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RTO Number: 6935

CONTACTS:

Training Manager: Ana Frilay

Email: ana.frilay@bendigosc.com.au
Ph: 5440 6246
Fax: 5441 7231

Po Box 229

Bendigo Vic 3550

Web: www.schweppescentre.com.au

“This training is delivered with Victorian Government Funding”.
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Introduction

Bendigo Stadium Training & Assessment is committed to quality standards in the provision of education, training and assessment.

Bendigo Stadium Training & Assessment is a Registered Training Organisation committed to delivering quality education and training services. In particular we endeavor to provide positive learning experiences for the most marginalized individuals in society, to enable them to share in the economic, social and cultural benefits of our community. We understand the importance of building and fostering effective partnerships within business for the benefit of trainees/students and the enterprise.

Bendigo Stadium Training & Assessment will provide each participant with the following services:

· A pre-training review of each participant’s current competencies including literacy and numeracy skills. The purpose is to avoid duplication of competencies already acquired and to ascertain that the proposed training strategies and materials are appropriate.

· Literacy and numeracy support if there is a discrepancy between the client’s skills and intended learning materials/strategies.

· The development of a training plan consistent with the outcome of the pre-training review which is customized to allow for different learning preferences and abilities.

It is a requirement under the AQTF that the RTO must contact the Trainee and Employer every month by phone, fax or email.

Student Information

2009 Fees & Charges

Under the Fees & Charges policy, fees for Apprentices and Trainees are:

· $1.37 per student contact hour, to a maximum of $877 in a calendar year;

· A $55 minimum fee for participants eligible for the concession rate (eg Copy of Health Care Card)

Refunds

A student who withdrawals, by written notice, up until 4 weeks of commencement from a government funded training program, we will refund the enrolment fee less the total cost of schedule contact hours (SCH) completed at the rate of $1.37 per SCH, and books and materials fee. 

A student who withdrawals after 4 weeks of commencement no refund is applicable.

If a course is cancelled by Bendigo Stadium Training & Assessment the fee will be fully refunded or alternatively will be booked into the next course.

For all refund applications students are required to complete a refund application form. These are to be distributed upon request, or distributed if course is cancelled. 

Code of Conduct

The Code of Conduct outlines a student’s responsibilities and rights.  The purpose of this Code of Conduct is to ensure an atmosphere of understanding, respect and professionalism, and a supportive adult learning environment that celebrates diversity and embraces equal opportunity.
Every student has the right to participate in our programs, free of inappropriate behaviour that may impair the learning process or the emotional, physical and mental wellbeing of individual students, staff and visitors to

Bendigo Stadium Training & Assessment is committed to the following:

Dress Standard

Unless otherwise directed by trainers, the minimum dress standard shall be that required at your place of work or potential field of employment.

Attendance Roll

All classes will have attendance rolls regularly marked. Employers will be entitled to this attendance information.

Punctuality

If you are running late for work or training, please phone and let people know. This is required at training and at work, if you are already employed. This only takes a few moments, but saves everyone a lot of trouble. 

Illness & Absence

Unfortunately people get ill. Again, it is a requirement that you phone the training department and your employer if you are unable to come in.

Personal Property

All participants enrolled in a training program are advised that they should not leave valuables such as purses/handbags/wallets or mobile phones unattended.

Bendigo Stadium Training & Assessment will not be held responsible for valuables that are left unattended.

 Smoking

All areas within the Bendigo Stadium are SMOKE FREE.

Computers

Only with permission of your trainer can disks be brought in and used on the Bendigo Stadium Training & Assessment’s computer network. This is essential because of the risk viruses being introduced into the network, and also for security reasons.

Misconduct

All students are to take responsibility for their own behaviour. You are to conduct yourself in a mature and appropriate manner. Exclusion from a training program may occur for the following reasons.

· Arrive at work or training under the influence, or in possession of drugs or alcohol.

· Taking drugs or alcohol during a working day

· Acts of vandalism

· Involvement in a fight or engage in dangerous behaviour

· Abusing other trainees, staff or trainers

· Failing to attend scheduled training and assessment sessions

· Disobeying reasonable requests or rules as set

· Absence from work for a period of time without authorisation or satisfactory explanation.

· Involvement in unlawful or criminal activities.
Complaints & Appeals

Bendigo Stadium Training & Assessment will strive to meet all aspects of our policy and procedures documents as a minimum standard to ensure we continually provide the highest quality service and training delivery without bias to all our students.

· Trainees can view all complaints policies and procedures of the Complaints Policy and Procedure document.
· All disputes or complaints will be handled professionally and confidentially in order to achieve a satisfactory resolution.

· We will at all times endeavor to ensure all parties will have a clear understanding of the steps involved in the complaints procedure.

· Students will be provided with details of external authorities they may approach, if required.

· All complaints will be managed fairly and equitably and as efficiently as possible.

Bendigo Stadium Training & Assessment will make every effort to resolve any complaints fairly and equitably within five (5) working days.

Students may raise any matters of concern relating to training delivery and assessment, the quality of the teaching, students amenities, discrimination, sexual harassment and other issues, which may arise.

The policy provides an avenue for most complaints to be addressed. However, in some cases alternative measures may need to be explored.

Bendigo Stadium Training & Assessment will encourage the parties to approach a complaint with an open view and to attempt to resolve problems through discussions and conciliation. Where complaints cannot be resolved through discussion and conciliation, we acknowledge the need for an appropriate external and independent agent to mediate between the parties.

Process

Local Level Resolution

Step 1.

Local Level Resolution

Bendigo Stadium Training & Assessment encourages open communication and an environment of trust.  Therefore, any student with a concern or issue is encouraged to firstly raise the matter directly with the course trainer. 
A meeting should be requested, by the student, at which time the matter in dispute can be raised and a resolution sought. If the concern or issue is found to be substantiated it will be acted upon. If the concern is not resolved it must be put into writing and forwarded to the training manager and then it becomes a complaint.

Step 2.

Resolution by Course Manager

Should the matter remain unresolved following Step 1, or should Step 1 be inappropriate, the student is encouraged to contact the Training Manager.  The Training Manager will consider the complaint and recommend a resolution.

Step 3.

Resolution by Organisation’s Director

Should the matter remain unresolved following Step 2, or should Step 2 be inappropriate, the student is encouraged to contact the Training manager for consideration and due intervention, as necessary, in order to reach an objective solution to the matter in dispute.

Step 4.

Resolution by Arbitration

Should the matter remain unresolved following Step 3, the Training Manager may seek the advice of the Apprentice/Traineeship Investigations Officer to review the dispute and suggest an amicable solution.

Step 5.

Resolution by External Authority

Should the matter remain unresolved following Step 4, the student may seek the advice of an independent authority (Apprentice/Traineeship Investigations Officer) that is skilled in dispute resolution processes.

Training & Assessment

What is competency based training?

Competence is when a person can carry out a task to the level required, to have the appropriate knowledge and understanding of what they are doing and to be able to perform the task under the conditions required. Competency based training looks at addressing these requirements to achieve competence.

· Performance at an acceptable level of technical skill

· Organising one’s tasks

· Responding and reacting appropriately when things go wrong; and

· Transferring skills and knowledge to new situations and contexts.

Assessment

Assessment is a process of collecting evidence and the assessor making a judgement by the comparison of a student’s evidence of skills and knowledge, against the requirement of the Standards.

Trainees in accredited courses are required to undertake a range of assessment tasks in order to display competence. Workplace Trainers and Assessors will have an assessment grid and outcome sheet to record results.

Assessment Outcomes

Students will be awarded as;

· C—Competent  

· NYC—Not yet competent

· W—Withdrawn

· NA—Not Complete

Bendigo Stadium Training & Assessment will endure that assessment processes:

· Recognise the principles and proper operation of Recognition of Prior Learning/recognition of Current Competency (RPL/RCC).

· Allow credit transfer when properly documented (CT).

· Allow accelerated progress towards completion of assessment tasks and demonstration of competency when required by participants.

· Is relevant, appropriate, fair flexible and recognise the requirements of the participant and the national training recognition system.
Assessors

Responsibilities of your Workplace Trainer & Assessor

· To make regular contact with the trainee and employer 
(minimum of once per month) to check on progress, answer questions, provide assistance, etc. contact may be in person, by phone, fax, email, SMS or letter (including leaving messages).

· To provide all appropriate learning materials and explain the requirements for completion.

· To complete an appropriate Training Plan in consultation with the employer and the trainee and to provide a copy of the Plan to the trainee.

· To ensure the trainee is aware of how they will be assessed and the performance criteria for assessment.

· To visit the trainee at least once every three months, but preferably every 6-8 weeks.

· To be aware of difficulties arising due to workload, personal issues, etc which may affect the trainee’s progress and to adjust assessment schedules accordingly.

· To schedule each visit according to the availability of both the trainee and the workplace coach.

· To provide the trainee with specific training to address any skills gaps where identified, prior to assessment taking place (eg. Additional handouts, site visits to enhance industry knowledge, on site training in a specific skill).

· To explain RPL and Credit Transfer procedures to the trainee.
· To explain Structured Training Withdrawal where required and outline the proposed training activities for each unit of competency.
Illness should be documented with a medical certificate 
Traineeship & Full Certificate Course Information

Congratulations on enrolling in a full Certificate course. This is a great opportunity for you to gain some national qualifications without leaving your workplace.

Below are some guidelines to assist you in supplying an overview of the program and what roles each party plays:

Enrolment and Induction

At the enrolment stage you will be given some information as to what is expected of you as a trainee with Bendigo Training & Assessment, what you should expect of us as a training organisation, and what you should expect from your employer. You will also be given an enrolment form to be completed, your course training plan, you will also need to complete a Pre Training Review and you will be advised of some of our policies.

At this stage you should advise the Training Organisation of any prior learning that you might have completed with another training organisation or if you believe that you are eligible for Recognition of Prior Learning.

At the induction stage you will then meet with your assigned Workplace Trainer & Assessor, you will be inducted on your chosen training plan, left some modules and textbooks. You will also need to sign your Training Plan.

Student Information:

Students or staff wishing to view personal records or documents kept by Bendigo Stadium Training & Assessment can do so by calling our Administration Officer and requesting an appointment for the viewing of the document. Should a student wish to give permission to a trainer or third party to discuss or view their records this can be done by completing and submitting the Authority to View Documents form.
Certificate II & III Courses:

These are nationally accredited courses recognised all over Australia. They comprise of a number of modules, which make up either the Certificate II or III in your chosen field.

If you are completing a Certificate III program you will complete Certificate II first and then progress into the Certificate III modules.  There will be a number of off the job training programs to complete along with modules that can be assessed on the job.  All training will be delivered in a flexible manner with opportunities to recognise skills you already have.

Your Employer will:

Allow you time away from your normal duties to undertake activities related to your training.

Provide you the opportunity to participate in the training as well as practice newly learnt skills on the job.

Assist you in completing assessment activities and endorse your competencies with the trainers.

Scope of Registration:

Bendigo Stadium Training & Assessment is a Registered Training Organisation with the State Training Board of Victoria.

We have the authority to deliver programs in the following fields:

· Hospitality

· Retail

· Sports and Recreation 

· Commercial Cookery

Language, Literacy and Numeracy Support

If you are having trouble with learning or understanding please inform your trainer and we will assist you to identify appropriate support services that can help. These can be other learning institutions specialising in literacy and numeracy training and this process will be done in a confidential manner.

RPL, RCC and Credit Transfer

Bendigo Stadium Training & Assessment will recognise the life skills and abilities students already pose and formal recognition of these will take place through alignment to course/module learning outcomes. Credit transfer will also be granted upon production of relevant national qualifications, which also meet learning outcomes.

Pre Training Review:

We will ask you to supply a resume listing your experience and qualification to ascertain your current competency levels.

Responsibilities of the Workplace Trainee

· To ensure assigned tasks are completed within the set time frame allocated by the Workplace Assessor.

· To seek assistance from your workplace coach or supervisor when completing activities and exercises.

· To advise the Workplace Assessor if you are experiencing difficulties completing set tasks.

· To attend every appointment as scheduled between yourself and the Assessor and to provide reasonable notice to the Assessor if you are unable to attend.

· To ensure the Pre-Assessment checklist in your workbook has been discussed and completed with your coach or super
visor prior to assessment.

· To undertake and record completed actual hours under Structured Training Withdrawal, where required.

· To be responsible for all trainee materials provided to you and to bring the required materials to each assessment.

· To return all unused materials to the employer or RTO if you withdraw from the course.

Your responsibilities as an Employer

· To be positive and support your trainee

· To regularly check on your trainee’s progress

· To encourage your trainee to ask questions

· To tell work colleagues about the program and encourage them to help the trainee

· To complete the Pre-Assessment checklist for each competency with the trainee prior to the assessment date

· To contact the Workplace Assessor if you have any queries or 
problems regarding training and assessment.

· To advise the Workplace Assessor as soon as possible if the trainee resign or withdraws from the course.

Future Career Opportunities for your Trainee

Completion of Certificate III in Hospitality Operations will provide your trainees with a formal qualification to be a senior member of your staff. This includes development in their leadership skills, organisational skills, team work, and customer service. Which in turn will benefit your repeat business?

Trainees who have completed this program have given themselves a wider choice in their future career opportunities within the industry, such as work in hotels, resorts, clubs, international restaurants including both local, inter state and inter national
Policies

For a full policy document, please contact the administration office. Policies include:

· Privacy
· Code of conduct

· Appeals and grievance policy

· Fees and charges policy

Access & Equity Policy

Bendigo Stadium Training & Assessment recognises that the entire traineeship program exists with a primary commitment to fair access and equity in the provision of its program of courses, irrespective of gender, culture, age, location, disability or disadvantage.

Privacy Policy

Your private information is important. As a requirement of some funding bodies and for our own purposes, Bendigo Stadium Training & Assessment request personal information from participants in our courses, the information collected:

· Name and address

· Date of birth

· Employment status

· Education achievement

· Learning difficulties

Certificate Presentation:

On successful completion you will be presented with a Certificate II or III in your chosen field and a Statement of Results comprising all modules achieved.

If you only complete part of the studies you will be issued a Statement of Attainment with only the modules completed listed.

Certificate Re-Prints

 Misplaced certificates can be re-issued on request. A cost of $20.00 will be charged.

Counselling Services

Whilst Bendigo Stadium Training & Assessment does not employ a student welfare officer or counselling service, our Training Manager or Training Administrator are able to assist you to find a suitable counselling service if you require. You will need to contact the office number listed below.

Withdrawal from the Traineeship Program

To withdraw from an accredited course or module:

· Inform the Workplace Trainer and Assessor

· Complete a Withdrawal form available from the Training Department and return it to the training department.

Training Department Hours

Training staff are available from 9.00 until 5.30pm Monday to Friday, however some of our staff are part time and are not available at certain times.

Public Holidays
Bendigo Stadium Training & Assessment is closed on Public Holidays.

Recognition of Prior Learning (RPL)

RPL is an assessment process that assesses the individual’s non formal learning to determine the extent to which that individual has achieved the required learning outcomes, competency outcomes, or standards for entry to, and/or partial or total completion of a qualification.

All students are offered the opportunity to apply for RPL.

Process

Students where appropriate are encouraged to speak to their Trainer / Assessor who will assist and guide them in processing an application. The Trainer / Assessor will assess the application and advise the student promptly of the decision. Further information or an interview with the student may be required before the application is processed.

Appeals

Should the student not be granted RPL, they will be referred to the Training Manager to discuss an appeals process. Where the appeal is allowed a new assessment will be conducted.
Appeal Process:

If you wish to appeal against a competency judgment result, please contact our Administration Office Manager who will help you with your concern on the issuing of this Result. Please note that you will be asked to put in writing within 14 days of receiving this judgement your request and reason for an appeal. All appeals are handled with confidentiality and consideration towards the client request.
Glossary

Assessment—(Competency Based)

The process of collecting evidence and making judgments on whether competency has been achieved.

Assessor

A person who has the necessary skills and knowledge to make the decision whether a person seeking assessment is competent or not yet competent against a national competency standard.

Australian Qualifications Framework

A comprehensive policy framework which defines all qualifications recognised nationally in post-compulsory education, vocational education and training, and higher education within Australia.

Competency standards

The standards developed by industry for satisfactory performance in the workplace. Units of competency comprise the standards.

Competent

You are assessed as having demonstrated competence against a unit of competency.

Core units

Units of competency which comprise the core of a qualification. They are the units which you must do to achieve the qualification.

Elective units

Units of competency that you and your trainee can choose to complete your qualification.

Evidence

Information provided to an assessor to support your claims for skills recognition.

Not yet competent

More evidence is required to demonstrate competence, or further training may be required to achieve competence against a unit of competency.

Performance criteria

Performance criteria describe the level of performance required in the job—how the work is to be done.

Portfolio

A collection of evidence provided to an assessor to prove competence against a unit of competency or qualification.

Qualification

A qualification is the formal certification, issued by a Registered Training Organisation, in recognition that all required competencies or learning outcomes have been achieved.

Recognition of current competencies (RCC)

The formal acknowledgment of skills, knowledge and competencies that are gained through work experience, informal training and life experience. Also known as Recognition of Prior Learning (RPL).

Registered Training Organisation

An individual or organisation registered through a State Recognition Authority to provide accredited training and / or assessment and to issue qualifications and Statement of Attainment.

Statement of Attainment

A Statement of Attainment is a formal document listing the units of competency that a person has achieved towards a qualification under the Australian Qualifications Framework.

Unit of competency

A component within a competency standard. It has a title, a description and contains the elements of competency and their performance criteria. Units of competency form qualifications.
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