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INTRODUCTION
ABOUT INDUSTRY COMPLIANT TRAINING (ICT)

Industry Compliant Training (RTO No, 40825) is as an assessment only Registered Training
Organisation (RTO) registered with the Australian Skills Quality Authority (ASQA). ICT under its current
registration does not offer any accredited training or delivery services. ICT only offers assessment
services which includes Recognition of Prior Learning (RPL), and any additional verbal or written
assessment tasks identified during the RPL process.

training.gov.au - 40825 - INDUSTRY COMPLIANT TRAINING LTD.

ICT currently specialises in the following Units of Competency:

e RIIHAN3O1E Operate elevating work platform training.gov.au - RIIHAN301E - Operate
elevating work platform -EWPA Yellow Card®

e RIIHAN309F Conduct telescopic materials handler operations training.gov.au - RIHAN309F -
Conduct telescopic materials handler operations — TSHA Gold Card

e BSBPMGA426 Apply project risk management techniques training.gov.au - BSBPMG426 - Apply
project risk management techniques — EWP Supervisor Course (ESC)

Industry Compliant Training has two major clients: The Elevating Work Platform Association (EWPA)
and the Telescopic Handler Association of Australia (TSHA). Industry Compliant Training supports its
two clients through providing highly customised services that meet the needs & requirements for
industry focused Nationally recognised training. The EWPA Yellow Card® & the TSHA Gold Card & the
EWP Supervisor Course (ESC) have all been aligned to their respective UOC.

Industry Compliant Training takes pride in the quality of the services we deliver, and we extend a warm
welcome to applicants seeking to receive a Recognition Pathway to Nationally Recognised Training
from either the Yellow Card®, Gold Card or EWP Supervisor Course.

ACKNOWLEDGEMENT OF COUNTRY

Industry Compliant Training (ICT) would like to acknowledge the Aboriginal and Torres Strait Islander
Peoples as the Traditional Custodians of the Land, Rivers and Sea. We acknowledge and pay our
respects to the Elders; past, present and emerging of all Nations.

USING THIS HANDBOOK

This handbook is provided to all participants looking to enrol with Industry Compliant Training (ICT) to
provide participants with information about our policies and procedures towards the RPL assessment
program you are enrolling into and lists legislated safety and other requirements. If participants have
any concerns regarding safety, discrimination, or equity issues, then they should discuss these with
ICT directly. All enquiries will be dealt with in a supportive, respectful and confidential manner.

CONTACT DETAILS FORICT

Industry Compliant Training (ICT) National Office on 02 9998 2222 or alternatively email
info@industrycomplianttraining.com.au.
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Industry Compliant Training Ltd.
PO Box 1304
Mona Vale NSW 1660

KEY ICT CONTACTS

James Oxenham — ICT RTO CEO
Nicolas Chiew-National Training Consultant (NTC)

Tempel Matterson- Training Coordinator (TC)
Robyn Herdman- Quality Assurance Auditor (QAA)

PARTICIPANT SELECTION

Standard 2.1: VET Students have access to clear and accurate information, including to make
informed decisions about the training product and the RTO, and are made aware of changes that
affect them

Standard 2.2: VET Students are advised, prior to enrolment, about the suitability of the training
product for them, taking into account their skills and competencies

Industry Compliant Training delivers specialised assessment only programs to its two clients: The
EWPA and the TSHA. As ICTs clients are both Industry Associations & peak bodies in their respective
fields, their programs aim to exceed the requirements of industry standards & focuses heavily on
ensuring our participants are safety focused, job ready with increased employment prospects and
aware of their responsibilities under legislative compliance both as a worker and/or as a Person
Conducting a Business or Undertaking (PCBU).

These programs are highly specialised with several entry requirements. Industry Compliant Training
requires applicants to the RIIHAN3O1lE Operate elevating work platform to have successfully
completed the EWPA Trained Operator Licence (Yellow Card®) within the last 6 (six) months, and for
applicants to the RIIHAN309F Conduct telescopic materials handler operations to have successfully
completed the TSHA Trained Operator Gold Card within the last 6 (six) months. Applicants to the
BSBPMG426 Apply project risk management techniques to have successfully completed the EWPA
EWP Supervisor course (ESC) within the last 6 months. The RPL assessment programs offered by ICT
have been specifically designed at the request of the EWPA and TSHA for the specific training of their
operators.

We are committed to ensuring that participant selection processes are fair and equitable and
consistent with current workplace performance & competency level and the requirements of Training
Packages and other relevant legislative requirements. The RTO CEO acts as the access and equity
officer for Industry Compliant Training so if you are experiencing any harassment or discrimination,
please refer the matter to the RTO CEO or the National Training Consultant in writing or call ICT
National Office & speak to any ICT staff member. All enquiries will be dealt with in a swift, supportive,
respectful and confidential manner.
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INDUSTRY COMPLIANT TRAINING

e Aims to ensure that access to quality training programs and assessment is available,
regardless of gender, socioeconomic background, disability, ethnic origin, age or race.

e Delivers assessment services in a non-discriminatory, open, and respectful manner.

e  Ensures staff are appropriately skilled in access and equity issues, including cultural & First
Nations awareness and sensitivity to the requirements of clients with special needs. -
Conducts participant selection for assessment opportunities in a manner that includes and
reflects the diverse participant population.

e  Provides culturally inclusive language, literacy and numeracy advice & referral (if
necessary) including an industry aligned Pre-Work Assessment (PWA) and assistance to
help participants meet personal assessment goals.

e Isaccountable for its performance in adhering to the principles of this policy and welcomes
feedback as part of its quality improvement system.

e Requires staff and participants to always comply with access and equity legislation &
associated requirements.

Industry Compliant Training provides equal opportunity in vocational education. Our staff members
have responsibility for access and equity issues for all participants with whom they assess and work.
They are expected to act in accordance with their rights and responsibilities set out in this Participant
Handbook.

ICT is not a CRICOS provider and all participants enrolling in our assessment only programs must be
Australian citizens or residents.

ENROLMENT

For our clients to enrol in our specialised RPL assessment only programs you can email
(info@industrycomplianttraining.com.au) or call us 02 9998 2222 and you will be checked for eligibility
and advised on next steps. Once eligibility has been confirmed you will be sent an enrolment link for
the RPL via our aXcelerate learning management system. This will give you access to the following
documents that are also available on out ICT website. www.industrycomplianttraining.com.au. It is
important that you familiarise yourself with these prior to enrolment.

e  This Participant Handbook.

e Information on Recognition of Prior Learning (RPL)

e The Fee Schedule showing current fees and other costs associated with our programs
outlined in this Participant Handbook.

e  Refund information.

e  Complaints and appeals information; and

e  Program information and outcomes.

Participants are required to complete the online Enrolment form in aXcelerate. When your enrolment
is received, it is assessed by our Senior Accredited Trainer (SAT), and you will be advised of your
outcome via email though the aXcelerate learning management system.

ICT will be deciding about your enrolment suitability based on the information you provide so it is
important that you provide us with everything we require.
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Applicants who are in dispute of a Not Yet Competent outcome (NYC) may submit an appeal.
Applicants should contact ICT directly or refer to the complaints and appeals process located in this
Participant Handbook or on our website: http://www.industrycomplianttraining.com.au/

CHANGE OF ADDRESS, NAME OR CONTACT DETAILS

Itis a requirement that we have your correct name and contact details while you are enrolled with us.
If you change address, name, or contact details after enrolment please notify Industry Compliant
Training within 7 days. Our contact details can be found on the first page of this handbook.

CANCELLATION/WITHDRAWAL

If you are having difficulty with your RPL application and are considering withdrawing, speak to your
Accredited Trainer (AT) assessor or an ICT staff member as they can assist you in putting a plan in place
to assist and support you to complete your application. Every effort will be made to assist you to
continue your RPL application where possible however, should you wish to cancel or withdraw from
your application, whether before or after commencement, you must advise Industry Compliant
Training in writing. Information on refunds can be found in the Fees and Refunds Policy on the website
or in the Fees and Refunds section of this Participant Handbook.

OBLIGATION TO RECOGNISE QUALIFICATIONS AND STATEMENTS OF ATTAINMENT

It is our obligation to recognise qualifications and statements of attainment issued by other RTOs.
Originals or original certified copies of qualifications and statements of attainment issued by another
RTO or listed under your Unique Student Identifier (USI) transcript are accepted under Credit Transfer
arrangements where the qualification or competence is considered equivalent to the one for which
transfer is being granted. E.g. you have an older UOC from one of our courses that you have
successfully undertaken, and a new UOC is released, and it is equivalent & you would like to upgrade.
Currency rules will still apply.

Standard 1.7: VET students who have completed an equivalent training product are supported to
obtain a credit transfer.

Please note however that Industry Compliant Training is not obligated to issue any certificate that
would be entirely comprised of units or modules completed at another RTO or RTOs.

As ICT is an assessment only RTO please note we only issue Statements of Attainment (SoA) for
EWPA/TSHA courses delivered by our Accredited Trainers and against our YC, GC & ESC training
programes.

Standard 1.3: The assessment system is fit-for-purpose and consistent with the training product

It is expected that staff and participants 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 participants will conduct themselves
in a manner which respects the laws of Australia, including the states and the regulations of statutory
bodies.

It is expected that all participants will:
» Ensure an understanding of the requirements for the RPL assessment of the program or unit.

» Notify ICT of any change in address or personal details.
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Maintain a high standard of behaviour whilst interacting with ICT staff when undertaking RPL
assessment activities.

Refrain from behaviour that may disrupt or interfere with the RPL assessment of others.
Take responsibility to identify and tell staff about any individual needs as a participant.

Keep Accredited Trainers (AT’s) informed of any difficulties that may be interfering with your
assessment or where you may need some extra assistance.

Ensure you have successfully completed your YC® or GC or ESC before attempting an RPL
application.

Be aware of, and comply with, ICT’s policies that may affect participant.

Always conduct themselves appropriately whilst a participant with ICT. Including all staff
employed by ICT, Elevated Work Platform Association (EWPA) & Telescopic Handler Association
(TSHA).

Industry Compliant Training is responsible for the quality of services provided in compliance with the
Standard’s for RTOs 2025 and the corresponding National Vocational Education and Training
Regulator 2025 legislation and/or its successors and for the issuance of the AQF Certification
Documentation. We take pride in the quality of services we deliver to our and clients and we strive to

provide an environment that is supportive to our participants.
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LANGUAGE, LITERACY AND NUMERACY AND DIGITAL NUMERACY (LLND) & THE PRE-WORK
ASSESSMENT (PWA)

Standard 2.3: VET Students have reasonable access to training support services, trainers and
assessors and other staff to support their progress through the training product.
Overview-The ACSF & Foundation Skills

What is the ACSF? The Australian Core Skills Framework (ACSF) provides a rich, detailed picture of
real-life performance in the five core skills of: -

e Learning

e Reading

e Writing

e Oral Communication
e Numeracy

These skills are essential for individuals to participate effectively in our society. They are inextricably
interwoven into all parts of our lives, being directly or indirectly linked to the physical, social, and
economic wellbeing of individuals, workplace productivity and safety, community interaction and
capacity, and to Australia's economic and community wellbeing. The ACSF reflects contemporary use
of English in Australia.

The ACSF has been developed to facilitate a consistent national approach to the identification and
development of the core skills in diverse personal, community, work, and education and training
contexts.

How can the ACSF be used?

Benchmarking an individual's core skills performance, The ACSF can be used to identify and describe
an individual's performance in any of the core skills at a point in time. The Framework's specificity
makes it possible to identify a person's areas of strength and need with some precision, so that training
can be targeted to areas of need and an individual's progress monitored over time. The ACSF can also
be used to develop core skills profiles of learner cohorts.

Mapping Core Skills Requirements in Education and Training

The ACSF can be used to map the core skills requirements of any education and training course or unit
to clarify and articulate core skills expectations, priorities and gaps. This facilitates the identification
of similarities and differences between core skills requirements and expectations of performance
within and across courses, disciplines, and sectors. A broad range of adult English Language, Literacy,
Numeracy & Digital Literacy (LLND) curricula have been mapped or aligned to the ACSF, and it is also
being used to identify, clarify, and describe core skills requirements in national Training Package
qualifications. *

*ACSF Commonwealth of Australia 2012

Foundation Skills

Foundation skills are an integral part of a unit of competency and need to be assessed by the course
provider. Foundation skills that are essential for performance can be explicitly included in the
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performance criteria of a unit of competency. Or, if not explicitly included in the performance criteria,
they should be described in the ‘foundation skills’ field of the unit of competency in the course
document.

RTO Standards 2025 Standard 1.3 The assessment system is fit-for-purpose and consistent with the
training product.

‘You can demonstrate how your assessment system ensures assessment is fit-for-purpose and
consistent with the requirements of the training product, and at an appropriate level of difficulty. ‘

Foundation skills are the competencies that underpin workforce participation, productivity, and social
inclusion. They include English language, literacy, numeracy and digital (LLNDDD) and employability
skills. These are core “learning to learn” skills, necessary to provide people access to an education
system from which follows opportunities to develop careers and engage in lifelong learning. ***

*** Department of Employment & Workplace Relations
What does this mean for ITC, EWPA & TSHA?

When enrolling our new operators into our Yellow Card ®& Gold Card courses, we MUST ensure that
they have the basic reading and numeracy skills required of an EWP Operator or Telescopic Materials
Handler. Safety is an essential requirement in both roles for both the operators and those they work
with on site. EWPA & TSHA require that all potential operators have the minimum LLNDD ability to
complete the following:

e read safety signs at workplaces
e read and interpret operating manuals, equipment logbooks, compliance plates

e read and understand a safe work procedure, job safety analysis, safe work method statement
and/or a risk assessment

e verbally report and explain a safety hazard, machine fault etc
e complete a hazard report form

e complete machine logbooks correctly and accurately e.g. document pre-start checks and
machine faults

e identify and calculate relevant mathematical information to determine equipment operating
capacities

When enrolling operators into our EWP Supervisor Course (ESC) we MUST ensure that they have the
basic reading, writing, & oral communication skills necessary of an EWP Supervisor. Safety & risk
management is an essential requirement in an EWP supervisor role for both the operators and those
they work with & supervise on site. EWPA & TSHA require that all EWP Supervisors have the minimum
LLND ability to complete the following:

e Ability to construct meaning from complex texts like Australian Standards, WHS legislation &
operating manuals

e Ability to document analytic results from risk management assessment & communicate
appropriately to the required audience.

e Ability to communicate clearly in both verbal and non-verbal contexts to impart required
useful information. Uses active listening & questioning on site to elicit views and opinions of
others.

e |dentifies own role in terms of the broader safety and risk goals of EWP operations on-site or
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with a company.

Ability to work with other teams in a variety of site settings using appropriate communication
to achieve shared safety and risk goals relating to EWPs.

Ability to plan and organise own schedule around EWP safety and risk to identify opportunities
for improvement.

Identifying LLND Needs

Identification of LLND needs will occur prior to the start of training. To assist the Accredited Trainer,
identify LLND needs prior to training the following is required:

All participants will be asked to complete their PWA online OR complete a hard copy of the
relevant (YC®, GC or ESC) Pre- Workplace Assessment (PWA) BEFORE class starts. All
participants MUST complete the assessment satisfactorily.

Participants must complete the Pre-Workplace Assessment on their own under the
supervision of an AT. Calculators may be used for numeracy sections.

Participants who are unable to demonstrate sufficient reading & numeracy (or reading,
writing & oral communication for ESC) required of the job will be discretely advised and
further options made available to them to increase their skills in this area should they choose
to do so. These may include the Skills for Education and Employment (SEE) program and other
LLND options available from government funded programs. These details are listed later in
this handbook.

The AT may discuss LLND skills expectations with employers and/or participants prior to the
course/session if possible.

The units of competency that all the EWPA & TSHA courses are aligned to have the following language,
literacy, numeracy, digital numeracy and employment skills already identified. These are essential for
performance against an industry standard & for successful completion of the knowledge and
performance assessments:

Authorised by — Industry Compliant Training
RTO Code: 40825
Issue Date-24t October 2025

ICT Participant Handbook
Version 2.9
Page 11




Relevant UOC

EWPA Yellow Card®

RIIHAN3O01E Operate Elevating Work Platform

Australian Core Skills Framework (ACSF) Level

Level 3

Reading o Identifies and interprets relevant
information and ideas from workplace
procedures, documentation, safety
alerts, legislation, and regulations

Numeracy e Identifies and comprehends relevant

mathematical information in required
to determine equipment operating
capacities

Relevant UOC

RIIHAN309F Conduct Telescopic Materials
Handler Operations

TSHA Gold Card

Australian Core Skills Framework (ACSF) Level

Level 3

Reading e Identifies and interprets relevant
information and ideas from workplace
procedures, documentation, safety
alerts, legislation, and regulations

Numeracy e Uses equipment operating capacity

schedule to confirm safe weight load
limits.
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Relevant UOC BSBPMG426 Apply Project Risk Management
Techniques

EWP Supervisor Course (ESC)

Australian Core Skills Framework (ACSF) Level | Level 4

Reading e Applies appropriate strategies to
construct meaning from complex texts
e Documents results of analyses using

Writing : T
required organisational formats
Contribute to project documentations
using  structure and vocabulary
appropriate to audience, context and
purpose

Oral Communication e Participates in a range of verbal

exchanges using clear language and
non-verbal features to provide relevant
information - Uses active listening and
guestioning techniques to elicit views
and opinions of others

¢ NB: Self-management, Teamwork, Planning & Organising will be assessed in the final ESC
assessment.

Strategies for Managing LLND Needs

AT’s need to be aware of strategies for training learners with LLND needs. Participants may get
through the Pre-Assessment Skills but still may need additional help, including:

o allowing additional time for the training and assessment e.g. over 2 days so that more time
can be given to understanding the content, translate key terms, practice the required LLND
skills, e.g. such as completion of logbooks, using an operator’s manual etc

e scheduling assessment activities within fourteen (14) days of the content delivery, giving
participants additional time to learn and become familiar with the content.

Assessment of Participants with LLND Needs

1. An Accredited Trainer will NOT allow the use of a language interpreter or other tools to
translate language e.g., digital apps such as Google Translate during the conduct of
assessment of activities, whether knowledge or performance.

2. AnAccredited Trainer will request participants to attempt the knowledge assessment on their
own if online OR in their own handwriting if a hard copy is being used i.e., write their own
answers, as this demonstrates that they have sufficient language, literacy, and numeracy skills
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to be an operator and/or supervisor.

3. The Accredited Trainer can seek verbal clarification in the YC® & GC of written responses if
the written response does not fully address requirements. This option is not available for ESC
as it is a core LLND requirement that they be able to write.

Industry Compliant Training abides by the EWPA and TSHA policy on participants with inadequate
reading and writing skills, which states as follows:

Elevating Work Platforms and Telescopic Materials Handlers require operators & supervisors to have
a thorough understanding of the risks associated with using them. This includes being able to read
and understand technical information such as instructions for controls and emergency lowering
systems, wind speed ratings, gradeability, rated capacity, load computers, load charts, operators’
manuals and logbook checklists.

Operating an EWP or Telehandler does not require a participant to have more than basic writing skills.
An EWPA/TSHA Accredited Trainer should allow flexibility or adjustment in the assessment process
for a verbal knowledge assessment to be undertaken for participants whose writing skills are at a low
level. Prior arrangement or a separate appointment may be required for a verbal knowledge
assessment.

The requirements of an EWP supervisor require the ability to write at a sufficient level to document
organisational requirements around EWP suitability, safety & to identify risks for individual projects
requiring EWP utilisation. As such verbal assessment is not allowed.

Whilst verbal assessment is allowed for YC® & GC, the participant must be able to understand and
communicate in English. The Accredited Trainer must be confident that the knowledge and skills
imparted have been absorbed and developed by the participant and assessed to a level that they can
deem the person competent.

The use of an interpreter for the purpose of training and assessing is not permissible. This includes
electronic Apps such as Google Translate.

If a participant and Accredited Trainer cannot speak and understand each other in English, at a level
where the Accredited Trainer is confident via the assessment process that the participant can show
they have understood the training course and information presented to them, then it could be difficult
for an Accredited Trainer to show how they have complied with WHS/OHS Regulations and heavy
penalties can be applied by a WHS Regulator if found to be in breach.

In line with the conditions for conducting high risk work licence assessments® and EWPA Code of
Practice for Accredited Trainers? ATs must not assess an applicant who cannot speak and/or
understand the English language. Under no circumstances may an assessor use a language
interpreter.

The harmonised WHS Regulations in most states and territories contain this clause3:

2EWPA/TSHA Accredited Trainers Manual Code of Practice for Accredited Trainers. Clause 1.1.5
3 Work Health and Safety Regulation 2017 Division 1, Clause 39;
https://www.legislation.nsw.gov.au/#/view/regulation/2017/404/chap3/part3.2/div1/sec39
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(1) This clause applies for the purposes of section 19 of the Act to a person conducting a business
or undertaking (PCBU). (This could be you, the trainer)
(2) The person must ensure that information, training and instruction provided to a worker is
suitable and adequate having regard to:

(a) the nature of the work carried out by the worker, and

(b) the nature of the risks associated with the work at the time the information, training or
instruction is provided, and

(c) the control measures implemented.

Maximum penalty: (a) in the case of an individual 73 penalty units ($8,030), or (b) in the case of
a body corporate 364 penalty units—S$40,040.
(3) The person must ensure, so far as is reasonably practicable, that the information, training and
instruction provided under this clause is provided in a way that is readily understandable by any
person to whom it is provided.
Maximum penalty: (a) in the case of an individual 73 penalty units—S$8,030, or (b) in the case of a
body corporate 364 penalty units—$40,040.

It is EWPA/TSHA policy that any cardholders discovered to be unable to converse in English will not
have their cards issued/renewed.

SUPPORT SERVICES

Participants requiring special or intensive assistance will be referred to an appropriate external
service. Any costs associated with the external service will be at your own expense. The Australian
government offers many subsidised courses at no cost to eligible participants and some of these
options have been listed here.
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An Australian Government Initiative skille for

education and
employment

How the SEE Program can help you

The Skills for Education and Employment (SEE) Program offers free training to help improve your
reading, writing, maths and basic computer skills. Some quick facts about SEE:

e SEE is free!

e trainingis based on your future goals

e you can begin at your own level and learn at your own pace

e you can study full-time or part-time, up to 25 hours a week

e youcan learnin a classroom, at home or in your workplace

e you can still care for your family or continue to look for work if you are looking for a job
e you may be able to do work experience

e SEE can help you with everyday tasks like filling in forms and reading to your child.

Stronger foundation skills in reading, writing, maths and computer skills can help increase your
confidence as well as open the door to new opportunities.

Am | eligible?

To be eligible for SEE, you need to be either:
e an Australian citizen, or
e apermanent visa holder, or
e on a provisional or temporary visa with working rights and eligible for the Adult Migrant
English Program, or
e a Pacific Australian Labour Mobility visa holder
and:
e aged 15 years and over and left school, and
e need help with your reading, writing, maths, English language or digital skills.

How can | access the SEE Program?

To find out how to access the SEE Program, you can:
e getin touch with your local SEE Provider
e call your employment services provider:
o Workforce Australia
o Transition to Work
o Parent Pathways
o Disability Employment Services
o Community Development Program (CDP)
e call the National Customer Service Line on 1800 805 260 or
e contact Centrelink.
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https://www.dewr.gov.au/skills-education-and-employment/see-providers
https://www.dewr.gov.au/workforce-australia
https://www.dewr.gov.au/transition-work
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https://www.dss.gov.au/our-responsibilities/disability-and-carers/programmes-services/disability-employment-services
https://www.niaa.gov.au/indigenous-affairs/employment/cdp
tel:1800805260
https://www.servicesaustralia.gov.au/contact-us?context=64107

SEE First Nations

The Skills for Education and Employment (SEE) Program is available across metropolitan, regional and
remote areas of Australia. All Australians aged 15 years and over and have left school and need help
with their language, literacy, numeracy and digital (LLND) skills are eligible. Training is offered in two
distinct and complementary training delivery streams.

« General SEE DeIivery: skills training delivered by contracted training providers,

offering both accredited and non-accredited training, providing more support for learners and
includes workplace-based training options.

o SEE First Nations: dedicated to whole of community skills training delivery to First
Nations people.

About SEE First Nations

SEE First Nations is specifically designed for First Nations people and organisations. Eligible First
Nations people have the option to choose to access SEE training through both the General SEE Delivery
and SEE First Nations.

SEE First Nations is designed to support community engagement. Participants have the opportunity
to improve their LLND skills, which may lead to experiencing other benefits such as participating in
work or further study; improving cultural, social and emotional wellbeing; higher levels of
empowerment and self-actualisation; and improving the capacity and economic development of their
community.

With improvements in LLND skills, SEE First Nations also supports efforts toward Closing the Gap,
helping to remove barriers to education and training for First Nations people.

SEE First Nations grants fund place-based whole of community projects designed to meet the
community’s English language, literacy, numeracy and digital literacy training needs. These projects

are delivered by organisations who receive a SEE First Nations grant.

# extract from www.dewr.gov.au
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FURTHER LLND PROGRAMS AND CAREER SERVICES

These websites provide useful information about language, literacy, and numeracy (LLNDD) programs
and services for learners and service providers.

e Adult Learners Week (ALW) — Adult Learners Week (ALW) is celebrated at the beginning of
Spring with hundreds of events and activities promoting the benefits of learning. There are so
many opportunities to learn available across Australia.

e Australian Council of Adult Literacy — an organisation that supports and promotes equitable
literacy and numeracy education.

e My Skills is now part of Your Career | Your Career — allows users to search for a course or
training provider, view statistics and career opportunities in different industries, obtain
training and financial assistance information and learn about the experiences of others.

e Reading Writing Hotline — provides literary and numeracy assistance as well as information
about local LLNDD classes, workplace programs and other resources to support learning.

e training.gov.au — the official national register of VET information for experienced training
sector users on training packages, qualifications, courses, units of competency and registered
training organisations.

e Adult Migrant English Program (AMEP) - provides up to 510 hours of English language tuition
to eligible migrants and humanitarian entrants to help them learn foundation English
language and settlement skills to enable them to participate socially and economically in
Australian society.

FLEXIBLE STRATEGIES & ASSESSMENT PROCEDURES

We customise our assessments to meet our clients’ industry specific needs. If you are having difficulty
achieving competency in any unit of competence, please discuss the matter with your AT and where
possible alternative assessment strategies will be provided to you.

RPL ASSESSMENT

RPL assessment is carried out by the comparison of your skills and knowledge against the
requirements of the Training Package and Unit of Competency (UoC).

RPL assessments will be based only on the successful completion of the assessments completed in
each of the courses delivered by EWPA or TSHA by Accredited Trainers. (YC®, GC or ESC.

Standard 1.6: VET students with prior skills, knowledge and competencies are supported to seek
recognition of prior learning to progress through the relevant training product.

ASSESSORS-ACCREDITED TRAINERS (ATS) AND SENIOR ACCREDITED TRAINERS (SAT)

Your AT or SAT is to objectively assess and judge your performance either practically or written against
the RTO Standards 2025.

Quality Area 1 - Training and Assessment

Standard 1.3: The assessment system is fit-for-purpose and consistent with the training product
Performance Indicators Example activities and considerations for compliance.

Standard 1.4: The assessment system ensures assessment is conducted in a fair and appropriate way
and enables accurate judgements of VET student competency.

Standard 1.5: The assessment system is quality assured by appropriately skilled and credentialled
people through a regular process of validating assessment practices and judgements.
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https://immi.homeaffairs.gov.au/settling-in-australia/amep/about-the-program

Your AT or SAT has been selected based on a sound knowledge of your program and must be skilled
in its application to the Australian Workplace. Qualified Assessors will be responsible for assessing
your competence and are required to:

Be fair and reasonable during assessment.

Be proficient in the field of study, with relevant industry experience and to be up to date with
assessment methods and procedures appropriate for the VET assessment environment.

Standard 3.2: Training and assessment is delivered to VET students by credentialled people
with current skills and knowledge in training and assessment.

Standard 3.3: Training and assessment is delivered by persons with current industry skills
and knowledge relevant to the training product.

Negotiate reasonable adjustment (flexibility) to context with participants regarding the type
of assessment and evidence required, considering assessment delivery mode, EEO and anti-
discrimination principles, and the needs and circumstances of participants.

Standard 2.4: Reasonable adjustments are made to support VET students with disability to
access and participate in training and assessment on an equal basis.

Advise participants, with sufficient time, regarding up-and-coming assessment(s).
Provide participants with assessment criteria/context and purpose of the assessment.
Advise participants of the Recognition of Prior Learning (RPL) process.

Standard 1.6: VET students with prior skills, knowledge and competencies are supported to
seek recognition of prior learning to progress through the training product.

Make proper assessment decisions based on explicit evidence of competency ensuring that
the theory and practical are integrated in a way that is valid, reliable & consistent.

Expedite assessment to avoid unnecessary delays, allowing for the readiness of the
participant.

Consider the authenticity, validity, relevance & to the assessment outcomes, currency, and
variety of assessment evidence, whether evidence is provided by interview, performance, or
workplace evidence.

MINIMUM QUALIFICATIONS OF ICT ACCREDITED TRAINERS (ATS) AND SENIOR ACCREDITED
TRAINERS (SAT)

Standard 3.2: Training and assessment is delivered to VET students by credentialled people with
current skills and knowledge in training and assessment.

Standard 3.3: Training and assessment is delivered by persons with current industry skills and
knowledge relevant to the training product.

AIl'ICT ATs & SATs: exceed the industry vocational competencies required by the RTO Standards 2025,
have substantial current industry skills, knowledge, and experience and have current VET knowledge
and skills that informs their training and assessment. Holds the TAE40110 or TAE40116 Certificate IV
in Training & Assessment plus TAELLND411 Address adult language, literacy, and numeracy skills, and
TAEASS502 Design and develop assessment tools, or equivalent prior to July 1, 2025, and TAE40110,
TAE40116 or TAE40122 Certificate IV in Training & Assessment post July 1, 2025.

ATs with the older TAE40116 or TAE40110 will be required to show currency of Training & Assessment
CPD post July 1, 2025.
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ICT ATs & SATs are required to continue to develop their VET knowledge and skills as well as maintain
current industry experience and demonstrate current competency in all units delivered in accordance
with compliance regulations on an annual basis.

CHILD PROTECTION AND WORKING WITH CHILDREN CHECKS (WWCC)

Standard 4.3: Risks to VET students, staff and the RTO are identified and managed

o Where you offer training or assessment to students aged under 18, you have specific

procedures in place to monitor and address risks to their safety and wellbeing.

e You can demonstrate how your approach is consistent with the National Principles for Child
Safe Organisations, through your child safety and wellbeing policy, child safe code of

conduct or a charter of commitment to the safety and wellbeing of young people.

e You can demonstrate how staff recruitment processes ensure prospective employees are
cleared to work with students aged under 18 years of age. ® You regularly review your risk

management approach, and tools

As ICT does enrol minors (under 18’s) in our YC® course and we need parental/guardian permission to
enrol if not enroled in an Australian Apprenticeship or Traineeship. EWPA & ICT has determined that
all minors must have parental or guardian permission to enrol in our YC® course if under 18 but older
than 16. This signed parental/guardian consent form MUST be submitted to the Accredited Trainer for
YC® before the course commences otherwise enrolment will be denied. ICT determines that its policy
ensures that it complies with the requirements of Child Protection Legislation, including conducting a,
Working with Children Check if required by legislation in a state or territory and undergoing Child Safe
Environment training for staff working with minors aged over 16 but under 18. ICT monitors the safety
and well-being of minor learners on an annual basis and undertakes refresher workshops to ensure
all staff have adequate and current training and awareness.

NATIONAL RECOGNITION

Industry Compliant Training recognises the qualifications that are presented by any participant, if they
are original (or verified) copies or from a USI transcript from any Australian Registered Training
Organisation.

RECOGNITION OF PRIOR LEARNING

All participants are offered the opportunity to apply for recognition of their existing skills and
knowledge training in YC®, GC or ESC at enrolment.

The RPL process allows participants to apply for recognition to receive a Statement of Attainment
(SoA) for either YC®, GC or ESC as these programs match the outcomes of the specific units of
competence mentioned earlier in this handbook.
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All RPL applicants will be asked whether they wish to receive a SoA when enrolling online in
aXcelerate. Participants who are not directly enrolling via aXcelerate may ask their AT or directly
contact ICT on Industry Compliant Training (ICT) National Office on 02 9998 2222 or alternatively
email info@industrycomplianttraining.com.au.

All assessments of RPL applications are reviewed by the Senior Accredited Trainer (SAT) who is
qualified to conduct the assessment. Participants may request a review of the RPL decision through
our appeals procedure outlined in this Participant Handbook.

CREDIT TRANSFER

Industry Compliant Training had three units of competency on scope; RIIHAN301E Operate elevating
work platform, RIIHAN309F Conduct telescopic materials handler operations and BSBPMG426 Apply
project risk management techniques. As ICT is an industry association RTO, we only issue Statements
of Attainment (SoA) against or YC®, GC or ESC courses where our Accredited Trainers are members of
our association and adhere to our Accredited Trainer contractual requirements & standards. Where
Credit Transfer could apply is where one of these units of competency has become superseded and
the new unit of competency is deemed equivalent. Only courses and assessments completed with an
EWPA or TSHA AT delivering EWPA or TSHA materials and assessment will be considered for an
upgrade to a superseded but equivalent UOC. Currency in the relevant field to the application must
also be demonstrated.

To apply for Credit Transfer, please contact any ICT staff member or the Training Coordinator (TC) to
discuss the process that you will be required to follow.

Please note however that ICT is not obligated to issue any certificate that would be entirely comprised
of units or modules completed at another RTO or RTOs.
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PRIVACY INFORMATION

Industry Compliant Training (ICT) takes the privacy of our participants very seriously and complies with
all legislative requirements. The information provided in this form will be used for the purpose of, and
in relation to, your enrolment and assessment with ICT in accordance with the Privacy Act 1988
(Commonwealth) (Privacy Act) & The Australian Privacy Principles (APPs) 2014 and the RTO
Standards 2025.

Standard 4.3: Risks to VET students, staff and the RTO are identified and managed

We only collect information that relates to your training & assessment and take all reasonable steps to
protect your personal information from misuse, loss, unauthorised access, modification, or disclosure
including restricted access to electronic files, secure storage of paper files and secure backup of data.
Your personal details and all learner records may be made available to:

¢ Any Commonwealth government agency
¢ Any State government agencies and
¢ |CT administration and training staff

We ask you to confirm your authority to exchange this information on enrolment in aXcelerate.

AVETMISS, NCVER & the Unique Student Identifier (USI)

As a registered training organisation (RTO), we collect your personal information so we can process
and manage your enrolment in an accredited vocational education and training (VET) setting. If an
individual does not provide the personal information required, we will not be able to process the RPL
application and provide a Statement of Attainment.

This is because all registered training organisations (RTOs) need to collect and report on all accredited
training & assessment activity. This is called AVETMISS data. This mandatory reporting is managed by
the National Centre for Vocational Education Research (NCVER) under the Data Provision
Requirements: National Vocational Education and Training Regulator Instrument (Data Provision
Requirements) 2020 part of the National Vocational Education & Training Regulator (Outcome
Standards for NVR Registered Training Organisations) Instrument 2025 & the National Vocational
Education & Training Regulator (Compliance Standards for NVR Registered Training Organisations
and Fit & Proper Person Requirements) Instrument 2025

In April 2012, the Council of Australian Governments (COAG) agreed to implement the Unique Student
Identifier (USI) so students could obtain a complete record of their vocational education and training
(VET) enrolments and achievements from a single source. The Student Identifiers Act 2014 is the
current version of this legislation. The USI enables students to collate their VET achievements into a
single transcript and will ensure that their VET records are not lost if their training institution ceases to
operate. Study completed prior to 2015 will not be included in the transcript. The USI transcript will be
populated with AVETMISS data submitted to NCVER from RTOs and State Training Authorities (STAs).
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A Certificate or Statement of Attainment is unable to be issued to students until a USI number is
provided. We request that all learners advise of their USI prior to enrolling. Learners can apply for this
themselves at Enrolment | Unique Student Identifier students If you are unable to apply yourself, you
can get assistance from ICT National Office.

QUALITY INDICATOR SURVEYS

Under the Data Provision Requirements 2020, all Registered Training Organisations (RTOs) registered
with ASQA are required to ask their students and employers for feedback and send us a summary of it
every year.

Feedback from students and employers is an important measure for both providers and for ASQA. This
helps providers to focus on quality, continuous improvement, and ongoing compliance with the
Standards, while contributing to national benchmarking.

You will receive an electronic Quality Indicator Learner Engagement survey when you complete your
enrolment in the RPL which is administered by ASQA.

WELFARE, WELLNESS & GUIDANCE SERVICES

We endeavour to provide welfare and guidance to all participants/clients. In the first instance, you
should speak with your AT who may put you in contact with appropriate persons or organisation to
resolve any matter that you may be worried about.

Standard 2.6: The wellbeing needs of the VET student cohort are identified and strategies are put in
place to support these needs.
This includes:

e  RPL opportunities.

e Provision for special assessment needs.

e  Provision for special cultural and religious needs.

e  Provision for special dietary needs; and

e Any other issue that may impact your ability to successfully complete your program of
study.

All requests will be dealt with in a swift, supportive, respectful and confidential manner.
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USEFUL HELPLINES AND URGENT SUPPORT

If there’s an immediate risk of harm, call Triple Zero (000). Trained operators will support you
through any situation.

MENTAL HEALTH AND WELLBEING

If you are experiencing a non-urgent mental health or wellbeing concern, seek professional help from
a general practitioner (GP). If you feel unsafe or need urgent support for mental health, help is
available via crisis lines that operate 24/7.

THE MENTAL HEALTH LINE
Call 1800 011 511 The Mental Health line is a state-wide, 24-hour telephone service. Speak to a mental
health professional and be directed to care in your local area.

THE SUICIDE CALL BACK SERVICE
Call 1300 659 467 The Suicide Call Back Service provides crisis counselling to people at risk and carers

LIFELINE CRISIS SUPPORT
Call 13 11 14 The Lifeline Crisis Support line offers telephone crisis support and crisis counselling
services.

ABORIGINAL AND TORRES STRAIT ISLANDER SUPPORT
Call 13 92 76 13YARN is the first national crisis support line for mob who’re feeling overwhelmed or
having difficulty coping. Talk with an Aboriginal or Torres Strait Islander Crisis Supporter

SUPPORT FOR DOMESTIC ABUSE AND FAMILY VIOLENCE

Domestic and family violence can impact anyone, of any gender, religion or profession. Violence can
be emotional, psychological, physical, verbal, social, sexual, financial or a mixture of these. If you, or
someone you know is experiencing domestic or family violence, help is available. NSW Domestic
Violence Line Call 1800 65 64 63 The NSW Domestic Violence hotline is a statewide crisis counselling
and referral service for anyone who identifies as female.

MENSLINE AUSTRALIA
Call 1300 78 99 78 Mensline Australia is a telephone and online counselling service for all Australian
men.

1800RESPECT
Call 1800 737 732 1800RESPECT is a national sexual assault, family and domestic violence counselling
line for anyone who’s experienced, or at risk of family and domestic violence or sexual assault.

QLIFE
QLife Call 1800 184 527 QLife is a nationwide, anonymous LGBTQIA+ peer support and referral service.
Qlife is available from 3 pm until midnight, 7 days a week.

PARTICIPANTS RIGHTS AND OBLIGATIONS

To ensure all participants get the most out of their program, you & ICT are required to abide by the
following legislation while you are a participant of Industry Compliant Training:
e Work Health and Safety Act 2011 (Commonwealth)

e Work Health and Safety Regulation 2011 (Commonwealth)
e Occupational Health & Safety Act 2004, Occupational Health & Safety Regulations 2007
(Victoria)
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Work Health & Safety Act 2020, Work Health & Safety Regulations 2022 (Western Australia)
Human Rights & Equal Opportunity Commissions Act 1986 (Commonwealth)

Human Rights Legislation Amendment Act 1999 (Commonwealth)

Racial Discrimination Act 1975 (Commonwealth)

Sex Discrimination Act 1984 (Commonwealth)

Disability Discrimination Act 1992 (Commonwealth)

Disability Discrimination Amendment (Education Standards) Act 2005 (Commonwealth)

Age Discrimination Act 2004 (Commonwealth)

Standards for NVR Registered Training Organisations 2025

National Vocational Education and Training Regulator Instrument (Data Provision
Requirements) 2020

National Vocational Education & Training Regulator (Outcome Standards for NVR Registered
Training Organisations) Instrument 2025

National Vocational Education & Training Regulator (Compliance Standards for NVR
Registered Training Organisations and Fit & Proper Person Requirements) Instrument 2025
Privacy Act 1988 (Commonwealth)

Copyright Act 1968 (Commonwealth)

Competition and Consumer Act 2010 (Commonwealth)

Competition and Consumer Regulations 2010 (Commonwealth)

GST Act 1999 Volume 1 & 2

National Principles for Child Safe Organisations

Relevant State Working with Children Checks (WWCC) & associated legislation

WHAT YOU CAN AND CANNOT DO

To ensure you gain the maximum benefit from your time with us, we reserve the right to remove any
person(s) who display(s) disruptive or inappropriate behaviour either in person or online. You must
be of good behaviour and respect the rights of others or risk being removed from ICT as a participant.

UNACCEPTABLE BEHAVIOUR INCLUDES:

Include the threat of violence, aggressive or abusive language or behaviour in person or
online

Bullying including the use of racist and homophobic language in any form in person or online

Physical attacks, sexual abuse or sexual behaviour that could cause physical or psychological
harm either online or in person.

Physical damage to property or the environment and any incidents leading to a reasonable
conclusion that a participants behaviour impacts the safety of others or puts them at risk.

Harassment by using offensive or aggressive language in any form in person or online.

Other objectionable behaviour in person or online.

ONCE ENROLLED, YOU HAVE THE FOLLOWING RIGHTS:

To be treated with respect by others, to be treated fairly and without discrimination-
Discrimination means treating someone unfairly or less favourably. It is unlawful to
discriminate against someone because of their: disability or medical condition marital,
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domestic or relationship status race, age, gender identity, sex or sexual orientation caring
responsibilities (including pregnancy and breastfeeding)

Abide by the law and act in a way that does not endanger the health and safety of yourself
or others, including following safety instructions and reporting health, safety, security and
environmental concerns. It can be in person or online.

To be free from all forms of intimidation & harassment-. Harassment is any form of

behaviour that creates a hostile environment. It may be behaviour that you do not want,
or that offends, humiliates or intimidates you. It can be in person or online.

To have any disputes settled in a fair and rational manner.
To work in a supportive environment to express and share ideas and to ask questions.

Report violence, harassment & discrimination (It can be in person or online) to either your
AT or ICT National Office staff immediately.

Consumer Protection- You have a right to: review and correct any personal information we
hold about you access information about our feedback and complaints handling process
receive consistent education and training in line with the Australian Skills Quality Authority
(ASQA) regulations.

IN THE EVENT OF NON-COMPLIANCE WITH OUR RULES, THE FOLLOWING APPLIES:

An AT or ICT National Office staff will contact you to discuss the issue or behaviour and to
determine how the issue might be rectified. This will be documented, signed by all parties,
and included on your personal file.

If your behaviour continues or the issue is unresolved, you will be invited for a personal
interview with the National Training Consultant or RTO CEO to discuss this issue further
and to make you aware of our complaints procedure that is available to you. This meeting
and its outcomes will be documented, signed by all parties, and included on your personal
file.

Should the issue or behaviour continue, you will be provided with a final warning in writing
and a time frame in which to rectify the issue. A copy of this letter will be included on your
personal file.

Should the issue or behaviour continue, RPL assessment services will be withdrawn, and
you will be notified in writing that your enrolment has been terminated.

While we hope that these situations do not happen, we are committed to a very transparent process
to ensure that all parties are satisfied with the final resolution.

If you are undertaking assessment under the auspices of your employer, you remain subject to the
disciplinary policies and procedures of your employer. In addition, we require you to comply with all
lawful directions issued by your AT.

You are required to observe the highest ethical standards in all aspects of academic work. Academic
dishonesty and all forms of cheating will be penalised and may result in your enrolment being
cancelled. Academic misconduct is defined as

» Copying or attempting to copy someone else’s work or knowingly allowing someone else to

copy your work.
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» Using information prohibited from use in an assessment (Google translate, copyright material,
IP, business restricted material, etc, except where permitted for study purposes and the
source of the information fully disclosed.)

> Submitting work of another participant or person as your own work

> Plagiarism - using language or ideas from other people without acknowledging the source and
claiming it as your own.

PLAGIARISM

While co-operative effort and the sharing of information are encouraged, you must ensure your
assessment/s is representative of your own effort, knowledge, and skills. You must not take the work
of others and present it as your own. Plagiarism may result in the assessment being deemed to be
“not yet competent” by the AT. Participants accused more than once of academic misconduct,
including plagiarism, may be dismissed, or cancelled from their program at the discretion of the
National Training Consultant or RTO CEO.

ETHICS AND GOOD CONDUCT

Staff and participants are expected to act responsibly, and to treat all staff and fellow participants
with courtesy and respect. It is important that participants also act responsibly and understand
acceptable social interaction and standards in all communications.

You are expected to:
» Accept instruction given by your AT and National Office ICT staff.
» Complete assessment tasks set and within required timeframes

» Notify us within seven days if there are changes to your personal details such as name, home
address, postal address or if you have any concerns about completing your RPL assessment.

COMPULSORY FEES FOR RPL

The fees for each RPL SoA issued by Industry Compliant Training are summarised in the Fee Schedule.
Contained in this Fee Schedule is detailed information regarding total fees, payment terms, the nature
of guarantees, fees and charges for additional services, refund policy, and fees paid in advance.

Fees which may be charged to individual participants are administration fees for services such as
replacement of any lost certificates, access to records, and credit transfer.

REFUND POLICY

Clients are provided with the refund policy prior to enrolment. Refund information is always available
from the ICT National Office staff. Conditions of eligible refunds Fee refund applications are
considered on a case-by-case basis
e To receive a full refund written notice to withdraw must be received by ICT before the
issuance of a SoA.
o No refund will be made once a SoA has been issued.

All refunds are returned to source of payment with accompanying letter explaining how the refund
was calculated. Refund Applications may take up to 5 working days to process. Refund payments will
be finalised no later than 14 days after the date of receipt of the Refund Application Form. The Refund
Application Form can be requested from Administration.
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NON -PAYMENT OF FEES
All fees relating to ICT RPL enrolments are paid in advance.

CHANGE TO CONDITIONS

Industry Compliant Training reserves the right to change fees, conditions, & RPL processes at any time
as long as they remain compliant with the RTO Standards 2025 and underpinning legislation.

OUR GUARANTEE TO CLIENTS

If for any reason Industry Compliant Training is unable to fulfil its service agreement with a participant,
ICT will issue a full refund for any services not provided. The basis for determining “services not
provided” is to be based on the unit(s) of competency completed by the participant for which a
Statement of Attainment (SoA) has not been issued

at the time the service is terminated.

Industry Compliant Training maintains a supportive and fair environment, which allows participants,
staff, and stakeholders to lodge complaints. Complaints are ideally resolved as amicably as possible
using this formal appeal process. This means that our complaints process is compliant with the RTO
Standards 2025:

Standard 2.7 Effective feedback and complaints management addresses concerns and informs
continuous improvement.

Standard 2.8 Effective appeal processes are available where decisions of the RTO or a third party
adversely impact a VET student.

e well publicised and explained.

e accessible so you can lodge complaints and appeals by phone, electronically or in writing.

e fairand protect your rights.

e free soyou can lodge a complaint without charge.

e handled in a manner that protects your privacy.

e transparent, equitable, objective and unbiased.

e comprehensive so that it effectively resolves a variety of complaints such as participant
dissatisfaction, assessment outcomes, poor service, fraud, misconduct etc.

. All complaints will be dealt with in a supportive, respectful and confidential manner.
COMPLAINTS PROCEDURE

Industry Compliant Training adheres to the RTO Standards 2025 to respond to complaints about the
organisation itself, staff, or a participant of the RTO. We will commence the complaints process with
10 working days of a formal lodgement of the complaint and supporting information. All reasonable
measures are taken to finalise the process as soon as practicable.

Participants are encouraged to firstly discuss any matter or complaint with their Accredited Trainer
(AT) or Senior Accredited Trainer (SAT). Every attempt should be made to resolve the issue as quickly
as possible with minimal fuss. If the participant and/or AT/SAT are not satisfied or if the nature of the
complaint or appeal is serious it should be brought to the attention of ICT National Office staff
immediately and if appropriate referred to the Quality Assurance Auditor (QAA).
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If the complaint is not resolved, then the complaint is documented by the complainant onto the
Complaints and Appeals Form. The participant must provide details about themselves and the
program, and the circumstances surrounding the concern or appeal, who was involved, any
appropriate evidence and witnesses. This form is to be submitted to ICT National Office at:
info@industrycomplianttraining.com.au

Industry Compliant Training will notify the complainant within 48 hours of receipt of formal complaint,
to confirm receipt. The complainant will be contacted with the result within 10 business days of
receipt of formal complaint. ICT will also inform those involved of any allegation. The complainant has
5 working days to respond to formal decision. Where more than 60 calendar days are required to
process and finalise the complaint or appeal the complainant or appellant will be notified in writing
including reasons why more than 60 calendar days are required. Regular updates will be provided to
the complainant or appellant on the progress of the matter.

Each complaint and/or appeal is investigated objectively and without bias by ICT National Office staff,
QAA or any other qualified party employed by ICT. Each party involved has the right to have their
version of events heard in the resolution negotiation and have an independent advocate present.

Complaints are investigated fairly and objectively with details of the investigation provided in writing
to the complainant or appellant and any parties involved. The details will state the outcomes and
reasons for the decisions made.

ICT National Office staff/AT/SAT or QAA will close out the matter to the satisfaction of both parties. A
copy of all documentation, in particular the complaint and the outcome, is placed in the participant’s
file, staff file or Annual Audit Report as appropriate. A copy of the documentation is forwarded to the
complainant.

Complaints and appeals are to be considered based on procedural fairness and lead to opportunities
for improvement as identified in the Quality Auditing Annual Audit Analysis Summary Data & Report.

If a complaint is substantiated, Industry Compliant Training will take prompt and appropriate action
to resolve the circumstances including Audit Closing Meetings with the RTO CEO, QAA or other senior
ICT employee such as the National Training Consultant.

Where a complaint, concern, or appeal cannot be resolved through discussion and conciliation, the
RTO acknowledges the need for an appropriate external and independent agent to mediate between
the parties. The RTO will contract such a person as and when required. Costs for an independent agent
to review and decide on the Appeal will be no cost to the participant.

Industry Compliant Training shall maintain the enrolment of the complainant or person lodging an
appeal during the complaint or appeals process.

Decisions or outcomes of the complaint or appeals process that find in the favour of the participant
shall be implemented immediately.

Complaints and appeals are to be handled in the strictest of confidence. No representative of Industry
Compliant Training is to disclose information to any person without the permission of the RTO CEO. A
decision to release information to third parties can only to be made after the complainant has given
permission for this to occur. This permission should be given using the Participant Release of
Information Form.

Participants who are not satisfied with the complete complaint handling by Industry Compliant
Training may refer their complaint to the Department of Fair Trading or the equivalent in the
Participant’s state or to the National VET Regulator Australian Skills Quality Authority. Participants can
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contact ASQA on matters of integrity or fraud in the VET sector by phoning 1300 701 801 (9am-5pm
Monday to Friday (Australian local time).

APPEALS FOR REASSESSMENT

Industry Compliant Training maintains a supportive and fair environment which allows Participants to
appeal their assessments and recognition decisions. Appeals are ideally resolved as amicably as
possible using this formal appeal process.

Industry Compliant Training affords Participants the opportunity of 2 repeat attempts to complete a
unit of competency to achieve competency. If, however, on the 3rd attempt the Participant is still
found Not Yet Competent in that unit of competency then that outcome will stand as the outcome for
that unit of competency and further training & study must be undertaken before another attempt is
permitted.

If a Participant has been advised after the 3rd attempt at achieving competency in a unit of
competency that they are Not Yet Competent, but they believe that:

e They genuinely do have the required degree of competency; and
e That they have provided reasonable proof of this to the RTO

The Participant may query or appeal the result within 7 days of their assessment result, in writing or
using our Complaints and Appeals Request Form.

An academic grievance refers to a grievance about assessment, course content, quality of course
delivery, academic achievement, course transfers, cancellation of enrolment, Participant results,
failure or quality in academic services or materials.

1. Industry Compliant Training will commence the appeals process with 10 working days of a
formal lodgement of the appeal and supporting information. Participants may appeal their
assessments within one week of being notified of the decision or within 4 weeks of the
assessment date, whichever is the longer. All reasonable measures are taken to finalise the
process as soon as practicable.

2. Discuss the appeal with your AT or SAT. If this does not resolve the matter, then the National
Training Consultant will appoint a mutually agreed assessor to reassess your assessment.

3. The National Training Consultant will appoint a qualified and independent AT to review the
records of assessment of the Participant’s competence against the training package
requirements. Where insufficient records to determine competence are available, the
Participant may provide additional evidence of competence. The independent assessor’s
determination is final.

4. If this does not resolve the matter, the participant may refer the appeal to an independent
mediator. The appellant may deliver their own version of the problem and request a support
person be present.

5. The submission and the outcome of the assessment appeal is recorded and communicated to
all parties in writing. The communication must contain the outcome of the assessment appeal
and the reasons for the decisions made. A copy of the communication is placed in the
participant’s file.
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No further appeal mechanism exists beyond this point in the process.
Please note the following:

e Where the resolution requires a documented change to policies and procedures, such changes
will be made in accordance with the procedure for document change including the
appropriate records made.

e At each step of the assessment appeals process Industry Compliant Training will allow
participants to make representation either orally or in writing prior to reaching a decision. We
also allow participants to employ an independent person or panel to hear the appeal.

Industry Compliant Training is committed to protecting the privacy of your personal information. ICT
abides by the Privacy Act 1988 & the Australian Privacy Principles and takes measures to protect the
privacy of individuals and staff in line with state and federal legislation. Under the Australian Privacy
Principles, the participant or staff member can access his/her personal information and may correct
inaccurate or outdated information about them.

These principles include:
e Non-disclosure of your personal details to any unauthorised person, and
e Non-disclosure of details of assessment conducted for any participant to any unauthorised
person.

ICT is required to provide Commonwealth and State Government Authorities with participant and
assessment activity data which may include information provided in your enrolment form.
Information is required to be provided in accordance with the NVETR Data Provision Instrument 2020.
Government Authorities may use the information provided to it for planning, administration, policy
development, program evaluation, resource allocation, data reporting and/or research activities. For
these and other lawful purposes, Government Authorities may also disclose information to its
consultants, advisers, other government agencies, professional bodies and/or other organisations.

You have the right to see and review your participant file at any time provided you organise it with
the ICT National Office staff with a minimum of 1 days’ notice.

Under the Data Provision Instrument 2020, Industry Compliant Training is required to collect personal
information about you and to disclose that personal information to the National Centre for Vocational
Education Research Ltd (NCVER).

Your personal information (including the personal information contained on the online enrolment
form), may be used or disclosed by Industry Compliant Training for statistical, administrative,
regulatory and research purposes. Industry Compliant Training may disclose your personal
information for these purposes to:
e Commonwealth and State or Territory government departments and authorised agencies;
and
e NCVER.
Personal information that has been disclosed to NCVER may be used or disclosed by NCVER for the
following purposes:
e populating authenticated VET transcripts.
e facilitating statistics and research relating to education, including surveys and data linkage.
e pre-populating RTO student enrolment forms.
¢ understanding how the VET market operates, for policy, workforce planning and consumer
information; and
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e administering VET, including program administration, regulation, monitoring and evaluation.

You may receive a student survey which may be administered by a government department or NCVER
employee, agent or third-party contractor or other authorised agencies. Please note you may opt out
of the survey at the time of being contacted.

NCVER will collect, hold, use and disclose your personal information in accordance with the Privacy
Act 1988 (Commonwealth), the NVETR Data Provision Instrument 2020 Data and all NCVER policies
and protocols (including those published on NCVER's website at www.ncver.edu.au).

RECORD KEEPING

You have the right to see your records retained by ICT. If you want other personnel, such as your
employer, to see them, they can only do so with your written approval. We do not allow others to
access your records without your approval.

We retain records of certificates issued for up to 30 years and records of your assessments including
Pre-Work Assessments for 2 years.

All records are however required to be made available to any authorised agent of a government
agency. They will access your data to prove that we have conducted the required assessment; to prove
your education status and in any matter of law.

THE UNIQUE STUDENT IDENTIFIER (USI) SCHEME

All Participants applying for Recognition are required to hold a Unique Student Identifier (USI). The
USI allows participants to access a single online repository of their VET achievements. This scheme is
enabled by the Student Identifiers Act 2014. As per the Student Identifiers Act 2014 the participant’s
Student Identifier will not appear on the Statement of Attainment. For more information, please see
the USI website: https://www.usi.gov.au/students

ACCESS TO RECORDS

Participants will have access to all information held on them whilst enrolled with Industry Compliant
Training. ICT will store and use the information appropriately and limit access to only those who have
a legal reason to have access to that information, or whom the participant has given permission.

Participants who request access to their information will be given full access to the details they want.
No cost will be charged for them accessing their information whilst they are enrolled participants.
Once no longer enrolled with ICT the fee to access your records is $20 per request. Request for records
may be made to ICT National Office staff.

For access to records, the participant must provide photo identification (such as licence, passport)
either in person or provide a certified copy and the completed form.

You have the right to access your current records of participation and progress, and any personal
information held about you. Dependant on the information being sought, we can provide:

» Records including re-issue versions of qualifications and achievement records
» Print-based records such as assessment results from completing a workbook or practical assessment

We aim to provide you an up-to date copy of your participant file within 2-5 working days of receiving
your request or of receiving payment for the request.
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DISCRIMINATION AND HARASSMENT

It doesn’t matter how old you are or whether you were born in Australia or overseas - the Equal
Opportunity legislation and federal anti-discrimination laws protect your rights.

It is against the law for someone to treat you unfairly (discriminate) or harass you (hassle or pick on
you) because of your actual or assumed:

e Age o Lawful sexual activity e Pregnancy

e Carer status o Marital status e Race

o Disability/impairment e Physical features « Religious belief of activity
e Gender o Political belief of activity =« Sexual orientation

Itis also against the law for someone to sexually harass you. If you make a complaint (or help someone
else make a complaint), it is against the law for someone to harass or victimise you because you have
done so. It is also against the law to authorise or assist another person to discriminate or harass
someone.

Discrimination in education occurs if a personal characteristic is used when:

e Deciding who will be admitted as a participant including refusing to accept a participant’s
application.

e  Denying or limiting access to benefits; or
e Any other unfair treatment based on a personal characteristic defined by law.

Sexual harassment is behaviour of a sexual nature that is unwelcome, unasked for and unreturned. If
a reasonable person would have foreseen that the behaviour would offend, humiliate (put down) or
intimidate (threaten or scare) the other person, then the law classifies this as sexual harassment.
Sexual harassment can be physical, verbal or written. It can include words, statements or visuals that
are transmitted by paper, phone, e-mail, office intranets, videoconference, online or any other means
of communication.

If any of these things happen to you, or you feel they might be happening to someone else, go speak
to your AT immediately and tell them about it. If you don’t want to speak with your AT, then you
should raise the issue with ICT National Office staff. All complaints will be handled quickly with respect,
privacy and support.

SAFETY

The Work Health and Safety Act is strongly enforced Australia-wide. It means that you cannot be
placed at risk through anything that you may be asked to do by ICT. Your ATs have been specially
trained in safety standards relating to the ICT industries that we cover.

Should you be asked to do anything you feel is unsafe:
e  Stop.
e Advise the AT of your worries and do not proceed.
e Stop anyone else with you from doing anything unsafe.

We are an alcohol and drugs of abuse free centre: undertaking any part of your training intoxicated
or affected by drugs of abuse may result in suspension or termination from the program. If you are
caught selling or undertaking any other illegal activity, then you may be reported to the Police for
appropriate action.

Prescription drugs may also impact your ability to safely operate heavy machinery in a practical
assessment should it be required. Please notify your AT immediately if you are in this category.
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Once you have successfully completed your online enrolment and paid your RPL fee, you will receive
your Statement of Attainment (SoA) via email. The Statement of Attainment lists the unit of
competency gained through your relevant program.

This is an important document and should be stored carefully. You will have to present it if you are
applying for courses at any other Registered Training Organisation. It may also be required by an
employer or other person.

AQF Certification documentation (Statement of Attainment) will be issued to a participant within 30
calendar days of being assessed as meeting the requirements of the training product.

INCOMPLETE ASSESSMENT/RECOGNITION APPLICATION
RE-ISSUING QUALIFICATIONS

If the Statement of Attainment (SoA) is misplaced or damaged, the participant may contact the RTO
to order a replacement. A request to obtain a Statement of Attainment form will be provided to the
participant to complete and return to the RTO with a form of photo ID such as a verified drivers licence.

The request to obtain a reissue of a Statement of Attainment (SoA) will be reviewed by ICT National
Office staff for approval. The cost for a certified copy of the original award document is $30.00, which
is to be paid prior to the certificate being sent out via email.

The RTO will re-issue a Statement of Attainment (SoA) with a statement on the qualification stating:
‘reissue date.’
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Industry Compliant Training delivers specialised assessment services to its clients. Due to the highly
customised nature of the programs Industry Compliant Training charges its participants directly. The
fees and charges outlined below are based on the customised programs delivered to our clients.

Program Fees - CLIENT ,:::'unlstratlon
N ¢ pri o RIIHAN3O1E Operate elevating work platform
Recog.nltlon of Prior e RIIHAN309F Conduct telescopic material handler
Learning (non- oberations $50
refundable) P $50
assessment o« BSBPMG426 Apply project risk management
techniques
Payment Terms
« RIIHAN3O1E Operate elevating work platform
o RIIHAN309F Conduct telescopic material handler $0
At Enrolment operations $0
o« BSBPMG426 Apply project risk management
techniques
¢ RIIHAN3O1E Operate elevating work platform
At Application . EIISQI:?)C:EF Conduct telescopic material handler $50
for RPL for a SOA P $50
e BSBPMG426 Apply project risk management
techniques
Withdrawal from program prior to certificate issuance S0

Other Fees - PARTICIPANT

Administration Fee

Replacement or Additional Qualification Certificates or Statement of

$30 per replacement

Attainment
Credit Transfer $30
Access to copy of participant assessment & enrolment records $30

All amounts shown are in Australian dollars. No currency other than Australian dollars is acceptable.

registration.

Note: ICT does not charge upfront more than $1,500 against any part of any course on its scope o

OUR GUARANTEE TO CLIENTS

If for any reason Industry Compliant Training is unable to fulfil its service agreement with a participant,
ICT will issue a full refund for any services not provided. The basis for determining “services not
provided” is to be based on the units of competency completed by the participant but which no

Statement of Attainment has been issued at the time the service is terminated.
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PROTECTING FEES PAID IN ADVANCED

Industry Compliant Training acknowledges that it has a responsibility to protect the fees paid by
participants in advance of their assessment services being delivered. To meet our responsibilities, ICT
will accept payment of no more than $1500 from each individual participant prior to the
commencement of any RPL assessment.

PAYMENT OF GST

GST is exempt under section 38-85 GSTR 2003/1 Goods and Services Tax, tax ruling. The ruling explains
the supply of a program for ‘professional or trade course’ is a GST-free education program.

REFUNDS

You can find our fees and refunds policy on our website:
http://www.industrycomplianttraining.com.au/ or by calling Industry Compliant Training National
Office on: 02 9998 2222 or by email: info@industrycomplianttraining.com.au

NOTE: Participants will not be issued a SoA if fees are refunded
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