 6

During the enrolment process, you will provided with an induction into the training program. This induction
will cover:

Introduction to the WST training staff

Confirmation of the course and units of competency to be delivered

The training and assessment procedures, including method, format and purpose of assessment

Learning and assessment resources to be provided

What is expected of you during the program

Qualifications to be issued

Confirmation that all the above information was provided is required to be acknowledged by you.

1 %91% dorx 9
rol

WST recognises that not all participants are able to read, write and perform calculation at the same level.
WST will endeavour to help participants and accommodate, wherever possible, anyone with difficulties
with language, literacy or numeracy.

If you have a concern with language, literacy or numeracy, please inform your trainer at the time of
enrolment into the program. During your enrolment you will be required to complete a numeracy and
literacy assessment. This assessment will allow us to gain an insight into your current capacity.

In the event that your needs exceed WST skills and capabilities, we will refer you to an external support
provider.
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WST will assist all participants in their efforts to complete our
training programs.

In the event that you are experiencing any difficulties with your
studies, you should discuss these difficulties with your trainer or
another WST staff member.

WST is committed to the welfare of our students. We are able to
provide mentoring and support services to students and trainees
to help ensure students have every opportunity to achieve the
required level of competency. To gain access to support and
welfare support, students simply need to advise their trainer or
other WST staff and we will immediately arrange for our Student
Mentor to make contact. The Student Mentor will introduce
themself to all Job Seeker classroom groups and New Entrant
trainees.

~ Emy™

Should you be experiencing any personal difficulty, WST will make every attempt to accommodate your
needs within our limited capacity. WST has a compassionate and understanding approach to the
difficulties of our participants. If your needs exceed our capacity, WST will refer you onto an appropriate
external agency.

You can seek support immediately by contacting:

Police/Fire/Ambulance 000
Telephone Interpreting Services 131450
Alcohol and Drug Information Service 1800 177 833
Lifeline 24 hour counselling and information 131114

Literacy and Numeracy Support

Australian Council of Adult Literacy phone 03 9469 2950 email acal@pacific.net.au

NSW Adult Literacy and Numeracy Council Phone 1300 655 506 Web: www.literacyline.edu.au

< o=l ".6 *9.

WST recognises that not everyone learns in the same way. We can adjust our training and assessment
program to ensure all participants have an equal and fair opportunity to complete the required training and
assessment activities independent of their preferred learning style.

For example, a written assessment can be adjusted so that it is conducted as a verbal assessment.

Where WST cannot appropriately assist a participant, a referral will be provided to an external agency that
can provide the right help.

Any further questions can be referred to your trainer or WST management.
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To apply for Credit Transfer, students need to complete our Credit Transfer Application Form which is
found on the Work Savvy Training website.

Work Savvy Training ensures that all students have the context and purpose of assessment activities
explained to them before the assessment commences.

The information provided to students and trainees will include details on assessment methods and
alternative assessment methods if required to accommodate special needs or circumstances.

Information will be included at the start of each unit or course.

WST Assessments focus on the application of the skill and knowledge required by each unit of
competency. These include:

Task skills (actually doing the job)

Task management skills (managing the job)

Contingency management skills (what happens if something goes wrong)

Job role environment skills (managing your job and its interaction with others around you)
Transferability (skills can be demonstrated in different work contexts)

WST ensures that you are assessed in sufficient detail to ensure that assessors can make a fully informed
judgement of competence.

WST management is available to discuss and provide professional advice regarding outcomes of the
assessment process and guidance on future options for you.

All assessment tasks must consider any language and literacy issues, cultural issues or any other
individual needs related to the assessment.
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WST recognises that you may have previously gained skills and knowledge from a variety of different
sources. Recognition of Prior Learning (RPL) provides an opportunity for those already skilled or
experienced in a specific task or unit of competency to gain formal recognition for that skill in lieu of
completing the training and assessment. Students who apply for RPL will work closely with WST
assessors to gather evidence supporting their existing skill.

If you believe you already have skills and knowledge that would be covered in the training programs
offered by WST, you should let us know as soon as possible. You can enquire or apply for Recognition of
Prior Learning (RPL) at time of enrolment or at any time during the program.

An RPL application kit will be provided to you by their trainer/assessor. This kit is also available from the
WST office.

" %L 6.

WST is committed to maintaining and safeguarding the accuracy, integrity, confidentiality and currency of
our company records. All hard copy records including individual participant records will be stored in a
locked secure office area.

Our electronic records are stored in our computer system with our training records stored in our Job Ready
RTO database. The computer system is password protected and security is maintained by appropriate
software programs.

At the completion of the training program, a file audit will be undertaken by the Operations Manager,
Business Manager or CEO. This will occur before a Certificate or Statement of Attainment is issued to
ensure that the Certificate or Statement of Attainment is accurate.

Our software and hardcopy systems will retain your records, including results, for a period of no less than
30 years.

You can access your own training records by contacting WST management. You can also authorise for
your training records to be provided to others by completion of a Participant Records Access Form, which
is available from WST management.
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The following is a breakdown of all the parties involved with your traineeship and their key responsibilities.
If you have any questions, please contact a WST representative.

$4 ++

It is the responsibility of Work Savvy Training as the RTO and holder of the Apprenticeship and
Traineeship Training Program (ATTP) contract with the Department of Education NSW to:

Ensure that all facilities and materials used in the delivery of training and assessment in the
workplace meets the needs of the relevant training packages/accredited courses, industry and
legislative requirements

To ensure that all trainers and assessors that deliver the traineeship within the workplace have the
appropriate qualifications and vocational experience as outlined by the National Quality Council

Retain all information about the traineeship with the appropriate recordkeeping systems. WST is
additionally responsible to ensure that student progress reports, assessment results and the
issuing of Certificates or Statements of Attainments occur within a reasonable timeframe of when
they are required

Maintain all Certification records for a period of thirty years

Develops a Training and Assessment Plan with the employer and trainee, which meet the needs
of all parties

Provide advice and guidance to the employer and participant regarding the training and
assessment programs and services

Liaise with the Australian Apprenticeship Centre and Department of Education and Training offices
where required or requested

Submit milestone reports to the Department of Education and Training NSW within the appropriate
timeframes as per the APL contract

Evaluate training and assessment services regularly and identify and implement continuous
improvement opportunities

Maintain compliance to the Australian Quality Training Framework standards and conditions of
registration and accreditation as an RTO

Provide support and the appropriate resources to the Trainer/Assessor

Administer and invoice appropriate fees as per the agreed Fees Schedule below

>|

It is the responsibility of the Trainer/Assessor to:

Provide appropriate and detailed information on the delivery and assessment of each unit of
competency selected for the qualification

Participate in the selection of elective units of competency to be included in the traineeship
program for participants

Customise the learning and assessment resources for the workplace in consultation with the
employer and RTO management

Ensure the workplace has appropriate facilities and equipment for training and assessment
activities, using the Facility Requirements Checklists

Ensure learning and assessment resources are provided to each participant

Document Approved By: Coleen Rivas WS015 Student Handbook
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Provide instruction and guidance to participants on expected activities to be completed in
workbooks

Provide clear and detailed information to participants about what is expected of them during
assessment activity

Provide clear and consistent feedback to participants regarding their performance and progress
through the training and assessment program

Provide feedback to supervisors and employers regarding the performance and progress of
participants throughout the training and assessment program

Liaise with the employer and supervisor to determine an appropriate workplace visit schedule,
including monitoring and assessment visits

Complete all required assessment documentation for each unit of competency undertaken by a
participant

Complete a Participant Contact Form for each monitoring and assessment visit with a participant

Provide the opportunity for participants, supervisors and employers to provide feedback regarding
the training and assessment program as per the Work Savvy Training Stakeholder Feedback
procedures, as well as at any other time

Inform the employer and WST management of any concerns or issued that may arise throughout
the training and assessment program

Liaise with the Australian Apprenticeship Centre where required or requested

- #
It is the responsibility of the employer to:

Assist Work Savvy Training in ensuring the workplace has the appropriate facilities and equipment
available for training and assessment activities, using the WST’s workplace resources checklists

Participate in the selection of elective units of competency to be included in the traineeship
program for participants

Identify an appropriate workplace supervisor to provide guidance, mentoring and support to the
participant

Provide adequate time for training and assessment for your student whilst on the job

Provide Work Savvy Training access to the participant and supervisor when required or
requested, at appropriately agreed times as per the negotiated Training and Assessment Plan

Provide feedback to WST 3 months after the enrolment of the first participant and then annually as
per Work Savvy Training’s Stakeholder Feedback procedures

Inform the Trainer/Assessor or Work Savvy Training management of any concerns or issues that
may arise during the program as soon as possible
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It is the responsibility of the trainee’s supervisor to:

Provide workplace guidance, advice and mentoring to the participant as per their job role,
including providing on-the-job training as required by the organisation

Ensure the participant is made available at appropriately agreed times for training and assessment
activities

Allow the participant time on the job to complete traineeship activity and assessment

Provide feedback to the Trainer/Assessor regarding the program on monitoring visits and
assessments conducted on assessment visits

Provide feedback to Work Savvy Training about the training and assessment program where
requested

Complete a Supervisor/Third Party Report for each unit of competency completed by the
participant, as per documents provided by the Trainer/Assessor

#

This information is included for your information only and is also explained to participants on induction into
the training program.

It is the responsibility of the participant to:

Perform their job role as determined by the employer to the best of their ability
Adhere to the requirements of their organisation’s policies and procedures
Actively participate in the traineeship program

Complete all activities and assessments as requested by the Trainer/Assessor to the best of their
ability.

Provide feedback to Work Savvy Training about the training program at 3 months, 12 months and
on completion of the traineeship

Inform their Trainer/Assessor of any problems they may be having with the training program as
soon as possible

Inform their Trainer/Assessor of any change to personal details, such as address, phone number
and email address
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The Department of Education and Training (DET) of NSW oversees the training and assessment in
accredited qualifications completed under the conditions of apprenticeships and traineeships. DET issues
a Certificate of Complete Proficiency upon the successful completion of a traineeship program. The
Department of Education, Employment and Workplace Relations (DEEWR) is responsible for
administering and processing payments for any incentives that an employer may be eligible for, it is
additionally the requirement of the Australian Apprenticeship Centre to facilitate these payments.

! I -#

An Australian Apprenticeship Centre (AAC) is responsible for the administration of traineeships and
apprenticeships and is overseen by DET NSW. An AAC Field Officer will complete the enrolment
paperwork on behalf of DET NSW and will also maintain contact through monitoring visits to follow the
progress of the training and assessment services being provided to each trainee or apprentice. The AAC
will also act as liaison between the employer and DEEWR for any possible incentives.

1 ' * l9 *
Work Savvy Training makes every effort to ensure potential clients and students are made aware of its

Fees, Charges and Refund Policy before accepting a student for enrolment. The policy applies to all fees
and charges applicable to the provision of accredited training under the RTO Scope of Registration.

Work Savvy Training may charge for services and resources provided such as enrolment administration,
learning resources, venue hire, photocopying, additional copies or re-issue of qualifications and academic
transcripts, and follow-up charges associated with late or non-payment, overdue fees and dishonour
cheque fees.

Irrespective of the availability and receipt of government subsidies by an employer, school, or student, it is
a requirement of Work Savvy Training that where course fees, administration charges or other charges are
applicable, these must be paid by the specified due dates on the tax invoice and paid in Australian dollars.

All students and clients have the right to take action under Australia’s consumer protection laws.

Full details of the fees and charges for classroom based courses are made available in course promotional
materials and on Work Savvy Training’s website. Advertised fees will include, or detail, course fees,
administration fees, material fees and any other charges associated with the cost of training to the student
(or employer).

Administration charges associated with Australian Traineeship and Apprenticeship training are based on
State Government funding and fees guidelines. These fees will be advertised on all promotional materials.

Existing-worker trainees may be required to pay a fee-for-service if not eligible for government funding. A
fee schedule is made available pre-enrolment within training proposals, and the Agreement for provision of
training clearly shows the applicable charges.

Fees and charges are always advised to the client/student prior to or at the time of enrolment through the
appropriate documentation. Any conditions relating to the payment of fees and charges is notified by a
written invoice or in Employer Traineeship Services Agreement.

A fact sheet detailing WST's Fees and Refunds Policy is published on our website.
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Date of Approval: 29/7/11 Page 12 Version 4



Students (or their employers) engaged in training which is funded by the State or Commonwealth
Government programs, will be made aware at the time of enrolment of the funding that is provided by the
Government, as well as any additional fees applicable such as Administration charge or resource costs.

Mandatory administration fees relating to New Entrant Traineeships and other Government Funded
Training is determined by the relevant State/Territory Training Authority

Administration fees must be paid before the commencement of training, or within 14 days of receipt of a
Work Savvy Training invoice.

Work Savvy Training reserves the right to cease services where there is non payment of administration
fee.

Administration fees required by State/Territory Training Authorities are subject to the particular
State/Territory Training Authority refund policy but are generally not refunded when the cancellation takes
place after the commencement of services by Work Savvy Training.

Fee for Service costs are negotiated and details will be illustrated in the Employer Traineeship Services
Contract or Fee For Service Contract as appropriate.

The initial instalment must be paid prior to the provision of training material and training commencing.

Please note Work Savvy Training reserves the right to hold issued certificates until full payment is received
as per Existing Worker or Fee For Service Contract.

"# $ ! %

Re-print of Certificates and/or Statements of Attainment will attract a fee of $50 plus GST. This fee is
invoiced directly to the participant upon request of re-print.

%

Work Savvy Training will not accept payment of more than $1000 for each individual student or trainee
before the commencement of a course or training program.

Following course commencement, Work Savvy Training may require fees in advance from, or for a student
or trainee, but only such that any given time, the total amount required to be paid for training yet to be
delivered does not exceed $1500 for each trainee or student.

&
A final notice will be issued within two weeks of the debt due date if the debt remains outstanding. Late fee
payment may incur a penalty fee of 5% of the total amount payable. Failure to pay the course fees within
14 days of the final notice may result in any or all of the following, until the full amount is paid

suspension from attending the course

suspension of the training program or traineeship delivery

loss of access to our eLearning system

loss of access to enrolment record information and academic transcripts
inability to graduate or complete the qualification

termination of the enrolment

report a breach of a Training Contract (Trainees and Apprentices)

non issuance of the Qualification Certificate or Statement of Attainment
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Work Savvy Training will accept the following payment methods:
Credit Card payment
Electronic payment
Personal, Bank or Business Cheque
Cash

Students seeking a refund should do so using the WS109 Refund Application Form available at reception
and on Work Savvy Trainings website. Applications for Refund can be submitted by email, post or at Work
Savvy Trainings premises.

A fact sheet explaining Work Savvy Trainings Fees and Refunds policy (WS110) is also published on the
website. The policy is also detailed in the student handbook (WS015).

Fee refund applications must be made within 28 days of a course withdrawal or cancellation of an agreed
training program.

Application for a refund of tuition fees in accordance with this Refund Policy must be made using the
WS109 Refund Application Form and, be supported by appropriate documentation where appropriate.

%

All refunds must be approved by the Chief Executive Officer (CEO) of Work Savvy Training. Exemptions to
the refund conditions may occur where the student has extenuating or compassionate grounds as
determined by the CEO.

& "

Work Savvy Training will pay approved refunds within 4 weeks of receiving the written request. Payments
of any outstanding debts to Work Savvy Training must be made before a refund will be processed. Refund
applications will not be processed where the signature on the Application for Refund does not match the
Student's signature.

All refunds for which a student is eligible will be paid into the student’s nominated bank account or as per
written instructions given to Work Savvy Training by the student. Work Savvy Training will provide the
student with a Letter detailing the outcome of Refund application, calculation and payment of the refund.

% "

Students are referred to Work Savvy Trainings Complaints and Appeals Policy available from the Work
Savvy Training reception or on our website if they wish to appeal the implementation of the Refund Policy.
This policy, and the availability of complaints and appeals processes, does not remove the right of the
student to take action under Australia’s consumer protection law.
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Withdrawal from training or cancellation of an agreed training program is received in writing by
Work Savvy Training at least 5 days before the commencement of training.

Work Savvy Training cancels a course, or an agreed training program before the
commencement of training. All students will be advised of their right to apply for a full refund
for a cancelled course in this circumstance.

g (

Withdrawal from a course or cancellation of an agreed training program with less than 5 days notice
before the commencement training program. Work Savvy Training will refund the cost of training less a
$100 administration fee.
Withdrawal from a course or cancellation of an agreed training program within 14 days of the
commencement of that training may result in a partial refund. Refunds will be assessed as follows:
o Existing Worker Traineeship programs cancelled within 2 weeks may result in a 75%
refund of any commencement payment
o0 Class based or other fee-for-service programs will be refunded on a pro-rata basis
calculated on the training delivered before the withdrawal or cancellation.

Costs associated with workbooks or learning materials provided to the trainee or student and an
administration fee of $100 will be deducted from any refund made.

Withdrawal from online or elLearning training where the unit of competency/s has not been
commenced and notice is provided within 5 days of enrolment into the eLearning unit of competency.
Work Savvy Training will refund the cost of training less a $100 administration fee.

Enrolled students who withdraw more than 14 days after course commencement owing to exceptional
circumstance can apply for fee refund. If granted, fees will be refunded on a pro-rata basis less 20%
of the total course cost. These Fee Refund Applications will be considered on a case-by-case basis.
Work Savvy Training cancels a course or training program after the commencement of the training.
Pro-rata refunds for the cancelled portion of the training program will be made in this circumstance.

(

Withdrawal or cancellation of a training program is received by Work Savvy Training after 14 days
from commencement of that program.

Online or eLearning units of competency have been commenced by the student or trainee.

Online or elearning units of competency have not been commenced, but the notice of withdrawal was
received after 5 days of enrolment into the eLearning program.

Administration fees relating to Government Funded Training (including New Entrant Traineeships) will
not be refunded after commencement of training.
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WST is committed to ensuring that training opportunities are available to all people on an equal and fair
basis.

All participants have equal access to training programs irrespective of their gender, culture, linguistic
background, race, socio-economic background, disability, age, marital status, pregnancy, sexual
orientation or carer’s responsibilities.

Work Savvy Training will endeavour to meet the needs of individual students through the integration of
access and equity guidelines. We will endeavour to ensure that equity principles for all people are
implemented through the fair allocation of resources and the right to equality of opportunity without
discrimination. Work Savvy Training will endeavour to increase opportunities for people to participate in
the training programs delivered within the vocational education and training system. We will endeavour to
provide training programs that consider the needs of all people within the community.

Work Savvy Training is committed to the following principles:
Ensuring that the student recruitment and admission process is bias-free and non discriminatory,
Ensuring that the learning environment is free from harassment, discrimination and victimisation

Ensuring that all curricula developed by Work Savvy Training are inclusive of a range of student
needs

Providing an assessment process that is fair, valid, reliable and consistent through
Ensuring that grievances are addressed in a fair and equitable manner.

Work Savvy Training is committed to supporting disadvantaged students, and has developed strategies
and support services aimed at assisting the following disadvantaged groups;

People with a disability

People with Literacy, Numeracy or English Language difficulties
Aboriginals and Torres Strait Islanders

Jobless Families, Parents and Carers

Long term unemployed
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A complaint would generally be directed at the performance of Work Savvy Training or its staff in the
delivery of our services. Complaints generally reflect perceived or actual errors, a grievance about a
company policy or decision, conduct of staff, speed of service or customer service concerns.

% %

An assessment appeal relates to an assessment outcome that a student or trainee does not agree with.
Students with assessment outcome grievances are able to appeal their assessment result through the
Complaints and Appeals process.

78 4 # ## A
1)

Talk directly to the trainer or staff member involved in the action or decision that you have an issue with.

We are keen to resolve issues quickly, and often just letting us know what is bothering you gives us a
chance to fix the issue right away.

| *

If you are unable to resolve the issue through discussions with our staff, or believe the circumstances of
your complaint cannot be resolved by talking directly with the trainer or staff member involved, the next
step is to lodge a formal complaint.

To do this, you will need to complete our Complaint Form or our Assessment Appeal Form. These forms
can be found on our website or be provided on request by any staff member of Work Savvy Training.
Simply complete the form and return it by fax, post, email or personally at our office.

|+

All formal complaints will be dealt with by our Chief Executive Officer (CEO). We take complaints
seriously, so our CEO will contact you within five (5) working days to arrange a time to discuss your
complaint. A record of your complaint will be made in our complaints or assessment appeals register.

The CEO will meet or discuss with you the complaint or appeal you have lodged. You are welcome to
bring a friend or advocate to this meeting if that is your choice. The CEO will also interview staff, trainers
or other students who may be involved in the dispute.

Work Savvy Training will arrange a re-assessment of assessment outcomes that are disputed.
Where appropriate, the CEO may mediate a dispute between parties and attempt to gain a resolution that
meets everyone’s needs.

Where a mutually acceptable resolution is found, Work Savvy Training will provide you with a copy of the
mutually agreed resolution which all parties will sign. Any agreed actions will be implemented and then the
complaint / appeal will be closed.
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Australian Skills Quality Authority

GPO Box 9928

Melbourne VIC 3001

/ll

National Training Complaints Hotline on 1800 000 67 4.

0

Work Savvy Management will review all complaints and appeals and, where appropriate, make changes to
our processes and policies.
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3T in a sealed
envelope. This feedback will then be sent to Work Savvy Management who will review your feedback as
part of our continuous improvement program.

Feedback may also be gathered in various other forms. A Participant Contact Form is to be completed by
your trainer at the end of every workplace monitoring or assessment visit to provide additional feedback to
stakeholders and WST management. Feedback may also be received in the form of emails and verbal
discussions.

We invite any suggestions or ideas on how we can improve our services. We also enjoy hearing about
your positive experiences and providing that feedback to our staff.

* "

If a trainer is unhappy or dissatisfied with your behaviour, they have the authority to:
Warn you that your behaviour is unsuitable
Ask you to leave the class, or
Immediately cancel the class

Work Savvy Training Management will deal with any disciplinary action where a student has breached the
Code of Conduct.

Students who wish to express a complaint in relation to disciplinary action taken, they have the opportunity
to follow our complaints procedure.

We expect that WST trainers and staff will maintain a professional and ethical working relationship with all
other staff, management and participants. Any breach of WST disciplinary standards will be discussed with
the trainer and WST CEO, and the appropriate action will be taken.

Document Approved By: Coleen Rivas WS015 Student Handbook
Date of Approval: 29/7/11 Page 19 Version 4



aneral business
for ensuring all

sted below:

Cuttnurivwediul Leyisidauull.
Human Rights and Equal Opportunity Commission Act 1986
Disability Standards for Education 2005
Disability Discrimination Act 1992
Racial Hatred Act 1995
Racial Discrimination Act 1975
Sex Discrimination Act 1984
Privacy Act And National Privacy Principles (2001)
Skilling Australia's Workforce Bill 2005
Skilling Australia's Workforce (Repeal and Transitional Provisions) Bill 2005.

State Based Legislation
- Vocational Education and Training Act 2005
Apprenticeship and Traineeship Act 2001 NSW
NSW Anti-discrimination Act (1977)
Workers Compensation Regulation 2003
Workplace Injury Management and Workers Compensation Regulation 2002
Affirmative Action (Equal Employment Opportunity for Women) Act (1986)
WorkCover Legislation Amendment Act (1996 No. 120)
Dangerous Goods (General) Regulation 1999
Occupational Health and Safety Act 2000 (as amended 2002)
Copyright Act, 1879. 42 Vic No 20 (modified 2006)
NSW Commission for Children and Young People Act 1998.
Occupational Health and Safety Regulation 2001
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It is our duty of care to provide you with a safe learning environment as per the legislative standards.
Although we do perform regular inspections, we do ask our classroom based students to report any
identified hazards or risks in our facilities. For more information please speak to your trainer or a WST staff
member.

In the event of assessment being conducted in your workplace environment, all WST personnel will
comply with the workplace’s OHS procedures when on site.
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Under Australian law, WST is required to ensure that we provide an environment that is free from all forms
of harassment and discrimination (including victimisation and bullying), so that staff and participants feel
valued, respected and are treated fairly.

WST management will ensure that all of our staff and contractors understand their roles and
responsibilities in creating such an environment, by a process of training, communication, mentoring and
by example. We will ensure all of our staff are aware of the processes and procedures for addressing any
form of harassment or discrimination.

Staff, contractors and participants should be aware of the following definitions:

‘Bullying' - is unwelcome and offensive behaviour that intimidates, humiliates and/or undermines a person
or group. Bullying involves a persistent pattern of behaviour over a period time and may include verbal
abuse, physical assault, unjustified criticism, sarcasm, insult, spreading false or malicious rumours about
someone, isolating or ignoring a person, putting people under unnecessary pressure with overwork or
impossible deadlines, and sabotaging someone's work or their ability to do their job by not providing them
with vital information and resources.

‘Confidentiality’ - refers to information kept in trust and divulged only to those who need to know.

‘Discrimination’ - is treating someone unfairly or unequally simply because they belong to a group or
category of people. Equal opportunity laws prohibit discrimination on the grounds of sex, marital status,
pregnancy, family responsibility, family status, race, religious beliefs, political conviction, gender history,
impairment, age or sexual orientation. Victimisation is also treated as another ground of discrimination.

'Harassment' - is any unwelcome and uninvited comment or action that results in a person being
intimidated, offended, humiliated or embarrassed. Equal opportunity laws prohibit harassment on the
grounds of sex and race.

'Racial Harassment' - occurs when a person is threatened, abused, insulted or taunted in relation to their
race, descent or nationality, colour, language or ethnic origin, or a racial characteristic. It may include
derogatory remarks, innuendo and slur, intolerance, mimicry or mockery, displays of material prejudicial to
a particular race, racial jokes, allocating least favourable jobs or singling out for unfair treatment.

'‘Sexual Harassment' - is any verbal or physical sexual conduct that is unwelcome and uninvited. It may
include kissing, embracing, patting, pinching, touching, leering or gestures, questions about a person's
private or sexual life, requests for sexual favours, smutty jokes, phone calls, emails, facsimiles or
messages, offensive noises or displays of sexually graphic or suggestive material.

‘Victimisation' - includes any unfavourable treatment of a person as a result of their involvement in an
equal opportunity complaint. Unfavourable treatment could include: adverse changes to the work
environment; denial of access to resources or work.

# # #

All staff and participants have a right to work in an environment free of any form of harassment and
discrimination

All reports of harassment and discrimination will be treated seriously, impartially and sensitively.
Harassment and discrimination, including victimisation and bullying, is unwelcome, uninvited and
unacceptable behaviour that will not be tolerated

When management is informed of any harassment or discrimination it has the responsibility to take
immediate and appropriate action to address it,

In dealing with all complaints, the rights of all individuals should be respected and confidentiality
maintained
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Whenever possible, all complaints should be resolved by a process of discussion, cooperation and
conciliation. The aim is to achieve an acceptable outcome while minimising any potential damage to our
organisation

Both the person making the complaint, and the person against whom the complaint has been made, will
receive information, support and assistance in resolving the issue

Victimisation is unacceptable and will not be tolerated. No person making a complaint, or assisting in the
investigation of a complaint, should be victimised

Harassment or discrimination should not be confused with legitimate comment and advice (including
feedback) given appropriately by management or trainers

Staff and participants should not make any frivolous or malicious complaints. All staff and participants are
expected to participate in the complaint resolution process in good faith.

n _I
WST takes your privacy very seriously and will comply with all legislative requirements, including the
Privacy Act and National Privacy Principles (2001).

In some cases, as required by law and as required by the AQTF, WST will need to make your information
available to others. In all other cases, WST ensures that your written permission is gained before
providing information to a third party.

Throughout your traineeship or course, WST will be required to provide information on your progress to
the Department of Education and Training, Australian Apprenticeship Centre and your employer. The
Australian Skills Quality Authority (ASQA) may also request to view participant records when they audit
WST.

$6.@ %$ 7 7 *.

WST accepts people under the age of 18 into our training programs. As such, WST has ensured that all
appropriate background checks have been completed on WST personnel, including Trainer/Assessors.

If your are under 18 and are enrolling with WST, your parent or guardian will be required to sign your
enrolment form as well to indicate that they agree with your enrolment.

Further information is available from WST management.
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| acknowledge that | have read and fully understand the
contents of this Participant Handbook, which outlines the conditions my rights and responsibilities as a
participant of Work Savvy Training’s programs.

Signature:

Date:

Witness

Name of Witness:

Signature of Witness:

Date:
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