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Welcome to Your Traineeship
The REGIONAL LEARNING & DEVELOPMENT is focused solely on the provision of high quality Vocational Education.

The REGIONAL LEARNING & DEVELOPMENT welcomes you and takes this opportunity to outline the roles and functions of each of the people involved in your traineeship. Throughout this book “RLD” is a reference to REGIONAL LEARNING & DEVELOPMENT. 
A facilitator has been appointed to support you as you progress through your traineeship. It is their responsibility to work with you to determine your training and assessment requirements. This facilitator will be:
Facilitator Name 


Telephone Contact Nos. 


Training Program enrolled in 


To keep in line with the accepted standards as recommended for Registered Training Organisations, we use the term “trainee” in all references to students and the student responsibilities throughout this handbook.
Traineeship Program Induction

Trainee induction will be undertaken prior to the commencement of training and assessment for all traineeships facilitated by RLD.
This Handbook forms the basis for this induction and the induction process for trainees including detailed explanations 
of the following:
1. Name and contact details of RLD and training facilitator

2. RPL/RCC process

3. Employer/Trainee/Assessor responsibilities

4. Number/frequency of visits

5. Administration fee requirements

6. AVETMISS Statistical Reporting & Privacy

7. Record keeping and access to files

8. Assessment Procedures & Evidence Collection

9. Qualifications to be issued

10. Complaints Procedures

11. Training plan – including course information, content and vocational outcomes


Induction confirmation is acknowledged by completing the form at the back of this Traineeship Participant Handbook.
Code of Practice

RLD commits to observe the highest standards of fairness and professional practice as we deliver our training and assessment services and meet our contractual obligations. RLD has in place a code of practice that makes the following commitments to:

· Uphold the integrity and good reputation of the company

· Demonstrate RLD commitment to all clients

· Provide accurate and relevant information at all times

· Communicate clearly and effectively at all times

· Encourage feedback without prejudice

Client Selection and Enrolment

All enquiries for enrolment to a traineeship will be given full and equitable consideration. Where there are conditions of enrolment or pre-requisites applied to a traineeship, these shall be clearly stated to the potential trainees at the point of enquiry.
Traineeships are normally arranged with the employer and the trainee. There is a set of criteria that is applied prior to the acceptance of the trainee by RLD. These criteria include:
· Your ability to complete the Traineeship within your current role and environment

· Your previous training and education

· Relevant work/life experience - paid or unpaid - full time, part-time, casual or voluntary

· Relevance of the program to your career plans

· Identified program prerequisites/priorities

Trainees who have enrolled for a traineeship will be notified of acceptance by letter from the relevant State Training Authority.
Information supplied on the enrolment form will only be available to RLD, State Departments of Education & Training and the National Centre for Vocational Education and Research (NCVER).
This information is used for research, statistical analysis, program evaluation, post completion surveys and internal management purposes in accordance with our privacy policy.

Delivery

Your Traineeship will be delivered ‘on the job’ with the assistance and support of your employer. Your facilitator will work with your employer (or Workplace Trainer) to prepare a training plan to help achieve your learning outcome and goals.
As a Trainee you will be required to take responsibility to:

· Read and maintain your training materials as they are issued to you;

· Self assess your skills against the competency standards in your training plan;

· Advise your facilitator if you have previous skills and knowledge you believe are relevant to the current traineeship to enable recognition of your prior learning where relevant;

· Gather a range of documents and other workplace project-based evidence and place them into a portfolio of evidence as you progress through your traineeship;

· Meet as scheduled with your workplace trainer and/or facilitator to discuss how you believe your evidence relates to your Traineeship;

· Seek feedback from your workplace supervisor/trainer on your progress;

· Discuss any concerns with your workplace trainer, employer (if applicable), or facilitator early so they may assist you tp work through your concerns.
Your Employer has agreed to:

· Provide employment for the term of the Traineeship (provided there is not a legitimate reason for the termination of employment, e.g., breach of your organisation’s code of conduct).
· Link your conditions of employment to an Award or Workplace Agreement.

· Provide training in the workplace to help achieve the competency standards set by the industry.

· Provide a safe working environment.

· Help assess your skills in relation to the performance required by your industry and the training package.

· Offer feedback on your progress.
· Liaise with your facilitator about your achievements and how they believe you have achieved these.
Qualified and Professional Staff

Training is conducted by qualified staff to people from all backgrounds regardless of cultural differences, including those from non-English speaking backgrounds, Aboriginal or Torres Strait Islanders. Staff will be professional and supportive at all times, in their approaches to trainees.

Assessments of Specials Skills Requirements (Language, Literacy and Numeracy - LLN)

Where a pre-requisite for training requires a particular level of language, literacy and/or numeric skills an assessment will be undertaken. This initial assessment is designed to be a non-threatening experience and will be conducted by your designated facilitator as part of your induction. The assessment will help to identify where additional training and support resources may be needed (to help you overcome LLN barriers) during the traineeship.

Further Specialist Testing for Entry to Industry Requirements

Where there is essential Literacy and Numeric requirements, requiring more specific testing, the applicant will be required to undertake a further assessment of skills and an appointment will be arranged, at a mutually agreeable time. There are a number of testing programs, which are available for this more formal assessment of reading, writing and speaking skills. In some qualification fields there may be particular needs specified. For those who have English as a second language and/or who are moving into high-risk training areas, (e.g. Security Industry) the state training authority specify assessment must be conducted using a particular assessment program.
These assessments will be arranged by RLD 

Visits by facilitator:

Your designated facilitator will make scheduled visits during which you can expect them to:
· Develop a training plan with you and your employer;

· Seek written permission from your employer to view workplace (if applicable) or personal training documents to assist in assessment; 

· Help to identify and assess your current skills and knowledge;

· Help your workplace supervisor, or trainer to develop training strategies;

· Look at workplace documents which help demonstrate your skills and knowledge required;

· Discuss any workplace projects that have resulted from the traineeship;

· Ask questions seeking information about your work practices;

· Seek to source any training resources and equipment required;

· Observe you at your work station;

· Help arrange any off-the-job training if this is required;

· Review your progress to examine whether the on-the-job training is leading towards the level of skill required in the Traineeship/New Apprenticeship;

· Monitor your progress throughout the training plan;

· Confirm any workplace assessments your employer or workplace trainer has carried out;

· Assess the skills during the term of the training program and ask the trainee and the workplace supervisor to sign off when assessments are undertaken;

· Record the progress on file and store this information confidentially;

· Ensure that a qualification is issued on completion of the training program.

NaTIONAL Recognition

RLD recognises Qualifications and/or Statements of Attainment issued by all other Registered Training Organisations. RLD may contact the issuing RTO to confirm the authenticity of the qualification.

Recognition of Prior Learning/Current Competency

If you consider you are already competent in specific Units of Competency, you may be granted an exemption from undertaking the assessment, upon:

· Proof of subject-relevant formal training (Conducted by industry or educational institutions in Australia, NZ or the UK), or work experience and
· Submission of evidences such as authenticated documents or samples of work demonstrating relevance and currency; and,

· Participation in an interview to ascertain current skills and knowledge.
If you make a claim for RPL a number of things could happen:

· you may not be granted any exemptions

· you may be granted exemptions for some Units 

· you may be granted exemptions for all Units

· you may be granted exemption for some parts of some units

Assessments:

Assessment Process

Assessments will be flexible and centered on your daily work tasks. Assessment is used to give you feedback on your progress and measures your skills and knowledge against the qualification requirements and the requirements of your industry. Assessments will take place in the workplace or training area, with your employer or Workplace Trainer or the RLD Assessor observing your progress. During the process you will be asked questions and have a chance to show evidence of your achievements.
Your Trainer/Assessor works in partnership with your employer to perform the assessment responsibilities.
The training you will be undertaking is competency based. The competencies and assessment for your course are clearly stated to you at the beginning of the course.
All trainers/assessors are bound by a code of practice to ensure assessments are valid, reliable, flexible and fair. The trainer/assessor will seek evidence to confirm achievement of the stated competencies in your course and more than one competency may be assessed at any given time.
It is the trainer/assessor’s responsibility to ensure all trainees receive the full scope of information, knowledge and tests required to complete their course successfully. The following types of assessment methods may be utilized during the traineeship:

· Presentation / demonstration

· Illustrative program examples

· Specially developed example programs

· Exercises

· Project assignments

· Questioning
Assessments are not a stressful activity. They are conducted in a relaxed and friendly atmosphere. Do not regard your assessment as an examination. Your trainer/assessor simply needs to know which competencies from your course you have mastered, and which competencies require further practice and the trainer/assessor will be flexible in the assessment method used.

Access and Equity in Assessment

· All reasonable steps will be taken to ensure you will be given an equal opportunity to undertake the assessment.

· You will be treated equitably regardless of your race, gender, marital status, age or sexual preference. 

· If there are any aspects of the assessment that are unclear and you are not certain about you should speak to the trainer/assessor

· Should you require a reasonable adjustment of the assessment due to a physical impairment you should discuss this with the trainer/assessor immediately.
Reasonable adjustments may include:

· use of special equipment, 
· practicable extension of timelines
Assessment Feedback

All assessment tasks undertaken will be assessed and you will be given feedback on your outcomes from these assessments. This feedback will be a constructive discussion and if you are found to be “Not Yet Competent” your assessor will explain to you why, and what you need to do to gain competency.

Plagiarism

Trainees should always submit evidence of competency that has been created by the trainee themselves. Plagiarism is not accepted and where plagiarism is detected RLD assess the evidences as Not Yet Competent and further counsel the trainee on the requirements of trainees to submit their own evidences. If the practice continues the RLD will inform the employer for the employer to take suitable action. If after this plagiarism continues RLD will seek advice from the relevant State/Territory Training Authority regarding the continuance of the traineeship.

Assessment Appeal

Should you have any specific concerns in relation to the assessments undertaken, and feel you would like to review this process you have a right of appeal.
· You have the right to appeal to the assessor if you disagree with the assessment results. Appeals will not be accepted later than five working days of receiving unit results. You will need to ensure you have reasonable grounds for the appeal, i.e.:

· Unclear or inaccurate instructions by the assessor;

· You feel the assessor showed bias or treated you unfairly or inequitably;

· You were ill during the period of assessment and this can be substantiated;

· The assessor will consult with another assessor and will make a fair and impartial decision based on the evidence;

· Each appeal is heard by an independent person or panel where;

· You have the opportunity to formally present your case; and

· On completion of the appeal you will be given a written statement of the appeal outcomes, including reasons for the decision;

· If you are not happy with the outcome, you can appeal to the relevant State/Territory Training Authority by asking for the appeals officer for traineeships.

Certificates and Qualifications

For all trainees, on the successful completion of your training program RLD will issue you a Certificate. This Qualification will record your name, date of completion, and the full name of the Qualification acquired. You will also receive a transcript listing the units of competency achieved. The “Nationally Recognised Training” logo on your certificate indicates that the course qualification is recognised throughout Australia. Therefore your skills are transferable.

If you are unable to achieve the full qualification (or if only a part of the full qualification was offered at the time) you will be issued a Statement of Attainment. This will include results of the competencies achieved and can be added to at a later date if you wish.
Please keep your Certificate in a safe place and show it to employers, prospective employers, or future trainers. An electronic copy of your qualification is kept by RLD for 30 years.

Fees and Refunds

New Entrant Traineeships in NSW. 
There is a mandatory administration ($394 in 2008) charged to each person on a traineeship. This is a requirement of the NSW Department of Education and Training. This fee may be paid by you or your employer.

New Entrant Traineeships in VIC. 
There is a mandatory fee of $1.37 per nominal hour of government-funded training charged to each person on a traineeship up to a maximum of $877, based on 640 hours of tuition. This fee may be paid by you or your employer.
All States

If your employer wishes you to attend any additional “off the job” training or requests more specialised requirements there could be an additional fee imposed on the employer (or yourself). Please discuss any fee arrangements and concessions, which may apply, with the Training Manager 

Existing Worker and Fee For Service Traineeships - an arrangement is made with your employer for the funding of the program.

Refunds

For all clients, if for some reason you are unable to continue your Traineeship program, and you have paid any fees, the RLD has a Refund Policy and details of refunds can be obtained by calling our Training Manager
The following are acceptable reasons for refunds:

· There has been an overpayment of the administration fee – we will refund the excess amount paid only.

· RLD has been advised before the traineeship commences that the trainee is withdrawing from the traineeship 

· RLD delegate is of the opinion that there would be an unreasonable disadvantaged if a refund were not granted. For example, if the trainee meets with a serious misadventure and was unable to continue their training - refund to be determined by the Training Manager.
Refunds can only be processed after receipt of a completed cancellation/withdrawal form to RLD
Complaints Procedure

A complaint or appeal relates to any type of concern or problem pertaining to your work or course being undertaken which may be raised by either a member of staff or a trainee.
RLD will strive to establish a consistent atmosphere of trust and openness with trainees so that any type of complaint is dealt with in a timely, constructive and effective manner.
All complaints and appeals are considered serious and are dealt with within two working hours of receiving the said complaint or appeal.
All trainees making any form of complaint or appeal have the right to have an independent person or panel to act on their behalf or hear their complaint or appeal at any time or even to support them whilst the complaint or appeal is being resolved.
All trainees have the right to formally present their complaint or appeal.
All complaints or appeals will be recorded in writing onto the Complaints Reporting and Action Form. All complaints or appeals outcomes will be communicated back in writing explaining the outcome.
The steps in the complaints and appeals process are:

(a) Local Level Resolution

Any trainee with a complaint or appeal is encouraged to firstly raise the matter directly with the other party concerned. A meeting should be requested, by the trainee, at which time the matter in dispute can be raised and a resolution sought. In other words, talk directly to the person you have a problem with, and try to sort the problem out between you.

(b) Resolution by Trainer/Assessor

Should the matter remain unresolved following (a) or should (a) be considered inappropriate, the trainee is encouraged to contact their trainer/assessor, who will help to sort out a solution. This may be by means of a mediated discussion or by talking individually with each person involved in the dispute.

(c) Resolution by the Training Manager

Should the matter remain unresolved following (b), or should (b) be considered inappropriate, the trainee 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.

If the trainer/assessor cannot find a suitable solution for you, or you are not comfortable involving them (for example, they may be the person you have an issue with), you may talk with the Training Manager about your concerns. 

The Training Manager will ask you to put your concerns in writing (using a Complaints Reporting and Action Form), will review and help to resolve your concerns and will give you a written response to your complaint explaining the outcome including the reason for the decision.

(d) Resolution by Arbitration

Should the matter remain unresolved following (c), the Training Manager will appoint an independent arbiter or panel to review the dispute and suggest an amicable solution.

Feedback

As RLD has the prime responsibility for monitoring the training, undertaking the assessment and issuing the qualification it is extremely useful to receive feedback from employers and the trainee who is covered by the Training Agreement. An Evaluation Form will be forwarded to you during the term of the Training Agreement.
Your training facilitator may also wish to receive feedback on their work with you, if asked please take the time to complete this form, it is however, not mandatory.
Please be assured that any evaluation of services is confidential and only used for the purposes of improving the quality of our service to our trainees.
RLD is audited from time to time by the State/Territory Training Authorities. Please feel free to offer your genuine feedback should you be contacted by a representative of the State/Territory Training Authority. Do not be concerned by this contact as a random sample of trainees is selected for a brief telephone audit.

Legislation

There is some legislative information that RLD requires all trainees to be aware of.

Information includes:
· Privacy,

· Access and Equity,

· Discrimination, Bullying, Victimisation and Harassment, and

· OH&S.

Privacy

In accordance with the Privacy Amendment (Private Sector) Act 2000, RLD is committed to protecting your privacy and your personal information (QPP003). A copy of this privacy policy will be provided to you if requested. 
It is necessary for RLD to collect personal information about you and does so by getting you to complete the enrolment form at your induction. The State Training Authority, NCVER and the RLD will use the information gathered for statistical and reporting purposes. It may also be used to claim State and/or Commonwealth Government funding for your training. We will not disclose, sell or pass on your personal details in any way other than the purposes stated without your consent.
If at any stage your personal details change throughout the course of your training, please inform your trainer/assessor so that your details can be amended; please use the Change of Circumstances Form. You have the right to access the personal information recorded at any time and provide any necessary corrections. Please contact your trainer/assessor to access this information.

Industrial Awards

Training Agreements will be linked to an Award or Enterprise Conditions at the time of signing and verified by the appropriate Australian Apprenticeship Centre. Any variations to these conditions will be referred back to the Award document and the Australian Apprenticeship Centre for investigation.

Access and Equity Policy

RLD, its staff, and contracted staff are to adhere to the principles and practices of Equity in Education and Training. 
Trainees will be individually interviewed and assessed on their eligibility for the service being provided. Selection will comply with equal opportunity legislation. Trainees will not be denied access to services where they are deemed eligible for such a service and where the organisation has the appropriate resources to provide high quality services. Complaints procedures have been put in place to ensure any concerns during training are dealt with immediately and appropriately. RLD and its staff will treat every trainee fairly and without discrimination in the training environment and/or in the workplace.
Staff and trainees are bound by the Anti-discrimination Act, 1977, the Disability Services Act 1986, and the Affirmative Action (Equal Employment Opportunity for Women) Act, 1986. These are available free of charge on the WEB at http://www.austlii.edu.au/.
Training services will be made available to all trainees (and potential trainees) regardless of race, gender, religion, age, marital status, physical or intellectual impairment, or sexual orientation. Support mechanisms are available to support the employer and trainee. In accordance with the Sex Discrimination Act, 1984, sexual harassment will not be accepted in the workplace, or in the training environment.

Discrimination, Bullying, Victimisation and Harassment 

RLD is committed to providing an environment for work and training that is free from discrimination, bullying, victimisation and/or harassment of any kind. Behaviour of this nature will not be tolerated in any form and will result in the immediate disciplinary action that may include expulsion from the course. This applies to both participants and staff members.

RLD Discrimination, Bullying and Harassment Policy is set in accordance with relevant state or territory anti-discrimination legislation.

The description of Discrimination, Bullying, Victimisation and Harassment, directly or indirectly, of another person that causes them distress or ill intent based on their:

· Racial authenticity

· Religion

· Physical appearance or peculiarities

· Cultural background

· Sexual preference

· Gender
· Age

· Social status

· Residence

· Education

· Or any other aspect of their person or circumstance.
If you feel you have been discriminated against, bullied, victimised or harassed you should:

· Discuss the issue with your trainer or the Training Manager
· Fill out the Complaints Reporting Form.

· It is important that you come forward with any complaint you may have. This will ensure that your rights are protected and that other students are also not subjected to the same discrimination, bullying, victimisation or harassing treatment.

· If you are not satisfied with the way in which your complaint was handled you may take it to an outside agency, such as the Human Rights and Equal Opportunity Commission or the Anti-Discrimination Board.
All complaints will be dealt with seriously and sympathetically. Confidentiality and privacy will be respected at all times.

Disciplinary Process:

Disciplinary processes occur when the behaviour of a trainee is deemed as unsatisfactory within the guidelines set by RLD.
The Disciplinary process has three steps.
12. Where there is any breach in the expected behaviour, the trainee will be firstly counseled by the Trainer/Assessor and the Trainee’s supervisor will be informed.

13. If the unsatisfactory behaviour continues or is repeated then the Trainer/ Assessor will escalate the matter to RLD Training Manager (or a designated supervisory person) and the appropriate workplace contact.

14. RLD may contact the State Training Authority to have the traineeship cancelled.

OH&S

Statement of Intent

The aim of the Occupational Health and Safety Policy of RLD is to protect trainees and others at their workplace or training venues from work-related injury and ill health. RLD will review the workplace initially and make any recommendations to employers on additional requirements you may need in your work routine.

Responsibility

RLD will carry out this Policy, in any operation under their control. We will ensure that trainers who report to them are provided with the necessary instruction, training and resources to implement the Policy and will hold them accountable. Trainers and all persons directing the work of others will share responsibility for the safety of all persons in their charge. They will actively take steps to identify hazards, which could cause harm to persons in their area of control or operation and take prompt action to remove or control, or alternatively report them to another person who has the authority and capability to do so. Staff and trainers may delegate safety duties or activities to others, but responsibility remains with them.

Trainees must take care of their own health and safety and that of their fellow workers to the extent of their capability. This means you must follow all safety rules, procedures and instructions of trainers, workplace supervisor or any other management person/s involved during your day to day training and work activities.

Implementing the Policy

This Policy will be carried out through an OHS Program, which includes:

· Active involvement and commitment of staff;

· Identification and control of hazards;

· Investigation and reporting of all accidents and dangerous incidents;

· Participation of, and consultation with trainees on safety matters;

· Provision of first aid and emergency procedures;

· Provision of information, training and supervision as necessary for safety; and,

· Implementation of specific OHS policies developed for VET in specific occupations.
Client Support, Welfare and Guidance Services Advice

The following contacts are provided for support of trainees:
Australian Tax Office







http://www.ato.gov.au
Commonwealth of Australia Law






http://www.comlaw.gov.au/
Commonwealth Department of Education, Employment & Workplace Relations
http://www.deewr.gov.au/
Australian Apprenticeship Centres





http://www.natinfo.com.au/
Australian Industrial Relations Commission




http://airc.gov.au/
Wage Net








http://www.wagenet.gov.au/
Human Rights & Equal Opportunity Commission




http://www.hreoc.gov.au/
Office of the Federal Privacy Commissioner 




http://www.privacy.gov.au/
Trainees are always encouraged where there is the need to seek the advice of their employer.

Trainee Induction Pack:

All the below attachments form the trainee induction pack, and are to be included with this handbook that you receive. If there are any missing documents please contact RLD. All forms that are completed on induction are to be returned to your facilitator.
RLD keeps these completed forms on your trainee file.
· Enrolment Form QFRM42. 
· Training Plan QFRM45.
· Authority to View Documents Form QFRM04. 
· Participant Withdrawal form QFRM06. (To be kept by the trainee until needed.)
· RPL/RCC Application Form QFRM17. (To be kept by the trainee until needed.)

· Specific information relating to the Training Package(s) considered by the employer/trainee. 

QFRM06 – Participant Withdrawal Form 
If you are leaving the course before the course end date, please complete this form and either hand to your trainer, or post to:

Traineeship Administration
PO Box 5201 
Wagga Wagga NSW 2650
Your Certificate and Transcript will be posted to the address nominated below.

Participant Name:


Street Address:


Suburb:


State and Post Code:


Contact phone number:


Participant Signature:


Name of Course: 


Date:


Please tick the reason for withdrawing from the course and add the required information

 FORMCHECKBOX 
  Gained Full Time Employment
 FORMCHECKBOX 
  Gained Part Time Employment
 FORMCHECKBOX 
  Employed as a Trainee:

Employer's Name:


Employer's Address:


Employer's phone number:


Other Training:


Course Name:


Training Organisation:


Other reason:


Participant Signature: 

Date: 




TRAINEESHIP 


PARTICIPANT HANDBOOK
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