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WELCOME

Educational Services & Consultants Pty Ltd are pleased that you chose to study with us.  Please take advantage of the educational opportunities on offer.  Enclosed you will find details of issues to assist your time here, please take time to read them.  We are keen for you to be successful.  If there are any ways for us to assist you, let us know.

If you need to contact any member of our staff, please feel free to ring either 

(08) 8294 2205 or 0438 931 069

EQUAL OPPORTUNITIES

Educational Services & Consultants Pty Ltd is committed to equal access to vocational education by all groups in society.  The Director is responsible for fostering the implementation of access and equity best practice.  Staff is responsible for ensuring they employ the policy and behave in a courteous, sensitive and non-discriminatory manner when dealing with other staff, students and clients.  Students are responsible for behaving in a courteous, sensitive and non-discriminatory manner when dealing staff, other students and clients.

HARASSMENT

Educational Services & Consultants Pty Ltd does not tolerate harassment of any form.  Any student who suffers from harassment of any kind should immediately seek assistance from a lecturer or staff member and you will be directed to the appropriate contact person.  Harassment policy brochures are available from our office.  The management and staff of Educational Services & Consultants Pty Ltd would like every student here to be able to enjoy their study experiences free of the distraction and unpleasantness of harassment.

LEARNING SUPPORT

If you are having difficulty with your course work then learning support is available.  Contact your lecturer, who will direct you to the appropriate person.

LIBRARY (LRC)

Please contact your course or subject coordinator for access to learning resource material.

RE-ISSUE OF BOOKS

Books or note sets are given out in many courses.  We print the number needed for the class.  If you lose yours and require a replacement, you will be charged the appropriate cost for module books in question.

INSURANCE

If a student or visitor to Educational Services & Consultants Pty Ltd has an accident, the company is liable only if it has not exercised “due care”.  Students may arrange their own accident insurance.  

MESSAGES

Messages will not be taken for students except in the most serious circumstances and even then Educational Services & Consultants Pty Ltd cannot take responsibility for delivery of messages.

SMOKING

NO SMOKING is the absolute rule within any building or premises.

DRUGS

Non-prescription drugs are not permitted within the grounds.  Offending students may be suspended or expelled and police action initiated.

GRIEVANCE PROCEDURES

If you have a complaint against Educational Services & Consultants Pty Ltd or a member of the company’s staff you are entitled to have your complaint dealt with fairly and rapidly.  It is our aim to ensure that all parties involved are protected from victimization and that confidentiality and privacy are maintained as far as possible.  To reduce the likelihood of an action for defamation, all parties should limit their discussion to factual details of the complaint.

For students

Complaints may be made in two ways:  informal and formal, and in either case the complaint may be withdrawn at any time.

Informal complaints :

1.  The individuals concerned discuss the problem with each other in an attempt to resolve it.

2.   If unable to resolve it the following options are available :

· The student may make a verbal complaint to a Lecturer, Staff Member or the Manager.

3. Options for dealing with the complaint then include :

· Resolving the issue by again speaking with the other party.

· Having the matter reconciled with the assistance of one of the two people   listed in point two.

4.   Taking no further action.

If complaints are not satisfied with the resolution of an informal complaint they may lodge a formal written complaint.

Formal complaints :

1. A student may lodge a formal complaint by forwarding a signed written complaint to the Director of Educational Services & Consultants Pty Ltd, 41 Curzon Street, Camden Park   SA   5038.

2. A response will be made in writing acknowledging receipt of their complaint within five working days.

3.  The Director will appoint a delegate to manage the grievance process.  Proceedings will start within two weeks and in most cases will be completed within a further two weeks.

4. Options for dealing with formal complaints include having the matter mediated by a trained mediator provided all parties participate in the mediation voluntarily, having the matter formally investigated, or obtaining advice from organisations outside Educational Services & Consultants Pty Ltd including legal advice or union advice, etc.

The Grievance / Appeals Procedure
Candidates have the right of appeal if they believe that the assessment procedure has been unfair, invalid or unreliable.  Appeals can be lodged in writing to :

The Director, Educational Services & Consultants Pty Ltd, 41 Curzon Street, 
Camden Park SA   5038.

The appeals body will consider the papers, talk to the assessor and the student and make a decision.  A second assessor could possibly be sent out to reassess the student.

If candidates feel that the grievance/appeals process has not been satisfactory, they can lodge appeals with external bodies, who include :

· Government of Western Australia Department of Training and Workforce Development 16 Parkland Road Perth WA 6000 Ph: 6551 5000
· Australian Skills Quality Authority ASQA 1300 701 801 www.asqa.gov.au
FINANCIAL ASSISTANCE

Abstudy

If you are of Aboriginal or Torrens Strait Islander descent and studying either full-time or part-time you may be eligible for an Abstudy grant.  For further information contact Abstudy through Centrelink. 
Austudy

This is a Commonwealth Government scheme providing financial help to eligible students undertaking full-time study in approved courses.  To be eligible for Austudy you will need to meet a variety of criteria regarding income and assets.

Sole parents and some other pensioners may be eligible for a supplementary allowance if they are studying more than 25% of a full-time load.  Sole Parent beneficiaries may also be eligible for a special childcare subsidy.  For further information contact Austudy through Centrelink. 
Centrelink and Jet Scheme

You may be eligible for assistance with full-time or part-time studies.  Contact your local Centrelink Office for further information, or speak to your subject or course coordinator.

FLEXIBLE DELIVERY AND LEARNING STYLES

There have been some dramatic developments in training and education over the last few years.  We would like to give some comment about them.  In particular :

Open learning

Competency-based training

Recognition of prior learning

Flexible delivery

Essentially you may learn your course material in a variety of ways :

Lectures

Tutorials

Computer-based learning

Research projects

Performing practical tasks

Videos

Audiotapes

Reading texts, reference books and journals

On-job completion of practical skills.

Sometimes courses will be formally structured with conventional classroom lectures.

At other times you may have time allocated to seek information in your own time while at Educational Services & Consultants Pty Ltd.  This is not unstructured time off, but time for self-paced learning.

We find that individual students learn best in a variety of ways.  You may prefer one learning style over another.  You will find variety within some subjects.  And certainly not all subjects are presented in the same way.

So, if you find yourself scheduled with some time for ‘self study’, ‘tutorial’ or ‘self-paced’ between lectures and skills sessions at Educational Services & Consultants Pty Ltd, these are the times when you can study the work allocated, or advance at your own pace.  They are not intended as non-study times.  

OVERVIEW

Mentoring/coaching is a process of building a working environment and relationship that assists in developing skills and work performance.  Ideally a coach or mentor should be an active partner in the learning process.  He/she will help the learner focus on improving performance by providing a supportive and confidence building atmosphere.

COMPETENCY BASED TRAINING (CBT)

This is one of the most exciting concepts in training.

· Each unit will have defined learning outcomes, which relate to workplace competencies.

· All learning outcomes, whether practical skills or knowledge will be listed for you.  You will know what you have to learn or perform practically to complete the course, before you start.  All learning outcomes will be tested.

· The concept involves no pass or fail.  You continue to do the task until you have satisfactorily achieved the stated learning outcomes.  That is, you will “complete or not complete”.  This means that the variation between students will be mainly in how much work it takes to reach a competent standard.

· When you complete your learning outcomes to the required standard you will receive a CA or NYC.

· CBT has two other special characteristics.  The skill is done :

· To a certain standard (acceptable to industry)

(e.g. estimating body weight to 90% accuracy).

NON ATTENDANCE AT TIMETABLED SESSIONS

· If you are unable to attend a session on a particular day, phone Educational Services & Consultants Pty Ltd on (08) 8294 2205 or 0438 931 069 and leave a message with the administration staff.

· This applies particularly to Traineeship students whose attendance at Educational Services & Consultants Pty Ltd is one of their employment obligations.

· It is the student’s responsibility to catch up on all missed work, including practical skills.  Missed class work is not an excuse for being unprepared for competency assessment.

This means that both you and your employer will have a comprehensive idea of your skill level.

RECOGNITION OF PRIOR LEARNING / RECOGNITION OF CURRENT COMPETENCY (RPL/RCC)

RPL/RCC – What is it?

Through the Recognition of Prior Learning/Recognition of Current Competency (RPL/RCC) process, you can get formal credit in training.

· Your LIFE and WORK EXPERIENCES, either in Australia or overseas.

· TRAINING you have done, either in Australia or overseas.

· QUALIFICATIONS you have gained in other countries.

How can RPL/RCC help me?

Not everyone who enters Educational Services & Consultants Pty Ltd course is a real beginner.  If you already have some competence in your course of study, and can provide evidence of it, you can ask for an RPL/RCC assessment.  This means you may finish your course earlier or have a lighter study load.  You can even get credit for a whole course.

Can I apply for RPL/RCC in any course?

You can only apply for RPL/RCC at a Educational Services & Consultants Pty Ltd course that has been written in terms of learning outcomes.

Can anyone apply for RPL/RCC?

Usually you have to enroll at a Educational Services & Consultants Pty Ltd course first and then apply for RPL/RCC.  However if you have overseas qualifications to be recognized through RPL/RCC, the procedure may be different.

You are advised to attend all classes in the subject until your RPL/RCC application is assessed, in case it is not successful.

For further information regarding RPL/RCC obtain the relevant papers from the reception area.

EXAMINATION POLICY

General

Any student who fails to attend a scheduled examination (theory or practical) will be regarded as having withdrawn from the subject.  If such a student wishes to obtain a result for the subject they will have to undertake the examination on the next occasion it is offered, which will usually be the following year.

Supplementary examinations

Supplementary examinations will only be granted in the following circumstances :

· Inability to attend due to illness in which case a medical certificate must be provided.

· Inability to attend due to compelling and unavoidable job commitments, in which case, written confirmation of the circumstances must be provided by the employer.

Other compelling and unavoidable circumstances such as family bereavements in which case the student must apply in writing for a supplementary examination explaining the circumstances for non-attendance at the scheduled examination.  Approval for a supplementary examination will be at the discretion of the Director of Educational Services & Consultants Pty Ltd.

· Students who do not meet the criteria will have to repeat the subject next time it is offered.

· If a student fails a supplementary exam, they will be required to repeat the subject next time it is offered.

· If a student requires a supplementary assessment and does not attend, they will be required to pay an assessment fee of $50.00 to attend a subsequent examination unless they can provide a medical certificate which states that they were unable to sit.

· If the student’s supplementary assessment is unsuccessful they will then need to re-enroll with the next available regular student group and pay the full fee for that unit.

· Absences from assessment due to recreation leave or holiday commitments are not grounds for a supplementary examination.

Partial assessments

Where a particular examination forms part only of the assessment for the subject (e.g. where additional examination may occur later in the course) the circumstances in relation to granting supplementary examinations are as described above.  If however, no supplementary examination is granted and the student wishes to continue in the subject, the student will be scored zero for the missed examination and may or may not achieve sufficient marks in the remaining assessments to pass the subjects.

If the examination is the only assessment for some of the unit learning outcomes then the student will be assessed as NYC and so will fail the subject.

Practical assessments

Under competency based training, you must complete the practical and theoretical aspects of the course to the required standard to pass.

If you do not achieve the standard at your first attempt in a practical examination, you may repeat the examination.  However, because of the time and expense involved in repeats, it will be subject to the following conditions :

· You may attempt the examination to show your competency once at the normal examination time and then once more only that year.  Otherwise you will be required to repeat the subject the following year.

· The repeat examination may be subject to a $50.00 materials and labour fee.

· The repeat must be completed within 4 weeks of the original skills examination.

Preparation for examinations

Students must ensure that they are fully prepared to pass all learning outcomes in both theory and practical assessments when presenting for assessment.  See your lecturer if you need extra tuition in theoretical or practical aspects of the module.

SAFETY PROCEDURES FOR PRACTICAL AREAS

The following policy regarding dress code applies in all practical areas.

Stable wear

You must provide your own :

· Pair of elastic sided work boots

· Correct fitting “Australian Standards Approved Jockey/Harness helmet (specification 2063.3)

· Safety riding/driving vest approved by SATRA, ARB or SAHRB

· Protective clothing for stable work

Hair

Long hair must be either covered or tied back during practical classes.

Footwear

Students must not wear thongs, open shoes or sandals in any practical area.  Students must wear closed shoes or boots.

Your attention is also drawn to procedures that must be followed during practical activities :

Personal hygiene

A high standard of personal hygiene must be maintained at all times.  Wash your hands thoroughly with hot water and soap and, if necessary, an antiseptic solution, before leaving the practical area for any purpose.

Food and drink

Do not keep or consume any food, drink or sweets in the practical areas.

Cuts and Abrasions

Any existing cut or abrasion should be covered by a waterproof dressing prior to working in any of the practical areas.

Work Benches

Working areas must be kept clean and tidy and waste material disposed of into the bins provided.

Injuries

Any student, who sustains an injury during any practical activity no matter how minor, must immediately report the injury to the lecturer or supervisor involved.

Vaccination

It is strongly recommended that all students involved in any practical course with Educational Services & Consultants Pty Ltd, have current vaccination cover against TETANUS.

PAYING COURSE FEES BY INSTALLMENT

If you do not have the money available to pay your course fees in full at enrolment you may be eligible to pay your fees by instalment.

Am I eligible?

The following criteria applies :

· I am not an International Student

· My fees are not less than $100

· I do not have outstanding fees with any other training provider

· I am on a low income and/or claiming Financial Hardship

· I have not defaulted on previous Fees by Installment Agreements

See your subject coordinator

How do I apply?

Students are required to apply through an assessment process where they will be required to complete a Fees by Instalment Application Form, an enrolment form with the fees recorded, and return both forms to Educational Services & Consultants Pty Ltd office.

APPLICATION FOR REFUND OF FEES

Educational Services & Consultants Pty Ltd refund policy states that students may be eligible for a full or partial refund of the Regulated and/or Unregulated fees, subject to any amounts owed, and a nominal refund charge to cover administrative costs, when they withdraw from a class.

The administrative charge for the provision of a student-initiated fee refund is $10 per refund.

Where a refund results from circumstances caused by Educational Services & Consultants Pty Ltd (e.g. cancelled class) a full refund of the Regulated Fee shall apply.  No administrative fee for the provision of this refund will apply.  A full refund less the administrative charge will apply where a student :

· Withdraws before delivery commences.

· Where a student withdraws for reasons of personal circumstances before 50% of the delivery has been concluded, a 50% refund of the Regulated Fee shall apply.  The date of withdrawal shall be the date that Educational Services & Consultants Pty Ltd receives the refund application.

Such “Personal circumstances” are to be beyond the student’s control including :

· Sickness (verified by a medical certificate)

· Change of employment hours or location (verified by employer)

· Other reasons at the discretion of the delegate.

All previous refund arrangements have been revoked.

Weekend Workshops

There are NO REFUNDS of fees and charges for weekend workshops as no allowance is made for student withdrawals in the costing of these courses.

Fee for Service Courses

NO REFUNDS of fees and charges will be given under any circumstances.

Refund Charge

A refund charge of $10.00 shall be deducted from student-initiated refunds.

REFUNDS ARE NOT GRANTED AUTOMATICALLY

THE ABOVE POLICY WILL BE STRICTLY ENFORCED.

PROTECTION OF STUDENT FUNDS

All government moneys, including student fees are secured from the time of receipt until the time of banking in accordance with Government Policies.

PROVIDERS RESPONSIBILITIES

As a Registered Training Organisation  we are required to :

Abide by national principals, standards and protocols.

Implement continuous improvement, through self-monitoring and evaluation.

Participate in external audits and reviews

Meet the requirements of endorsed industry training packages(s) and/or accredited courses.

Abide by a defined Code of Practice (see below)

Collect and store (for a minimum of seven years), student information, and make that information available when required.

CODE OF PRACTICE

For the purpose of this Code “trainee” refers to any person, participating in education or training delivered by Educational Services & Consultants Pty Ltd.

1.
   Introduction

As an accredited provider of education and training, Educational Services & Consultants Pty Ltd is required to meet the Accreditation and Registration Council’s Code of Practice.

The Code of Practice is designed to provide the basis for good practice for the marketing, operation, financing and administration of training services by training providers registered in South Australia.

2.
   Provision of Education and Training Services

Educational Services & Consultants Pty Ltd will adopt policies and management practices which maintain high professional standards in the delivery of education and training services, and which safeguard the interests and welfare of trainees.

Educational Services & Consultants Pty Ltd will maintain a learning environment that is conducive to the success of trainees.

Educational Services & Consultants Pty Ltd will have the capacity to deliver the courses for which it has been registered, provide adequate facilities and use methods and materials appropriate to the learning needs of trainees.

Educational Services & Consultants Pty Ltd will monitor and assess the performance and progress of its trainees.

Educational Services & Consultants Pty Ltd will ensure that teaching staff are not only suitably qualified but are also sensitive to the cultural and learning needs of trainees, and will provide training for its staff as required.

3.   Marketing of Education and Training Services

Educational Services & Consultants Pty Ltd will market its educational services with integrity and accuracy, avoiding vague and ambiguous clauses.

No false or misleading comparisons will be drawn with any other provider or course.

4.   Financial Standards

Educational Services & Consultants Pty Ltd will put in place measures to ensure that trainees receive a refund of fees for services not provided, including services not provided as a result of the financial failure of Educational Services & Consultants Pty Ltd.

Educational Services & Consultants Pty Ltd will adopt a refund policy that is fair and equitable.

Educational Services & Consultants Pty Ltd will ensure that the contractual and financial relationship between the trainee and Educational Services & Consultants Pty Ltd is fully and properly documented and that copies of the documentation are made available to the trainee.

Documentation shall include; the rights and responsibilities of trainees, costs of training, payment arrangements, refund conditions and any other matters that place obligations on trainees.

5.
   Provision of Information

Educational Services & Consultants Pty Ltd will supply accurate, relevant and up-to-date information to prospective trainees covering but not limited to the matters listed in Attachment A to this Code.

Educational Services & Consultants Pty Ltd will supply this information to trainees before it enters into written agreements with trainees and will review regularly all information provided to trainees to ensure its accuracy and relevance.

6.   Recruitment

Recruitment of trainees will be conducted at all times in an ethical and responsible manner.  Offers of course placement will be based on an assessment of the extent to which the qualifications, proficiency and aspirations of the applicant are matched by the training opportunity offered.

Educational Services & Consultants Pty Ltd will ensure that the education background of intending trainees is assessed by suitably qualified staff and/or agents and provide for the training of such staff and agents, as appropriate.

7.
   Support Services

Educational Services & Consultants Pty Ltd will provide adequate protection for the health, safety and welfare of trainees and, without limiting the ordinary meaning of such expression, will include adequate and appropriate support services in terms of academic and personal counseling.

8.
  Grievance Mechanism

Educational Services & Consultants Pty Ltd will ensure that trainees have access to a fair and equitable process for dealing with grievances and will provide an avenue for trainees to appeal against decisions, which affect the trainee’s progress.

Every effort will be made by Educational Services & Consultants Pty Ltd to resolve trainees’ grievances.  To this end, a member of staff will be identified to trainees as the reference person for such matters.  In addition, the grievance mechanism as a whole will be made known to trainees at the time of enrolment.

Where a grievance cannot be resolved internally, Educational Services & Consultants Pty Ltd will advise trainees of the appropriate legal body where they can seek further assistance.

Students will be made aware that Educational Services & Consultant also has a complaints register. Any enquires can be made to the director.

9.
   Record Keeping

Educational Services & Consultants Pty Ltd will keep complete and accurate records of the attendance and progress of trainees, as well as financial records that reflect all payments and charges and the balance due, and will provide copies of these records to trainees on request.  Clients/students can access their information and results at any time by contacting office staff or the Director on 0438 931 069.
10. Recognition of Qualifications Issued by other RTO’s


Our organisation issues qualifications and Statements of Attainment to trainees who meet the required outcomes of a qualification or unit of competency, in accordance with the AQF Implementation Handbook.

SOME POTENTIAL RISKS IN A PRACTICAL CLASS

Students involved in our courses participate in a variety of practical activities.  Neither Educational Services & Consultants Pty Ltd nor the Department of Education, Employment and Training provides any insurance cover for students participating in the practical activities of these courses.  Insurance can be arranged to cover these activities but it must be arranged privately.

In addition, students who have any medical condition that may be aggravated by participation in practical classes or which may add to the risks involved in their participation are requested to inform their lecturers, so that appropriate precautions may be taken.  Such information will be treated as confidential.

TETANUS COVER

Due to the risk of bites, scratches and abrasions whilst attending to animals on courses run at Educational Services & Consultants Pty Ltd, and during visits, practical work and field days, it is recommended that all students ensure that they have current tetanus cover.

Levels of immunity following complete vaccination last 3-5 years, but if you are not sure as to your cover, a repeat vaccination would be wise.

Bill Hunt

Director
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