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Welcome & Organisation

Welcome to IMPACT Community Services

Thank you for choosing IMPACT Community Services as your Registered Training Organisation (RTO). It's both a
privilege and a pleasure to welcome you into our learning community.

IMPACT has proudly supported the Bundaberg region for over 40 years, with our RTO delivering high-quality training
for more than three decades. Our experienced and fully qualified trainers—and those working under supervision—
bring a wealth of current industry knowledge and a genuine passion for helping you build the skills, confidence, and
insight needed to pursue a rewarding future.

We’re committed to making your learning journey enjoyable and meaningful, supporting both your professional and
personal growth. Our programs are designed to stay relevant in today’s fast-changing industries, and our trainers
maintain current industry knowledge to ensure your training is practical and aligned with employer expectations.

This Student Handbook has been developed to help you make an informed decision before enrolling in your course.
We encourage you to read it carefully and reach out with any questions. Your feedback is always welcome—it helps

us continue to improve the learning experience and outcomes you deserve.

We look forward to supporting your career aspirations and welcoming you to one of our classes soon!

About IMPACT Community Services

IMPACT Community Services is a Registered Training Organisation (RTO) accredited by the Australian Skills Quality
Authority (ASQA). We operate under a robust Quality Management System that is regularly audited to ensure
compliance and continuous improvement.

As an RTO, IMPACT Community Services adheres to legislation that upholds the integrity of nationally recognised
qualifications, including:

o National Vocational Education and Training Regulator Act 2011
o Standards for Registered Training Organisations (RTOs) 2025

We also meet a range of legal and contractual obligations at both State and Commonwealth levels. For a full list of
these requirements, please refer to Schedule A.

IMPACT Community Services is a community-based, not-for-profit organisation that provides support, training, and
employment assistance. Established in 1978 to deliver the Bundaberg Community Youth Support Scheme, we have
grown and diversified significantly over the years.

As an RTO (Provider Code: 0115), we are authorised to deliver nationally recognised qualifications. In Australia, only
Registered Training Organisations can issue these qualifications.

We are committed to offering professional, flexible, and up-to-date training and assessment options tailored to the
needs of jobseekers, businesses, and industry. Our strong relationships with industry partners help us stay informed
about emerging trends and workforce needs.

Our highly skilled trainers and assessors bring current industry experience to the classroom, ensuring your learning is
relevant and practical. Training is delivered in the Bundaberg region by qualified professionals, primarily through face-
to-face classroom sessions, with flexible delivery options available.

We’'re excited to support you in achieving your training goals and becoming part of the IMPACT learning community.
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Guiding Our Work at IMPACT — Mission, Vision & Values

Mission
Building a caring and inclusive community through opportunities which empower people, increase individual
choice, improve resilience and increase social and economic participation

Vision
Improving lives

Who we are

As a charitable Not For Profit organisation, we support people who may be experiencing disadvantage, poverty or
exclusion from community, social and employment networks. By aligning our programs and services to the Live, Grow,
Prosper continuum, we assist individuals and families build resilience and reconnect with the community in a positive
way to realise an improved quality of life.

Values

Strive for Excellence

Pursue continuous growth, high performance and improvement

Put Wellbeing First

Equip people with strategies that will actively support and sustain their mental wellbeing

Create Positive Impact

Show commitment and drive to energise, engage and inspire others to achieve our shared vision

Be Compassionate

Be part of a place that is built on dignity and respect, applauds individuality and where everyone is welcome
Celebrate Uniqueness

Strive to show kindness and a willingness to support others both in our organisation and in the communities in which
we live

Empower Others

Walk beside someone as they increase their autonomy, self-determination and decision-making capacity
Build Trust in Relationships

Cultivate habits that build positive interactions and experiences with others

Work Together

Leverage collective genius to find new ways to think big, experiment and solve shared problems

© IMPACT Community Services
IMPACT Community Services reserves the right to vary and update information
without notice.

Contact Information

Address: 108 Bargara Road, Bundaberg Qld 4670
Phone: 07 4153 4233
Website: www.impact.org.au »

Email: training@impact.org.au . ==
Office Hours -
IMPACT Community Services hours of business are from 8.00am - e A S
5pm Monday to Thursday and 8.00am — 4.30pm Friday. QT mee

= o S
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Student Information and Enrolment

Student Handbook Overview

This Student Handbook outlines the policies and procedures of IMPACT Community Services and serves as a
comprehensive guide for all students. As a condition of enrolment, all current and prospective students are required to
read this information carefully to gain a clear understanding of how IMPACT Community Services operates and where
to access support and resources throughout their learning journey.

Scope of Registration

Full Qualifications

e BSB10120 Certificate | in Workplace Skills

e BSB20120 Certificate Il in Workplace Skills

e CHC33021 Certificate lll in Individual Support (Ageing or Disability)
e CHC43121 Certificate IV in Disability Support

e SIT30622 Certificate Il in Hospitality

Skill Sets

e CHCSS00130 Individual Support Disability Skill Set
e CHCSS00129 Individual Support Ageing Skill Set
e CHCSSO00133 Introduction to Disability Skill Set

Units of competency

e HLTAIDOOQ9 Provide cardiopulmonary resuscitation

e HLTAIDO11 Provide first aid

e SITHFABO021 Provide responsible service of alcohol

e BSBCRT201 Develop and apply thinking and problem solving skills

e BSBPEF101 Plan and prepare for work readiness

e BSBTEC101 Operate digital devices

e BSBTEC202 Use digital technologies to communicate in a work environment
e BSBPEF201 Support personal wellbeing in the workplace

e SITXFSAO005 Use hygienic practices for food safety

Non-accredited Training
IMPACT Community Services offers professional training including but not limited to the following

e Manual Handling
e Barista training
e Café Skills training
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Client Selection and Enrolment Information

IMPACT Community Services is committed to providing inclusive and supportive training opportunities. Our enrolment
process is designed to ensure that students are matched with the most suitable course based on their goals, needs,
and readiness to learn.

Course Profiles
Detailed course profiles, including entry requirements and delivery modes, are available on our website. Visit the
Certificate Ill Training Courses page to explore current offerings.

Initial Enquiry
Students can express interest in a course by:
e Contacting IMPACT Community Services directly.
e Completing an online Expression of Interest form.
This helps us provide tailored information and guidance based on your chosen course via email.
Information Session
Your first step into training is attending an Information Session, where you will:
e Meet your Trainer/Assessor and key Training Services staff.
e Receive an overview of the course structure, expectations, and funding options.
e Be provided with:
e Pre-enrolment information
e Course application form
e LLN, digital, and employability skills assessment
¢ Relevant funding application forms
e Student Handbook
Interview
A one-on-one interview with your Trainer/Assessor will be conducted to:
e Learner support assessment*
e Assess your suitability for the course / industry
e Discuss any support needs or adjustments
o Finalise your enrolment pathway or suggest alternatives if you are unsuccessful Eg: SEE Program

Learner Support Assessment
*Before enrolment, you will complete a Learner Support Assessment to identify any individual needs. This includes:
e Access & Equity and Language
e LLN and digital literacy screening
o Disability and health disclosures
o Workplace suitability
e RPL and Credit Transfer options

The assessment contributes to a tailored support strategy to help each learner succeed in their training.

Funding Letter
If accepted into a funded program, you will receive a Funding Letter outlining:

e Applicable fees
e Payment due dates
e Any conditions related to your enrolment

Enrolment Confirmation
To finalise your enrolment, you will complete:

e Enrolment form
e Publicity consent form

Note: Enrolment is confirmed once applicable fees are paid or funding arrangements are approved.
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Short Courses

For short courses, students will receive course information including costs and delivery details from Training Services
staff. You will be given all necessary information to make an informed decision prior to enrolment.

Entry Requirements

The Pre-enrolment Information will confirm any specific prerequisites required for entry into your chosen course. Entry
requirements may include:

e Language, Literacy and Numeracy (LLN) Digital and Employability Skills
A level of LLN appropriate for successful completion of the course and effective performance in the workplace
is essential. All applicants must complete an LLN assessment as part of the course selection process.
e Workplace Access
Some courses may require access to a relevant workplace and job role where competencies can be learned
and practiced.
e Technology
You may need access to:
e Alaptop / computer with appropriate software to engage with learning and assessment materials
e Microsoft Word 2010 or later or a free version Eg: WPS is compatible with our assessments
e Microsoft Teams — will need to run the latest version
e Microsoft account
e Areliable internet connection (e.g. broadband) to download course content and participate in online
activities
e Your own email address (not a shared email address). You will need to know login and password
e Course-Specific Materials
Certain courses may require access to specific items such as personal protective equipment (PPE) or tools of
trade.
e Previous Work Experience
Some qualifications may require prior experience in a related field.
e Prior Qualifications
Entry may be dependent on the completion of another qualification that serves as a prerequisite.

Training Materials

IMPACT Community will provide you with Learner Guides for each unit. Most materials are now available as eLearner
guides and as an enrolled student you are entitled to download a copy for your personal use. Please speak with your
trainer or contact us on (07) 4153 4233 if replacement materials are required.

It is your responsibility to return any loaned Learner Guides promptly to IMPACT Community Services. Resources that
are damaged, lost or not returned will result in an invoice to cover the cost being issued.

Duration and Course Times

The duration of your course is outlined in the course profile. Training times for each course vary and will be available
on the course profile found on our website. We acknowledge many students have busy lives outside of Impact.

We endeavour to accommodate those who have commitments outside of study, provided it does not impact on the
student’s ability to complete their training. e.g.: A parent may need to negotiate with the trainer to leave a few minutes
early to pick up children. Some may have part time work or other responsibilities that we will aim to accommodate.

Training Extensions

At IMPACT Community Services, we understand that life circumstances can sometimes affect your ability to complete
training within the standard enrolment period. Our goal is to support you in achieving your learning outcomes, and we
will work with you to develop a flexible training plan where needed.
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Applying for an Extension

If you require additional time to complete your course, you may apply for an extension. To do so:

e  Submit your request in writing
e Clearly outline the reason for your extension
e Ensure your application is made before your enrolment end date

Each application will be assessed individually, taking into account your personal circumstances and the nature of your
request.

Extension Guidelines
e A maximum extension of six (6) months may be granted
e Students may apply for one extension per enrolment
e No additional fees will be charged for approved extensions

Extensions are subject to funding conditions and trainer availability. If an extension is granted and the course is still not
completed by the revised end date, your case will be reviewed by IMPACT Community Services management to
determine the next steps.

We encourage you to speak with your trainer or the Training Services team as early as possible if you believe you may
need an extension.

Student Attendance Policy

At IMPACT Community Services, we believe that regular attendance is essential for successful learning and skill
development. Your presence in class contributes to a positive learning environment and ensures you have the
opportunity to engage fully with course content and activities.

Reporting Absences

If you are unable to attend a scheduled training session, please contact your Trainer directly via mobile or call our
Reception on (07) 4153 4233. Wherever possible, please notify us before your course start time.

Attendance Expectations
¢ In most cases, the maximum period for non-negotiated absences during a training course is four (4) days.
e For shorter courses, this period may be less and will be advised accordingly.
¢ Prolonged absences may impact your ability to achieve required competencies.

Non-Attendance Procedure

If you are absent for four consecutive days without valid reason or contact, your trainer, in consultation with Training
Services management and relevant stakeholders, will review your enrolment. A decision will be made regarding whether
it is feasible for you to continue, extend, or withdraw from the course.

Ongoing Communication

We encourage you to maintain regular communication with your Trainer or the Training Services Manager if you are
absent. This allows us to make appropriate arrangements and support your continued participation in the course.

Attendance and Participation

IMPACT Community Services is committed to helping students successfully achieve their qualifications. We understand
that life circumstances can vary, and we aim to work with students to provide support and flexibility wherever possible.

However, regular attendance and active participation are essential to meet course requirements and ensure students
gain the full benefit of their training. Attendance expectations apply to all delivery modes—face-to-face, online, or
hybrid—as outlined in your Course Profile.

Important Notes:
e Students are expected to attend all scheduled classes and participate in learning activities.
e If you are unable to attend due to illness or personal circumstances, please notify your Trainer/Assessor or
Training Services Coordinator as soon as possible.

¢ Repeated non-attendance without valid reason may result in:

e Arequest for supporting documentation (e.g. medical certificate).
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e Areview of your enrolment status.
e Possible withdrawal from the course if attendance requirements are not met.

We encourage students to communicate early and often if they are experiencing challenges. Our team is here to support
you and help you stay on track.

Unique Student Identifier (USI)

Creating or Supplying Your USI A Unique Student Identifier (USI) is required for all Australians undertaking
nationally recognised training. It provides students with access to a secure online record of their vocational education
and training (VET) achievements from 1 January 2015 onwards, regardless of the training provider.

As a Registered Training Organisation (RTO), IMPACT Community Services is required to collect and verify your USI
before issuing any Certificate or Statement of Attainment.

e If you already have a USI, please provide it during enrolment.
e If you do not have a USI, you can create one by visiting:
www.usi.gov.au/students/create-your-usi
e Alternatively, IMPACT Community Services can create a USI on your behalf with your written permission.
Why Your USI Matters
e Your USI transcript allows you to view and download your nationally recognised training achievements.
e Employers and other RTOs can use your USI transcript to confirm qualifications.
e Your USI can be used to support credit transfer applications.
Important Notes
e Training completed before 2015, non-accredited training, or training delivered under exemptions will not
appear on your USI transcript.
e USI transcripts are updated quarterly, so recent completions may take time to appear.
e If your training does not appear on your transcript, ensure your US| was correctly provided to your training
provider.

Accessing Your USI Transcript

You can access and download your transcript by logging into your USI account at www.usi.gov.au.
If you need help, the USI Office provides a helpful video guide:

How to view and download my USI transcript

For further assistance, contact the Office of the Student Identifiers Registrar on 1300 857 536.
Allowing IMPACT Community Services to Access Your USI Transcript

Students can grant IMPACT Community Services permission to view and download their USI transcript through the
official US| website: www.usi.gov.au.

This access allows us to verify your training history and support processes such as credit transfer or qualification
issuance. You can control the duration of access and revoke it at any time.

Steps to Grant Access:
1. Visit www.usi.gov.au and log in to your USI account.
2. Click on the "Provide your USI" tile.
3. Scroll to the "Set up access to your US| / Permissions" section.
4. Select "Add Organisation" and search for IMPACT Community Services.
5. Choose the duration of access. We recommend setting it for the full length of your course enrolment.
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Fees and Payment information

Training programs delivered by IMPACT Community Services may attract fees. The type and amount of fees, as well as
payment terms, vary depending on the course, funding arrangements, and individual circumstances.

Fee Transparency

Students will be provided with clear information about:

The total course fee, including any administration, materials, or additional charges.

Payment terms, including due dates and any non-refundable components.

Refund policy and eligibility for fee exemptions or concessions.

Once training has commenced, IMPACT will deliver the agreed training and assessment services.

Fee details are available:
e On the course flyer
Fee for Service Courses — (Full fees)

Students enrolling in Fee for Service courses (not funded by government subsidies) are required to pay the full advertised
course fee. This fee is all-inclusive, and students will not be charged unexpected or hidden costs.

Government Subsidised Courses

Students accessing government-funded training may be required to pay a co-contribution fee. This fee:

e May vary depending on the funding program and eligibility for concessions.
e Cannot be paid or waived by IMPACT Community Services.
e May be paid by a third party (e.g. employer or support agency).

Details of co-contribution fees, including concessional rates, are provided during the Information Session and outlined
in your Funding Letter.

Career Start — General Non-Concession - $75

Training Pathway Concession - $50

Career Start — Traineeship $1.60 per nominal hour for each unit of competency the student completes in their
Pathway course.

Where a student meets eligibility criteria for a partial fee exemption, they will be
charged 40% of the standard fee

*price subject to change
Career Boost Certificate IV and Skill Set enrolments:
Non-Concession: $10 per unit
Concession: $5 per unit
Additional Fees
Additional fees may apply for:

e Clearance checks (e.g. police check, Blue Card)
¢ Replacement certificates or Statements of Attainment
e Vocational placement requirements (if not covered by funding)

Please refer to the Additional Costs and Refund Policy sections for more information.
Fee Changes

Fees may be updated prior to enrolment. Once a student is enrolled, fees will remain fixed for the standard duration of
the course. If a course is extended beyond the original timeframe, additional fees may apply.
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Government Subsidised Courses — Payment Terms

Students enrolled in government-subsidised training programs may be required to pay a Co-Contribution Fee. This fee
supports the cost of training and assessment services and may vary depending on the funding program and the student’s
eligibility for concessions or exemptions.

Fee Collection Schedule

To ensure compliance with funding guidelines, IMPACT Community Services collects co-contribution fees in three
stages:

1. Stage1 — Upfront Payment (30%)

Collected prior to course commencement, covering the first 4 units of competency.
2. Stage 2 — Week 4 Payment

Collected after the student has commenced training, covering the next 6 units.
3. Stage 3 — Week 8 Payment

Collected after further progression, covering the final 5 units.

This staged approach ensures that no more than 30% of the total co-contribution fee is collected upfront, in line with
the Skills Assure Supplier Agreement.

Co-contribution fees may be paid by the student or a nominated third party (e.g. employer or support agency),
but cannot be waived or paid by IMPACT Community Services.

For details on concessional rates, exemptions, or funding eligibility, please refer to your Funding Letter or speak with
our Training Services team.

Holders of concession cards (e.g. Health Care Card, Pensioner Concession Card or Veteran Affairs Pensioner
Concession Card), may be eligible for a concession fee.

Pre-paid Fees

Student who are ineligible for any other funding will pay the full fee. This is listed on the course profile and these students
will make payments in advance. Full fee paying means you will pre-pay fees before the relevant services have been
provided. These include payments made at any time before, during or after the learner enrols.

IMPACT Community Services will not accept more than $1500 prior to the commencement of a qualification; or collect
more than $1500 in advance from a learner, following commencement of enrolment

Students may make payments for additional units as units already paid for are commenced.
Payment methods
The standard payment methods accepted by IMPACT Community Services include:

e Credit card
e Debit cards

e EFTPOS
e Electronic Bank Transfer (EFT)
e Cash

Fees must be paid by the due date agreed in your payment plan. This will be clearly stated prior to your enrolment.

Please note that outstanding fees may result in cancellation of your enrolment and/or IMPACT Community withholding
the issue of qualifications until all fees are paid. If you have trouble paying your fees, please contact us on (07) 4153
4233 to discuss options.

If you are experiencing financial difficulty, please contact IMPACT Community as early as possible to discuss options.

Re-issue of Certificate

An administration fee of $25 ($30 if posted) applies to re-issue a copy of your Certificate, Statement of Attainment or
Transcript of Results.
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Refunds

Refund Policy Summary

IMPACT Community Services is committed to fair and transparent refund practices. Our refund policy complies with the
Standards for RTOs 2025 and the Skills Assure Supplier Agreement, and applies to both fee-for-service and subsidised
training programs.

Fee-for-Service Students

Refunds for fee-paying students are based on the timing of cancellation:

Cancellation = 14 days before course start 100% refund
Cancellation 13—7 days before course start 75% refund
Cancellation 6—1 days before course start 50% refund
Withdrawal after course commencement No refund (unless due to iliness/hardship)
Course cancelled by IMPACT after commencement Pro-rata refund based on units not commenced

A non-refundable administration fee of up to $100 may apply to certificate-level courses.
Subsidised Training (e.g. Career Start)
Refunds for students accessing government subsidies are calculated as follows:

e Full refund for any units not commenced.

e Pro-rata refund for units commenced but not completed.

e 30% refund if more than one day attended or assessment attempted.
e 50% refund if only one day attended.

o Refunds are rounded up to the nearest whole dollar.

If an employer or third party paid the fees, refunds will be issued to them unless otherwise authorised in writing.
Withdrawal Due to lliness or Hardship

Students may be eligible for a partial refund if they withdraw due to illness or hardship. To apply:

e Submit a written request with supporting documentation (e.g. medical certificate or statutory declaration).
e Each case is assessed individually and approved by the Managing Director or General Manager.
How to Request a Refund
1. Complete the TRN010.01 Request for Refund form.
2. Submit the form to training@impact.org.au within 14 calendar days of withdrawal.
3. Applications are reviewed within 7 working days.
4. Approved refunds are processed within 10 business days to the original payer.

Course Cancellation by IMPACT

If IMPACT cancels a course:

e Afull refund will be issued for unused fees.
o A Statement of Attainment will be provided for completed units.
e The cost of issuing the statement may be deducted from the refund, if applicable.

For full details, refer to our Training Refund Policy

Contractual Agreement

When you enrol in a training program with IMPACT Community Services, you are entering into a contractual agreement.
This agreement outlines your rights and responsibilities as a student, and our obligations as a Registered Training
Organisation (RTO).
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We are committed to ensuring that all students are fully informed before enrolment. Our enrolment forms, agreements,
and related documents are written in clear, accessible language to help you understand what you are agreeing to.

This includes:

e Transparent information about course content, fees, funding, and expected outcomes

e Clear disclaimers and terms of service

¢ No misleading or deceptive conduct

¢ No coercion or pressure to enrol

e Fair and inclusive practices for all students, including those who may be disadvantaged

IMPACT Community Services complies with the Competition and Consumer Act 2010 and the Australian Consumer
Law, which protect your rights when purchasing education and training services.

If you have any questions about your enrolment agreement or need clarification, please contact our Training Services
team on (07) 4153 4233.

Student Support Services

Privacy

IMPACT Community Services is committed to protecting the privacy and confidentiality of student information. We
comply with the Privacy Act 1988, the Australian Privacy Principles, and the Data Provision Requirements 2012.

We collect personal information to deliver quality training and meet our obligations as a Registered Training
Organisation (RTO). This may include contact details, educational history, LLND levels, cultural background, and
health information.

Your information may be shared with authorised government agencies, including the National Centre for Vocational
Education Research (NCVER), for statistical, regulatory, and research purposes. We will not disclose your personal
information without your consent unless required by law.

Students have the right to access and request corrections to their personal records. All data is stored securely and
managed in accordance with government retention and disposal requirements.

For more information or to access your records, please contact our Training Services Manager or RTO Coordinator on
(07) 4153 4233.

Student Service

Student Support Coach

At IMPACT Community Services, we are committed to supporting your wellbeing throughout your learning journey. We
have a Student Support Coach available to assist with personal, and emotional challenges, and we work closely with
our various internal programs as well as external agencies to ensure you have access to the support you need.

Support Services Available

You can contact us for help with:

e Enrolment and course advice
Questions about funding, course suitability, or changes to your enrolment

training@impact.org.au | & (07) 4153 4233

e Academic support
Help with assessments, reasonable adjustments, or learning materials
Contact your trainer or reach out to Training Services

o Personal assistance
Contact our Student Support Coach or reach out to Training Services
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e Feedback or complaints
training@impact.org.au

Our staff are available Monday to Friday, 9am-5pm (excluding public holidays).
External Support Services
If you need additional support, here are some trusted services:

Mental Health & Crisis Support
o Lifeline — 13 11 14 | lifeline.org.au
e Beyond Blue — 1300 22 4636 | beyondblue.org.au
e Headspace — 1800 650 890 | headspace.org.au
e Suicide Call Back Service — 1300 659 467 | suicidecallbackservice.org.au
e Salvation Army: 13 SALVOS (13 72 58) or www.salvos.org.au

Domestic Violence & Sexual Assault
e 1800RESPECT — 1800 737 732 | 1800respect.org.au
e Full Stop Australia — 1800 385 578

Financial Counselling
¢ National Debt Helpline — 1800 007 007 | ndh.org.au

Drug & Alcohol Support

e Counselling Online — counsellingonline.org.au

e Quitline — 13 78 48 | quit.org.au
Support for Parents & Carers

e Parentline — 1300 30 1300 | parentline.com.au

e Carers Queensland — 1300 747 636 | carersqgld.com.au
Child Safety and Protection

IMPACT Community Services is committed to the safety and wellbeing of children and young people. We uphold our
duty of care through robust child safety policies and practices. If you are under 18 and need help, please speak to a
trusted adult or contact:

¢ Kids Helpline — 1800 55 1800 | kidshelpline.com.au
e Child Safety Services (Qld) — 1800 177 135 (After Hours)
Referral Pathways

If your needs exceed the support we can offer, we will assist you in connecting with appropriate external services.

Supporting Your Own Wellbeing

At IMPACT Community Services, we believe that personal wellbeing is essential for a successful and fulfilling learning
experience. While we offer a range of support services, we also encourage students to take proactive steps to care for
their own mental, physical, and emotional health.

Here are some simple strategies to help you maintain balance and stay engaged with your studies:
Prioritise Mental and Physical Health

e Aim for 7-9 hours of sleep each night to support focus and energy.

e Eat a balanced diet and stay hydrated throughout the day.

e Engage in regular physical activity suited to your lifestyle and ability.

e Practice mindfulness, meditation, or breathing exercises to reduce stress.

Maintain a Healthy Routine

e Setrealistic goals and manage your time effectively.
e Balance study, social life, and self-care to avoid burnout.
e Take regular breaks to recharge and maintain motivation.
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Build a Support System

e Stay connected with friends, family, and peers.
¢ Reach out for help when needed—talk to your trainer, a mentor, or support staff.
e Participate in community activities or hobbies that bring joy and connection.

Develop Healthy Study Habits

e Create a structured study plan and avoid last-minute cramming.
e Find a quiet, comfortable space for learning.
e Use productivity techniques like the Pomodoro method to stay focused.

Manage Stress Effectively

e Engage in hobbies or creative activities that help you relax.
e Limit screen time and social media to reduce distractions.
e Practice gratitude—reflect on positive moments each day.

Student Handbook

Students with Disability

IMPACT Community Services is committed to ensuring that students with disability have equal access to education and
training opportunities. We uphold our obligations under the Disability Discrimination Act 1992 and the Disability
Standards for Education 2005, supporting students to participate in training and assessment on the same basis as those

without disability.

We encourage students to share information about their disability if they feel comfortable doing so. Disclosure is entirely
voluntary and can be made at any time before or during your enrolment. Sharing this information early in the process
allows us to work with you to identify and implement reasonable adjustments that support your learning and participation.

Our goal is to create a learning environment that is inclusive, respectful, and responsive to individual needs. If you would

like to discuss support options, please speak with your trainer or contact our Training Services team.

Reasonable Adjustment

IMPACT Community Services is committed to providing equitable access to education and training for all students,
including those with disability or other learning needs. We recognise that students learn in different ways and may

require adjustments to fully participate and demonstrate their competence.

What is Reasonable Adjustment?

Reasonable adjustment refers to any measure or action taken to enable students with disability to participate in
education and training on the same basis as students without disability. These adjustments may apply to teaching
methods, learning materials, or assessment processes, without compromising the integrity or standards of the

qualification.
Adjustments may include:

e Using assistive technology or alternative formats (e.g. large print, audio)
e Allowing verbal responses instead of written ones (where appropriate)

e Providing additional time or breaks during assessments

e Offering flexible delivery or scheduling

¢ Modifying physical environments or equipment

Maintaining Standards

While adjustments can be made to how evidence is collected, the competency standards and assessment criteria
must remain unchanged. This ensures that all students are assessed fairly and consistently, and that qualifications

retain their integrity.

Negotiating Adjustments
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Students are encouraged to discuss any required adjustments with their trainer or assessor prior to assessment.
Adjustments will be determined in consultation with the student and, if appropriate, their advocate or support person.
The goal is to identify solutions that are effective, respectful, and minimally disruptive to others.

Disclosure and Support

Students are not required to disclose a disability to enrol. However, early disclosure can help us put appropriate
supports in place as soon as possible. All information shared will be treated confidentially and used only to support
your learning needs.

Referral and Further Support

If a student’s needs exceed the capacity of IMPACT’s support services, we will assist in referring them to an
appropriate external agency. We are committed to working with students to explore all available options for success.

LLN, Digital Literacy, and Employability Skills

IMPACT Community Services is committed to supporting all learners to succeed in their training journey. We recognise
that students come with diverse backgrounds, experiences, and skill levels, and we aim to provide tailored support in

the areas of Language, Literacy and Numeracy (LLN), Digital Literacy, and Employability Skills.
Language, Literacy and Numeracy (LLN)

As part of the enrolment process, students complete a Language, Literacy and Numeracy (LLN) indicator to help identify
any areas where additional support may be needed. This ensures students are equipped to engage with course materials

and assessments effectively.
Support may include:

e One-on-one assistance with reading, writing, or numeracy
e Modified learning materials or formats
e Referral to external LLN programs or services
e Reasonable adjustments to assessment methods
Digital Literacy

Digital skills are essential for learning, communication, and workplace success. IMPACT Community Services supports

students to build confidence in using technology for study and employment.
Support may include:

e Guidance on using learning platforms and digital tools

e Help with email, file management, and online communication
e Assistance with accessing and navigating course materials

e Referral to digital literacy programs if needed

We encourage students to let us know if they have limited access to devices or internet, so we can explore flexible

solutions.

Employability Skills

Our training programs are designed to build not only technical skills but also the core employability skills needed in

today’s workforce. These include:

e Communication and teamwork
Problem-solving and initiative

Time management and adaptability
Workplace etiquette and professionalism

Students may receive support through:

e Embedded employability skill development in training
e Resume and interview preparation
e Referrals to employment services or career support programs

https://impactcommunityservices-my.sharepoint.com/personal/jbessell_impact_org_au/Documents/TRN001.13 Student Handbook.docx Page 17 of 52
VERSION: 20260521 PRINTED: 14-Aug-26



' M PAC ' Student Handbook

COMMUNITY SERVICES

Foundation Skills
These are the essential language, literacy, numeracy, and digital skills you need to participate in training and work.
They include:

e Reading and understanding instructions

e Writing short reports or messages

e Speaking clearly and listening to others

e Using numbers to measure, calculate, or budget

e Using digital tools like phones, tablets, or computers

Access and Equity

IMPACT Community Services is committed to providing fair and inclusive access to education and training for all
individuals, regardless of background or circumstance. We actively work to remove barriers to participation and ensure
that every student has the opportunity to achieve their learning goals.

We prohibit discrimination based on:

e Gender o Disability or health status

o Age e Socio-economic background

e Marital status e Language, literacy or numeracy levels

e Sexual orientation e Employment status

¢ Race and ethnicity e Geographic location (including remote or regional
e Religious background areas)

e Parental or carer responsibilities
We also recognise the importance of cultural safety, particularly for First Nations peoples, and strive to create learning
environments that are respectful, inclusive, and empowering.

Our Commitment Includes:

e Fair allocation of resources and support services

e Flexible delivery and assessment arrangements where needed

e Language, literacy, numeracy (LLN) and digital literacy support

e Reasonable adjustments for students with disability or other learning needs
e Inclusive practices embedded in all aspects of training delivery

e Ongoing staff training in access and equity principles

All staff are introduced to our Access and Equity Policy during induction and are expected to uphold these principles in
their daily work. Students are informed of their rights and can request further support or clarification at any time.

If a student or staff member believes they have been treated unfairly or excluded from participation, they are encouraged
to speak with the Training Services Manager or lodge a formal complaint through our Complaints and Appeals
Procedure.

Bullying, Harassment and Discrimination

At IMPACT Community Services we are committed to providing a safe, respectful, and inclusive learning environment
for all students, staff, and visitors. Bullying, sexual harassment, and discrimination are unacceptable and will not be
tolerated under any circumstances.

What is Bullying?
Bullying is repeated and unreasonable behaviour that creates a risk to health and safety. It may include:

e Verbal abuse, insults, or offensive comments

e Exclusion from activities

e Spreading rumours or misinformation

e Unreasonable work demands or deadlines

e Cyber bullying via social media, texts, or emails
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What is Sexual Harassment?

Sexual harassment is any unwelcome sexual behaviour that makes someone feel offended, humiliated, or intimidated.
This includes:

e Unwanted touching or physical contact

e Suggestive comments or jokes

e Intrusive questions about personal life

e Displaying sexual material

e Sending inappropriate messages or images
What is Discrimination?

Discrimination occurs when someone is treated unfairly because of personal characteristics such as:

¢ Race, gender, age, disability, religion, sexual orientation, or political beliefs
o Family responsibilities, pregnancy, or marital status
Vilification Based on Religion or Ethnicity
¢ Vilification occurs when a person engages in public behaviour that could offend, intimidate, humiliate or insult
someone because of their race, religion, ethnicity or cultural background.
Antisemitism
e Antisemitism is a form of racial or religious vilification that targets Jewish people. It includes hostility, prejudice,
stereotyping, discrimination or harassment directed at individuals or groups because they are Jewish, are
perceived to be Jewish, or are associated with Jewish people or Jewish organisations. Antisemitism can include
verbal comments, symbols, online content, exclusion, threats, or behaviour that humiliates, intimidates or
offends Jewish students, staff or community members.
Your Rights and Responsibilities
e Everyone has the right to study and work in an environment free from bullying, harassment, and discrimination.
e All complaints are taken seriously and handled confidentially.
¢ You can speak to a trainer, support staff, RTO Manager or Training Services Coordinator without needing to
make a formal complaint.
e Formal complaints will be investigated fairly and in line with our policies and the principles of natural justice.
e Victimisation of anyone involved in a complaint is strictly prohibited.

Support and Reporting

If you experience or witness bullying, harassment, or discrimination:

e You are encouraged to report it to a trainer, manager, RTO Manager or Training Services Coordinator
e You will be supported throughout the process.
¢ You may choose to resolve the issue informally or lodge a formal complaint.
All parties involved will be treated with respect and provided with appropriate support.
Important Notes
e Harassment or discrimination should not be confused with constructive feedback or reasonable management
action.
e Frivolous or malicious complaints are not acceptable and may result in disciplinary action.

For further information or support, please refer to our full policy or speak with a staff member.

Working with Students Under 18 Years of Age

At IMPACT Community Services we are committed to the safety, wellbeing, and rights of all students, including those
under the age of 18. We recognise that children and young people have the same human rights as other members of
society and must be protected from all forms of harm, abuse, neglect, bullying, exploitation, and discrimination.

Our Commitment
e We follow a preventative, proactive, and participatory approach to child safety.
e All staff are trained in child protection, mandatory reporting, and professional boundaries.
e We comply with all relevant legislation including the Child Protection Act 1999 (QId), Child Safe Organisation
Act 2024 (QId), and the Human Rights Act 2019 (QId).
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e We uphold the National Principles for Child Safe Organisations and the United Nations Convention on the Rights
of the Child.

Safety and Risk Management
e Risks to the safety and wellbeing of students under 18 are identified and managed through activity risk
assessments and organisational safeguards.
e All staff and volunteers working with children must hold a valid Working with Children Check (Blue Card).
e Our Child and Youth Risk Management Strategy outlines clear procedures for handling disclosures, suspicions
of harm, and breaches of conduct.
Reporting and Support
e Any behaviour that may be harmful or potentially harmful to a student must be reported immediately to RTO
Manager or Training Services Coordinator.
e Students are encouraged to speak up if they feel unsafe or uncomfortable. All concerns are taken seriously and
handled confidentially.
e We provide access to support services and ensure students are informed of their rights to make complaints or
seek help.
Code of Conduct

All staff and volunteers must:

e Behave respectfully and ethically toward children and their families.

e Maintain appropriate personal and professional boundaries.

e Respond promptly to any concerns or disclosures of harm.

e Never engage in unlawful, harmful, or discriminatory behaviour.
Student Rights

Students under 18 have the right to:

e Be safe and feel safe.

e Be treated with respect and dignity.

e Participate in decisions that affect them.

e Access support and report concerns without fear of retaliation.

Consumer Protection and Your Rights

As a student at IMPACT Community Services, you are protected under the Australian Consumer Law (ACL), which is
part of the Competition and Consumer Act 2010. These laws apply to all goods and services purchased in Australia,
including vocational education and training.

Your Rights Under the ACL Include:

e Guarantees on goods: Products must work properly, match their description, and be safe to use.

¢ Guarantees on services: Services must be delivered with due care and skill, be fit for the intended purpose, and
completed within a reasonable time.

¢ Refunds, repairs, and replacements: You are entitled to a remedy if a product or service is faulty, unsafe, or
does not meet expectations.

e Protection from unfair practices: Businesses must not mislead or deceive consumers, including through
advertising or enrolment processes.

e Protection from unfair contract terms: Contracts must be fair and balanced, without terms that disadvantage the
consumer.

These rights cannot be waived or removed by any agreement, disclaimer, or policy. For example, a business cannot
legally display a “no refunds” sign or claim that your rights expire after a certain number of days

What This Means for You as a Student
e You have the right to clear, accurate information about your course, fees, and outcomes.
e You are entitled to fair treatment and transparency throughout your enrolment.
e If you believe your consumer rights have been breached, you can raise the issue with IMPACT Community
Services or contact the ACCC for further support.

For more information, visit the ACCC’s guide to Consumer Rights and Guarantees.
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Workplace Health and Safety

To meet IMPACT Community Service’s obligation in ensuring the health and safety of all clients and visitors, staff and
volunteers must behave in a professional manner and treat clients and visitors with dignity and respect at all times.

Any visitor or client who experiences unacceptable behaviour is encouraged to report it.

As a minimum, everyone can expect:
e To be treated with respect and dignity
e To have access to a complaints process
e To be treated fairly and ethically
e To be treated in accordance with the principles of natural justice

Students have a responsibility regarding health and safety when undertaking training at IMPACT Community Services.

Students must:
o follow directions given by a representative of IMPACT Community Services to maintain work health and safety
¢ not wilfully misuse or recklessly interfere with anything provided for workplace health and safety
o not wilfully place the safety and wellbeing of others at risk
o not wilfully injure yourself
e report any suspected risks or hazards to the supervisor/trainer and/or the IMPACT Community Services Work
Health and Safety Manager.
Video surveillance

IMPACT grounds and buildings rooms and corridors are under recorded video surveillance.
Fire Drill

In case of fire or any other situation requiring evacuation of premises, please follow procedures as advised by your
trainer or designated IMPACT Community Services staff member e.g. Evacuation personnel who are identified by
helmets. The Emergency Evacuation Assembly area is at the front of Building 2 (adjacent to Bargara Road).

First Aid

Kits are located in the workshop, Reception and the Canteen. For first aid assistance outside of class times, report to
Reception. There are 2 designated First Aid Officers employed by IMPACT Community Services.

Personal Property, Emergency Medical Care and Liability

Personal Items

IMPACT Community Services is not responsible for any personal items that are lost or damaged while you are in
training, on campus, or attending work placement. Please take care of your belongings.

Emergency Medical Treatment

If a staff member or representative believes emergency medical treatment is necessary, they may arrange it on your
behalf. IMPACT Community Services and its staff will not be held responsible for any costs, loss, or liability resulting
from this action.

Academic Integrity & Assessment

Recognition of Qualifications - Credit Transfer

Impact Community Services recognises AQF qualifications and Statements of Attainment that have been issued by
other RTOs. Credit transfer may be applied to Units of Competency and related qualifications that have been studied in
the past. To apply for a direct credit transfer you will need to supply a certified copy your documentation (certificates
and/or statements). IMPACT Community Services will then authenticate the documents and apply the credit to your
training plan.

Credit Transfer allows you to receive recognition for units of competency you have previously completed through another
Registered Training Organisation (RTO) or AQF-authorised issuing body.
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To apply:
e Provide certified copies of your AQF qualification, Statement of Attainment, or USI Transcript.
e  Submit documentation prior to course commencement.
e IMPACT Community Services will verify the authenticity of your documents with the issuing organisation.

If the evidence is verified:
e The relevant credits will be applied to your training plan.
e You will not need to repeat training or assessment for those units.

Recognition of Prior Learning (RPL)

Recognition of Prior Learning (RPL) is a formal assessment process that acknowledges the skills and knowledge you
have gained through work, life experience, community involvement, or previous training—whether formal or informal.
The goal is to recognise your existing competencies without requiring you to repeat training unnecessarily.

Eligibility and Process

You may be eligible for RPL if you can demonstrate current competency against the relevant unit(s) of competency. This
means you must show that you already meet the learning outcomes and performance criteria of the unit(s) through
evidence.

To apply:
e Discuss your interest in RPL with your trainer before course commencement.
e If suitable, you will be provided with an RPL application form.
¢ You will be guided through the process by a qualified assessor.

Evidence Requirements

Your application must include evidence that meets the Rules of Evidence:

Authentic — Your own work.

Valid — Directly related to the unit or qualification.

Current — Reflects recent experience or knowledge.

Sufficient — Enough quality and quantity to support a judgement of competency.

Evidence may include:
e Primary Evidence: Work samples, licenses, certificates, academic transcripts, recordings, or original
documents.

e Secondary Evidence: Resumes, references, testimonials, or other supporting documentation.
A mix of both types is recommended. If needed, your assessor may request additional evidence or clarification.
RPL Fees

An RPL administration and assessment fee may apply. This fee covers consultation, assessment, and certification if
successful. Please contact IMPACT Training Services for current pricing.

Outcome

If your RPL application is successful:
¢ You will not need to complete training or assessment for the recognised units.
e Your training plan will be updated accordingly.
e You will be issued a Statement of Attainment or have the units credited toward your qualification.

If your application is unsuccessful, you will be advised of the reasons and may be offered alternative pathways to
complete the unit(s).

Australian Qualifications Framework (AQF)

The AQF is Australia’s national policy for regulated qualifications across schools, vocational education and training
(VET), and higher education.

¢ Qualifications are grouped into AQF levels (1-10), which reflect the complexity, depth of learning, and
autonomy required for work and study outcomes.

https://impactcommunityservices-my.sharepoint.com/personal/jbessell_impact_org_au/Documents/TRN001.13 Student Handbook.docx Page 22 of 52
VERSION: 20260521 PRINTED: 14-Aug-26




' M PAC l Student Handbook

COMMUNITY SERVICES
e Units of competency describe specific workplace tasks and skills. These units are not individually assigned
AQF levels, but are grouped into qualifications that are.

e Each AQF qualification has a descriptor that outlines the expected knowledge, skills, and application of
learning. These descriptors help students understand the level and type of work they are being prepared for.

At IMPACT Community Services, we ensure students have access to relevant qualification Unit overview before
starting a unit, so the student understand what’s expected.

Training and Assessment Overview

IMPACT Community Services delivers training and assessment in accordance with the 2025 Standards for
Registered Training Organisations, which include the Outcome Standards, Compliance Requirements, and
the Credential Policy.

Our trainers and assessors hold appropriate qualifications and industry experience, and our assessment systems are
designed to be valid, reliable, fair, and flexible, consistent with Standard 1.4 Principles of Assessment and Standard
1.5 Rules of Evidence.

We ensure:

e Training and assessment are aligned with the requirements of the relevant training product.

¢ Assessment tools are reviewed prior to use and validated regularly to ensure quality and consistency.

¢ RPL and credit transfer are available to all students, with sufficient evidence gathered to support competency
decisions.

e Language, literacy, and numeracy needs are considered and reasonable adjustments are made where
required.

e Delivery modes and materials support diverse student cohorts, including online and workplace-based learners.

e Students are informed of assessment expectations, criteria, and standards from the outset.

o Assessment practices are inclusive and support equity, using varied methods to minimise disadvantage.

o Feedback is provided promptly, with guidance on reassessment or further learning if needed.

e Assessment evidence is securely recorded and stored, and outcomes are clearly documented.

How Training is Delivered at IMPACT

IMPACT Community Services offers training through a range of delivery modes, including face-to-face, hybrid,
and online formats. The delivery method for each course is outlined in the Course Profile provided at enrolment.

Courses are facilitated by a qualified Trainer/Assessor or an authorised person under supervision, in accordance with
regulatory requirements and training standards.

Students may choose to enrol in individual units of competency rather than a full qualification. To explore this option,
please contact IMPACT Community Services directly. Availability is subject to timetables, class sizes, and delivery
mode.

Training and Assessment Strategies

IMPACT Community Services follows the 2025 Standards for RTOs, which focus on delivering high-quality, student-
centred outcomes.

A Training and Assessment Strategy (TAS) is a document that outlines how your course will be delivered and
assessed. It ensures that the training meets national standards and supports your success.

At IMPACT Community Services, each course has a TAS that includes:

The units you'll complete

How training will be delivered (e.g. in class, online, workplace)
e How assessments will be conducted

Support available for different learning needs

Our trainers and assessors are qualified and experienced, and our training is designed to be flexible, inclusive, and
aligned with industry expectations.
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Competency-Based Training & Assessment

Competency-Based Training and Assessment involves an Assessor making an overall judgement of Competent or Not
Yet Competent based on the evidence provided by the learner.

Each assessment item is marked as Satisfactory or Not Satisfactory. You may be assessed through:

e Observation of tasks and activities

e Verbal questioning

e Written responses to theory questions
¢ Role plays, case studies, or scenarios
e Projects or reports

e Portfolios of work samples

e Third-party feedback

e A combination of the above

You will have three (3) attempts to achieve a Satisfactory result for each assessment item. Before a third attempt,
further training will be provided to address any gaps. If competency is still not achieved, re-enrolment in the unit may be
required.

The Assessment Process
Written (Theory) Assessment

Theory assessments are completed after all learning activities. Before submitting:

¢ Include your name and the unit code.

e Complete all questions.

e Sign the declaration confirming the work is your own.

e Keep a copy of your submission until graduation.

e Submit by the agreed due date.

e Type or neatly handwrite in ink (handwritten only accepted in limited cases like First Aid).
Practical Assessment

You must demonstrate the required skills and knowledge through practical tasks. These may include observation,
projects, or assignments.

Assessment Feedback & Resubmission
You will receive feedback on each task. To be marked Competent, you must:

e Answer all theory questions correctly.
e Successfully complete all practical tasks.

If your work is marked Not Yet Satisfactory (NYS):

e You may reattempt the task or provide additional evidence.

e There is no fee for resubmissions.

e After two NYS results, further training will be provided.

e Athird NYS may result in a Not Yet Competent (NYC) outcome and require re-enrolment (fees may apply).

Certificates

When you've successfully finished your course and paid all fees, you'll receive your Certificate, Transcript of Results
or Statement of Attainment within 30 calendar days. This meets national training standards and IMPACT Community’s
compliance requirements.

Plagiarism, Integrity and Referencing

Plagiarism means using someone else’s work or ideas and presenting them as your own. This includes copying text,
images, designs, or group work without proper acknowledgment.
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All work you submit must be your own. When you submit each assessment, you will be asked to declare the work is
your own.

Examples of plagiarism include:
e Copying text without referencing the source
¢ Using “copy and paste” from websites or documents without citation
e  Submitting group work as your own individual effort
¢ Using images, diagrams, or plans without crediting the original creator

If plagiarism is identified, your work will be marked Not Satisfactory, and further action may be taken, including
withdrawal from the training program.

While at times you will need to provide an answer in an assessment that is straight from a textbook it is good practice to
reference the book.

Using Atrtificial Intelligence (Al) Responsibly

We encourage students to explore and use Al tools to support their learning—especially for:
e Researching topics
¢ Rewording or refining your own answers
e Clarifying complex ideas

However, Al should not be used to generate answers for assessments. Your submitted work must reflect your own
understanding and effort. Al is a helpful tool, but it is not a substitute for study, learning, or demonstrating competency.

All assessment responses must be your own. Using Al to produce answers without personal input may be considered
plagiarism or academic misconduct.

If you're unsure how to use Al appropriately, please speak with your trainer—they’re here to help!

Examples of Al Tools for Learning

Al Name Tool Purpose

ChatGPT Ask questions, clarify concepts, reword answers, or brainstorm ideas.
Grammarly Improve grammar, spelling, and writing style.

QuillBot Paraphrase or simplify text while keeping the original meaning.
Google Bard Similar to ChatGPT; useful for research and summarising information.
Microsoft Copilot Integrated into Word and Excel to assist with writing and data tasks.
Perplexity Al Research tool that provides sourced answers and summaries.

Otter.ai Transcribes spoken content—great for reviewing lectures or meetings.
Canva Magic Write Helps generate text for presentations or visual projects.

Workplace Learning

Vocational Placement

Some qualifications offered by IMPACT Community Services include vocational placement as a mandatory
component. Vocational placement provides students with valuable hands-on experience in a real workplace setting
and helps develop practical skills aligned with industry standards.
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Placement Coordination

IMPACT Community Services will coordinate vocational placements and match each student with a suitable provider
based on their learning goals, availability, and location. We work closely with industry partners to ensure placements
are meaningful and supportive of student development.

Student Responsibilities

e Transport: Some providers may require students to use their own transport during placement. This is at the
student’s own expense.

e Vehicle Use: If using a personal vehicle, students must ensure it is registered and insured. IMPACT does not
provide insurance coverage for personal vehicles.

e Alternative Arrangements: If transport is a barrier, IMPACT will attempt to source an alternative provider,
subject to availability.

Mandatory Requirements

e Students may be required to hold valid clearance checks (e.g. Blue Card, NDIS Worker Screening) prior to
placement. These are often free for students.

e No Card, No Start: Students cannot begin placement until required checks are issued and verified.

e Additional checks or training (e.g. police check, infection control, manual handling) may be required depending
on the provider. These costs are the student’s responsibility unless covered by funding.

e A current First Aid and CPR Certificate may also be required.
Support During Placement
e Your Trainer/Assessor or support staff will maintain regular contact throughout the placement.
e Site visits will be conducted to monitor progress and ensure a positive learning experience.
e Additional support may include guest speakers, workplace visits, or tailored learning activities.
Additional Costs

Students may be required to obtain clearance checks or complete additional training prior to placement. These costs
are the responsibility of the student unless covered by a funded program. Please refer to the Fees section for more
information.

Workplace Relevance

IMPACT Community Services is committed to ensuring that vocational placement activities are aligned with real-world
industry practices. Training and assessment are designed in consultation with industry to maximise relevance and
employment outcomes.

Work Experience

Work experience is an arrangement between IMPACT and a work experience provider undertaken as part of a student’s
general education.

Student Voice & Conduct

Complaints and Appeals

At IMPACT Community Services, we believe everyone has the right to raise concerns or appeal decisions in a
respectful and safe environment.

Making a Complaint or Appeal
¢ You can make a complaint or appeal formally and in writing.
e We aim to resolve all issues fairly, respectfully, and as quickly as possible.
e We encourage open discussion and aim to resolve concerns through communication and conciliation.
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If a complaint or appeal cannot be resolved internally, we will arrange for an independent person or organisation to
help mediate. You'll have the chance to present your case in a fair and neutral setting.

Confidentiality and Respect

All complaints and appeals are handled confidentially. We are committed to protecting your privacy and helping you
return to a positive and supportive learning environment.

Serious Concerns

If you experience or witness bullying, discrimination, or sexual harassment, you can report it through our complaints
process. Please speak with the Training Services Manager or Coordinator for support.

Accessing the Policy

Our full Complaints and Appeals Policy and Procedure is available on the IMPACT Community Services website or by
request. Complaints and Appeals - Impact Community Services

Appeals

You can appeal decisions made by IMPACT Community Services, including those related to:

¢ Assessment outcomes
e Trainer or staff conduct
e Course administration
e Third-party providers

Our full Complaints and Appeals Policy and Procedure is available on the IMPACT Community Services website or by
request. Complaints and Appeals - Impact Community Services

Procedures for Disciplinary Issues

Disciplinary Procedures
We treat all students as adults and aim to create a respectful, inclusive, and motivating learning environment.
Expectations

o We expect students to treat staff and peers with respect and professionalism.
e Inreturn, our team is committed to supporting your learning and wellbeing.

Misconduct
If a student breaches the terms of enrolment or behaves inappropriately:

e The matter will be reviewed by the Principal or senior staff.
e The student may be temporarily suspended while the issue is investigated.
e If the student is under 18, a parent or guardian will be involved.

Our goal is always to resolve issues fairly and supportively, while ensuring the safety and wellbeing of everyone involved.

Surveys and Feedback

We value your voice and are committed to continuously improving our training programs. Throughout your learning
journey, you’ll be invited to share your feedback in several ways:

Course Start and End Surveys

At the beginning and end of your course, you’ll be asked to complete a short survey. These help us understand your
goals, expectations, and how well the course supported your learning.

VQF Feedback Requirements

As a Registered Training Organisation (RTO), we are required to collect feedback under the Vocational Education and
Training Quality Framework (VQF). This ensures our training meets national standards and supports quality
improvement.
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Funded Program Follow-Up

If you are enrolled in a government-funded program, part of accepting that funding is agreeing to participate in a
follow-up survey. This may be conducted by phone up to three months after your course by the funding department.
Your feedback helps shape future training opportunities for others.

Trainer Professionalism Surveys

We also run regular surveys to gather feedback on your trainer’s professionalism, support, and delivery. These help us
celebrate great practice and identify areas for improvement.

Verbal Feedback Welcome Anytime

We’'re always open to hearing from you. If you have suggestions, concerns, or compliments, feel free to speak with
your trainer or any staff member at any time.

Student Expectations and Responsibilities

As a student at IMPACT Community Services, you are expected to:

General Behaviour
e Be respectful to staff, students, and the community.
e Use appropriate language — swearing or aggressive behaviour is not acceptable.
e Dress appropriately for your course and wear suitable footwear.
e Respect property, equipment, and facilities.
Attendance and Participation
e Be punctual and attend all scheduled classes and placements.
¢ Notify your trainer or training section if you are going to be absent.
e Submit assessments by the due date or request an extension if needed.
Learning and Safety
e Follow all safety instructions and behave responsibly.
e Follow all reasonable and lawful directions from staff.
e Use resources responsibly and return them after use.
e Participate in group activities and contribute positively.
e Responsible for own belongings at all times
Professionalism
e Maintain confidentiality and act ethically at all times.
Dress and behave in a way that reflects your future profession.
Avoid the use of drugs or alcohol during training or placement.
¢ Do not engage in violence, harassment, or discrimination.
Communication
e Keep your mobile on silent. If you do need to take an urgent call, remove yourself from the classroom.
e Keep a sense of humour — learning can be challenging, but a positive attitude helps!
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Legislation & Attachments

Schedule A - Legislation

Legislation and Compliance

IMPACT Community Services operates as a Registered Training Organisation (RTO) and is committed to complying
with all relevant Commonwealth and Queensland legislation, regulatory requirements, and contractual obligations.
These legal frameworks guide our training delivery, business practices, and student support services, ensuring
transparency, accountability, and quality outcomes.

Our Commitment

We ensure that all staff and students are informed of the legislative and regulatory requirements that affect their roles
and participation in vocational education and training. Updates are shared through staff meetings, newsletters,
regulator correspondence, and policy reviews.

IMPACT Community Services participates in regular audits and maintains a robust Quality Management System to
ensure ongoing compliance with:
e Australian Skills Quality Authority (ASQA) standards
e Vocational Education and Training (VET) Skills Assure (SAS) Agreement
e Audit Evidence Requirements for VET Investment Programs
Key Legislation
Commonwealth Legislation:
e Privacy Act 1988 and Australian Privacy Principles
Copyright Act 1968
Sex Discrimination Act 1984
Racial Discrimination Act 1975
Age Discrimination Act 2004
Disability Discrimination Act 1992
National Vocational Education and Training Regulator Act 2011
Aged Care Act 1997
Home and Community Care Act 1985
Corporations Act
Fair Work Act 2009 (including harassment and bullying provisions)
Student Identifiers Act 2014
e Australian Human Rights Commission Act 1986
Queensland Legislation:
e Anti-Discrimination Act 1991
Working with Children (Risk Management and Screening) Act 2000
Disability Services Act 2006
Fair Trading Act 1989
Further Education and Training Act 2014
e Work Health and Safety Act 2011
Useful Resources:
e www.legislation.gov.au — Commonwealth legislation
e www.legislation.gld.gov.au — Queensland legislation
e www.asqga.gov.au — VET sector regulator
e www.comlaw.gov.au — Australian Government law portal
Policies and Procedures
IMPACT Community Services maintains a suite of policies to support compliance and quality delivery, including:

e Equal Employment Opportunity Policy ¢ Risk Management Policy
e Workplace Health and Safety Policy ¢ Quality Policy
e Privacy Policy o Workplace Diversity & Inclusion Policy
e Complaints and Appeals Procedure e RTO Administration & Delivery Procedures
e Refund Procedure e Child Safe Policy
e Whistleblower Policy
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Attachment A — Privacy Statement

Privacy Statement — QMS - ADM000.10
(The full Privacy Policy is available from the IMPACT Website)

Your privacy is important

Your personal information is collected by organisations, such as IMPACT, for various reasons. The primary purpose is
to provide you with a quality service. It may also be used in planning, funding, monitoring and evaluating our service
delivery.

In most cases, we collect your information directly from you. This might be when you register for work, apply for a service
or when you enrol in a training course at IMPACT Community Services.

On occasions, we may need to source personal information about you from a third party, so that we can best assist you.
We will only collect information that is reasonably necessary for us to perform our activities and functions.

IMPACT Community Services Limited t/a IMPACT Community Services adheres to the Privacy Act 1988 (Cwith),
Australian Privacy Principles, Information Privacy Act 2009 (Qld) and Queensland Privacy Principles.

Your personal information
IMPACT Community Services has developed a Privacy Policy which is available for your perusal on our website
www.impact.org.au

Please be assured that wherever possible IMPACT uses information in a de-identified form and personal information
will not be disclosed to third parties without your permission, except where permitted or required under the Privacy Acts.

Consent with regard to privacy matters must be voluntary. All staff and volunteers of IMPACT sign a Privacy and
Confidentiality Agreement committing to protect your personal information.

To be able to assist you in the best way possible, IMPACT must keep records which are accurate, up-to-date, relevant
and complete. Please notify us as soon as possible if any of your information changes. Access to your records is
available upon written request, however some exceptions may occur.

Should you have any privacy concerns regarding your personal records, you should contact IMPACT’s Privacy Officer
or any Manager in the first instance to discuss. If you are not satisfied with our response, you may contact the relevant
privacy authority, details below.

IMPACT Contact Details: QId Privacy Contact Details National Privacy Contact Details
Privacy Officer Attention: Privacy team Office of the Australian Information
IMPACT Community Services Office of the Information Commissioner
PO Box 694 Commissioner GPO Box 5288
108 Bargara Road PO Box 10143 SYDNEY NSW 2001
Bundaberg Q 4670 Adelaide Street

BRISBANE QLD 4000 PH: 1300 363 992
Ph: (07) 4153 4233 Email: enquiries@oaic.gov.au
Email: mail@impact.org.au PH: 1800 642 753 WWW.0aic.gov.au
www.impact.org.au Email:

administration@oic.qld.gov.au

www.oic.gld.gov.au
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Attachment B — Participant Conduct

Participant Conduct - QWS — ADM000.06

Standards of Behaviour

To ensure that all clients of IMPACT Community Services enjoy a comfortable, supportive and friendly environment, all
clients are asked to observe the following behaviour code:

Swearing/Bad Language

Participants are asked to refrain from using bad language or swearing. This behaviour can and will offend others.

Appropriate Dress

Participants are asked to come dressed in a tidy manner and if engaged in a particular training course, they will be asked
to attend training dressed in a manner appropriate to that area of training. Appropriate footwear is required to be worn
at all times.

Respect for Property/Facilities

Participants are asked to respect all property of others and the facilities available. Any deliberate or wilful damage to
any property or facility may result in dismissal from the activity they are undertaking.

Respect for Staff

Our staff have the right to work in a safe environment. Any harassment or bad behaviour will not be tolerated.

Drugs/Alcohol Use

This is a community-training organisation and the use of drugs or alcohol on the premises is strictly prohibited.
Participants of the organisation may be asked to leave fif it is felt they are under the influence of drugs or alcohol.
Alcohol and drug use is not permitted by participants during any activities carried out under the auspices of IMPACT
Community Services, whether on the premises or during any external activities or celebrations.

Fighting/Physical Violence

Any violent or aggressive behaviour may result in dismissal from the activity being undertaken.

Requesting the Loan of Money

Employees of IMPACT may not personally lend any money to participants. If this request is made, participants will be
advised that it is against organisational policy.
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Course Specific Information

The following course details are provided in conjunction with the general guidance and expectations outlined earlier in
this handbook. Please refer to preceding sections for important information on student support, learning needs,
feedback processes, and behavioural expectations. These foundational principles apply across all training products
and should be considered alongside the specific requirements of each course.

Qualification CHC33021 Certificate Il in Individual Support (including Ageing or Disability)
Number of units 15 Units (9 core units, 6 units made up of specialty and elective units)
Duration This course is delivered over a period of 19 weeks for Ageing specialisation, and 21

weeks for Disability specialisation. However, some students may take longer to complete.
Location Practical activity sessions will be held at 108 Bargara Road, Bundaberg Qld.

Study options This course is a blend of face-to-face training, onsite practical activities, independent
learning and assessment. Virtual will be utilised with approved clients with work
commitments.

Vocational Placement  To achieve this qualification, you must complete at least 120 hours of Vocational
Placement in at least one aged care, home care, disability or community service
organisation.

Qualification CHC33021 — Certificate Il in Individual Support with a specialisation

9 core units e CHCCCSO031 Provide individualised support

e CHCCCSO038 Facilitate the empowerment of people receiving support

e CHCCCSO040 Support independence and wellbeing

e CHCCCSO041 Recognise healthy body systems

e CHCCOMO005 Communicate and work in health or community services

e CHCDIV001 Work with diverse people

e CHCLEGO001 Work legally and ethically

e HLTINFO006 Apply basic principles and practices of infection prevention and

control

e HLTWHSO002 Follow safe work practices for direct client care
CHCDIS012 Support community participation and social inclusion
CHCDIS020 Work effectively in disability support
CHCCCSO044 Follow established person-centred behaviour supports
CHCAODO0O01 Work in an alcohol and other drugs context
CHCMHSO001 Work with people with mental health issues
CHCDIS011 Contribute to ongoing skills development using a strengths based
approach
5 Ageing specialisation e CHCPALOO3 Deliver care services using a palliative approach

units e CHCAGEO11 Provide support to people living with dementia
e CHCAGEO013 Work effectively in aged care
e CHCMHSO001 Work with people with mental health issues
e CHCAODO001 Work in an alcohol and other drugs context
Plus one of the following electives
e CHCAGEOQ7 Recognise and report risk of falls (Ageing) or
e CHCCCO036 Support relationships with carer and family (Home Care)

6 Disability
specialisation units

Entry requirements

e You must participate in a pre-enrolment session and interview with the trainer prior to enrolment. An information
session is held one to two weeks prior to the course commencement. It may be individual or a group. It is held
face to face.

¢ You will need an electronic device suitable to complete your assessments and upload into Moodle. We would
recommend a Laptop or Desktop computer.
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e Complete the following
o USI number — either have one or complete documentation to create one. (ID required)
o Language, Literacy and Numeracy, Digital and Employability Assessment — see paragraph below

Content Considerations
This course includes practical and theoretical content that may involve sensitive or challenging topics. These may
include:

e Providing personal care (e.g., bathing, toileting, grooming)

e Supporting people with mental health conditions or behaviours of concern

e Discussions around abuse, discrimination, palliative care, and end-of-life support

e Working with diverse populations, including First Nations people and other marginalised groups

If you have concerns about any of these topics, we encourage you to speak with our team before enrolling so we can
support your wellbeing.

Process of Enrolment

¢ Read the Student Handbook

e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND and employability assessment
o Make the payment if required

Interview

The trainer will hold an interview with each prospective student and complete a student support assessment. This
interview is to discuss your suitability for the class and industry, as well as your capacity to complete course
requirements. The final decision for inclusion remains with the Trainer and the RTO Coordinator.

Reasonable adjustments can be made to assessments to support individual needs. Please inform us of your individual
circumstances when you have your interview for enrolment.

Further study and career pathways

Certificate IV in Community Services or Nursing

Course costs

Course fees are listed on the Course Profile and will be discussed at the Information Session and/or Interview. Our
Training Services Team are available to discuss enquiries relating to your personal circumstances.

Textbooks and Learning Materials

You will receive eLearning resource from Aspire for each unit in this course.

Vocational Placement

As a requirement of the CHC33021 Certificate Ill in Individual Support (including Ageing or Disability), students must
complete 120 hours of vocational placement. IMPACT will make the arrangements and match students to appropriate
providers. Some providers may ask students to use their own transport at their own expense whilst conducting vocational
placement activities. If students are not willing/able to do this, then another provider will be sourced for them. If a student
opts to use their own vehicle, the registration and insurance coverage is entirely the student’s responsibility and should
they be involved in an accident, they will not be covered by IMPACT’s insurance.

Vaccinations
Aged Care facilities may require all Vocational Placement students to have a current flu injection. Current practice will
be communicated at the Information session however this may be subject to change at any time.

Foundation Skills Expectations
To successfully participate in this course, students should have the following foundation skills:

e Learning: Able to work independently and in groups, seek help when needed, and manage your own learning.

e Reading: Able to read and understand instructions, manuals, and unfamiliar texts.

e Writing: Able to write clear, structured responses (e.g., short paragraphs) and edit your own work.

¢ Numeracy: Able to complete basic calculations with and without a calculator.

e Oral Communication: Able to participate in conversations, adjust language for different audiences, and
understand verbal instructions.

e Digital Literacy: Able to use common digital tools (e.g., email, word processing, internet) and seek help when
needed.
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Pre-Placement Requirements
Vocational Placement is a mandatory part of this qualification. Before starting placement, you may need to obtain:

e A Blue Card (working with children check)

e A Disability Worker Screening Clearance

¢ A Federal Police Check
If you are unsure whether you can obtain these clearances, please speak with our team before enrolling. It is an offence
for a disqualified person to apply for a Blue Card without an eligibility declaration. Visit the Blue Card Services website
for more information.
Study Commitment
This course is delivered face to face online and onsite industry simulated environments 4 days per week. This online
and onsite structured learning is supported by self-directed learning and assessment activities. One of these days is
scheduled for those requiring a higher ratio of support, often one on one. Classroom attendance (online & onsite) is
considered an important component of IMPACT’s training courses and students are required to attend scheduled
sessions. *Onsite face to face is our preferred method of delivery but virtual training will be utilized as required for
approved working students.

Completion of this course is typically 1-2 years, however, intense face to face delivery of this course allows students to
complete much sooner.

Students are expected to commit approximately 36 hours per week to learning activities. This includes:
e Face-to-face or virtual training sessions
¢ Independent study and assessments
e Practical activities and vocational placement

This qualification prepares students to work in environments that support people who are ageing or living with a disability.
The course includes practical tasks, scenarios, and discussions that reflect real-world care situations. It's important that
students understand the nature of the work and the expectations of the role before enrolling.

You will also be expected to complete at least 120 hours of vocational placement in a real-world care setting, where
these tasks will be part of your day-to-day responsibilities.

Stream-Specific Considerations - Disability Support

Disability support is a highly specialised field that can be emotionally and physically demanding — but also deeply
rewarding. You must be prepared to:
e  Work shift work (including mornings, evenings, nights, and weekends)
e Provide empathetic, person-centred care
e Support individuals with diverse and complex needs
Typical duties may include:
e Supporting independence and emotional wellbeing
e Providing personal care (bathing, grooming, toileting, dressing, feeding)
e Assisting with mobility and physical activities
e Meal preparation and domestic support
e Participating in case reviews and team planning
e Documenting client progress and services
e Attending health appointments and staff training
Attributes required:
e Punctuality and professionalism
e Empathy and a positive attitude
e Ability to follow instructions and take initiative
e Strong interpersonal, written, and verbal communication skills
¢ Non-judgmental approach and cultural sensitivity
e Organisational and planning skills

Stream-Specific Considerations - Aged Care

Aged care is a specialised area where you are entrusted with the wellbeing of someone’s loved one. It can be emotionally
and physically demanding — but also incredibly fulfilling. You must be prepared to:

e Work shift work and be available for ‘on call’ duties

e Be physically fit (medical clearance may be required for employment)
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e Provide compassionate care to older adults
Typical duties may include:
e Supporting independence and emotional wellbeing
e Providing personal care to male and female clients
e Assisting with dietary intake and mobility
e Turning and repositioning clients to prevent bedsores
e Collecting specimens and observing client conditions
e Participating in case reviews and team planning
e Maintaining accurate records of care and progress
Attributes required:
e Punctuality and compatibility with clients and co-workers
e Pleasant and courteous manner with a genuine interest in care work
o Ability to follow directions and take initiative
e Strong interpersonal, written, and verbal communication skills
¢ Non-judgmental approach and cultural sensitivity
¢ Organisational and planning skills

First Aid Certificate
A current first aid certificate is required by most Disability and Home and Community Providers. The cost is not included
in your course.
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Qualification Individual Support Skill Sets

In this qualification you will have the opportunity to learn how to:

work in a community or residential setting

provide person-centred support to a person who is ageing or has a disability
use your discretion and judgement

take responsibility for your own work

This qualification is suitable for existing workers in the aged care, disability or home and community workforce. It
also applies to those in the sector who want to upskill, those returning to the workforce after a break.

Number of units Ageing Skill Set (5 units)
Disability Skill Set (4 units)

Duration This course is self-paced. The theory can be complete in one unit per week; the minimum
requirement is to complete one unit per month. However, some students may take longer to
complete.

Location 108 Bargara Road, Bundaberg Qld.

Study options This course is via face-to-face training, practical activities, independent learning and
assessment.

Vocational To achieve this qualification, you must complete at least 30 hours of Vocational Placement in

Placement at least one aged care, home and community, disability or community service organisation.

Qualification CHCSS00130 — Individual Support Disability Skill Set or

CHCSS00129 — Individual Support Ageing Skill Set

Pre-requisites for  To be eligible for subsidised training for this Skill set you must be a new or existing worker in

subsidised the Community Services sector and Heath Industries in a role involving provision of direct client
training care or support. Students must already hold a Certificate Il in Individual Support (or
equivalent).

CHCSS00130 — Individual Support Disability Skill Set

e CHCDIS038 Facilitate the empowerment of people receiving support

e CHCDIS011 Contribute to ongoing skills development using a strengths-based approach
e CHCDIS012 Support community participation and social inclusion

e CHCDIS020 Work effectively in disability support

CHCSS00129 — Individual Support Ageing Skill Set

e CHCAGEO11 Provide support to people living with dementia

e CHCAGEOQ13 Work effectively in aged care

e CHCCCSO038 Facilitate the empowerment of people receiving support
e CHCCCSO031 Provide individualised support

e CHCPALOQO3 Deliver care services using a palliative approach

Entry requirements

e To be eligible for subsidised training for this Skill set you must be a new or existing worker in the Community
Services sector and Heath Industries in a role involving provision of direct client care or support. Students must
already hold a Certificate 1l in Individual Support (or equivalent).

¢ You must attend a pre-enrolment session and interview with the trainer prior to enrolment.

¢ You will need an electronic device suitable to complete your assessments and upload into Moodle. We would
recommend a Laptop or Desktop computer.

e Complete the following
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o USI number — either have one or complete documentation to create one. (ID required)
o Language, Literacy and Numeracy, Digital and Employability Assessment — see paragraph below

Process of Enrolment

¢ Read the Student Handbook

e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND and employability assessment
o Make the payment if required

Interview

The trainer will hold an interview with each prospective student and complete a student support assessment. This
interview is to discuss your capacity to complete course requirements. The final decision for inclusion remains with
the Trainer and the RTO Coordinator.

Reasonable adjustments can be made to assessments to support individual needs. Please inform us of your individual
circumstances when you have your interview for enrolment.

Course costs

Course fees are listed on the Course Profile and will be discussed at the Information Session and/or Interview. Our
Training Services Team are available to discuss enquiries relating to your personal circumstances.

Textbooks and Learning Materials

You will receive eLearning resource from Aspire for each unit in this course.

Vocational Placement

To complete the performance criteria for CHCSS00129 & CHCSS00130 skillsets, IMPACT requires students to complete
30 hours of vocational placement. IMPACT will make the arrangements and match students to appropriate providers.
Some providers may ask students to use their own transport at their own expense whilst conducting vocational
placement activities. If students are not willing/able to do this, then another provider will be sourced for them. If a student
opts to use their own vehicle, the registration and insurance coverage is entirely the student’s responsibility and should
they be involved in an accident, they will not be covered by IMPACT’s insurance.

Further study and career pathways
Certificate IV in Community Services or Nursing
Diploma of Nursing
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Qualification Individual Support Skill Sets
A set of skills for supporting the induction of new workers into a variety of roles supporting people with disability.

Number of units Disability Skill Set (5 units)

Duration This course is self-paced. The theory can be complete in one unit per week; the minimum
requirement is to complete one unit per month. However, some students may take longer to
complete.

Location 108 Bargara Road, Bundaberg Qld.

Study options This course is delivered via face-to-face training, including practical activities, independent

learning and assessment.

Vocational To achieve this qualification, you must complete at least 30 hours of Vocational Placement in
Placement at least one aged care, home and community, disability or community service organisation.
Qualification CHCSS00133 — Introduction to Disability (Skill Set)

Pre-requisites for  To be eligible for subsidised training for this Skill set you must be a new or existing worker in

subsidised the Community Services sector and Heath Industries in a role involving provision of direct client
training care or support. Students must already hold a Certificate Il in Individual Support (or
equivalent).

CHCSSO00133 — Introduction to Disability Skill Set

¢ CHCCCSO031 Provide individualised support

e CHCCCSO038 Facilitate the empowerment of people receiving support
e CHCCOMO005 Communicate and work in health or community services
e CHCDIS020 Work effectively in disability support

e HLTWHSO002 Follow safe work practices for direct client care

Entry requirements
e To be eligible for subsidised training for this Skill set student must be a New Worker in the Disability industry sector,
which includes parents and unpaid carers of NDIS participants
e You must attend a pre-enrolment session and interview with the trainer prior to enrolment.
¢ You will need an electronic device suitable to complete your assessments and upload into Moodle. We would
recommend a Laptop or Desktop computer.
e Complete the following
o USI number — either have one or complete documentation to create one. (ID required)
o Language, Literacy and Numeracy, Digital and Employability Assessment — see paragraph below

Process of Enrolment

¢ Read the Student Handbook

e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND and employability assessment
o Make the payment if required

Interview

The trainer will hold an interview with each prospective student and complete a student support assessment. This
interview is to discuss your capacity to complete course requirements. The final decision for inclusion remains with
the Trainer and the RTO Coordinator.

Reasonable adjustments can be made to assessments to support individual needs. Please inform us of your individual
circumstances when you have your interview for enrolment.
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Course costs

Course fees are listed on the Course Profile and will be discussed at the Information Session and/or Interview. Our
Training Services Team are available to discuss enquiries relating to your personal circumstances.

Textbooks and Learning Materials

You will receive eLearning resource from Aspire for each unit in this course.

Vocational Placement

To complete the performance criteria for CHCSS00133 skillsets, IMPACT requires students to complete 30 hours of
vocational placement. IMPACT will make the arrangements and match students to appropriate providers. Some
providers may ask students to use their own transport at their own expense whilst conducting vocational placement
activities. If students are not willing/able to do this, then another provider will be sourced for them. If a student opts to
use their own vehicle, the registration and insurance coverage is entirely the student’s responsibility and should they be
involved in an accident, they will not be covered by IMPACT’s insurance.

Further study and career pathways
Achievement of these units provides credit towards a range of qualifications in the CHC Community Services Training
Package and HLT Health Training Package.
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Qualification SIT30622 Certificate Il in Hospitality

This qualification provides a pathway to work in organisations such as restaurants, hotels, motels, clubs, pubs, cafés,
and coffee shops. This qualification allows for multiskilling and for specialisation in accommodation services, food and
beverage service.

Possible job titles include:

espresso coffee machine operator
food and beverage attendant
front desk receptionist

front office assistant

function attendant

function host

guest service agent
housekeeper
restaurant host

bar attendant
waiter

15 units must be completed:
« 6 core units
« 9 elective units, consisting of:
e 1 unit from Group A
e 6 units from Group B
« 2 units from Group B, Group C, elsewhere in the SIT Training Package, or any other
current Training Package or accredited course.
« The selection of electives must be guided by the job outcome sought, local industry
requirements and the complexity of skills appropriate to the AQF level of this

Number of units

qualification.
. This course is delivered over a period of 18 weeks. However, some students may complete in
Duration
15 weeks, some may take longer.
Location Students must attend 108 Bargara Road, Bundaberg Qld.
Study options This course is delivered face to face.

You will complete 36 service periods as part of your training. This is available through our Fig

Work experience Tree Training Café.

6 core units

SITHINDOO6 Source and use information on the hospitality industry
SITHINDOO8 Work effectively in hospitality service
SITXCCS014 Provide service to customers

SITXCOMOQ7 Show social and cultural sensitivity
SITXHRMO007 Coach others in job skills

SITXWHSO005 Participate in safe work practices

Group A Food Safety

SITXFSAO005 Use hygienic practices for food safety
Group B Accommodation Services — Front Office, House Keeping and Portering
SITHACS009 Clean premises and equipment

Food and Beverage

SITHFABO021 Provide responsible service of alcohol
SITHFAB024* Prepare and serve non-alcoholic beverages
SITHFAB025* Prepare and serve espresso coffee
SITHFABO027* Serve food and beverage

SITHFAB036 Provide advice on food

Group C Finance

SITXFINOO7  Process financial transactions

Inventory

SITXINVO06* Receive, store and maintain stock

Units marked with * have a pre-requisite SITXFSA005 Use hygienic practices for food safety

Entry requirements

¢ You must participate in a pre-enrolment session and interview with the trainer prior to enrolment. An information
session is held one to two weeks prior to the course commencement. It may be individual or a group. It is held
face to face.
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¢ You will need an electronic device suitable to complete your assessments and upload into Moodle. We would
recommend a Laptop or Desktop computer.

¢ You will need non-slip black shoes, black pants and plain black shirt /teeshirt, hair ties and/or clips to keep hair off
your face and contained.

e Complete the following
o USI number — either have one or complete documentation to create one. (ID required)
o Language, Literacy and Numeracy, Digital and Employability Assessment — see paragraph below

Process of Enrolment

¢ Read the Student Handbook

e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND and employability assessment
o Make the payment if required

Interview

The trainer will hold an interview with each prospective student and complete a student support assessment. This
interview is to discuss your suitability for the class and industry, as well as your capacity to complete course
requirements. The final decision for inclusion remains with the Trainer and the RTO Coordinator.

Further study and career pathways

Certificate Ill or IV in Commercial Cookery

Course costs

Course fees are listed on the Course Profile and will be discussed at the Information Session and/or Interview. Our
Training Services Team are available to discuss enquiries relating to your personal circumstances.

Textbooks and Learning Materials
You will receive eLearning resource from Precision Group for each unit in this course.

Student Practical Training

As a requirement of the SIT30622 Certificate 11l in Hospitality, students must complete 36 Service Periods. You will
complete these at IMPACT’s Fig Tree Training Café. Some students may be able to use employment to count toward
these service periods. This will be assessed individually taking into account the range of duties the student performs.
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Qualification

Student Handbook

BSB20120 Certificate Il in Workplace Skills

This qualification reflects the role of individuals in a variety of entry-level Business Services job roles.

This qualification also reflects the role of individuals who have not yet entered the workforce, and are developing the
necessary skills in preparation for work.

You will carry out a range of basic procedural, clerical, administrative or operational tasks that require self-management
and technology skills. You will perform a range of mainly routine tasks using limited practical skills and fundamental
operational knowledge in a defined context. Individuals in these roles generally work under direct supervision.

Licensing/Regulatory Information

No licensing, legislative or certification requirements apply to this qualification at the time of publication.

Packaging Rules

Number of units

Duration

Location

Study options

Vocational Placement

Qualification

Unit of competency code

Total number of units =10
5 core units plus
5 elective units, of which:
o 1 elective unit must be selected from Group A
e 1 elective unit must be selected from Group B
o for the remaining 3 elective units:
e up to 3 units may be selected from Groups A, B and C
o if not listed, up to 2 units may be selected from a Certificate |, Certificate Il or
Certificate 11l from this or any other currently endorsed Training Package
qualification or accredited course

10 weeks training, learner guide and trainer led training is combined with practical
activities and additional external home study. The maximum duration for this course is 6
months.

10 half days of practical activities and assessment will be held at 108 Bargara Road,
Bundaberg QId

This course is a blend of independent learning of theory, onsite face to face and practical
and assessment. One day onsite attendance along with pre-reading and assessment is
required to achieve competency.

There is no Vocational Placement associated with this Unit

Upon successful completion you will be issued with a Qualification
BSB20120 Certificate Il in Workplace Skills

Core or *Nominal

Unit of competency title Elective  Hours

BSBCMM211 Apply communication skills Core 40
BSBOPS201 Work effectively in business environments Core 30
BSBPEF202 Plan and apply time management Core 20
BSBSUS211 Participate in sustainable work practices Core 20
BSBWHS211 Contribute to the health and safety of self and others Core 20
BSBPEF201 Support personal wellbeing in the workplace Group A 50
BSBCRT201 Develop and apply thinking and problem solving skills Group A 30
BSBOPS101 Use business resources GroupC 15
BSBPEF101 Plan and prepare for work readiness Group C 20
BSBTEC101 Operate digital devices GroupB 20
TOTAL CORE AND ELECTIVE UNITS TO BE COMPLETED 10 :Z:a:ls 265
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Qualification BSB10120 Certificate | in Workplace Skills

This qualification reflects the role of individuals who have not yet entered the workforce, and are developing the
necessary skills in preparation for work. They may undertake a variety of simple tasks under close supervision.

This qualification provides a range of introductory skills and knowledge to provide individuals with an understanding of
the business environment.

Licensing/Regulatory Information
No licensing, legislative or certification requirements apply to this qualification at the time of publication.

Packaging Rules Total number of units = 6
2 core units plus

Number of unit
umber ot units 4 elective units, of which:

e 2 elective units must be selected from the elective units listed below
o for the remaining 2 elective units:
o up to 2 units may be selected from the elective units listed below
o if not listed, up to 2 units may be selected from a Certificate | or Certificate
Il from this or any other currently endorsed Training Package qualification
or accredited course.

Duration 6 weeks training, learner guide and trainer led training is combined with practical activities
and additional external home study. The maximum duration for this course is 6 months.

Location 6 half days of practical activities and assessment will be held at 108 Bargara Road,
Bundaberg QId

Study options This course is a blend of independent learning of theory, onsite face to face and practical
and assessment. One day onsite attendance along with pre-reading and assessment is
required to achieve competency.

Vocational Placement There is no Vocational Placement associated with this Unit

Qualification Upon successful completion you will be issued with a Qualification
BSB10120 Certificate | in Workplace Skills

Core or *Nominal

Unit of competency code Unit of competency title Elective  hours

BSBOPS101 Use business resources Core 15
BSBPEF101 Plan and prepare for work readiness Core 20
BSBOPS201 Work effectively in business environments Elective 30
BSBCMM211 Apply communication skills Elective 40
BSBPEF202 Plan and apply time management Elective 20
BSBTEC101 Operate digital devices Elective 20
TOTAL CORE AND ELECTIVE UNITS TO BE COMPLETED 6 :Zfrls 165

Entry requirements
o There are no pre-requisite entry requirements
IMPACT entry requirements

e USI number (Unique Student Identifier) — if you don’t have one you will receive information on how to create
one (ID required). USI Student Quick Guide is available if you need to create a USI number.

https://impactcommunityservices-my.sharepoint.com/personal/jbessell_impact_org_au/Documents/TRN001.13 Student Handbook.docx Page 43 of 52
VERSION: 20260521 PRINTED: 14-Aug-26




' M PAC ' Student Handbook

COMMUNITY SERVICES
o Language, Literacy and Numeracy

Students will need the following resources to complete this course:

e Device suitable to access webpages, email, word processing software, MS Teams current version and
elLearning platform.
e MS Teams application (Impact will create a guest account)
e Word processing application such as Microsoft Office — Word, Excel & PowerPoint. You may be able to use a
free program such as WPS (free program)
Email account to receive communication
Internet connection to download & upload learning and assessment material and complete research.
o Stable internet connection to join classes remotely

Pre enrolment reading
e Student Handbook
Process of Enrolment

e Forms to complete
o Pre-enrolment questionnaire

e Complete your enrolment and make the payment

e You will be issued with your login for the eLearning site, where you will access the learning and assessment
material.

Identification Documentation Required
¢ Photo ID (*this may include a current driver’s licence, passport or under 18 card) and Medicare Card
Course costs

This course is fully funded if completed as a Skilling Queenslanders for Work Traineeship. For up to date information
on Fee for Service delivery our RTO reception will be happy to assist you with the cost.

Textbooks and Learning Materials

The learning materials for all units are created by Precision and interactive learning is created by eSkilled. TEC units
are supported by material from Software Publications. You are able to keep a personal copy of Precision pdf learner
guide for personal use only. The copyright does not extend to sharing, by any medium, with anyone else.

Study options

The time frames account for all activities a student would undertake, including supervised training activities, classroom
sessions, online modules and/or workplace learning, as well as individual study, practice and learning.

Unit training is delivered through face to face training for one half day per week. This structured learning is supported
by self-directed learning and assessment activities. Classroom attendance is considered an important component of
IMPACT’s training courses and students are required to attend scheduled class time to achieve competency.

Completion of this course is scheduled for 6 months. However, intense face to face delivery of this course may allow
students to complete sooner.

As a guide:
Certificate Il in Workplace Skills new students are expected to allow up to 15 hours per week for 20 weeks
Certificate | in Workplace Skills new students are expected to allow up to 15 hours per week for 12 weeks

*nominal hours relates to the hours a new student with no prior knowledge of the subject would need to achieve
competency
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Unit of Competency HLTAIDO11 Provide first aid

This unit describes the skills and knowledge required to provide a first aid response to a casualty. The unit applies to
all workers who may be required to provide a first aid response in a range of situations, including community and
workplace settings.

Specific licensing /regulatory requirements relating to this competency, including requirements for refresher training
should be obtained from the relevant national/state/territory Work Health and Safety Regulatory Authorities

Duration 1 day training

Location Students must attend 108 Bargara Road, East Bundaberg QId for the practical
activities and assessment or at a pre-approved site.

Study options This first aid course is delivered through face to face training, supported by self-
directed learning and onsite assessment activities.

Vocational Placement There is no vocational placement associated with this unit

Statement of attainment Upon successful completion you will be issued with a statement of attainment for the
units listed below.

Licence/regulatory HLTAIDO11 Provide first aid (Current for 3 years)
requirement HLTAIDOQ9 - Provide cardiopulmonary resuscitation (Current for 1 year)

Entry requirements

e To gain competence in CPR unit you must be able to perform at least 2 minutes of uninterrupted single rescuer
cardiopulmonary resuscitation (CPR) (5 cycles of both compressions and ventilations) on an adult resuscitation
manikin placed on the floor

e USI number — either have one or complete documentation to create one. (ID required)

e Language, Literacy and Numeracy — see paragraph below

If you are unable to meet the physical or assessment requirements, you may be eligible to receive a Statement of
Attendance listing the components you were able to complete, which acknowledges awareness of First Aid but is not a
nationally recognised Statement of Attainment.

Process of Enrolment

e Read the Student Handbook
e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND short course assessment
o Make the payment
e You will be issued the First Aid book, and access to the eLearning site where you will access the PowerPoint and
Written Knowledge Assessment or alternately this may be completed on printed assessment.

Identification Documentation Required
e Photo ID (*this may include a current driver’s licence, passport or under 18 card) and Medicare Card

Course costs

e Ask our RTO administration for current first aid prices. Advise if you are a returning students for a discounted
price.

Textbooks and Learning Materials
You will receive a First Aid Learner Resource by John Haines. Ebook or paper
Study options

The time frames account for all activities a student would undertake, including supervised training activities, classroom
sessions, online modules and/or workplace learning, as well as individual study, practice and learning.

New students may take up to 18 hours to complete this course.
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Unit of Competency HLTAIDOOQ9 Provide cardiopulmonary resuscitation

This unit describes the skills and knowledge required to perform cardiopulmonary resuscitation (CPR) in line with the
Australian Resuscitation Council (ARC) Guidelines.

This unit applies to all workers who may be required to provide CPR, in a range of situations, including community
and workplace settings.

Specific licensing /regulatory requirements relating to this competency, including requirements for refresher training
should be obtained from the relevant national/state/territory Work Health and Safety Regulatory Authorities.

Duration 1.5 - 3 hours training

Location Students must attend 108 Bargara Road, East Bundaberg Qld for the practical activities
and assessment or at a pre-approved location for groups.

Study options IMPACT CPR is delivered through face to face training, supported by self-directed learning
and onsite assessment activities.

Vocational Placement There is no vocational placement associated with this unit
Statement of attainment = Upon successful completion you will be issued with a statement of attainment

Licence/regulatory HLTAIDOQ9 - Provide cardiopulmonary resuscitation remains current for 1 year
requirement

Entry requirements

e To gain competence in CPR unit you must be able to perform at least 2 minutes of uninterrupted single rescuer
cardiopulmonary resuscitation (CPR) (5 cycles of both compressions and ventilations) on an adult resuscitation
manikin placed on the floor

o USI number — either have one or complete documentation to create one. (ID required)
o Language, Literacy and Numeracy — see paragraph below

If you are unable to meet the physical or assessment requirements, you may be eligible to receive a Statement of
Attendance listing the components you were able to complete, which acknowledges awareness of CPR but is not a
nationally recognised Statement of Attainment.

Process of Enrolment

e Read the Student Handbook
e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND short course assessment
o Make the payment
e You will be issued the CPR book, and access to the eLearning site where you will access the PowerPoint and
Written Knowledge Assessment or alternately this may be completed on printed assessment.

Identification Documentation Required
e Photo ID (*this may include a current driver’s licence, passport or under 18 card) and Medicare Card

Course costs
e Ask our RTO administration for current first aid prices. Advise if you are a returning students for a discounted
price.
Textbooks and Learning Materials

You will receive an CPR Learner Resource by John Haines.
Study options

The time frames account for all activities a student would undertake, including supervised training activities, classroom
sessions, online modules and/or workplace learning, as well as individual study, practice and learning.

New students may take up to 4 hours to complete this course.
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Unit of Competency  BSBCRT201 Develop and apply thinking and problem solving skills

This unit describes the skills and knowledge required to solve problems, develop questions and respond to feedback
on questions on workplace issues.

The unit applies to individuals, often working under supervision or guidance, who may be required to think critically,
ask essential questions and consider answers to those questions.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

Duration 4 days training
Location This is an onsite course at 108 Bargara Road, East Bundaberg Qld
Study options This course is delivered through face to face training, supported by self-directed learning

and onsite assessment activities.

Vocational There is no vocational placement associated with this unit

Placement

Statement of Upon successful completion you will be issued with a statement of attainment
attainment

Licence requirement N/a

Entry requirements

o USI number — either have one or complete documentation to create one. (ID required)
o Language, literacy and numeracy

Pre enrolment reading
e Student Handbook
Forms to be completed

e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND short course assessment
o Make the payment
e You will be given access to the elLearning site where you will access the PowerPoint and Written Knowledge
Assessment.

Identification Documentation Required
e Photo ID (*this may include a current driver’s licence, passport or under 18 card) and Medicare Card

Course costs
e Ask our RTO administration for current prices.
Textbooks and Learning Materials

You will receive a Learner Resource by Precision Group. You will also have access to an interactive book
Study options

The time frames account for all activities a student would undertake, including supervised training activities, classroom
sessions, online modules and/or workplace learning, as well as individual study, practice and learning. New students
may take up to 30 hours to complete this course.
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Unit of Competency  BSBPEF101 Plan and prepare for work readiness

This unit describes the skills and knowledge required to identify and document current skills and plan future skills
development with support and supervision.

It applies to those who are preparing to work in a broad range of settings.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

Duration 3 days training
Location This is an onsite course at 108 Bargara Road, East Bundaberg Qld
Study options This course is delivered through face to face training, supported by self-directed learning

and onsite assessment activities.

Vocational There is no vocational placement associated with this unit

Placement

Statement of Upon successful completion you will be issued with a statement of attainment
attainment

Licence requirement N/a

Entry requirements

o USI number — either have one or complete documentation to create one. (ID required)
o Language, literacy and numeracy

Pre enrolment reading
e Student Handbook
Forms to be completed

e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND short course assessment
o Make the payment
e You will be given access to the elLearning site where you will access the PowerPoint and Written Knowledge
Assessment.

Identification Documentation Required
e Photo ID (*this may include a current driver’s licence, passport or under 18 card) and Medicare Card

Course costs
e Ask our RTO administration for current prices.
Textbooks and Learning Materials

You will receive a Learner Resource by Precision Group. You will also have access to an interactive book
Study options

The time frames account for all activities a student would undertake, including supervised training activities, classroom
sessions, online modules and/or workplace learning, as well as individual study, practice and learning. New students
may take up to 20 hours to complete this course.
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COMMUNITY SERVICES
Unit of Competency = BSBTEC101 Operate digital devices
This unit describes the skills and knowledge required to start up and use a range of basic functions on digital devices.

The unit applies to those who perform a range of routine digital tasks in the various sectors of the business services
industry and generally work under direct supervision.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

Duration 3 days training
Location This is an onsite course at 108 Bargara Road, East Bundaberg Qld
Study options This course is delivered through face to face training, supported by self-directed learning

and onsite assessment activities.

Vocational There is no vocational placement associated with this unit

Placement

Statement of Upon successful completion you will be issued with a statement of attainment
attainment

Licence requirement N/a

Entry requirements

o USI number — either have one or complete documentation to create one. (ID required)
o Language, literacy and numeracy

Pre enrolment reading
e Student Handbook
Forms to be completed

e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND short course assessment
o Make the payment
e You will be given access to the elLearning site where you will access the PowerPoint and Written Knowledge
Assessment.

Identification Documentation Required
e Photo ID (*this may include a current driver’s licence, passport or under 18 card) and Medicare Card

Course costs
e Ask our RTO administration for current prices.
Textbooks and Learning Materials

You will receive a Learner Resource by Software Publications. You will also have access to an interactive book
Study options

The time frames account for all activities a student would undertake, including supervised training activities, classroom
sessions, online modules and/or workplace learning, as well as individual study, practice and learning. New students
may take up to 20 hours to complete this course.
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COMMUNITY SERVICES

Unit of Competency  BSBTEC202 Use digital technologies to communicate in a work environment

This unit describes the skills and knowledge required to effectively identify, select and use available methods of digital
communication in a workplace context. These methods may include email, instant messaging and other similar
platforms.

The unit applies to those who use digital technology to communicate with relevant stakeholders. This will be
particularly relevant to individuals in teams that work remotely. The individual will use a limited range of practical skills
and fundamental knowledge in a defined context under direct supervision or with limited individual responsibility.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

Duration 3 days training
Location This is an onsite course at 108 Bargara Road, East Bundaberg Qld
Study options This course is delivered through face to face training, supported by self-directed learning

and onsite assessment activities.

Vocational There is no vocational placement associated with this unit

Placement

Statement of Upon successful completion you will be issued with a statement of attainment
attainment

Licence requirement N/a

Entry requirements

o USI number — either have one or complete documentation to create one. (ID required)
o Language, literacy and numeracy

Pre enrolment reading
e Student Handbook
Forms to be completed

e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND short course assessment
o Make the payment
e You will be given access to the elLearning site where you will access the PowerPoint and Written Knowledge
Assessment.

Identification Documentation Required
e Photo ID (*this may include a current driver’s licence, passport or under 18 card) and Medicare Card

Course costs
e Ask our RTO administration for current prices.
Textbooks and Learning Materials

You will receive a Learner Resource by Software Publications. You will also have access to an interactive book
Study options

The time frames account for all activities a student would undertake, including supervised training activities, classroom
sessions, online modules and/or workplace learning, as well as individual study, practice and learning. New students
may take up to 20 hours to complete this course.
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COMMUNITY SERVICES

Unit of Competency = BSBPEF201 Support personal wellbeing in the workplace

This unit describes the skills and knowledge required to advocate for and feel empowered about personal wellbeing in
the workplace. It involves developing and applying basic knowledge of factors that may influence wellbeing, both
positively and negatively.

The unit applies to those in a range of industry and workplace contexts, who work under direct supervision. It may
also apply to learners who are preparing to enter the workforce.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

Duration 3 days training
Location This is an onsite course at 108 Bargara Road, East Bundaberg Qld
Study options This course is delivered through face to face training, supported by self-directed learning

and onsite assessment activities.

Vocational There is no vocational placement associated with this unit

Placement

Statement of Upon successful completion you will be issued with a statement of attainment
attainment

Licence requirement N/a

Entry requirements

o USI number — either have one or complete documentation to create one. (ID required)
o Language, literacy and numeracy

Pre enrolment reading
e Student Handbook
Forms to be completed

e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND short course assessment
o Make the payment
e You will be given access to the elLearning site where you will access the PowerPoint and Written Knowledge
Assessment.

Identification Documentation Required
e Photo ID (*this may include a current driver’s licence, passport or under 18 card) and Medicare Card

Course costs
e Ask our RTO administration for current prices.
Textbooks and Learning Materials

You will receive a Learner Resource by Precision Group. You will also have access to an interactive book
Study options

The time frames account for all activities a student would undertake, including supervised training activities, classroom
sessions, online modules and/or workplace learning, as well as individual study, practice and learning. New students
may take up to 50 hours to complete this course.
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COMMUNITY SERVICES

Unit of Competency  SITXFSAO005 Use hygienic practices for food safety

This unit teaches you how to follow hygiene procedures to prevent food contamination and food-borne illness. You'll
learn to identify and control food hazards using your organisation’s safety processes.

It applies to anyone working in food areas—Iike kitchens, bars, cafes, aged care, hospitals, and catering—who
handles food or food contact items (e.g. plates, cutlery). This includes cooks, kitchen hands, bar staff, and sometimes
front office or room attendants.

Food handlers must follow the Australia New Zealand Food Standards Code. In some states, businesses must
appoint a Food Safety Supervisor who is certified in this unit.

Training and assessment may vary depending on your state or territory, so trainers must check local food safety
rules.

Duration 1 day onsite training
Location This is an onsite course at 108 Bargara Road, East Bundaberg Qld
Study options This course is delivered through face to face training, supported by self-directed learning

and onsite assessment activities.

Vocational There is no vocational placement associated with this unit

Placement

Statement of Upon successful completion you will be issued with a statement of attainment
attainment

Licence requirement N/a

Entry requirements

o USI number — either have one or complete documentation to create one. (ID required)
o Language, literacy and numeracy and digital assessment

Pre enrolment reading
e Student Handbook
Forms to be completed

e Forms to complete
o Pre-enrolment / enrolment form
o Complete the LLND short course assessment
o Make the payment
e You will be given access to the elLearning site where you will access the PowerPoint and Written Knowledge
Assessment.

Identification Documentation Required
e Photo ID (*this may include a current driver’s licence, passport or under 18 card) and Medicare Card

Course costs
e Ask our RTO administration for current prices.
Textbooks and Learning Materials

You will receive a Learner Resource by Precision Group. You will also have access to an interactive book
Study options

The time frames account for all activities a student would undertake, including supervised training activities, classroom
sessions, online modules and/or workplace learning, as well as individual study, practice and learning. New students
may take up to 15 hours to complete this course.
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