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Welcome
VHIA Training Services

Student Handbook

Please read this Student Handbook carefully.

This Student Handbook contains information to help you:

· Achieve success with your studies

· Understand your rights and obligations

· Understand the VHIA and our standards

· Know where to access more information

We hope that your training with VHIA will be enjoyable and productive.  Please let us know if you experience any difficulties during your course, so that we can take action to assist you.  Our aim is for you to achieve high levels of competency in your chosen skills and we will assist you flexibly and fairly to achieve your goals.

If you have any questions after reading this Student Handbook, please consult your trainer or the VHIA Training Manager or the VHIA Training Coordinator.

Alec Djoneff

Chief Executive Officer

Victorian Hospitals Industrial Association
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About VHIA
VHIA is a nationally registered employer organisation that represents the interest of employers in health, aged care, disability and related areas.  
The Association has, for many years, delivered training to the health sector in Victoria.  The focus of the training has been on the development of skills and knowledge relating to Human Resource Management, Industrial/Employee Relations and general management/supervision skills.  
VHIA is a Registered Training Organisation, able to deliver nationally recognized training and assessment services.

Our Code of Practice

The VHIA Training Service is committed to integrating Access and Equity principles within all services provided to our clients.  All staff recognise the rights of students/clients and provide information, advice and support that is consistent with the Associations’ rules and this Code of Practice.

Regardless of cultural background, gender, sexuality, disability or age you have the right to study in an environment that is free from discrimination and harassment; and to be treated in a fair and considerate manner while you are studying with us.

If, at any time, you feel that we are not abiding by our Code of Practice then report your complaints to your trainer or to VHIA's Training Manager.  VHIA’s policy on handling student complaints is contained in this handbook is accessible on our website www.vhia.com.au

Admission and Enrolment
Selection

Students are admitted to VHIA training programs by demonstrating a genuine interest in the area and a determination to complete the course.

Class sizes are limited and students are encouraged to book a place as early as possible.

VHIA’s selection process reflects our Access and Equity Policy as outlined in our Code of Practice. This policy ensures that student selection decisions comply with equal opportunity legislation.

Enrolment 

Training participants must complete an Enrolment Form prior to participating in a training program.  The Enrolment Form provides the VHIA with all relevant personal information and collects data as a regulatory requirement for government agencies.  All information provided is confidential and retained according to relevant Privacy legislation.
Prospective students should also indicate on the Enrolment Form their requirement for assistance for special needs.

Information on course content and resources is made available to participants at the time of enrolment. 

Fees and Refunds

All VHIA training programs are delivered on a fee-for-service basis and do not attract government subsidy.

See the VHIA website, www.vhia.com.au for information about the cost of attending specific courses.

We will issue refunds when:

· A course has been cancelled by VHIA

· Training participant notifies VHIA of withdrawal in writing 7 days prior to commencement of training

· The process indicates that training participant does not need to undertake the course or parts of the course

The full cancellation and refund policy can be found at the VHIA website: www.vhia.com.au
Where employers pay for training they may send alternative candidates to attend training if the original candidate is not available.  To assist VHIA we request you advise us prior to the start of the course and ensure that any pre-course information is relayed to the replacement.

All training is devised for a minimum number of participants and VHIA reserves the right to cancel courses or defer courses up to 48 hours prior to commencement.  Any fees paid will be refunded, or an alternative course will be offered.

Course Information
All students enrolled in a VHIA accredited training program shall prior to commencement of the training program receive information about the training program which includes but is not limited to:

· The time and place of the delivery of the training program;

· Training Program content;

· The details of the relevant unit/s of competence related to the training program;

· Details of the assessment requirements, including RPL and recognition of qualifications issued by other training organisations.

Assessement Outcomes and Qualifications

Student results and qualifications are issued in a timely manner and in accordance with national guidelines.  Statements of Attainment will be issued to those participants who undertake assessment.  Certificates of Attendance will be issued to those participants who do not undertake assessment.

Assessment outcomes are recorded using the following result codes. 

	C 
	Competent

	NYC
	Not Yet Competent

	W
	Withdrawn

	NA 
	Not complete

	CR
	Credit granted for Statements of Attainment issued by Other RTOs 


All student records are kept confidential and securely archived. Students may access their files upon request to the VHIA Training Manager and or VHIA Training Coordinator.

Recognition of Prior Learning
Skills Recognition includes Recognition of Prior Learning (RPL).  Recognition of Prior Learning is a form of assessment. 
What is Recognition of Prior Learning (RPL)?
Recognition of Prior Learning (RPL) is the acknowledgement of a person’s skills and knowledge acquired through previous training, work or life experience. RPL may be used to grant status or credit in or towards a subject, module, or unit of competence. 
The assessment of RPL may be embedded within VHIA assessment tools. RPL may also be applied for as a separate process.  
How is RPL assessed?

If you believe that you might be eligible for Recognition of Prior Learning VHIA is pleased to offer you this facility.

RPL is available to all prospective students.  The Training Manager is responsible for the application and assessment of RPL.  Candidates may apply for recognition of their learning and skills by supplying evidence of:

· Previous recognised training undertaken

· Work and life experiences

· Non‑formally recognised training undertaken.
Candidates may make application to the Training Manager using the VHIA Application for Recognition of Prior Learning / Recognition of Statements of Attainment from Other RTOs proforma (this is included as an attachment to this Handbook).  

Candidates may be invited to attend an interview process to discuss the application.  Further information/documentation may be requested.  An assessment and verification of the application will be undertaken.

Applicants will be notified of the assessment decision.  Skills recognition assessments and outcomes will be recorded and relevant qualifications/Statements of Attainment will be issued where applicable.

Candidates may appeal a decision.  Appeals should be lodged with the Training Manager in line with the VHIA Assessment Policy.
Recognition of Prior Learning may also be embedded in VHIA assessment tools.

Recognition of Qualifications and Statements Issued by Other RTOs

VHIA will recognise Qualifications and Statements of Attainment issued by other Registered Training Organisations upon production and verification of the Qualification or Statement of Attainment.  VHIA assessment tools include the opportuntity for students to include Statements of Attainment already held that have been issued by other RTOs.

Candidates seeking credit for qualifications issued by  other RTOs may also apply using the Application for Recognition of Statements of Attainment from Other RTOs proforma (attached to this Handbook).

**More information about Vocational Education and Training and the regulatory requirements can be found at www.dest.gov.au and www.training.com.au and www.otte.vic.gov.au.

Student Access to Records

Students may access their own personal records at any time.  This can be arranged through contact with VHIA Training staff.  Students must provide verifiable forms of identity when seeking to access their own record.

Welfare and Guidance

Student welfare and guidance is available from Training Department staff who are experienced in student counseling.  They are able to help with any issues that may arise and can also refer students to other services as appropriate.

Flexible Delivery of Learning and Assessment Services
VHIA Training Services is receptive to requests for flexible delivery of training and assessment.  VHIA will do its best to provide flexibility in access to course materials and assessment tasks. VHIA training and assessment may be carried out at locations such as the VHIA training venue and others such including workplaces, during day and / or evening classes or via recognition of prior learning.

Students who are unable to access VHIA courses are offered guidance on alternative training and referred to appropriate services.

Language, Literacy and Numeracy Assessment

VHIA Training acknowledges that all Vocational Education and Training Courses it delivers include Language, Literacy and Numeracy tasks.  As a result VHIA trainers provide materials, resources and assessment tasks at a level of complexity required in the workplace for that competency only.  Trainers also provide opportunities for repeated and supported practice.

VHIA Training can refer students to specialist literacy and numeracy agencies and support services if necessary.

VHIA Assessment Policy including Re‑assessment and Appeal

The following is a summary of the VHIA Assessment Policy, including the process to be followed for appealing assessment outcomes.  A full copy of the Assessment Policy is available from the VHIA Training Manager.

All students shall be entitled to 2 attempts at assessment.

Assessors will ensure:

· The assessment process is valid, reliable, flexible and fair

· Recognition of prior learning is recorded appropriately

· Ongoing assessment
· All evidence submitted is considered in making their judgement

· Student underachievement is identified

· Assessment outcomes are recorded appropriately

· Feedback on assessment outcomes is given to each candidate.

Assessors will record assessment outcomes as follows:

	C 
	Competent

	NYC 
	Not yet competent

	CT 
	Credit from qualifications issued by other RTOs.


Assessment for Students With Special Needs

Where students have special needs, assessment tasks may be adjusted and assessment methods may be negotiated to meet candidate special needs, within reasonable limits of feasibility and cost to VHIA. 

Alternative assessment methods may include but not be limited to:

· Face-to-face interview

· Evidence submitted on audio tape, CD/DVD

· Reprinting / enlarging print on assessment tools.

Where students feel they require assistance with assessment they should in the first instance approach their trainer/assessor and the VHIA Training Manager to negotiate the process.

Assessment Appeals

All candidates may appeal assessment outcomes.  Appeals may be based upon the following circumstances:

· Insufficient information provided to the candidate prior to the assessment

· Incorrect information provided to the candidate prior to assessment

· Assessor did not consider all evidence submitted

· Any other matter deemed relevant by the Training Manager.

In these circumstances the candidate should forward a written appeal to the VHIA Training Manager.  The appeal should outline the candidate’s concerns and detail:


· The candidate’s full personal details, ie. Name, address, date of birth, VHIA student ID

· the date and time of the assessment

· the unit of competence being assessed

· all information that the candidate wishes to be considered for the appeal

· the reason for the appeal.
Upon receipt of an appeal the VHIA Training Manager will notify the appellant of receipt of the appeal within 5 working days.
Complaints and Grievances
VHIA has an established process for dealing with complaints and grievances.  

1. Participants in VHIA training programs are asked to complete a Training Evaluation Form to allow you to give feedback on various aspects of the training you have undertaken. You may include your name on this form if you wish to be contacted in regards to your comments.

2. Where you have a grievance that is more specific than a comment, training participants are asked to contact the VHIA Training Manager to discuss this grievance and/or forward your grievance in writing to the VHIA Training Manager.
3. All grievances are recorded in a Complaints and Grievances Register and will be responded to within 5 working days.

4. The VHIA Training Manager will take relevant action resulting from the action and inform complainants of that action.

Conduct and Behaviour
Rules and Regulations

The following applies to all persons, staff and students:

· An individual’s property is to be respected and not intefered with without prior consent.  VHIA accepts no responsibility for personal property lost or stolen at training sessions.

· Nobody has the right to intefere with another’s ability to learn through disruption of classes or harassment of any kind.

· Aggressive physical contact or verbal abuse will not be tolerated.

· Smoking is not permitted inside training facilities or the VHIA building.

· Mobile phones are to be turned off during classes and in study areas.

· All students/candidates for assessment are responsible for retaining a copy of all materials and evidence submitted for assessment.

Bullying and Harassment

Bullying and harassment in any form, including sexual harassment, will not be tolerated under any circumstances.  All students fo VHIA training programs have a right to participate in training in an environment free from intimidation and harassment.  

VHIA acknowledges workplace harassment is against the law in any workplace context, including conferences, work or business related functions and training groups, and expects its workplace and training environment at all times to reflect the principles of law for the benefits of its employees, students and visitors.

Workplace Health and Safety

With regard to Workplace Health and Safety, VHIA is obliged to:

· Ensure the health and safety of each of their workers, students, visitors and guests.  

· Ensure that people can come to work or a training venue with a minimum of risk of injury or illness.

· Ensure that any equipment used by staff or students is safe when properly used.

Students are obligated to:

· Obey instructions regarding their health and safety and the health and safety of others.

· Not deliberately interfere with or misuse anything that has been provided for workplace health and safety.

· Not deliberately endanger the workplace health and safety of others, or deliberately injure themselves.

Discipline Policy

Students at all times must maintain appropriate behaviour and follow the VHIA rules.  Penalties for breaches of rules or unsuitable or disruptive behaviour will be imposed depending on the nature and severity of the breach.  In the case of minor breaches, a warning will be given and penalties imposed for subsequent breaches.  In the case of major or repeated breaches, penalties may be imposed immediately and the student may be requested to leave the course.  

All disciplinary matters will be handled by the Chief Executive Officer.

Access, Equity and Privacy Considerations
Access and Equity

VHIA is committed to ensuring that students select and access the options that best suit them.  Clients and participants from all target groups, regardless of status or background, are assisted to the absolute best of our ability and are treated equitably in every respect.

Privacy

VHIA will not disclose any information that we gather about you to any third party.  We use the information collected only for the services we provide.  No client information is shared with another organisation.  

Vocational Education and Training (VET)

What is it?

Vocational education and training (VET) is ‘education and training for work’.  It exists to develop and recognise the competencies or skills of learners for the workplace.

It has traditionally been seen as post-secondary, non-university education and training, focusing on apprenticeships.  But reforms in the past decade now see vocational education and training programs offered in secondary schools, stronger links with university study options and eight levels of qualifications offered in most industries, including high growth, new economy industries.

Providers of learning and assessment services are registered by the system and regularly audited for service quality. The system enables providers to operate anywhere in Australia, and to issue nationally-recognised qualifications.  Registered Training Organisations include TAFE institutes, private training and assessment organisations, enterprises, universities, schools and adult education providers.

System clients are the learners themselves (students, apprentices, training participants and retrainees) and their employers.

Industry-led - Vocational Education and Training in Australia is an industry-led system, through the leadership of the Department of Education, Science and Training (DEST) and through the development of industry-recognised training packages by representative bodies.

Commonwealth, State and Territory governments – a Ministerial Council on Vocational Education (the Ministerial Council) was established (July 2005) as part of new arrangements for training in Australia.  This new Council replaced the ANTA Ministerial Council, which had responsibility for overseeing VET in Australia with representatives from State and Commonwealth governments.

The core membership of the new Ministerial Council is Australian and State Government Training Ministers.  The Australian Government will be represented by both the Minister for Education, Science and Training, and the Minister for Vocational and Technical Education. 

The Ministerial Council has responsibility for the operation of the national training system.  This includes agreeing national priorities and strategies, planning for the operation of the national system and ongoing monitoring and accountability.

More information is available on the DEST website at www.dest.gov.au
Training Packages

Training Packages are an integrated set of nationally endorsed standards, guidelines and qualifications for training, assessing and recognising people ’s skills, developed by industry to meet the training needs of an industry or group of industries. 

Training packages consist of competency standards, assessment guidelines and qualifications.  Optional non-endorsed components may consist of support materials such as learning strategies, assessment resources and professional development materials. 

Training Packages are developed by industry through national industry skills councils, Recognised Bodies or by enterprises to meet the identified training needs of specific industries or industry sectors.  To gain national endorsement, developers must provide evidence of extensive consultation and support within the industry area or enterprise.

Training Packages complete a quality assurance process and are then endorsed by the National Quality Council (NQC) and placed on the National Training Information Service (NTIS).

Training Packages have been developed to meet the skills needs of many industries – these include: Metals, Community Services, Health, Business Services, Transport and Distribution, Forest & Forest Products, Racing Industry, etc.   They are reviewed regularly – usually every three years to ensure they remain relevant to industry needs and to allow issues that arise during their implementation to be addressed.

More information is available on the DEST website at www.dest.gov.au
Other VET Terminology & Definitions
The following is a listing of other relevant vocational education and training terminology and definitions to help students’ understanding of the context of their study and assessment.

Competency Based Training (CBT)

Competency-based training (CBT) is training which develops the skills, knowledge and attitudes required to achieve competency standards.  

Competency Standard

A competency standard is an industry-determined specification of performance which sets out the skills and knowledge required to operate effectively in employment. Competency standards are made up of units of competency, which are made up of elements, performance criteria, a range of variables, and an evidence guide. Competency standards are an endorsed component of a training package. 

Competency Based Assessment (CBA)
Competency based assessment (CBA) is the gathering and judging of evidence in order to decide whether a person has achieved a standard of competence. 

Competence

Competence is achieved when an individual can perform and apply a combination of skills and knowledge to the standard required in a range of situations in the workplace.

Assessment

Assessment is the process of gathering and judging evidence in order to decide whether a person has achieved a standard or objective.

Quality in Australian Training 

Quality in the Australian vocational education and training system is contributed to by two frameworks:


1. The Australian Quality Training Framework; and

2. The Australian Qualifications Framework. 


The following is a brief explanation of these two aspects of training in Australia.
The Australian Quality Training Framework
The Australian Quality Training Framework (AQTF) is a set of nationally agreed standards to ensure the quality of vocational education and training services throughout Australia.  The Framework includes standards for registered training organisations and standards for registering/accrediting bodies.

States and Territories apply the AQTF when:

· Registering organisations to deliver training, assess competency and issue Australian Qualifications Framework (AQF) qualifications

· Auditing registered training organisations (RTOs) to ensure they meet (and continue to meet) the requirements of the AQTF

· Applying recognising qualifications and statements of attainment issued by other RTOs and

· Accrediting courses.

The AQTF ensures that all RTOs and the qualifications they issue are recognised throughout Australia.

Australian Qualifications Framework

The Australian Qualifications Framework (AQF) is a single, coherent framework for qualifications from Senior Secondary Certificates through to Doctoral Degrees.

The Framework links together all these qualifications and is a highly visible, quality-assured national system of educational recognition which promotes lifelong learning and a seamless and diverse education and training system.

It covers qualifications issued by secondary schools, vocational education and training (VET) providers and higher education institutions. All qualifications are nationally-recognised.
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Within the framework, there are eight VET qualifications available: Certificates I, II, III and IV; Diploma, Advanced Diploma, Vocational Graduate Certificate and Vocational Graduate Diploma.

Training Packages specify the combination of competency standards required to achieve a particular qualification. Learners who complete some, but not all, competencies for a qualification are awarded a statement of attainment.  When they are assessed as competent in the remaining standards, they attain the qualification.
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