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STUDENT INFORMATION BOOKLET 

QLD
This booklet is designed to give you important information about our organisation, our policies and procedures that impact on your learning and assessment. 

Entertainment and Technical Event Training College Inc is a Registered Training Organisation (RTO), a private provider, which is a preferred supplier to Department of Employment and Training (DET).  We are contracted by DET to deliver traineeship training in:

· Certificate III in Live production Theatre and Events (Technical Operations)

This is public funding for training under a Pre-qualified supplier arrangement.  

What this means to an employer and potential trainee is that you have the option to choose the Registered Training Organisation that best suits your training requirements.  More specifically you are able to negotiate with the provider on the timing, location and mode of delivery, trainer, who conducts the assessment, how the training is evaluated, the selection, content and sequencing of units of competence. This is done but completing a training plan.

Entertainment and Technical Event Training College Inc conducts its operation in compliance with Australian Qualification Training Framework Standards.

Our trainers and assessors hold Certificate IV in Assessment and Workplace Training and are currently industry based with at least five years industry experience. 

Our commitment to you as a trainee is:

· To assist you to complete a training plan which suits both you and your employer

· Provide you with date of training sessions relevant to your course

· Visit you in your workplace so that we have an understanding of your work environment

· Provide quality training and assessment

· Provide you with learning materials and workbooks appropriate to your course

· Contact you by telephone, email and/or mail to assist your progress and provide feedback

· Provide assistance at your request either by email or telephone

· Be available to your supervisor for information and/or advice related to your course

· Assess your work and ensure you are aware of the outcome within a given timeframe

Location details:

Entertainment and Technical Event Training College Inc

1/8 Finsbury Street

WILSTON    QLD   4051

Telephone:  07 3352 6371





Fax:  07 3352 7698
Contact persons:   
CEO - Dee Dimmick


   
Training Coordinator - Murray Johnstone
Code of Practice

ETETC Inc is a company that is committed to providing the highest quality, industry relevant enterprise based training available. This code of practice has been developed to reflect our dedication to this commitment.  Our desire is to provide participants with nationally recognised training of short courses. ETETC Inc is a Registered Training Organisation and as such has agreed to operate within the Principles and Standards of the Australian Quality Training Framework. This includes a commitment to recognise the training qualifications issued by other Registered Training Organisations

Legislative Requirements

ETETC Inc will meet all legislative requirements of State and Federal Government. In particular, Workplace Health and Safety, Workplace Relations, Training and Employment and Vocational Placement Standards will be met at all times.

Educational Standards

ETETC Inc will adopt policies and management practices that will ensure and maintain a high professional standard in the delivery of our training services.
Participants’ welfare and interests will be represented through our Internal Quality Review procedures that include participant feedback forms and training course review meetings. This procedure will monitor the quality of our training services from the participants’ perspective and we will ensure that their needs are better met through this process.  The standard of our programs and delivery will be closely monitored through on-going informal consultation with participants and trainers, which will include formal feedback mechanisms.

ETETC Inc will maintain a supportive learning environment that is conducive to the success of our participants. Participants will be encouraged to contact the Trainer with any concerns or issues.  Through this open-door policy we will quickly address any issue that may impact on the participants’ future success. We will also offer on going learning support for those participants who may need a little extra assistance to achieve their success.

ETETC Inc will ensure that the staff responsible for the delivery of training will hold appropriate qualifications and experience to deliver the training and facilitate the assessment relevant to the training courses offered.

Participant Information
ETETC Inc will provide accurate, relevant and up-to-date information to prospective participants prior to commencement of any course.

This information includes:

· a copy of the Code of Practice

· course details and outcome

· certification to be issued on completion or partial completion of the course

· competencies to be achieved by trainees

· assessment procedure

· arrangements for the recognition of prior learning

· complaints/appeal procedure

· learning support assistance

· course entry requirements

· training program and schedules

· RPL process 

· credit transfer and articulation

· fee and charges where applicable

 

Access and Equity
ETETC Inc will recruit course participants at all times in an ethical and responsible manner and consistent with the requirements of the curriculum or National Training Package. We will recruit those participants who meet the requirements of the course entry under our accreditation arrangements other than in special circumstances, which will be decided on the merit of the application and our Access and Equity Policy. The Access and Equity Policy will ensure that all participant selection decisions comply with equal opportunity legislation. As a company we will continue to practice and support diversification in the workplace.

Principles of social justice will be appropriately addressed in all aspects of a course's implementation. Emphasis will be given to:

· Developing resources and strategies which are inclusive

· Using language which is, both appropriate to the abilities of the learners and the out comes of the unit

· Ensuring equitable access to facilities and resources

· Using modified procedures, provisions and/or equipment to ensure equity and compliance with necessary Workplace Health and Safety requirements.

In the selection of participants, appropriately qualified staff will assess the extent to which the applicant is likely to achieve the stated competency standards and outcomes of the course, based on the applicant's qualifications and proficiency's.

Appropriately qualified staff will assess the extent to which the applicant is likely to achieve the stated competency standards and outcomes of the course, based on their qualifications and experience.

Participant Complaints/Appeals

ETETC Inc has put in place a fair and equitable process for dealing with participant complaints/appeals. In the event that complaint cannot be resolved internally, ETETC Inc will advise participants of the appropriate legal body where they can seek further assistance.  eg. Police, Counselling Organisations, Consumer Affairs.

Quality Management Focus

ETETC Inc has a commitment to providing a quality service and a focus on continuous improvement. We encourage and value feedback from students, staff and employers for incorporation into future programs.

Client Service

ETETC Inc has a sound management practice ensuring effective and efficient client service. Procedures in the Quality System ensure the timely issue of assessment results and qualification. These will be appropriate to the competencies achieved and issued in accordance with national guidelines.

Our Quality System includes a Recognition of Prior Learning Policy, a fair and equitable Refund Policy, Complaints and Appeal Policy, an Access and Equity Policy and provisions for welfare and guidance services. Whenever necessary, arrangements will be made for those participants requiring literacy and/or numeracy support programs. We will take every opportunity to ensure that this information is understood and implemented when necessary.

External Review

ETETC Inc has agreed to participate in external monitoring and audit processes required by the state training agency. This covers random quality audits, audit following complaint and audit for the purposes of re-registration.
Management and Administration
ETETC Inc has policies and management procedures in place incorporated in a quality system which ensures sound financial position and administrative practices. Management guarantees the company's sound financial position and safe guards trainee fees until used for training/assessment.  We have a refund policy, which is fair and equitable. Trainee records are managed securely and confidentially and are available for student perusal on request. ETETC Inc has adequate insurance polices.

Marketing and Advertising
ETETC Inc markets vocational education and training products with integrity, accuracy and professionalism, avoiding vague and ambiguous statements. In the provision of information, no false or misleading comparisons are drawn with any other training organisation or training product.

Training and Assessment Standards
ETETC Inc has personnel with appropriate qualifications and experience to deliver the training and facilitate the assessment relevant to the training products offered. Assessment will meet the National Assessment Principles (including Recognition of Prior Learning and Credit Transfer). Adequate facilities, equipment and training materials will be utilised to ensure the learning environment is conducive to the success of trainees.

Sanctions
ETETC Inc will honour all guarantees in the Code of Practice. We understand that if we do not meet the obligations of this Code or supporting regulations, we may have our registration as a Registered Training Organisation withdrawn.

Discipline

All learners are expected to participate in the learning program, be respectful of others, adhere to OHS requirements and show consideration for all regardless of race, colour, religion, gender or physical disability. 
Disciplinary procedure
In the event that a learner needs to be disciplined:

1. Take learner aside and speak to them privately, explaining the cause and the possible consequence 

2. Make a note in learner's anecdotal notes 

3. If the situation warrants it, report the matter the RTO Manager 

4. If the situation warrants it, report the matter to workplace supervisor. In this instance record in anecdotal notes that this has been undertaken. 

For further information please refer to the following web site. 
http://www.apprenticeshipsinfo.qld.gov.au/information-resources/info-sheets/is12.html
Access and Equity Policy
ETETC Inc will ensure no barriers and obstacles exist in preventing any person or group access to any course conducted by ETETC Inc.

ETETC Inc will endeavour to meet the needs of all individuals and minority groups through the integration of access and equity guidelines. We will increase opportunities for people to participate in the vocational education and training system and in associated decisions, which affect their lives. We will implement customer oriented conservation programs and target the specific needs of market segments in enhancing the economic development of the organisation. Groups specifically addressed to ensure their needs are satisfied are as follows:

Women in non-traditional fields of study; Aboriginal and Torres Strait Islanders; People of Non-English Speaking background; People with a disability; People from rural communities and/or isolated areas;

ETETC Inc will ensure: 

· no discrimination exists when enrolling a participant or group 

· that curriculum meets the needs of Access and Equity Policy 

· teaching staff will be aware of, and apply, the principle of reasonable adjustment where it relevant and appropriate

ETETC Inc will provide the necessary support to ensure every participant has the best chance possible in achieving the required outcome.

RPL Policy

ETETC Inc will conduct recognition of prior learning (RPL) in accordance with the Australian Qualification Training Framework.

Recognition of Prior Learning (RPL) allows a person to receive recognition and credit for the knowledge and skills they have, no matter how and where they were attained, including overseas. This can include skills from:

· previous study (including courses at school or college, through adult education classes or training programs at work); 

· work experience (including both work that is paid and unpaid); and 

· life experience (for example leisure pursuits or voluntary work). 

All trainees enrolled in courses at ETETC Inc will be provided with a copy of the RPL information booklet outlining the stages in the RPL process. Recognition of prior learning is available to all trainees and will be undertaken in a manner that is fair and equitable.

Outcomes of applications for recognition of prior learning will be kept in the trainee file and the assessment records adjusted to reflect an RPL result.

Client Complaints and Appeals

ETETC Inc has put in place a fair and equitable process for dealing with participant complaints/appeals. A client must lodge a complaint, where practical, within 30 days of the issue arising.

Generally

The complaint should be in writing and sent to the training supervisor at Etetc Inc outlining the following information:

The circumstances surrounding the situation

Date and location of occurrence

The parties involved in the situation

Why a complaint is being lodged

Any evidence to support your complaint

The name of any witnesses who can support your claim

Academic Complaint

Where appropriate the trainee should first approach the assessor concerned.

Where the outcome is not satisfactory to the trainee, the training supervisor should be contacted in writing setting out:

The circumstances surrounding the situation

Date and location of occurrence

The parties involved in the situation

Why a complaint is being lodged

Any evidence to support your complaint

The name of any witnesses who can support your claim

An independent person hears each appeal and the trainee will be notified in writing of the outcome.

Each person lodging an appeal has an opportunity to formally present his or her case is given a written statement of the appeal outcomes, including the reason for the decision.

Your appeal will be evaluated and a decision made.  If you are not satisfied with the outcome, then an appointment can be made to discuss the matter with the CEO of Etetc Inc.  If you are not satisfied with the outcome of the meeting with the CEO, a mediator will be appointed.  The results of the appeals procedure will be recorded in the appropriate manner for future reference.

In the event that a complaint cannot be resolved internally, students will be advised of the appropriate body where further assistance can be sought.  Etetc Inc will notify the district office of the Department of Employment and Training within 10 days.

TUITION FEES

Under the User Choice Contract rules, the Entertainment and Technical Event Training College Inc is required to charge tuition fees to students undertaking a government funded traineeship. A payment plan is offered and will be negotiated with individual students. Some exemptions apply.

For current rates, please refer to the Tuition Fees Information Document that accompanies this booklet.

Fee for Service

The total amount of the fee includes course materials, administration fees and issuance of certification.

In the event the student requires a replacement of a Certificate or Statement of Results also Statement of Attainment a fee will occur of $2.50 per parchment. 
Refund Policy

ETETC Inc has the following policy regarding Refund of Tuition Fees. 

QUEENSLAND GOVERNMENT FUNDED TRAINING
All tuition fees will be refunded if a written cancellation is received before any training or assessment takes place.  Written cancellation after training and/or assessment begins a proportionate amount will be refunded.

FEE FOR SERVICE STUDENTS

All course and qualification fees will be refunded if a written cancellation is received 7 business days before any training or assessment takes place. Written cancellations after training or assessment begins will attract a 20% administration fee and the deduction of the full cost of any training or assessment that was part of the enrolled course up until cancellation date.

WITHDRAWAL
Any training which has been completed competently prior to the withdrawal date, by the participant, will result in a Statement of Attainment being issued. 
If a refund is to be given, a credit request form is to be completed by administration staff and then forwarded to Financial Controller for payment.

Guarantee.

In the event that ETETC Inc can not deliver the training in a program you have already commenced we will place you with another provider so that you can complete the qualification.

Credit Transfer

Application for credit transfer is available to client/learner in the RPL Booklet.

This form, together with a copy of the Certificate or Statement of Attainment listing the units of competencies, must be submitted to the assessor to be verified. On verification, these documents will be filed in the client/learner's record and credit transfer for specified competencies recorded in the client/learner's training record.

Summary reports will be maintained outlining recognition awarded in specific programs for audit purposes.

Support Services

Where a trainee may be experiencing difficulties for personal or study related reasons, the trainee should firstly direct their concerns to their trainer, where appropriate, or directly to the Training Coordinator.

Where study related issues are involved the trainer will assess the situation and provide support and guidance to the trainee.

Where the matter is beyond the scope of ETETC Inc, the Training Coordinator will recommend a fully qualified and professional counselling service close to the trainee's location.

Appendix A
TRAINEESHIPS INFORMATION

Traineeships:

· combine working with structured training; 

· traineeships vary in length from six months to three years; 

· can be full-time or part-time; 

· open to school students; 

· involve a contract between the apprentice and trainee and the employer; 

· training happens at work and with the training organisation of choice; 

· more than 570 apprenticeships and traineeships are available, across a range of areas; 

· provide access for young people to employment in jobs that are otherwise restricted callings; 

· provide a qualification that is recognised nationally.

Types of apprenticeships and traineeships

Part-time

Full-time

School-based

Full-time

The main differences between a part-time and a full-time apprenticeship and traineeship relate to: 

· the number of hours of work and training withdrawal per week; 

· the length of the training contract. 

Part-time
Part-time employees can do an apprenticeship or traineeship if the relevant industrial award or agreement allows for this. Under a part-time apprenticeship or traineeship the apprentice or trainee must work a minimum of 15 hours per week. This includes the time spent training at work and with the registered training organisation. This must be averaged over each four- week period for the length of the apprenticeship or traineeship. 

A part-time apprentice or trainee must be rostered to work on a regular and continuous basis. 

Casual or daily hire employees are not eligible to do part-time apprenticeships or traineeships as there is no guaranteed pattern of work, which is a requirement of the training contract. 

School-based apprenticeship or traineeship is the same as an apprenticeship or traineeship except that the apprentice or trainee is still at school, studying for a senior certificate and, for some, an OP as well. 

For school-based apprenticeships and traineeships:

· Students may work one to two days a week in paid employment and attend school on the remaining days. Alternatively, they may work for blocks of days or weeks during school hours or school holidays. 

· Training for some apprenticeships and traineeships occurs at work or school while others are required to study with a supervising registered training organisation. 

· All mainstream apprenticeships and traineeships are available, ensuring that the student enters the program any time after completing Year 10 but before July of Year 12. 

· While some students may complete their traineeship while they are still at school, those doing apprenticeships and others doing traineeships will finish their training after they have left school on a full-time or part-time basis. 

For further information visit the Department of Training and Employment website at the following address:
http://www.apprenticeshipsinfo.qld.gov.au/apprentices/index.html
  ENTERTAINMENT AND TECHNICAL EVENT TRAINING COLLEGE INC
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