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1 Welcome 
Thank you for choosing REACH for Training. We look forward to working with you to achieve your 
career goals. 
REACH for Training is committed to providing high quality standards of vocational education and 
training. We aim to provide a happy, friendly atmosphere in which to learn.  
REACH for Training will ensure that you will receive the opportunity to fulfil your personal potential 
during your training and every endeavour will be made by staff to accommodate the training to your 
individual needs.  
It is important to keep this handbook on hand during your training, as it will provide additional 
guidance as you progress throughout your training. In this handbook, you will find information about 
REACH for Training’s policies and procedures, together with forms and documents that you may need 
to refer to. 
We sincerely hope your time at REACH for Training is a memorable and productive learning 
experience.  
Yours sincerely 
 

 
 
Padmanabhan  Suresh  
Chief Executive Officer 
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2 Mission Statement 
To provide nationally recognised training and qualifications for the community, Employment Service 
Providers and Enterprises, with a focus on delivering quality training. 
All training provided by REACH for Training is to be delivered in a safe environment by trainers who 
have retained their currency within their industry. 

3 Code of Practice 
As a quality training organisation REACH for Training has agreed to operate within the Principles and 
Standards of the AQTF standards. It is our policy at REACH for Training to provide equal training 
opportunities to all eligible students regardless of gender, cultural or ethnic background, marital status, 
physical disability or sexual preference. 
REACH for Training further undertakes to provide: 

• Qualified, experienced and committed educational and training personnel 
• A learning environment which meets all legislative requirements of State and Federal 

Government 
• Quality customer service and a focus on continuous improvement. We value feedback 

from students, staff and the industry for incorporation into future training programs. 
• A learning environment which actively encourages the participation of women, Aboriginal 

and Torres Strait Islander peoples, people from non-English speaking backgrounds, rural 
learners, people with disabilities and unemployed people in training programs  

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

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

• A referral system for students who experience language, literacy or numeracy difficulties 
• A non-prejudicial and plain English assessment dispute procedure which: 

♦ Is prompt and courteous 
♦ Keeps the aggrieved student informed of what is happening 
♦ Protects the confidentiality of both students and staff 
♦ Leads to improved services 

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

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

• A guarantee of privacy concerning records or documents containing personal or sensitive 
information. 
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4 Code of Ethics 
1. REACH for Training shall at all times act with integrity in dealings with all cli

of the community. 
2. REACH for Training shall adopt such policies and practices to ensure the quality of

education and training programs offered are relevant and in accordance with:
a) NSW Vocational Education and Training Accreditation Board (VETAB) and Australian 

Quality Training Framework (AQTF) National Standards for Registered Training 
Organisations. 

b) Commonwealth/State legislation and regulatory requirements.
3. REACH for Training will ensure:

a) The provision of adequate facilities in which to conduct training programs
b) the employment of qualified staff and maintenance of staff training sufficient

programs on an on-going basis
c) the accuracy of any marketing and promotional a
d) compliance with an acceptable refund policy
e) compliance with current Occupational Health & Safety and Duty of Care requirements
f) the maintenance of adequate records and security of all current and archival records
g) client access to their r
h) the maintenance and continual improvement of a Quality Assurance System

4. REACH for Training undertakes to maintain quality training and to uphold the highest ethical 
standards. 

5. REACH for Training undertakes to ensure that all 
with and agree to comply with this code of ethics.

6. REACH for Training shall refrain from associating with any enterprise, which could be
as acting in breach of this code of ethics.

5 Organisational Structure
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6 Scope of Registration 

 

7 What is a registered training organisation 
A Registered Training Organisation (RTO): 

• can issue qualifications and statements of attainment that are recognised nationally 
• can use the Nationally Recognised Training (NRT) logo  
• are listed on National Training Information Service (NTIS)  
• can be approved to award VET qualifications and statements of attainment to overseas 

students studying in Australia  
• are eligible to tender for public funding for vocational education and training  

8 National Recognition 
REACH for Training provides training which is nationally recognised and adheres to the standards set 
by the following bodies: 

• NSW Vocational Education and Training Accreditation Board (VETAB) 
• Department of Education, Employment and Workplace Relations (DEEWR) 
• Department of Education and Training (DET)  

9 Client Policies and Procedures 

9.1 Change of Enrolment  

Change of enrolment is subject to program availability.  Change of enrolment will not normally be 
considered after the program starts unless there is a compelling reason for the change.   
Change of enrolment may occur if the trainer and client agree on the benefits of the change and it does 
not disrupt other clients.   

9.2 Cancellation and Refund Policy  

Refunds will be considered for the following situations: 
• Participants have overpaid  
• Participants enrolled in training that has been cancelled by REACH for Training 
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• Participant advices REACH for Training more than 3 working days prior to the 
commencement of course that they are withdrawing, then 75% of the course fee will be 
refunded. 

• If participant advices REACH for Training within 3 working days prior to the 
commencement of the course that they are withdrawing, No course fee will be refunded. 

• If the participant withdraws from a course or program due to illness or extreme hardship, 
refund will be issued at the discretion of the CEO. 

Note: Amount will be refunded within 14 working days. 

9.3 Flexible Delivery and Assessment  

REACH for Training recognises the principles of flexible delivery.  Our flexible delivery courses are 
designed to emphasise flexibility of delivery and assessment to maximise the opportunity for access 
and participation by learners with varying abilities.  

9.4 Conduct 

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

• Focus on the situation, issue or behaviour, not on the person 
• Maintain the self-confidence and esteem of others 
• Maintain constructive relationships with staff and fellow clients 
• Take the initiative to make things better 
• Lead by example 
• Respect the property of REACH for Training and fellow clients 
• The use of inappropriate language will not be tolerated 
• Mobile phones are to be turned off during classes 

It is the responsibility of all students and staff to ensure that the abovementioned 
principles are adhered to at all times.  

9.5 Client Privacy 

REACH for Training recognises every client's right to privacy. 
REACH for Training collects information on all our clients through enrolment forms; assessment 
tasks; surveys; and personal interviews. Any information collected is stored within our training 
database. We utilise this information in many different ways, for example to assess your 
competencies; to analyse our marketing activities; for promotional purposes. We may from time to 
time contact you again to let you know about our future products and services. 
Where State or Commonwealth funding supports training we are obliged to submit your enrolment and 
progress details for statistical purposes. When you sign your enrolment you have also signed a release 
that allows REACH for Training to forward these details to the appropriate government bodies.  
We do not share, rent, or sell personal information you provide us.  The confidentiality of the 
information we collect from you is protected under the NSW Privacy ACT.  
All REACH for Training students and contractors are required to agree with, and sign, a Privacy 
Agreement in line with the NSW Privacy Act. All students are required to observe verbal or written 
discretion in their dealings with students, clients and other stakeholders.  
If we decide we would like to utilise any information collected for statistical or promotional purposes 
we will request a written consent from the client first (ie editorial; photo’s for advertising purposes, 
etc). REACH for training will not disclose any information unless written permission has been 
obtained first. 

 

9.6 Client Health  
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It is in the interest of all staff and clients that self-responsibility for 
health is seen as a serious concern. Anyone suffering from a temporary 
illness that is contagious (e.g. gastroenteritis, influenza and viral 
infections), should not come into class until recovered.  
It is the responsibility of the student to ensure that they keep up to date 
with their work. If the student misses a day of training they should ask 
their trainer what they need to do to catch up. Usually the student will 
be required to read the text and complete any activities from the 
training day/s lost.  

9.7 Drugs and Alcohol 

REACH for Training promotes a drug and alcohol free college.  To ensure the integrity of REACH for 
Training, the consumption and use of alcohol and/or prohibited drugs by any student during training is 
strictly forbidden at all times.   
Any client who is affected by the use of substances whilst attending training is breaching a major 
violation of REACH for Training's policy and guidelines and is subject to severe disciplinary action. 
This can include suspension, dismissal, or any other penalty appropriate under the circumstances.  

9.8 Occupational Health and Safety 

REACH for Training is committed to providing and maintaining a safe and healthy environment for 
the benefit of all clients, visitors and students.  
Management of REACH for Training is responsible for ensuring that the level of Occupational Health 
and Safety is not compromised and recognises its obligations under the federal and State rules and 
regulations of the NSW Occupational Health and Safety Act.  
Everyone is responsible for identifying and reporting hazards, which includes students, sub-
contractors and employees of REACH for Training. If you identify a hazard please report it to either 
your trainer or the administration office who will complete either an OHS Injury Report Form or an 
OHS Hazard Report Form.  
It is important students report any injury immediately, by completing a OHS Injury Report Form, 
which your Trainer and Assessor will be able to provide and assist you with completing.  If students 
have any concerns or notice a condition or practice that seems unsafe, it is important it is brought to 
the attention of your trainer or a staff member of REACH for Training. 

9.9 Access and Equity 

REACH for Training is committed to access and equity principles and processes in the delivery of its 
services and working environment in accordance with Sex Discrimination act 1984, Human Rights 
and Equal Opportunity Act 1986, Racial Discrimination Act 5 1975, NSW Anti-Discrimination Act 
and Disability Discrimination Act 1992. 
REACH for Training prohibits discrimination towards any group or individuals in any form, 
including: 

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

• family and carer responsibilities (dismissal only) 
• compulsory retirement 
• marital status 
• homosexuality and homosexual vilification 
• transgender and transgender vilification 
• racial vilification 
• HIV/AIDS vilification 

Programs are designed and, wherever possible, facilities are set up to enhance flexibility of delivery in 
order to maximise the opportunity for access and participation by disadvantaged clients. 
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In the event of a situation that is considered by either staff or clients to be in violation of REACH for 
Training's Access & Equity Policy, staff and clients are required to report the situation to the Chief 
Executive Officer 

9.10 Client Harassment Policy 

REACH for Training will not tolerate any harassment, victimisation, bullying or any such conduct that 
has the purpose or effect of interfering with an individual’s work performance or creating an 
intimidating, hostile, or offensive learning environment.  This includes harassment, victimisation, 
bullying because of sex, race, national origin, religion, disability, sexuality or age.    
Harassment is unlawful under Commonwealth and State legislation and all harassment, bullying and 
victimisation is contrary to the duty of care to provide a safe environment for work and learning. 
Harassment, victimisation and bullying can take many forms.  It can be overt or subtle, direct or 
indirect. 
Examples of Harassment may include: 

• Unwelcome physical contact 
• Repeated unwelcome invitations 
• Insulting or threatening language or gestures 
• Continual unjustified comments about a client’s work or work capacity 
• Jokes and comments about someone’s ethnicity, colour, race 
• Pictures, posters, graffiti, electronic images, which are offensive, obscene or 

objectionable. 
Examples of victimisation may include: 

• Unfavourable treatment like aggression 
• Refusing to provide information to someone 
• Ignoring a person 
• Mocking customs or cultures 
• Lower assessment of client work 

Examples of bullying may include: 
• A person who uses strength or power to coerce others by fear 
• Behaviour that intimidates, degrades or humiliates a person 
• Aggression, verbal abuse and behaviour which is intended to punish 
• Personality clashes and constant ‘put-downs’ 
• Persistent, unreasonable criticism of client work performance 
• Client violence both physical and threatened against teachers  

Students should be aware that differing social and cultural standards may mean behaviour that is 
acceptable to some may be perceived as offensive by others. Such conduct, when experienced or 
observed, should be reported to your trainer or the Chief Executive Officer. All complaints will be 
promptly investigated.  
The privacy of anyone filing a report and the individual under investigation shall be respected at all 
times consistent with the obligation to conduct a fair and thorough investigation.  
All staff and students are expected to work in an atmosphere based on mutual respect for the rights and 
differences of each individual.  
Disciplinary action may be taken against students or staffs who are found to have harassed other 
students or staff. 
REACH for Training expects all our clients and students to support this policy.  Breaches of the policy 
will be considered to be “misconduct” or “serious misconduct” which may result in expulsion for 
clients or dismissal of students. 

9.11 Complaints & Appeals Procedure 

REACH for Training recognises that differences and grievances can arise from time to time.  The 
quick settlement of these matters is in the best interest of all parties concerned and the following steps 
are implemented to ensure this happens. 
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1. As soon as a grievance arises, it will be raised and discussed with all parties involved in the 
grievance, in order to find a solution agreeable to all parties.   

2. Grievances should be kept confidential, in order to protect the complainants, and documented 
onto the Complaints and Appeals Form. 

3. All Complaints and Appeals Forms are to be submitted to the Training Operations Manager, no 
matter the outcome, for review at the monthly Quality Assurance Meetings. 

4. Each appellant: 
a. Has an opportunity to formally present his or her case 
b. Is given a written statement of the appeal outcomes, including reasons for the decision 

5. If a solution cannot be found the matter is brought before the Training Operations Manager for 
resolution, agreeable to all parties. 

6. If the Training Operations Manager is party to the grievance, they will not take part in any 
discussions or decisions made and the matter will be referred to the Chief Executive Officer. 

7. If a solution has not been reached to the benefit of all parties the complainant has the right to 
representation and appeal under the relevant State or Federal Law.    

8. The RTO is responsible for acting upon the subject of any complaint found to be substantiated. 
This procedure is relevant to all grievances arising in the following areas: 
a) Student to student grievance 
b) Staff to Student grievance 
c) Student to work placement employer/supervisor grievance 
d) Staff to work placement employer/supervisor grievance 
e) Staff to staff grievance 
Please remember REACH for Training is committed to delivering quality education and training.  If a 
student, trainer or staff member is experiencing any difficulties, do not hesitate to discuss your 
concerns with the Training Operations Manager. REACH for Training administrative staff will make 
themselves available at a mutually convenient times if you wish to seek assistance. 

9.12 Disciplinary procedure 

Students who are disruptive to the learning environment and are not responsive to the 
Trainer’s initial requests for consideration of others, whilst attending REACH for 
Training classes or excursions, will be referred to the Training Operations Manager.  
Students acting with disregard to any of the REACH for Training’s policies and 
procedures may result in disciplinary action, from a written warning to termination, 
depending on the severity of the offence.   
Following is the course of action that will be taken if a student has breached REACH for Training 
policies and procedures. 
9.12.1 Step One—Verbal Warning 
Where a trainer has concerns about a student’s performance or conduct (accepting serious 
misconduct—see below), the trainer should explain to the student the manner in which the student’s 
conduct or performance is not acceptable. This acceptable standard is set in the Student Information 
Handbook. 
The Trainer will in the first instance, verbally counsel the student by informing him/her of the area(s) 
in which they are not meeting the required standard of performance or conduct expected of them. 
The student will be given an opportunity to respond to the trainer’s concerns and will be given an 
opportunity to rectify his or her performance or conduct within a reasonable period of time, depending 
on the circumstances. 
The Trainer will make written note of the verbal warning. 
9.12.2 Step Two—Official Written Warning 
If the student fails to rectify his or her conduct or performance within the required period, the Trainer 
will then require the student to attend a meeting with an official warning will be given. 
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If the student continued performance or inadequate conduct is such that it would be unreasonable for 
the Trainer to allow the student the allotted time to remedy the problem, then the Trainer will institute 
the first official meeting prior to the specified time expiring. 
The Trainer will inform the student prior to the meeting of the concerns that the Trainer has with the 
student’s conduct or performance, and state that the student is allowed to have a person of their choice 
accompany them to the meeting. 
At the meeting the Trainer will outline the nature of the problem(s) and allow the student an 
opportunity to respond. 
If the student response is not adequate the Trainer will present the student with an official written 
warning. This warning should state: 

• The problem; 
• Refer to all previous oral warning(s) and their dates; 
• The corrective action which is required; 
• What action will be taken if the student does not remedy the problem (when issuing a first 

warning, the warning should state that if the problem is not remedied within a specified 
time then the student will be issued with a further warning and may ultimately be 
dismissed); 

• State that the written warning will be filed in the student’s personal file (for a specified 
period of time). 

The Trainer should then monitor the student’s performance or conduct to determine whether he or she 
is making the required improvement. 
9.12.3 Step 3—Second Official Written Warning 
If the student fails to meet the appropriate standard within the time allowed, the Trainer should then 
have a second official meeting with the student. The second official meeting should replicate the first 
meeting. However, if the student has not adequately explained their failure to remedy their poor 
performance or conduct, that continuing poor performance or conduct MAY lead to dismissal. 
Note that it is not a legal requirement that a third written warning be issued—it is just very safe 
practice. However, if the Trainer follows the above steps closely and listens objectively to the student 
responses at each stage, two written warnings will usually be justified, except where the transgression 
is minor in nature. In such a case it may be appropriate to give a third warning. 
9.12.4 Step 4—Leading to Expulsion 
Following the issuing of the second warning, if the student fails to remedy the fault within the allotted 
time, or it would be unreasonable for the Trainer to allow the student to continue working out the 
allotted time, the Trainer should then initiate dismissal proceedings by referring the student to the 
Training Operations Manager. That will involve requesting by letter that the student attend an official 
meeting. That letter should state: 

• that the student’s conduct or performance has not improved; 
• the steps the Trainer has taken to remedy the problem in the past; 
• the fact that the student is entitled to be accompanied by a person of their choice; and 
• the fact that, unless the student can adequately explain his or her conduct or performance, 

then the student may be expelled. 
Again the student may have the person of their choice with them at the meeting. The Training 
Operations Manager should start by outlining the concerns he or she has with the students’ 
performance or conduct. It is then very important that the Training Operations Manager listens to the 
student responses as objectively as possible. The Training Operations Manager should then ask the 
student to step outside while they consider what he or she will do. 
If the student response is considered to be adequate, the Training Operations Manager should inform 
the student that they would remain a student but the student’s performance and/or conduct will 
continue to be closely monitored for the remainder of the course. If the student’s response is 
considered inadequate, the Training Operations Manager has two options: 
1. Issue the student with a third and final written notice; or 
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2. Orally inform the student that he or she is to be expelled and then follow that up with a written 
notice of termination. That notice should state the reasons for the expulsion, i.e. Performance or 
conduct, and the history of warnings given previously. 

The Training Operations Manager should consult with the Chief Executive Officer prior to expulsion 
of the student. 
9.12.5 Dismissal for serious Misconduct 
The Training Operations Manager is entitled to instantly dismiss a student in circumstances where that 
student has committed an act of serious misconduct. Serious misconduct can include: 

• fighting; 
• breaches of the drug and alcohol policy; 
• deliberately spoiling or damaging plant or equipment; 
• breaking the law; 
• A student who commits any of these acts is liable to instant dismissal. 

9.13 Client counselling services and support 

REACH for Training caters to diverse client learning needs and aims to identify and respond to the 
learning needs of all clients.  Clients are encouraged to express their views about their learning needs 
at all stages of their learning experience from the initial counselling and enrolment stage.  

All clients should make an appointment with the Training Operations Manager if 
they wish to ask about any vocational education and training or personal counselling 
services. 
REACH for Training provides suitable resources to help you identify you’re learning 

needs.  
REACH for Training is committed to providing clients requiring additional support, advice or 
assistance while training.  To achieve this and to ensure the quality delivery of training and education, 
REACH for Training provides client vocational counselling to improve and extend training outcomes. 
Students are advised to make an appointment with their trainer in the first instance. They can then 
make a time to see the Training Operations Manager.  
Additional support and services include:  

• Education and Career Counselling 
• Assistance when applying for RPL and RCC  

Personal counselling services are available to all clients and staff. This may take the form of advice or 
referral to other services. Personal counselling services must meet the organisation's code of practice 
and confidentiality procedures. Personal counselling services include, but are not restricted to:  

• Grievance /conflict resolution  
• Stress management 
• Access and equity issues 
• Client welfare and support  

9.14 Language, Literacy and Numeracy 

Language, Literacy and Numeracy (LLN) Support is available to provide clients with advice and 
support services in the provision of language, literacy and numeracy assessment services. Clients 
needing (LLN) support are identified on enrolment.  Many Trainers have a background in language 
learning and teaching and are able to offer clients case by case support in this area.  
Language, Literacy and Numeracy skills are generally included and identified in Training Packages 
and accredited course programs. In identifying language, literacy and numeracy requirements, clients 
need to: 

• Count, check and record accurately 
• Read and interpret 
• Estimate, calculate and measure  

Where formalised support is required by the client, extra curricula assistance can be referred to 
specialists. This service can be accessed by contacting your trainer for more information. 
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Post program and exit counselling services includes assistance and referrals for job seeking, resume 
and interview skills, vocational advice and mentoring.  Clients are advised of this service towards the 
completion of their qualification or course.     

9.15 Recognition of Prior Learning (RPL)  

Recognition of Prior Learning is granted as a result of identifying and assessing your previous and 
current informal education and training, work experience and/or life experience and knowledge.  Your 
previous learning and the evidence you supply is measured against pre-determined performance 
standards. 
To prepare for recognition of prior learning you should indicate your decision to apply for recognition 
as soon as possible after the induction and orientation program.  Following is an outline of how to 
prepare for recognition of prior learning: 
In consultation with your trainer you should: 

• Decide which units(s) are to be recognised 
• Provide an Evidence Portfolio in line with and agreed evidence plan 
• Seek peer assessment 
• Be prepared to 'show, tell and apply' your skills and knowledge 

 

Evidence for recognition of prior learning may include: 
• Performance, demonstration, or skills test/assessment 
• Workplace or other pertinent observation 
• Oral presentation 
• Portfolio, logbook, task book, projects or assignments 
• Written presentation 
• Interview & questions  
• Simulations 

Candidates should initially self assess against the performance criteria and critical aspects of evidence 
for each unit. 
RPL candidates must document their claim for competency in sufficient detail to enable the assessor to 
make clear judgements. If you require further information please ask your trainer.  
Students are required to sign an Assessment Agreement, which outlines the requirements of the 
evidence required for proof of competency. Your Assessor will develop an Assessment Plan to enable 
you to develop a portfolio. 

9.16 Recognition of Current Competencies (RCC) 

Recognition of Current Competence is granted as a result of identifying and assessing your previous 
and current formal education and training.  Your previous learning and the evidence you supply is 
measured against pre-determined performance standards. 
Nationally recognised Qualifications and Statements of Attainment issued by other Registered 
Training Organisations (RTO) are recognised by REACH for Training. This enables individuals to 
receive national recognition of their achievements.  
Evidence of prior learning must be supplied to the college in order to receive recognition of those 
competencies (ie presentation of original certificate) 

9.17 Attendance procedures  

Daily 
Attendance 

All students are required: 
• To ensure they arrive for class prior to course commencement 
• Return from morning tea and lunch breaks as requested 
• Participate in class activities 
• Finish the training at the set time 
• Notify the college if they are unable to attend due to illness or personal 
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reasons. A Medical Certificate is required for leave 
of 2 or more days 

Trainers are required to: 
• record student attendance roll each day 
• keep students on track with their training 

10 Training Delivery and Assessment 

10.1 Classroom training  

Training is delivered 'face to face' by qualified trainers. All students are required to attend each 
scheduled class. The trainer will moderate the learning pace, method and sequence appropriate to the 
learning needs.   
Learning methods will vary and can include: 

• class discussions 
• practical exercises 
• written assessment tasks  
• team activities 

• class presentations  
• case study’s  
• role play 
• field trips 

10.2 Classroom assessment 

Assessment tasks and strategies cover a wide range of methods and may include: 
• specific written assessments 
• team projects or reports 
• formal questions (including multiple 

choice) 
• practical demonstrations 
• small or large group tasks 

• oral presentations 
• problem solving tasks 
• case studies  
• discussions 

Broadly classroom assessments have two or three assessment tasks for each unit of competency.  
As a general rule for major assessments, you will be provided with task assessment instructions including the 
date the task is due for completion.  

10.3 Workplace training  

Workplace training is arranged with your employer.  Some programs contain 
mandatory workplace training, which is assessed in the workplace.  
Apart from the mandatory assessment of workplace training, REACH for Training 
offers no supervision whilst the actual workplace training is being undertaken.  
Supervision is left to those employers who have offered to participate in workplace 
training.  
Whilst a student is undertaking work experience with REACH for Training, as part of their course, are 
covered by our work placement insurance.  

10.4 Plagiarism 

Taking an idea from any source without properly acknowledging it is plagiarism.  It is the use of someone 
else’s work without proper recognition that determines that the body of work has been plagiarised.   
Examples of plagiarism include: 

• Using someone else’s argument, even if the exact words are not used 
• Using a quote without referencing it correctly 
• Changing another author’s sentences in order to present them as your own 
• Copying another students work 

All of these can be avoided with correct referencing procedures. 
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Most often plagiarism is the result of poor study and note-taking methods.  Remember to write down the 
exact references for all the material that you use as you take your notes. 
The trainer/facilitator will advise clients of the many ways to avoid plagiarism. Remember that plagiarism is 
punishable by failure.  

10.5 Assessment Policy and Procedure 

10.5.1 Assessment policy 
REACH for Training acknowledges the National Assessment Principles issued under the Australian 
Recognition Framework and is committed to validity, reliability, flexibility and fairness in assessment 
processes for the training programs that it delivers to its clients. REACH for Training aims to provide clients 
and training/assessment staff with an assessment system that is as fair and equitable as possible.  
REACH for Training assessments are competency based and are designed to determine whether the 
candidate can demonstrate the targeted competencies.   
Candidates who are unable to demonstrate competency at a given time or who successfully appeal 
assessment results may be reassessed at an appropriate later date. Reassessment may attract a fee. 
REACH for Training assessments are set to meet the assessment criteria of the training package or accredited 
course on which the program is based.  Assessment may be undertaken on or off the job.  If conducted in the 
workplace, suitable workplace assessors and assessment procedures are to be used.  All assessment materials 
must be appropriate to clients’ needs and program delivery methods. 
10.5.2 Assessment procedure 
Students and assessment candidates are notified in advance of assessment dates and times by the 
assessor/trainer responsible for the assessment. 
The following conditions apply to assessments: 
1. Students/candidates who are absent on the day of a class assessment must notify REACH for Training 

of their inability to attend prior to the assessment time.  
2. Students/candidates who know in advance that their assessment tasks 

cannot be met must inform the member of staff responsible for setting the 
assessment. 

3. Students/candidates who have missed an assessment for any reason 
covered under conditions 1 and 2 must apply for the missed assessment to 
be rescheduled during class time. 

4. If a student/candidate has previously attempted an assessment and has 
been deemed not yet competent they may apply for reassessment, which 
may attract a fee.  

10.6 Assessment appeals process 

All students/candidates have the right to appeal any assessment decision made by REACH for Training if 
they: 

• believe that the assessment is invalid and/or 
• feel that the process was invalid, inappropriate or unfair. 

Before making an appeal, we ask that you discuss the matter with your Trainer in an attempt to reach a 
decision.   
If you are still not happy, you are then entitled to lodge a formal complaint by completing a “Complaints & 
Appeals Form” within 7 days of the initial discussion.  Once a formal appeal is lodged a third party will be 
appointed in an attempt to resolve the issue.  Any decision recommended by this party is not binding to 
either part in the dispute.  
If you are still not satisfied another registered provider in the same curriculum area will be appointed to 
arbitrate and reassess participants if necessary. 
If no satisfactory solution is reached you can appeal to the NSW Vocational Education Training 
Accreditation Board (VETAB). 
You have the right to a support person to be involved at all times during the appeal process. 
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11 Issuing of certification  
All training undertaken at REACH for Training is competency based.  Assessments determine whether a 
client is competent/or not yet competent. 
Clients are issued with a Statement of Attainment or Certificate once full competency has been achieved.  As 
well as being issued with a statement or certificate our clients are issued with a transcript listing units 
achieved. 
REACH for Training will endeavour to issue Certificates and Statements of Attainment within two weeks of 
course completion. 

12 What are Competencies? 
A competency is a statement about the skills, knowledge and attitudes a learner needs to complete and these 
statements are contained in each unit.  Each unit is often made up of several elements.  
The assessment of your competency means that you must be able to demonstrate and give evidence that 
match the requirements of the units and elements for the course. This evidence is measured against a set of 
key performance competencies and nationally set standards.   
Demonstration of competency includes: 

• Collecting, analysing and organising information 
• Communicating ideas and information 
• Planning and organising activities and tasks  
• Working with others in teams 
• Leading teams 
• Using mathematical ideas and technological tools  
• Solving problems 
• Demonstrating understanding 

13 Your responsibilities as a learner 
All students are provided with information about the course structure, the training and assessment strategies 
and the assessment tasks or evidence required demonstrating to demonstrate that 
the student is competent. 

13.1 Competency assessment processes 

There are three types of assessments that occur at different stages for each unit.  
1. Initial assessments to identify what competencies you already have. 

(Overall self assessment.)  This occurs during induction/orientation.  
2. Progressive assessment during training to provide feedback about your progress and to identify any 

outstanding unit and/or element you need to focus upon.  
3. Final assessments, which are delivered when the trainer decides the student is ready. 

13.2 How are competencies assessed? 

Assessment may attract both direct (show and tell) and indirect (show, tell and apply) assessment methods.  
This means that you will be required to produce evidence and/or demonstrate your skills and apply related 
knowledge associated with that unit of competency.  
While demonstration of skills can be seen, underpinning skills such as problem solving, working in teams 
and understanding etc. can only be assessed through indirect and supplementary assessment. This is often 
undertaken through projects, case studies, third party reports, written and oral questions.  
The level of your performance is assessed against national standards. This means that the evidence you 
provide and the competencies you demonstrate must meet the standard of performance already set. 
During assessment your assessor reviews your evidence and observes the demonstration of your 
competencies. The Assessor records your evidence and/or demonstrations as “C” - Competent or “NYC” - 
Not Yet Competent”.  Competencies are not ‘scaled’ or ‘marked’.  



REACH for Training | New_Student_Information_Handbook_QA-SIH-V[1].10[1]-1[1]_9915889.docx 
App CEO 5-Apr-10 

17 of 
19 

 

Broadly it’s simply a matter of whether you are competent (‘C’) or not yet competent (‘NYC’) to 
demonstrate your skills and provide supporting evidence to the performance standard.  
If your evidence fails to demonstrate the level of competency for any unit or Performance criteria appropriate 
to the qualification the assessor can design a flexible training plan /pathway.    

13.3 What if you successfully demonstrate competencies in some areas and not in 
others? 

If you are enrolled in a qualification and can only demonstrate competencies in some and not all Units of 
Competency (UOC) a certificate for the qualification cannot be issued.  
You can however, receive recognition for the competencies and units of learning you have successfully 
completed.  This recognition is a Statement of Attainment and will identify the qualification name, units of 
competency and national identification number.   
If you elect to continue and complete the full qualification or any outstanding units your assessor will work 
with you and together, a training pathway and plan can be developed to complete the outstanding learning 
units.   

  



REACH for Training | New_Student_Information_Handbook_QA-SIH-V[1].10[1]-1[1]_9915889.docx 
App CEO 5-Apr-10 

18 of 
19 

 

14 Your trainer’s responsibilities 
1. Your Trainer will provide clear instructions about what is expected from you during 

your training and will explain the assessment process in further detail. 
2. Training may consist of group/action learning activities and projects, self-paced 

learning, assignments, case studies, presentations, discussions, workbook activities, 
research and reports etc.  Each unit of competency is clearly outlined and indicates 
what is expected of you during the learning phase.  

3. To ensure a safe learning environment. 
4. To ensure they are kept up-to-date with current industry requirements, according to 

their industry being taught and the training industry.  

15 General information 

15.1 Client dress code 

All students are required to dress according to the industry they are training for, for example: 

Business, Event Management 
and Tourism Students 

Business attire including tailored skirts/pants, collared shirts, Jackets 
and enclosed shoes 

Hospitality Students Black pants/skirt, White collared shirt and enclosed shoes 

Aged Care Nursing Students Black/blue pants or skirt, white top (must be comfortable) and 
enclosed shoes 

Hairdressing & Beauty Students Black pants or skirt, black or white stretchy top (must be comfortable) 
and enclosed shoes 

This allows students to familiarise themselves with the correct type of attire suitable for their new career. 
Whilst you are a student with REACH for Training you are representing our organisation and should project 
a professional image for prospective employers.  

15.2 Organisation’s property  

During your term of enrolment clients may be issued with resources to aid them in their studies.  These 
resources remain the property of REACH for Training and are only on loan. 
Students are required to return the Organisation’s property within the time specified by the issuing staff 
member. 
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16 Client feedback and quality improvement 
REACH for Training collects regular statistical information to monitor, maintain and achieve ongoing 
continuous quality improvement in the delivery of vocational education and training.   
We value and welcome constructive feedback from our clients, students and staff concerning educational and 
service improvements or changes that would improve our existing educational and client services provided 
by REACH for Training.  
To provide management with this feedback you will be asked to complete a Training Evaluation Form which 
will either be distributed after induction, orientation or during your training.  Please complete these Training 
Evaluation Forms and provide your feedback on our training and assessment procedures. Once completed 
please return the form to your trainer.  
Students and clients wishing to provide additional feedback on any issues or areas for improvement are 
encouraged to complete an Opportunity for Improvement Form located at the REACH for Training Office.  
 
 

“Thank you for choosing REACH for Training” 
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