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WELCOME 
Thank you for enrolling in one of our many national recognised training programs.  Our aim here at AQ Training, is to provide you with the necessary skills and knowledge to enable you to work safely and efficiently in your workplace. 
You are advised to read this handbook.  We aim to make our training as enjoyable as possible, but your participation and input is essential.  This training will be of even greater value if you are aware of what is expected of you. 
In this handbook you will find information about our policies and procedures, your rights, and obligations.  Should you require any further information contact your trainer: 
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This Student Handbook has been prepared to give general information for all students of AQTraining. We hope you read it but also keep a copy of it or know where on the website to find it so that if you need to find information in the future, you will be able to find it.  As well, the Handbook contains specific information for our student groups. 
Fee for service clients. 

Fee for Service Students are students who are paying for their own training. In some cases this could also mean that their employer or some other party is actually paying for the training, but the training is not being subsidised by government funds.

When information is specifically and additionally for this group it is coloured in grey block. 
User Choice Students – Apprentices and Trainees
Apprentices and trainees are signed under a contract of training and have part or all of their training contributed to by the State Government through the Department of Employment, Small Business and Training. 

When information is specifically and additionally for this group it is coloured in blue block.

Certificate 3 Guarantee students 

The Certificate 3 Guarantee students must meet the requirements for funding under the scheme.  And then pay a minimum  fee of $30 for a Certificate III in Hospitality that is $2.00/ unit undertaken. For a student who has a health care card a fee of $1.00 per unit or $15.00 for the full course.

Background 
AQTraining is a registered training organisation (RTO).. We are registered to offer to those who successfully complete:
Qualifications in:

AHC20416
           Certificate II in Horticulture

RII30815
           Certificate III in Civil Construction Plant Operations

RII30915

Certificate III in Civil Construction (Road Construction and Maintenance)
RII30915                     Certificate III in Civil Construction(Pipe Layer)

SIT20316                    Certificate II in Hospitality

SIT30616                    Certificate III in Hospitality

SIT30816                    Certificate III in Commercial Cookery

CPC10111                  Certificate I Construction

RII20115                     Certificate II in Resources and Infrastructure Work Preparation

Statements of Attainment in:

CPCCOHS1001        Work safely in the construction industry                                                                                                                                     PMASUP236B

Operate vehicles in the field

RIIVEH201D

Operate light vehicle

TLILIC2003
           Licence to operate a forklift truck

AQ Training adopts policies and management practices which provide the highest professional standards in the marketing and delivery of vocational education and training services, and which safeguard the interests and welfare of students. 
Our policies and management practices ensures AQTraining complies with the National Vocational Education and Training Regulator Act 2011 and the Standards for Registered Training Organisation 2015. When training apprentices and trainees, we also comply with the Further Education Training and Employment Act 2014.
This handbook outlines our RTO’s obligations in the provision of training, assessment and the support services that we will provide to assist students with their training programs. 
The handbook also outlines the student’s responsibilities in the participation of training. 
All students are encouraged to discuss any item in this manual with their trainer/assessor and/or the Manager, Ruth French. 
CODE OF PRACTICE - OUR OBLIGATIONS 
Preamble 
As a Registered Training Organisation, AQTraining has agreed to operate within the VET Quality Framework and the Standards for Registered Training Organisations 2015
This includes (unless licensing or regulatory requirements prevent this) a commitment to recognise the authenticated qualifications issued by other Registered Training Organisations, AQF issuing organisations or VET transcripts issued by the Registrar (USI).  
Legislative Requirements 
AQTraining will meet all legislative requirements of State and Federal Government. Legislation which has been identified as being applicable to this organisation and the training it delivers is: 
· Work  Health and Safety Act 2011 
· Work health and Safety Regulations 2011 
· National Vocational Education and Training and Regulator Act 2011 
· Anti-Discrimination Act 1991 
· Racial Discrimination Act (Commonwealth) 1975
· Disability Discrimination Act 1992

· Human Rights and Equal Opportunity Commission Act (Commonwealth) 1975 

· Privacy Act 1988 
· Right to Information Act 2009 
· Copyright Act 1968 
Copies of the relevant legislation can be found on the following websites:  
www.legislation.qld.gov.au  
www.comlaw.gov.au. 

 
www.asqa.gov.au 
Access and Equity 
AQTraining, is committed to integrating Access and Equity principles within all our services that we provide to our clients.  All staff recognise the rights of students / clients and provide information, advice and support that is consistent with our Core Business Values and this Code of Practice. 
It is our responsibility to assess the extent to which an applicant is likely to achieve the stated competency standards and outcomes of the course prior to or at enrolment, based on their foundation skills (language, literacy, and numeracy), any specific training package and or work health and safety requirements or pre-requisites, the levels of education and support available in the workplace and the RTO, and the student’s prior qualifications and experience.  

All students will be recruited in an ethical and responsible manner and consistent with the requirements of the National Training Package or accredited course, our capacity to service their educational and support needs and with regard to our Access and Equity Policy 
AQTraining actively implements procedures and practices that ensure that all students admitted for enrolment have the opportunity to successfully gain skills, knowledge and experience of their course through education and training. 
Harassment / Discrimination 
Regardless of cultural background, gender, sexuality, disability or age our students/clients have the right to study in an environment that is free from discrimination and harassment and be treated in a fair and considerate manner while studying with us. AQTraining, in accordance with the Anti-Discrimination Act 1991, provides a work environment free from discrimination, harassment, victimisation and bullying.  Any grievances relating to the above and proven to be true will result in disciplinary action being taken. 
Quality Management Focus 
AQTraining has a commitment to providing a quality service and a focus on continuous improvement. We value feedback from students/trainees, clients staff and employers for incorporation into future programs. 
Client Service 
AQTraining has sound management practices to ensure effective client service. In particular, as your registered training organisation AQTraining is responsible for the quality of the training and assessment of your program.  We have client service standards to ensure timely issue of assessment results. 
On successful completion of your course of study (either a unit or units of competency or a qualification), AQTraining is responsible for the issuing of the statement of attainment or certificate (qualification) within 30 days of you achieving your final result and of all fees having been paid.

Our quality focus includes; Recognition of Prior Learning, a fair and equitable Refund Policy, a Complaints and Appeal Procedure, an Access and Equity Policy and student welfare and guidance services. We will take every opportunity to ensure that this information is disseminated, understood and valued by personnel and clients.  Our employer and student information advice will ensure that all fees and charges are known to students before enrolment, that course content and assessment procedures are explained and that vocational outcomes are outlined. 
External Review 
AQTraining has agreed to participate in external monitoring and audit processes required by the national VET Regulator – the Australian Skills Quality Authority (ASQA). This covers random quality audits, audit following complaint and audit for the purposes of re-registration.  For some of our courses Work Health Safety Queensland also performs random audits to ensure we remain compliant with their guidelines and procedures.
Management and Administration 
AQTraining has policies and management strategies which ensure sound financial and administrative practices. Management guarantees the organisation’s sound financial position and safeguards student fees until used for training/assessment. Student/trainee records are managed securely and confidentially and are available for their perusal on request. 
Marketing and Advertising 
AQTraining markets our vocational education and training products accurately. In the providing you information, we will tell you if the training products are superseded and what you can expect when the new product becomes available. 

Each course has a separate brochure or space on our website that gives information about the duration, locations, delivery, fees, charges, and payment term and conditions and any equipment or materials you may be required to provide including any admission requirements to enter the course. 
For general information about refund policy, feedback or complaints, assessment processes, concessions and exemptions, this Student Handbook provides the information you will need.

Training and Assessment Standards 
AQTraining has personnel with appropriate qualifications and current industry experience to deliver the training and facilitate the assessment relevant to the training products offered. 
The types of facilities, equipment and training materials we use makes the learning environment conducive to success. 
Guarantee 
 
AQTraining guarantees that it will: 
· Make available the required resources to students to ensure they are given the opportunity to satisfactorily complete their training 
· Provide the agreed training and assessment services that the student has accepted in the completion of the enrolment form and/or training plan.
· Advice you as soon as practicable if there are any changes that impact on your enrolment such as a change in ownership of AQTraining, or for example, a change to the delivery of your training to a third party or changes in relevant legislation 
Sanctions 
AQTraining will honour all guarantees outlined in this Code of Practice. We understand that if we do not meet the obligations of this Code or supporting regulatory requirements, we may have our registration as a Registered Training Organisation withdrawn. 
If, at any time any student / client feels that we are not abiding by our Code of Practice then they are encouraged to report their complaints to the supervisor / trainer or Manager of AQTraining in writing. 
POLICIES 
Privacy 
Collecting your general personal information is essential to be able to conduct vocational training and assessment.  AQTraining collects your personal information by means of the Enrolment Form.  These are requirements that enable AQ Training to conduct their everyday business.  AQTraining only collects sensitive information as required by the national VET Regulator - ASQA. 
We use the information collected only for the services we provide.  No staff or client information is shared with another organisation. We will ensure that, except where required by law, personal information about a client/student is not disclosed to a third party without the written consent of the client. Commonwealth Privacy Act 1988. 
You are entitled to have access to your records and records of your progress. The best record of your progress is your log book/Training Record Book. The logbook/Training Record Book is your personal property and should be kept safe. If it is lost, the records it contains cannot be replaced, and you will have to start the records again. If however, you change employers, you can take your logbook/Training Record Book with you and continue your training hours once you have a new training plan in place. 
Another record of your progress is your assessment summary which records your success in the knowledge section of the assessment. AQTraining has a record of your successful completion of an assessment summary, if you lose this. To gain access to your records you can contact the Manager. 
Note: Personal information is any information that would allow a person to be identified. For example, personal information includes an individual’s name, age and physical characteristics. 
Freedom of Information 
All students will have access to their own personal records retained by AQTraining under the Right to Information Act 2009 by sending a written request, including proof of identity, to the Manager of AQTraining. 
Disciplinary policy 
To ensure all course participants receive equal opportunities and gain the maximum from their time with us, these rules apply to all people that attend any of our sessions.  Any person(s) who displays dysfunctional or disruptive behaviour may be asked to leave the session and / or the course.   
Dysfunctional behaviour may include: 
· continuous interruptions to the trainer whilst delivering the course content 
· smoking in non-smoking areas 
· being disrespectful to other participants 
· anti-discriminatory behaviour such as harassment and bullying 
· sexual harassment 
· acting in an unsafe manner that places themselves and others at risk 
· refusing to participate in group activities when required  
· continued absence at required times 
· wilfully disobeys a lawful request of the employer/RTO 
· class attendance whilst under the influence of alcohol or any drugs not personally/specifically prescribed.  
The action taken will depend on the student/trainee’s history and the seriousness of the alleged offence/s. Any person subject to disciplinary procedures has the right of appeal, in writing to the Manager of AQTraining who will carry out an appropriate investigation and respond within 14 days. 
Mobile Phones 
Mobile phones must remain switched off during classes. Students may make and receive calls during scheduled breaks. However phones may be set on silent or meeting modes to avoid disturbance of staff and other students during course times. Please respect others. 
Complaints 
AQTraining has a procedure for handling complaints should they arise. 
If participants have a complaint with any aspects of their training, they are encouraged to speak immediately with the trainer to resolve the issue. At all times a complaint will be acknowledged in writing and the outcome provided in writing.
If the student is not satisfied that the issue has been resolved, he/she may wish to write/email the Manager, setting out in detail the issues of concern. The trainer always has access to a Complaints Form or full details of our complaints procedure and form can be found on the website or by contacting our administration on 0755460367.   
Appeals 
Should a student wish to appeal any decision made by AQTraining the appeals will be managed in accordance with AQTraining’s appeal procedure. This includes appeals against a decision about a complaint outcome or an assessment decision (an academic appeal). 
An appeal must be lodged within twenty (20) working days of the student being notified of a decision made by AQTraining or in the case of an academic appeals, within twenty (20) working days of the assessment result. Only in extenuating circumstances (long term sickness, absence etc) will incidents reported outside of this time frame be investigated. The student should first approach the assessor if they wish to appeal an assessment decision. At all times an appeal will be acknowledged in writing and the outcome provided in writing.

If the matter is not resolved to the satisfaction of the student there is an option for further review by the Manager and/or an independent panel. For full details of our on the appeals procedure, consult the website or contact our administration on 0755460367. 
Education services
Every endeavour is made to enhance effective participation for all adults in training by providing support. Support may be provided in any of, or a combination of, the following formats: 
· Oral assessments 
· Variation in training delivery 
· Additional training (tutorials) 
· IT support through emails etc. 
If you believe you require this type of assistance with your training program please provide details on the enrolment form or speak to your trainer/assessor prior to enrolment or during the training. 
Support services 
Support services Students are offered the following support services to assist in successful completion of training: 
· RPL assessment;  
· options in learning;  
· one on one tutoring;  
· pre-course interviews;  
· training needs analysis;  
· phone support through administration phone line. 
Welfare and guidance services We will endeavour to provide welfare and guidance to all students / clients.  This includes: 
· Occupational Health and Safety;  
· review of payment schedules when requested  
· learning pathways and possible RPL & VOC opportunities;  
· provision for special cultural and religious needs 
Course Fees and Charges - Fee for Service Students
WHAT DOES IT COST? The course brochure and the website give the latest information about course costs (including all fees and charges)
AQTraining accepts fees in advance from individuals. No single pre-payment for example, for a full qualification will exceed $1500.00. Many students enrol on a unit by unit basis.  
For example for the unit RIIMPO320E the total fee is $700.00. This fee would be paid on enrolment. In certain circumstances a $150 application deposit can be requested to hold a place in a course, up to 5 days before commencement, with the remainder due on the commencement of the course.  
Included in the total of $700.00 is an  
· administration fee of $50;  
· tuition, including logbook and resources $650.00 
Students are responsible for supplying their own 
PPE  
For example, for the qualification RII30815 Certificate III in Civil Construction Plant Operations the total fee is $9970.00. This fee could be paid EITHER
A. unit by unit with no more than two units of study to be enrolled and pre-paid at any time. In certain circumstances a $150 application deposit can be requested to hold a place in a unit, up to 5 days before commencement, with the remainder due on the commencement of the unit.  
B. on invoice, from your employer.

Included in the total of fee for any unit is an  

· administration fee of $50. 

Students are responsible for supplying their own 
PPE.

C. on a payment plan in instalments (negotiated at the time of enrolment) with $1500.00 paid pre-enrolment and for example, 18 monthly instalments paid in advance of $380 or 20 payments of $345 or 24 payments of $288
AQTraining accepts fees in advance on invoice as negotiated from employers.  
Additional Charges apply (if required) for  
· re-assessment $150 
· additional workbooks $50 
· re-print of statement of attainment $25.00 and wallet size card $25.00.

Refund and cancellation policy 
Full refunds will be made to the students in the event of course cancellation (prior to commencement) by AQTraining. 
Participants who withdraw from a course are able to defer to the next course. If the withdrawal is made in writing with 5 clear working days’ notice a full refund of any payment paid by the individual for training is given. If the withdrawal is made in writing with less than 5 clear working days’ notice the first $150 of any fee paid by the individual is non-refundable.  
Participants who withdraw from a course due to ill health will, on production of a medical certificate: 
either  
· receive a refund of course fees paid by them, less the administration fee ($50)  or 
· will be permitted to comeback within 60 days and complete the training. If the person is unable to return to complete the training then a refund based on the percentage of the course not completed will be given, less the administration fee ($50). 
Transfers will be accepted up to 5 days prior to the course commencement.  Transfers to another course will only be accommodated within 6 months from the commencement of the original enrolment, after which all fees paid will be forfeited. 
Course Fees and Charges - User Choice Students
WHAT DOES IT COST? The course brochure and the website give the latest information about course costs (including all fees and charges), however the exact cost is dependent on the selection of units in your specific training plan currently (2018) calculated at $1.60 per nominal hour for apprentices/trainees who do not qualify for a concession. If you are eligible for a concession, this is reduced or you may also be eligible for fee-free training or an exemption.

Students will be offered a range of payment options for their tuition fees (Student Contribution Fees) to suit their individual needs including: 

•
weekly 

•
fortnightly 

•
monthly or  

•
Upfront payments. 

Employers or other parties can make the payments for students. 
Refund and cancellation policy 

The following refund policy applies to apprentices and trainees:

 (a)  the provision for full refunds to apprentices/trainees/ the party who paid for tuition fees charged for training delivery that has not commenced at the time of the cancellation of enrolment

(b)   the provision of proportionate refunds to the party who paid where the apprentices/trainees has withdrawn from a Unit of Competency/Module; and

(c)   the provision of refunds to employers/industry for additional charges paid beyond the apprentices/trainees and government contributions.
Enrolment and selection – Fee for Service
A client or person interested in a course making a phone, email of internet enquiry will be directed to the website and to the copy of the Student Handbook, which summarise the information required to make an informed decision about the course and enrolment. 
This is followed up by a conversation/interview conducted either in person or over the phone to discuss the information and to determine any learning or site factors in training, should the training/enrolment proceed.  
Students must also be able to read and understand machine manuals. AQTraining will ensure that appropriately qualified staff will assess the extent to which any applicant is likely to achieve the stated competency standards and outcomes of the course, based on the applicant’s previous qualifications and experience.  
Enrolment will be made by completing the enrolment form which will form the contract with the student. 
Students must be 18 years or older and be able to supply the following proof of identification:   Current Driver’s Licence or if not 3 other documents such as birth certificate, passport, Qld 18+ Card, Medicare Card or a Students Identity Card, etc.  
Enrolment of participants will be conducted at all times in an ethical and responsible manner and consistent with the requirements of our strategies for training and assessment and the training package/accredited course. The selection of participants will comply with our Access and Equity Policy. 
Enrolment and selection – User Choice
Apprentices and trainees are signed under a contract of training (between themselves and an employer). This occurs with the assistance of an Australian Apprenticeship Support Network (AASN) provider. The employer usually nominates the registered training organisation they wish to use for their apprentice’s or trainee’s training throughout the terms of the apprenticeship/traineeship and at the signup or shortly afterwards, AQTraining as the nominated supervising RTO (SRTO) will attend a meeting with you, the employer and the AASN to complete an induction, and enrolment. 
Those intending to enrol under User Choice arrangements as an apprentice or trainee will be required to complete a literacy, language and numeracy assessment.
For further information on enrolment please contact our administration office on 0755460367. 
Important - Unique Student Identifier (USI) 
If you are undertaking nationally recognised training you will need to have a USI from 1st January 2015. 
It is free and easy for you to create your own USI online. http://www.usi.gov.au/ 
Under the legislation, registered training organisations can only issue certification when they have received your USI. We will verify your USI on the first day of training. 

(If you have difficulty creating your own or accessing a website, we will assist you on the first day). 
Training 
Competency based training 
Competency Based Training (CBT) was introduced into Australia as part of the Federal Government Industry Restructuring Program.  CBT looks at the skills and knowledge that a person needs to do a job.  Assessment criteria are defined for each unit of competency.  The assessment criteria, describes the performance criteria to be applied and the associated skills and underpinning theory knowledge requirement. 
Flexible learning 
AQTraining will provide flexible training delivery to meet the needs of our clients. This is usually at your workplace or at another location to suit your needs, either individually or in small groups.  
Training in all practical and theory sessions is delivered via face-to-face training in a mutually agreeable location.  Students will be informed of the training purpose, context and process at the commencement of the course and again before each session is conducted.  Course assessment complies with the assessment requirements as specified in the assessment guidelines in the accredited course. 
Course Delivery Modes 
All of our course are delivered face to face in the workplace. In exceptional circumstances where a workplace proves to be unsuitable or unavailable or the individual client may not have a workplace, AQTraining can arrange alternative sites for delivery and practice.

Course Delivery Modes - Fee for Service 

Units offered via fee for service include the load shifting equipment and forklifts. These courses are usually structured to deliver over approximately 6 months, with an initial theory session, followed by the student obtaining 40 hrs logbook time at their workplace. The workplace experience is to be completed in a timely manner usually over a 6 month period. Once the logbook hours have been completed, and the student is ready for assessment, an assessment session is organised at the workplace. 

An extension can be granted if required, by phoning the office.  An extension up to a maximum of 12 months from enrolment can be granted. A re-sit of the theory assessment (and the practical activity supporting that section of theory) may be required following a long extension. 
Courses are run throughout Queensland at a venue centrally located to all students participating on each course. 
The courses can be delivered as a small group or individual training on a part-time basis & fulltime basis by arrangement. 
Course Delivery Modes - User Choice – apprentices and trainees.

The delivery of the units is negotiated with both you and your employer and are listed on your training plan in a sequence that will usually include theory session/s followed by workplace practice and workplace assessment. A logbook of practical equipment training will support the Training Record Book.  The workplace experience is to be completed in a timely manner usually over a 6 -12 month period. The logbook hours need to be completed and you need to be ready for assessment before an assessment session is organised at the workplace for equipment related competencies. For other competencies, theory sessions and the Training Record Book will be completed to indicate readiness for assessment.
Catering – Fee for Service only
Courses are supplied with tea & coffee and cold drinks. 
Assessment 
Assessment under CBT: 
Assessment under CBT is criteria based where a predetermined standard has to be achieved.  The student’s performance is compared to the standard written in the unit of competency. The system of measuring results by marks or percentages or pass marks or comparisons with other student’s results is no longer relevant.  A student is assessed as either competent or not yet competent. 
Recognition of Prior Learning (RPL)
All students will be offered recognition of prior learning (unless regulation or legislation prevents this). If you believe you have previously gained relevant learning training, or have work experience or some other knowledge or relevant skills you should indicate on the enrolment form that you are interested in RPL.  The trainer or Manager will then contact you to find out more information.
A guide to the process of recognition of prior learning (RPL) 
Recognition of prior learning is a process whereby skills can be recognised.  These skills may have been obtained in a number of ways, by: 
· Relevant prior learning 
· Competencies acquired through previous work 
· Life experiences 
· Training and/or educational experiences 
Through the process of RPL, people can obtain formal qualifications and recognition.  These qualifications are nationally recognised under the Australian Qualifications Framework.   RPL may be granted only for a complete course or full unit of competency.  It will not be granted for part of a unit of competency. 
Any RPL granted will be based on the same assessment process as that for a student enrolled in and attending a unit of competency. 
User Choice – apprentices/trainees

If you are an apprentice or trainee it is very important that you apply for RPL at the beginning of your course as it is very difficult for AQTraining to grant RPL applications once the course has started.

Credit transfer 
Credit transfer Those students who have successfully completed units of competency and/or qualifications, and who hold evidence (statement of attainment/certificate) for those units of competencies/qualifications/courses issued by a Registered Training Organisation, AQF issuing body or authenticated transcripts from the VET registrar will be granted direct credit transfer when these are relevant to the course currently being undertaken. 

National Recognition Policy 
AQ Training recognises the AQF qualifications and statements of attainment (unless licensing or regulatory requirements prevent this) where issued by any other RTO or an AQF authorised issuing organisation (e.g. a board of studies or a university) or authenticated transcripts from the VET Registrar. Students will not be charged fees for this recognition process. 
Course information 
Specific course brochures and flyers have been developed for all of the courses within our current scope of registration.  
Work Health and Safety 
AQTraining accepts its legal and moral obligation as required under the Work Health and Safety Act 2011 and is committed to ensuring the health and safety of all persons who may be affected by it operations and activities. 
Students also have obligations under the Work Health and Safety Act 2011 whilst participating in training.  These obligations will be outlined at the commencement of the training.  Training on specific industry hazards is incorporated in the training program. 
AQTraining’s Responsibilities 
AQTraining will access the equipment and materials needed by the student to assist the student successfully complete the course.  Such equipment and material will include: 
· Suitably qualified staff 
· A suitable training venue 
· Student notes and folders for each module 
· Workplace Health and Safety Act 2011 and subordinate legislation 
· Anti-discrimination Act and other associated legislation 
We undertake to provide a safe equitable and friendly learning environment for students.  This will be achieved through the issue of quality course material, access to quality instructors and material, access to a refund policy and speedy access to a complaints and appeals process. 
If there are any changes to the agreed services that we have said we will provide to you, we will notify you as soon as practical. This may include a change of venue or a new arrangement.

Student’s Responsibilities 
It is the students’ responsibility to attend all training at the appointed place, on time and in a condition to undertake the course. Students are required to dress appropriately as per Workplace Health & Safety Standards (e.g., work boots and work clothes).  It is expected that students will conduct themselves appropriately as adult trainees and not place themselves or other students in compromising situations during the training course.  AQTraining’s Disciplinary Policy will be enforced, if necessary.  Students will be given a verbal warning for a breach in behaviour and if repeated will be removed immediately.  Also if a significant breach of legislation occurs, the Manager (or their representative), will have no option but to exclude the student from the course. 
Course Certification 
As a registered training organisation AQTraining is responsible for the issuing of nationally recognised AQF certification to students who successfully complete. 
Students who successfully complete one or more units of competency will be issued with a Statement of Attainment for the unit/s of competency achieved and a wallet size display copy. 
(For forklift ---A statement of attainment will be issued and an AS1 form is used to apply for your forklift card on line.)
Students who successfully complete the qualification in which they are enrolled will be issued with a certificate and a Record of Results. The Record of Results will list the units of competency in which you were competent to complete the qualification.

User Choice 

For apprentices and trainees, on agreed completion of all units of competency, the employer, apprentice/trainee and RTO must sign the Completion Form and the RTO must send the form to the Department within 10 days. The Department is responsible for issuing a Completion Certificate. 

WHAT IS SPECIAL ABOUT BEING IN AN APPRENTICESHIP/TRAINEESHIP?

At AQTraining we offer the training through apprenticeships/traineeships which are funded by the Queensland Department of Employment, Small Business and Training under User Choice arrangements. Where a course is offered through an apprenticeship or traineeship the following specific information applies.

What is an apprenticeship or traineeship?

As an apprentice or trainee you have signed a training contract with your employer. This is a combination of paid work with accredited training and is covered by a relevant industrial award. This combination of work and training provides the opportunity for you to develop practical skills with formal training while being paid.

In most instances apprenticeships and traineeships cover full-time or part-time work. Apprentices are employed under a Training Contract which is usually 2.5 to three years duration; for part time up to 6 years to complete. Trainees are employed under a Training Contract which is usually 12 - 18 months duration for full time;  part time can take up to 4 years to complete.

You may be able to complete either of these in a shorter time frame depending on how you can demonstrate competency  or if you have already acquired relevant knowledge and skills through previous work and life experiences or other training (Recognition of Prior Learning or Credit Transfer).

What is a Training Contract?

A Training Contract is an agreement between you and your employer, which sets out the training conditions and the type of training you will undertake.  A registered training organisation, such as AQTraining, is nominated in the Training Contract.   In this special relationship the registration training organisation (RTO) becomes known as the Supervising Registered Training Organisation (SRTO). An Australian Apprenticeship Support Network provider assists with the process of establishing the contract, lodges the Contract and ensures it is registered with the Department of Employment, Small Business and Training Queensland.  There are a number of Australian Apprenticeship Support Network Centres all of which are contracted by the Federal government to do this work.

It is important that you keep a copy of your Training Contract. It is a contract and not something that you can just decide to not go ahead with once you have signed.

What is a Training Plan?

Your Training Plan is an agreement between you, your employer and AQTraining, which sets out the training conditions and the type of training you will undertake.  It is an important document to refer to if problems arise during your training.  It is vital that you take an active role in the way your Training Plan is developed and the way it is implemented during your training.  You have the right to negotiate with your employer and AQTraining to develop a training plan that recognises the knowledge and skills you have already acquired (Recognition of Prior Learning or Credit Transfer) and the best options for training delivery and assessment, supervision and workplace support.

Training Plans vary but must include:

•
The qualification you are undertaking and the core and elective Units of 
Competency you need to achieve it

•
A list of Units of Competency for which you have been granted Recognition of 
Prior Learning or Credit Transfer

•
Indicative starting and finishing dates

•
Delivery options e.g. how, when and where your training will be delivered (on the 
job, self-paced learning)

•
Methods of assessment 

•
Details of supervision

•
Indicative dates of assessment site visits

•
Signatures by yourself, your employer and a representative of AQTraining.

The Training Plan is revised periodically by AQTraining to ensure it remains relevant to you and your employer.

Working with your Employer under an Apprenticeship or Traineeship: 

As an apprentice or a trainee (under a training contract), it is important that your employer also agrees that the performance of your work consistently reflects workplace standards. Because you are working and training in the workplace you have the advantage of practicing your skills each day you are at work, so you and your supervisor get to work together to improve your skills over time.

Your employer/supervisor will be asked to state when you have achieved the level of workplace performance that also matches the requirements of the unit competency. This will be recorded in your Training Record Book.

What is the Training Record Book?

Once the Training Plan has been negotiated, developed and signed AQTraining will develop and issue you with a Training Record Book within fourteen (14) days. This book is your property and must be kept safe. It can be kept at your workplace. 

Everyone is required to sign the Training Record Book as an accurate record that they are satisfied with your stated achievements.

Your employers must verify that you have successfully demonstrated consistent performance at the workplace before the AQTraining can complete your assessment processes and issue the qualification. This verification is the filling in and signing of the Training Record Book.

This Training Record Book must be reviewed by your employer and AQTraining at least three (3) monthly to monitor your progress and it is your responsibility to see that this is done. 

WHAT DOES IT COST?

The traineeship for AHC20410 Certificate II in Horticulture is currently subsidised by the State Government. There is a student contribution fee that is currently $1.60 per hour for the course hours. This is known as the Tuition Fee.  If you are eligible for a concession, this is reduced. You may also be eligible for fee-free training or an exemption.  

AHC20416 Certificate II in Horticulture
Tuition Fees for enrolments started in 2016
	Fee Free*
	Concession*
	No Concession*
	Fee for Service

	$0
	$249.00
	$664.00
	$4230.00


The apprenticeship for RII30815 Certificate III in Civil Construction Plant Operations is currently subsidised by the State Government. There is a student co-contribution fee that is currently $1.60 per hour for the course hours. This is known as the Tuition Fee.  If you are eligible for a concession, this is reduced. You may also be eligible for fee-free training or an exemption.  
RII30815 Certificate III in Civil Construction Plant Operations

	Fee Free*
	Concession*
	No Concession*
	Fee for Service

	$0
	$576.00
	$1440.00
	$9830.00


* Conditions apply

The course brochure and the website will always give the latest information about course costs (including all fees and charges) and tuition fees for apprentices/trainees.

Concessions apply to an apprentice/trainee who

•
was or will be under 17 at the end of February in the year in which AQTraining provides 
training, and the apprentice/trainee is not at school and has not completed year 12; or

•
holds a health care card or pensioner card issued under Commonwealth law, or is the 
partner or a dependant of a person who holds a health care card or pensioner 
concession card, and is named on the card; 

•
gives AQTraining an official form under Commonwealth law confirming that you, his or 
her partner or the person of whom you are a dependant, is entitled to concessions under 
a health care card or pensioner concession card; or 

•
is an Aboriginal or Torres Strait Islander person. 

Fee-free training for recently graduated Year 12 students

To be eligible to access fee-free training, you must:

•
have completed Year 12 in Queensland and hold a Senior Statement issued by 
the 
Queensland Curriculum and Assessment Authority

•
enrol and start training with an approved training provider by the end of the 
calendar year following the completion of Year 12

•
be a Queensland resident.

Exemptions from Tuition Fees can occur where

•
payment of the student contribution fee would cause the apprentice/trainee extreme 
financial hardship, then AQTraining may exempt the apprentice/trainee from these fees 
on presentation of evidence. 

•
the Department advises us in writing that fees are optional. 

Course Charges, Payments, Refunds: 

The Tuition fee calculation will be based on the nominal hours the student is enrolled in, in any given year. Your Training Plan which will be completed with you, the employer and a representative of AQTraining, will detail the number of hours.  

The fee will generally be invoiced for one year, and payment plan arranged subsequently. 

Consistent with existing User Choice contract policies, a student holding a current Health Care card or able to access another type of concession will have their fees reduced to the relevant amount.

Students may apply for exemption from paying fees on the grounds of hardship. If granted, this will be documented and certified by the AQTraining Manager.

If training is discontinued to an apprentice or trainee, refunds will be calculated as follows:
•
full refunds for Student Contribution Fees (Tuition Fee) charged for training delivery that 
has not commenced at the time of the cancellation of enrolment 

•
proportionate refunds where the apprentice/trainee has withdrawn from a Unit of 
Competency; and 

•
refunds to employers/industry for additional charges (if and where charged) paid beyond 
the individual’s and government contributions. 

Issuing statements of attainment, certificate and results:

When AQTraining has claimed payment for the delivery of the training and assessment service for the apprentice/trainee through the User Choice funding program, AQTraining will not withhold results, Statements of Attainment or a qualification from an apprentice/trainee due to the non-payment of fees. However if a claim has not been made or the apprentice/trainee is not a funded apprentice/trainee and the fees are outstanding then AQTraining may choose to withhold the release of such records until the fees are paid in full.

AQTraining will guarantee that it will complete your training and/or assessment services. 

If AQTraining is unable to complete the training and assessment to an apprentice/trainee as per its contract, it will in cooperation with the Department, make arrangements satisfactory to the Department for the continued provision of VET services to its apprentices/trainees. AQTraining will provide all reasonable assistance to the Department, including the preparation of and compliance with any transition plan approved by the Department, to enable the transition of apprentices/trainees to the Department or to any third party deemed appropriate by the Department. 

Assessment for Students not Competent at the completion of training: 

Apprentices/trainees who after all opportunities have failed to make progress will be referred to the Department. Where failure to make progress can be proved to be the result of the apprentices/trainees negligence a ‘show cause’ may be issued to the apprentice/trainee.
YOU NEED TO KNOW ABOUT YOUR EMPLOYER’S RESPONSIBILITIES

During your apprenticeship/traineeship your employer must:

•
Deliver training as negotiated in the training plan.

•
Provide, or arrange to provide, the facilities and range of work as specified in the 
training 
plan, ensuring you are adequately supervised by a qualified person. 

•
Pay the wages and provide the entitlements specified in the relevant industrial 
relations instrument (award or enterprise agreement).

•
Release you from work and pay the appropriate wages to attend any off-the-job 
training, including assessment as provided for in the training plan. 

•
Follow their obligations as an employer, including those relating to workplace health and 
safety.

•
At reasonable intervals of not more than three months, update the training record.


The employer must not directly or indirectly:

•
Obstruct or discourage in any way, you from participating in the training required 
under 
the training plan to be delivered by the training organisation.

•
Place you at a disadvantage, because you participate or attempt to participate in 
the 
required training.

It is very important that everyone maintain open lines of communication and attempt to resolve disputes between themselves in the first instance. 

If you have a particular problem that you feel your trainer or AQTraining can’t assist you with or you want some independent advice you can contact Apprenticeships Info on 1800 210 210. 

Completion 

For apprentices/trainees, because your training is a training contract which combines paid work with accredited training, your competency achievement requires that the employer completes the Training Record Book to support the consistent performance of workplace competencies. 

Once an apprentice/trainee has completed all aspects of the training and assessment, the employer, apprentice/trainee and AQTraining need to sign the Completion Agreement Form. The RTO (AQTraining) can then issue a qualification and the Department will issue a Completion Certificate.

Helpful Contacts:
Lifeline (available 24 hours) - www.lifeline.org.au or 13 11 14

Relationships Australia - www.relationships.org.au or 1300 364 277

Kids Help Line - www.kidshelp.com.au or (free call) 1800 551 800

Crisis Care (Department of Communities) - (free call) 1800 177 135

The following state-wide services may be useful in relation to all types of employment issues:

Anti-Discrimination Commission Queensland - 1300 130 670 or www.adcq.qld.gov.au

Unions - to access a union relevant to your industry visit the Queensland Council of Unions website or (07) 3010 2555
Fair Work Infoline on 13 13 94 (in relation to wages)

Apprenticeships Info on 1800 210 210
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