Candidates Guide
Educational Living Pty Ltd has compiled this booklet in
support of all prospective candidates, clients and
interested parties.
Copyright
Please be advised that copyright restrictions cover this document:
1. This Candidates Guide developed by Educational Living Pty Ltd may
be reproduced by approved Educational Living personnel for the
explicit purpose of providing information.
2. All or any part of, the developed material, as produced by
Educational Living Pty Ltd is not to be resold, given and or donated
in hard copy or electronic form to any other organisation without
the express written permission of the material developers, they
being Educational Living Pty Ltd.
Printed
2020 v2.0
Printed By
Educational Living Pty Ltd
RTO Code 3784
Disclaimer
The information within parts of this document has been privately
printed by Educational Living Pty Ltd for the assistance of the
nominated persons. While every effort has been made to ensure that
the information is accurate, no warranty of accuracy or liability is given
and no liability is accepted for errors, omissions, loss, or damage
suffered as a result thereof.

Contents
Our History & Our Vision ...................................................................................................... 4
Who’s Who ......................................................................................................................... 5
Policy Information ............................................................................................................... 6
Where to get assistance .................................................................................................... 6
Code of Conduct ................................................................................................................. 7
Access & Equity .................................................................................................................. 8
Where to get assistance:................................................................................................... 8
Privacy & Confidentiality ...................................................................................................... 9
Confidentiality ................................................................................................................. 9
Individual Needs ............................................................................................................... 10
Fees, Charges & Refunds ................................................................................................... 11
Fees and Charges ........................................................................................................... 11
Private Enterprise/Individual Funded Programs. ................................................................. 11
Additional Charges ......................................................................................................... 11
Goods and Services Tax (GST) ......................................................................................... 11
Invoicing ....................................................................................................................... 11
Payment of Fees by Instalments ...................................................................................... 12
Refunds - Cancellation of Course & Course Withdrawals ...................................................... 12
Refunds - Appropriate Circumstances ............................................................................... 13
Refunds- Inappropriate Circumstances .............................................................................. 13
Eligibility of Exemption from the Charging of Administration Fees ......................................... 13
Tuition Fee Concessions .................................................................................................. 13
Change of Personal Details .............................................................................................. 13
Delivery Modes ................................................................................................................. 14
Guided Learning (Face-to-Face) ....................................................................................... 14
Self-paced study ............................................................................................................ 14
Individual Study and Research ......................................................................................... 14
On the job learning activities in the workplace ................................................................... 14
External work experience option ...................................................................................... 14
Assessment ...................................................................................................................... 14
Assessment ......................................................................... Error! Bookmark not defined.
Assessment Context and Purpose ..................................................................................... 15
Scope ........................................................................................................................... 15
Competency Based Assessment ....................................................................................... 15
Re-sit & Reassessment ................................................................................................... 15
RPL and Credit Transfer ..................................................................................................... 16
RPL .............................................................................................................................. 16
What can RPL do for me? ................................................................................................ 16
Credit Transfer............................................................................................................... 16
Where to get assistance .................................................................................................. 16
Qualifications Issued (Testamurs) ....................................................................................... 17
Certificates .................................................................................................................... 17
Statements of Attainment ............................................................................................... 17
Recognition of Australian Qualifications (AQF) Issued by other Registered Training Organisations
(RTO’s) ......................................................................................................................... 17
2|Page

Gaining Access to Your Records ....................................................................................... 17
Complaints & Appeals ........................................................................................................ 18
Policy Statement ............................................................................................................ 18
Where to get assistance .................................................................................................. 18
Disciplinary Issues ............................................................................................................ 19
Examples of misconduct .................................................................................................. 19
Summary Action ............................................................................................................ 19
Further Penalty .............................................................................................................. 19
Appeals......................................................................................................................... 19
Where to get assistance .................................................................................................. 19
Legislative Requirements ................................................................................................... 20
Support Services -General information ................................................................................ 20
Absences ...................................................................................................................... 20
Other Government Allowances ......................................................................................... 21
Appeals......................................................................................................................... 21
Student Services ............................................................................................................ 21
Course Information ........................................................................................................ 21
Delivery Modes .............................................................................................................. 21
Delivery Times ............................................................................................................... 21
How to Enrol.................................................................................................................. 21
Equal Opportunity .......................................................................................................... 21
Candidate Safety and Security ......................................................................................... 22
Child Safety................................................................................................................... 22
Sexual Harassment ........................................................................................................ 22
Special Needs ................................................................................................................ 22
Learning Support ........................................................................................................... 23
Subject Change ............................................................................................................. 23
Withdrawals .................................................................................................................. 23
Survey Participation ....................................................................................................... 23
Course Information ........................................................................................................... 23
Engineering ................................................................................................................... 23
22470VIC Certificate II in Engineering Studies ................................................................... 23
AUR20716 Certificate II in Automotive Vocational Preparation ............................................. 23
Your Choice ................................................................................................................... 23
Apprenticeships/Traineeships ............................................................................................. 24
Apprenticeships/Traineeships........................................................................................... 24
Complementary Services ................................................................................................... 25
Customised training........................................................................................................ 25
Educational Development Services ................................................................................... 25
Apprenticeships/Traineeships........................................................................................... 25
Complementary services ................................................................................................. 25
RPL Assessment Competency Identification Request Form...................................................... 26
Instructions for request for recognition of prior learning: .................................................... 26
Complaint/Appeal Form ..................................................................................................... 28
Unique Student Identifier (USI) Student Quick Guide ............................................................ 29
Notes: ............................................................................................................................. 31

3|Page

Our History & Our Vision
Educational Living Pty Ltd is a registered training organisation, RTO
Code 3784, registered with ASQA and based in Victoria, Australia, with
national recognition as required by the Australian Qualification
Framework.
Since our establishment in 1991 our vision is to set new standards of
excellence in education and training with a view to growing
organisations through their own self development systems.
Our core business is education and training programs that target
specific systems, equipment, processes and employee competency
standards. Onsite training is on-the-job, targeting personnel directly
involved in the operation, maintenance, production planning,
management and other areas of the organisation’s operation.

The training programs developed and administered by Educational
Living comply with Enterprise Specific and National Competency
standards.
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Who’s Who
Edward Stone
Director of Educational Living, Edward has had many years within
metals and engineering industry sectors, including maintenance
engineering, on-line maintenance, senior management, and as a
senior lecturer in an industrial environment, as a principal of
Educational Living.

Lisa Brodie
Director of Educational Living, Lisa has many years of experience
working in defence and manufacturing industry sectors. Including
maintenance, engineering manufacturing, trade training and
instruction in an industrial environment, extensive research and
development of training in many national and international
organisations as a principal of Educational Living.
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Policy Information
The following information has been sourced from our Quality Manual. If a full
version of the policy is required, contact your trainer or Educational Living
directly for the policy that you require.
•
•
•
•
•
•
•
•
•
•
•

Code of Conduct
Access & Equity
Privacy & Confidentiality
Individual Needs
Fees, Charges & Refunds
Assessment
RPL and Credit Transfer
Recognition of AQF Qualifications
Complaints & Appeals
Disciplinary Issues
Legislative Requirements

Where to get assistance

Where further information is required, please contact Reception.

Our contact details are:
T: (03) 9769 5155
F: (03) 9769 5556
E: reception@educationalliving.vic.edu.au

6|Page

Code of Conduct
Educational Living has a Code of Conduct which applies to all members of staff
and candidates alike.
Members of staff in particular, are obliged to apply and uphold this Code of
Conduct, at all times. It is expected that we will operate in a dignified manner
with integrity and honesty whilst considering the needs of employers,
candidates, staff and the community at large.
Our staff present in a clean tidy and well-presented manner, ideally wearing the
company uniform clothing. It is also required that we operate within and
maintain a safe environment.
We will not accept discrimination within our organisation and will apply equal
opportunities with regard to both employment and training.
All members of staff will apply their skills and knowledge in the interest of
employers and candidates. It is expected that fair, ethical and sound judgment
will be applied when assessing the results of training.
Members of staff should refrain from giving opinions or making statements or
giving evidence unless based on adequate grounds.
Staff will at all times, where relevant, take reasonable steps to inform
themselves, their clients and employers, of the social, environmental, economic
and other possible consequences which may arise from their actions.
No person shall assist in or induce a breach of these tenets and should support
those who seek to uphold them, if so called upon, or in a position to do so.
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Access & Equity
Educational Living's unreserved commitment to the principle of access and
equity in vocational education and training gives practical expression to the
ASQA (Australian Skills Quality Authority) standards; that being the goal of
improving the knowledge, skills, and quality of life for all persons, having regard
to the particular needs of target groups.
This policy exists to ensure that everyone has the opportunity to successfully
gain skills, knowledge and experience through education and training. In
particular, Educational Living aims to:
•
•
•
•
•
•

Incorporate access and equity principles and practices in key processes
that affect the outcomes for candidates/clients in the Vocational
Education and Training (VET) system
Achieve equitable access for all current and potential candidates and
clients to VET services and programs
Increase the participation of people who are underrepresented in
vocational education, training and employment services and programs
Increase participation in decision-making processes by people from
underrepresented groups
Encourage positive outcomes for candidate/clients of the VET system by
giving them enabling skills to participate successfully in Vocational
Education and Training services and programs
Develop quality support services that enhance clients and candidates
chances to achieve positive outcomes

Where to get assistance:

At Educational Living, we will assist in the formal or informal resolution of
complaints, whenever it impacts on education and training that we are involved
with.
In the event of a situation you can contact us with the assurance of
confidentiality. Each situation will be assessed on an individual basis with
appropriate action taken.
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Privacy & Confidentiality
The Privacy & Confidentiality policy applies to the use of personal information
within operations at Educational Living. Serving our candidates/clients
effectively and securely is considered vitally important. We understand the
importance people place on their personal information and at Educational Living
we are committed to ensuring that all information collected by us is stored and
managed with the appropriate degree of privacy and confidentiality.
Educational Living aims to:
• Collect and use personal information only where appropriate
• Appropriately protect information
• Enable candidates access to personal information, when requested
• Keep information up to date, as much as possible
• Report any breach of private data to the candidate/client immediately (as
defined by the Notifiable Data Breaches scheme)
We aim to ensure that all staff, clients and candidates are aware of these
principles as they are basic to the organisation in order to uphold this privacy
policy. Educational Living aims to:
• Provide an organisational climate that enables the candidate to feel
secure regarding their personal information
• Ensure staff are familiar with this policy and their particular
implementation responsibilities
• Ensure staff will implement the policy and behave in a professional
manner when dealing with candidate personal information

Confidentiality

Educational Living follows strict confidentiality policies and we do not discuss or
disclose any information about a candidate’s situation that relates to their
participation in our training courses, without prior consent. In the event that a
candidate discloses any information about a particular situation they might be
facing we keep this information confidential and do not discuss or disclose this
without the candidate’s consent, unless required to do so by law.
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Individual Needs
Educational Living will recruit candidates in an ethical and responsible manner
consistent with the requirements of the training and ensure that application
processes are explicit and defensible and equity and access principles are
observed. This is based on the premise that enrolment should only occur after
Educational Living has provided the individual candidate with access to a
reasonable amount of information prior to enrolment in the selected training
courses and/or programs.
This reflects the following aspects of Educational Living's Training and
Assessment Policy:
• That the range of courses and programs offered are designed to meet the
training, education and learning needs of the candidates and are of the
highest quality
• Are defined by a training and assessment strategy defined in terms of
demonstration of competence to a specified standard, in accordance with
endorsed training package requirements
• Provide flexibility for candidates through a variety of learning and
assessment strategies which facilitate local access, individual time
scheduling and choice of study and learning modes
• Provide an appropriate mix of access to education, training and learning
opportunities
Educational Living aims to advise prospective candidates of:
• It’s Scope of Registration
• Application processes and pre-enrolment information
• Qualifications to be issued on completion/partial completion of courses
• Competencies to be achieved during training
• Language, literacy and numeracy assistance, where appropriate
• Assessment and flexible learning processes including Recognition of Prior
Learning (RPL) and Credit Transfer (CT)
• Appeals and Complaints procedures
• Trainer/Assessor responsibilities
• Facilities and equipment necessary for successful administration
• Client support services, including welfare and guidance counselling where
appropriate
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Fees, Charges & Refunds
Educational Living will act in an ethical and responsible manner consistent with
the requirements of the National/State/Territory regulating bodies and ensure
that all issues in regards to refunds on fees and charges are explicit, defensible
and Equity & Access principles are observed.
This policy is based on the premise that enrolment should only occur after
Educational Living has provided the individual candidate with access to a
reasonable amount of information regarding fees, charges and refund
arrangements, prior to enrolment in the selected training courses or programs.

Fees and Charges

Educational Living will administer fees and charges in accordance with the
relevant National/State/Territory authority. As part of the enrolment process
the applicant is assessed as to their eligibility for receiving Government funding.
Where an applicant has been determined as eligible to receive funding for
training services provided, this will be noted on statements of attainment,
certificates or record of results.

Private Enterprise/Individual Funded Programs.

For programs developed and delivered to private enterprise/individuals, outside
government funding arrangements, the fees and charges will be based on a feefor-service and negotiated with the enterprise/individual and Educational Living
representatives. Fee-for-service for private industry/individual clients will
depend upon nature of work commissioned and administration arrangements
etc.

Additional Charges

Candidates may be required, from time to time, to pay the cost of some goods,
materials or external activities, which are supplied through or organised by
Educational Living and will be advised in advance of not less than four weeks.

Goods and Services Tax (GST)

Any training courses undertaken to gain qualifications are GST free if the
qualifications are essential prerequisites to employment in a trade, profession
or occupation. GST will not be included in any tuition charged by Educational
Living as long as the tuition meets the GST-free tests (refer ATO). However, the
training courses that we provide that do not lead to a qualification will be subject
to GST. All other consulting services will be subject to GST.

Invoicing

A tax invoice will be issued as required.
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Payment of Fees by Instalments

Candidates may pay their Fees by instalments. A Service Fee of $65.00 will be
charged on ALL agreements for paying fees through instalments. This fee will be
waived if the balance of fees is paid within four weeks of the commencement of
the agreement.
Payment by instalments will not be possible where the total fees payable are
less than $250.00. If a candidate requires more assistance with paying fees by
instalments please contact Educational Living directly.
Candidates with outstanding fees will not receive a Statement of Attainment and
will not be eligible to receive an Award. Candidates must have cleared all
outstanding debts for fees or other liabilities to Educational Living before they
are eligible to be enrolled for the next year. This applies to both personal and
employer invoiced debts.
A candidate who is having difficulty in meeting agreed payments should contact
Educational Living immediately. Failure to do this may result in legal action
being taken to recover the outstanding fees, plus costs.

Refunds - Cancellation of Course & Course Withdrawals

The following cancellation and withdrawal process applies to all Government
funded and non-funded courses:
• It is the responsibility of the candidate to withdraw from class by notifying
Educational Living, in writing
• Educational Living will refund all payments made by a candidate if the
course is cancelled or course commencement is postponed by more than
twelve weeks, unless alternative arrangements can be made, and are
acceptable to all concerned
• Prior to commencement, a candidate is required to give a minimum of
four weeks’ notice of withdrawal from the course (in writing to Student
Services) to obtain a full refund of payments, minus an administration fee
not exceeding $200.00 (AUS)
• After commencement, a candidate is required to give a minimum of four
weeks’ notice (in writing to Student Services) of withdrawal from the
course to obtain a refund of payments relating to the remainder of the
course after the four weeks’ notice. The refund should be given within
four weeks of the notification by the candidate
A candidate who cancels after four weeks of the course commencing will not be
eligible for a refund.
Candidates who withdraw within the first four weeks, but do not notify
Educational Living, in writing, WILL NOT receive a refund.
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Refunds - Appropriate Circumstances

Administration fees are not tuition charges but a partial recovery of costs
associated with the enrolment process and administrative support. Refunds can
be made in the following circumstances:
• Candidates who have overpaid the administration fee
• The candidate receives a government allowance and provides evidence of
this to Student Services at Educational Living
• The candidate is offered and has accepted a place within the first three
training weeks, at a university or in training with another RTO
• In the opinion of Educational Living, the candidate would be unreasonably
disadvantaged if not granted a refund, for example, a candidate meets
with a serious misadventure and is unable to continue their enrolment
• The candidate experiences extended hospitalization or illness (two week
period minimum) supported by a medical certificate and resulting in
extended absence from classes
• The candidate experiences pregnancy/childbirth

Refunds- Inappropriate Circumstances

The following circumstances will constitute inappropriate circumstances for
a refund: Job change/Change in work hours/Moving interstate/Retrenchment.

Eligibility of Exemption from the Charging of Administration Fees

If a candidate feels that they are eligible for an exemption from administration
fees then the relevant national/state/territory fees and charges policy will be
applied on a case by case basis.

Tuition Fee Concessions

If a candidate feels that they are eligible for a tuition fee concession then the
relevant national/state/territory fees and charges policy will be applied on a
case by case basis. Educational Living will consider a concession under the
following circumstances:
• That the fee's collection in full would impose extreme hardship on the
candidate
• A candidate who is in receipt of a government allowance, who is aged 18
yrs or over at the date of enrolment but who has not been classified as
unemployed by Centre Link (or anybody that may assume the functions
of Centre Link) for at least 13 weeks before that date, a concession of 50%
of the applicable tuition fee

Change of Personal Details

Candidates must advise of any change in circumstance including; change of
name, address, contact details or Employer (if Apprentice/Trainee). This
information must be communicated in writing to Student Services, directly.
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Delivery Modes
Guided Learning (Face-to-Face)

This is delivered on a weekly or fortnightly basis, at a time that best suits the
cohort/candidate and the enterprise. These sessions focus on the knowledge
aspects and/or skills practice components of the competency and the
development of the candidates understanding of the competency and
application. On-the-job practice then complements the knowledge and skills just
learned.

Self-paced study

This is offered where distance and/or work schedules are an issue. A workplace
mentor, who can also be an SME, is usually also involved to ensure that the
learning is on track. Regular scheduled contact is made between the SME,
cohort/candidate and the enterprise, via telephone, email, online, etc. Regular
updates and progress reports are also available.

Individual Study and Research

This is offered for particular units of competency where the cohort/candidate
have access to a workplace mentor to assist with their progress and the specific
requirements of the unit of competency are available.

On the job learning activities in the workplace

This is always included and is an integral part of this mode of delivery. The job
application allows the delivery to be contextualised and skills and knowledge
applied/practiced to different aspects to include the enterprise specific policies
and procedures at the work place.
The inclusions of enterprise specific requirements further enhances the delivery
of training by way of relevance, but also cements the application of competence
in the workplace, as well as maintaining compliance with competency standards.

External work experience option

This is arranged and offered where a cohort/candidate requires specific
experience that may not be available at their place of work. This is arranged
between the cohort/candidate, the enterprise (employer), Educational Living
and the SME/other enterprise for particular knowledge and skill requirement
that needs to be achieved.

Assessment
Educational Living will ensure that candidates are informed of the context and
purpose of assessment and the assessment process.
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Assessment Context and Purpose

Assessment is the process of gathering evidence and making judgments on the
extent and nature of progress towards the performance requirements set out in
a competency standard. Each individual situation is examined and an
appropriate assessment strategy developed, where required.

Scope

The scope of assessment for any given situation will vary across a spectrum from
detailed assessment of singular competencies and underpinning knowledge, to
a holistic assessment of competency in the workplace environment. The balance
of assessment will focus between these two extremes including the following
factors:
• Assessment guidelines as specified in training package requirements
• The previous experience / qualifications of the candidate
• Performance to the competency standard

Competency Based Assessment

Our Assessment Policy establishes that we support a competency based training
and assessment system. In order to provide guidance on the implementation of
this policy the following information is presented to define the framework of
this policy.
Regardless of the course or subject matter involved, candidates are assessed
through a process of evidence collection and making judgments as to whether
the candidate is able to demonstrate the competencies identified as essential
for satisfactory performance, in accordance with the nationally endorsed
Training Package requirements.
Sources of evidence may include:
• Training course and/or programs
• Work experience (paid or voluntary)
• Life experience
On almost every occasion and wherever it is practicable, candidates will be
provided with the opportunity to contribute to their own skills recognition
through preliminary assessment of their pre-training levels. Monitoring and
review of this process will take place throughout the implementation of the
Assessment Policy.

Re-sit & Reassessment

Educational Living provides for two assessment attempts and does not charge
any additional fees in the event that a candidate needs to re-sit or be reassessed
for the training they are undertaking for these two attempts.
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RPL and Credit Transfer
RPL

Recognition of Prior Learning (RPL) is the acknowledgment of skills and
knowledge obtained through formal training, work experience or life
experience. The main focus of RPL is the learning outcomes of those
experiences, not how, when or where the learning occurred.
This process is also used for the Recognition of Current Competency (RCC)

What can RPL do for me?
•
•

•
•
•

Recognise formal and informal learning experiences
Define individual position of candidates in relation to Australian
Qualifications Framework (AQF) and Industrial “C” Classification, where
applicable.
Establishment of current status of competencies, for candidates.
Develop pathways for the achievement of competencies, Australian
Qualification Framework (AQF) qualifications, and where appropriate,
enterprise specific competencies and employment goals.
Provide a path of further education and training for the achievement of
set goals.

Educational Living will facilitate the RPL process in conjunction with course
trainer/assessor, subject matter specialists, work place mentors and any other
specialists to ensure a fair, valid and reliable assessment outcome in accordance
with the related competency standards.

Credit Transfer

Credit Transfer (CT) is the acknowledgement of skills and knowledge obtained
via formal qualifications previously completed. It provides a means for
candidates to gain credit in an Australian Qualifications Framework (AQF)
qualification on the basis of completed components of another AQF
qualification or other formal learning.
A Credit Transfer is granted when a candidate can demonstrate successfully,
completion of the same unit code and title that is also included in the
qualification the candidate intends to undertake.

Where to get assistance

Contact Educational Living directly or ask your trainer for further information or
complete the RPL Assessment Competency Identification Request Form in the
booklet and we will send you the appropriate information.
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Qualifications Issued (Testamurs)
Certificates

The Certificates, Record of Results and Statements of Attainment that
Educational Living issues are consistent with ASQA, AQF and VRQA requirements
as well as Training Package requirements. These will be issued at the appropriate
intervals, upon completion and during the time the candidate is enrolled with
Educational Living.

Statements of Attainment

In the event that for whatever reason a candidate has had to cancel or transfer
their enrolment for a course/qualification, Educational Living will at no extra
cost issue a Statement of Attainment for the units of competency the candidate
has successfully completed. The issuance of the Statement of
Attainment will only occur once Educational Living is satisfied that the candidate
has paid any outstanding fees and charges and completed all work required up
until the date of the candidate cancelling or transferring their enrolment.

Recognition of Australian Qualifications (AQF) Issued by other
Registered Training Organisations (RTO’s)

Educational Living will at all times abide by the mutual recognition agreements
formed between all states/territory of Australia, in the recognition of other
RTO's training and certification therein awarded. Educational Living will:
• Recognise Nationally Recognised Training through the provision of
certification showing all requirements as detailed within the Australian
Qualification Framework (AQF); and
• Communicate with the issuing RTO's for the provision of written
confirmation re a Certificate or Statement of Attainment, if doubt is
evident.

Gaining Access to Your Records

It is Educational Living's policy to provide regular updates to you and your
employer about your participation in training and assessment services we
provide. If your request for access to your records is after completion of your
enrolment with us, then you will be required to put your request for information
in writing via our Candidate Permission Request Form. We will then provide you
with the information you seek. If your file has been archived it may take us
longer to provide you this information.
With regards to access to your records by other people, please read the
important information in this guide that relates to privacy and confidentiality.
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Complaints & Appeals
Policy Statement

Educational Living believes in achieving best practice in the provision of
education and training whilst acknowledging that this is dependent on critical
feedback mechanisms being in place and enabling access to these mechanisms
to all candidates and clients.
Educational Living defines a complaint as an issue arising from any situation
within the control of Educational Living, including any educational matter which
causes a candidate, client or member of staff serious concerns or distress.
Educational Living as an RTO has a core responsibility to all its candidates to deal
with all complaints/appeals in accordance with our Complaints and Appeals
procedure.
In doing so, Educational Living's policy is to ensure that all complaints or appeals
are dealt with due discretion and confidentiality regardless of the nature of the
situation and/or personnel involved.
The procedures in place allow for a resolution to all situations. In the event of a
complaint or appeal, please put it in writing to Reception within 5 working days
of the incident on the appropriate form.

Where to get assistance

At Educational Living, we will assist in the formal or informal resolution of
complaints, whenever it impacts on education and training that we are involved
with.
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Disciplinary Issues
Educational Living will try to resolve any issues or problems that may arise on an
informal basis initially.

Examples of misconduct
•
•
•
•
•

Swearing or making offensive gestures
Threatening or intimidating others
Being affected by alcohol or other illegal/unauthorized drugs
Cheating or plagiarising and alleging it is your own work
Not paying fees or charges

Summary Action

Your trainer may ask you to leave a class if your conduct is not in accordance
with the code of conduct or may fail your work if you have behaved dishonestly.
Staff misbehaving or behaving dishonestly may be suspended. We can ask
people who are not staff or candidates to leave the class at any time. If the
activity is of a criminal nature we may call the police.

Further Penalty

If the nature of the misconduct is serious the Directors have the ability to:
• demand a written apology
• cancel an enrolment
• exclude you from enrolment
• require you to pay for any damage
• dismiss a staff member

Appeals

You can appeal, in writing to Reception, within five (5) working days of getting a
penalty.

Where to get assistance

Where further information is required, please contact Reception.
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Legislative Requirements
We are subject to a variety of legislation related to training and assessment as
well as general business practice. This legislation governs our obligations as a
Registered Training Organisation, our obligations to you as our clients, and
relates to the industry that we are conducting training for.
Current legislation is available online at http://www.austlii.edu.au and
https://www.legislation.gov.au/
Relevant Commonwealth, state or territory legislation and regulatory
requirements’ could include requirements about:
• Occupational health and safety
• Workplace harassment, victimisation and bullying
• Anti-discrimination, including equal opportunity, racial vilification and
disability discrimination
• Privacy
• VET
• Apprenticeships and traineeships (where applicable)
• Child protection (where applicable)
• Copyright
• Financial viability
It is Educational Living policy to ensure that we comply with relevant
Commonwealth, State or Territory legislation and regulatory requirements that
are relevant to our operations and scope of registration. We endeavour to
ensure that our staff and clients are fully informed of requirements that affect
their duties or participation in vocational education and training. We provide
information about relevant legislation through various documents and systems.

Support Services -General information
Candidates are provided with a range of services to assist with their individual
needs. Whether studying at work or at home, candidates have access to all
these services.

Absences

Candidates are expected to attend all scheduled learning sessions and in some
areas minimum attendance levels are set. Your trainer will inform you if this is
the case.
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Other Government Allowances

Government schemes and allowances may be available to provide further
assistance for study. Help is available to assist candidates with applications or
queries and clarification of allowances/entitlements. For more information,
contact Educational Living directly.

Appeals

Candidates may appeal against final assessment. Refer to the Complaints and
Appeals procedure.

Student Services

This is where your enrolment details and results are processed. You must notify
Student Services of any change of address or course/ subject change.

Course Information

Educational Living offers course information and advice. This service offers you
access to course advisors, and to a range of resources that can help you make
this important decision. Information is available upon request from Educational
Living.

Delivery Modes

When you choose a course of study, you want it to be the right course in every
way. You can choose to study the way you want - possible options include parttime, flexible and on-site workplace delivery modes or a combination of these.

Delivery Times

Educational Living promotes efficient and effective learning habits and provides
a learning environment which supports these habits. In doing so, it is our policy
that we do not run training and assessment sessions for more than 8 hours a
day. Generally, delivery times can be negotiated with your trainer.

How to Enrol

All of the courses offered require you to apply directly to Educational Living,
which can be achieved by contacting Educational Living and having an enrolment
information pack sent out. In the majority of instances, these forms are provided
by your trainer.

Equal Opportunity

Educational Living is committed to implementing our policy for the removal of
social, physical, academic, and vocational barriers. We are dedicated to equality
of opportunity for all candidates at Educational Living. We have a policy which
aims to encourage people from under represented or disadvantaged groups to
enrol in and enhance their opportunity to successfully complete vocational
education programs.
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Candidate Safety and Security

It is Educational Living's policy to ensure candidate safety and security at all
times. We do this in consultation with employers of candidates and by following
the employer’s safety and security procedures.
Prior to commencement of your training at an employer's site you will be
inducted into and informed about safety and security measures that relate to
that site.
If you are a school candidate we will follow or implement safety and security
measures in consultation with your school, once again you will be inducted into
and informed about these measures.
All Educational Living candidates will be required to follow candidate safety and
security measures, failure to do so by a candidate will lead to disciplinary
procedures being initiated against the candidate.

Child Safety

Educational Living are committed to delivering our training in a safe
environment. This also extends to providing cultural safety for Aboriginal and
Torres Strait Islander children, children from culturally and/or linguistically
diverse backgrounds, and children with a disability. When working with children
in a school setting, our staff cooperate fully with the school where the children
are being taught to ensure Child Safe practices are adhered to. We believe this
empowers a child to speak up if there is a concern, which is fundamental to a
child’s safety and wellbeing. Further information can be found on the Child Safe
website
(https://ccyp.vic.gov.au/child-safety/being-a-child-safe- organisation/the-childsafe-standards/)

Sexual Harassment

Educational Living has a Sexual Harassment policy which affirms the right of
candidates or staff to an environment free of sexual harassment.
This policy is available from Educational Living, directly.

Special Needs

Ongoing and one off support and assistance is available for candidates who have
special needs.
Support may take the form of:
• Provision of enrolment support
• Tutorial assistance
• Alternative study and assessment methods
• Provision of special equipment and aids where possible
• Physical access
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Learning Support

Educational Living provides assistance for candidates in many aspects of learning
including time management, study skills, writing assignments and preparing for
assessments. Candidates can contact their trainers for learning support and
advice.

Subject Change

Verify subject changes with your trainer and then make sure your enrolment is
changed correctly by notifying Student Services. Additional enrolment fees may
be charged.

Withdrawals

Student Services must be notified of course or subject withdrawals. Before
withdrawing please talk with your trainer or an appropriate counsellor. They will
be able to offer advice.

Survey Participation

During your time training with us, you may be asked to participate in various
surveys. These surveys may be from Educational Living, ACER and/or NCVER.

Course Information
Educational Living offers a variety of Nationally Recognised and Nationally
Accredited courses and educational choices, including the following:

Engineering

We can offer you courses of selected units of competency from MEM20219
Certificate II in Engineering up to and including MEM50119 Diploma of
Engineering – Advanced Trade.

22470VIC Certificate II in Engineering Studies

We offer 22470VIC Certificate II in Engineering Studies as a pre-employment
level course, usually completed in the final years of secondary education.

AUR20716 Certificate II in Automotive Vocational Preparation

We offer AUR20716 Certificate II in Automotive Vocational Preparation as a preemployment level course, usually completed in the final years of secondary
education.

Your Choice

We are also able to help where YOU wish to choose individual units of
competence to complete. In addition, Educational Living will help with the
construction of your competency profile to best suit you’re educational and/or
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employment needs with compliance to National qualification requirements.
Enterprise requirements can also be catered for.

Apprenticeships/Traineeships
Apprenticeships/Traineeships

Apprenticeships/Traineeships are a great way in which to combine work and
structured learning/training.
They will vary from industry sector to industry sector, however all
Apprenticeships/traineeships have the following in common:
•
•
•

Paid employment under an appropriate industrial arrangement (e.g. an
award or enterprise agreement)
A training agreement that is signed by both the employer and the
candidate and registered with the appropriate state/territory authority
A training program, delivered by a Registered Training Organisation that
meets the requirements of a declared Apprenticeship/Traineeship in the
relevant state/territory and leads to a nationally recognised qualification

Educational Living is able to offer a variety of Apprenticeships/Traineeships
across a range of industry sectors including:
• Engineering
o Fabrication
o Mechanical
o Technical
o Electrical
If you are interested in finding out more about getting involved with an
Apprenticeship/Traineeship, or you would like to know how to get your
employees involved in Apprenticeships/ Traineeships, please call Educational
Living or contact; www.australianapprenticeships.gov.au
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Complementary Services
Educational Living has a successful history of working with business and industry
- both locally and nationally – delivering a range of services. We grow your
organisation by providing research, development and administration of training
programs that target specific systems, equipment, processes and individual
candidate competency standards.

Customised training

Training and education programs comply with enterprise/industry and national
competency standards. Additionally all programs comply with National
Qualification requirements and industry classification structures.

Educational Development Services

Educational Living also offers products and services to business and industry
which include research, learning resource development. We have undertaken
projects at state and national levels, and have gained a reputation for quality
work and commitment to consultation with key players.

Apprenticeships/Traineeships

Apprenticeships/Traineeships can be an efficient and cost-effective way to train
your people. In addition to valuable financial incentives offered by the
appropriate government authority, you have a say in what your people will learn
and all training is nationally accredited.

Complementary services

Some of the complementary services we offer include:
• Whole Enterprise Training needs analysis
• Course customisation for specific business/industry needs
• Workplace leadership training
• Work-based training systems development
• Development and implementation of work-based skill and competency
assessment systems
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RPL Assessment Competency Identification Request Form
Instructions for request for recognition of prior learning:
1.
2.

3.
4.
5.

Place a () as indicated alongside the unit of competency, recognition is sought for on
this customised request form.
If you have a qualification to support your request, (i.e. certificates issued by other
training organisations) place a () in the column ‐ Recognition requested with Prior
Qualification.
2.1 If you have prior qualifications/certificates, please attach copies of the certificates
and transcripts to your request.
If you do not have prior qualifications to support your request, place a () in the column
‐ Recognition requested without Prior Qualification.
If you request training, as you do not believe you can provide sufficient evidence for RPL,
place a () alongside the competency in the Training Requested column.
FOR EXAMPLE:
Unit of Competence RPL is sought for

SCH

Pts

Recognition
requested
with
Prior
Qualification
Yes

MEM18018C Maintain pneumatic systems
components
MEM18021B Maintain hydraulic systems
MEM13014A Apply principles of occupational
health and safety in the work environment

40

4

40
40

4
4

Recognition
requested
without
Prior
Qualification
Yes


Training
requested

Yes




6.

Once completed, return this request, with copies of your prior qualifications (if
appropriate) to your supervisor or Educational Living representative.
7. Upon receipt of your request, Educational Living will make the necessary alignments with
prior qualifications.
8. Educational Living will then set dates and times for competency assessment against the
units of competence requested without prior qualifications (if appropriate) and conduct
the assessment/s on the job.
9. Upon completion Educational Living will issue results and statements of
attainment/certificate of successful completion.
10. Educational Living will also assess the training requested column and construct a training
program to support the requests of the candidate.
Examples of evidence that may be supplied; (including but not limited to)
• Previously completed training/work records
• Practical experience records if available for evaluation against the claimed standards
of competence
• Products or samples of your work
• Testimonial / 3rd Party reports
• Being observed at work
• Demonstrating particular skills
• Simulations and role-plays
• Answering questions
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RPL Assessment Competency Identification Request Form
Candidates Name:
Contact Details:

Training Package or Qualification the Unit Of Competencies are from:

Unit/s of Competence
RPL is sought for

SCH

Pts

Recognition
requested
with Prior
Qualification

Yes

Recognition
requested
without Prior
Qualification

Yes

Training
requested

Yes

Photocopy this form and mail or email to Educational Living
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Complaint/Appeal Form
Candidates Name

Candidate No:

Course Name:
Employer Name:
Employer Address:
Contact person:
Position:
Contact Details:
(phone/fax/email)
Date of Complaint/Appeal:
Nature of Complaint/Appeal:

Action to be Taken/Comments:

Date:

Signed:

Date:

Signed:

(Educational Living Director)
(Candidate)

Date:

Photocopy this form and mail or email to Educational Living
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Unique Student Identifier (USI) Student Quick Guide
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Notes:

31 | P a g e

Educational Living Pty Ltd
“…evolution through communication”
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