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Welcome to Learning Partners

Thank you for choosing Learning Partners (LP) as your training provider. We look forward to supporting
you throughout your chosen program.

This handbook provides you with information about Learning Partners and the policies and procedures
relevant to your learning experience with us.

About us

Learning Partners is an innovative and highly-respected Registered Training Organisation (RTO) who
has been successfully working in the Vocational Education and Training (VET) industry since 1994.

We provide nationally-recognised training and assessment services and specialise in work-based,
applied learning, including the New Apprenticeships field and State and Commonwealth funded VET
programs. We operate in all Australian States and Territories.

Our key areas of business include:

Nationally Recognised Qualifications

Workforce Development

Traineeships and Apprenticeships

Competency Based Training and Assessment (CBTA)

Recognition of Prior learning (RPL)

Specialist programs eg Leadership, Customer Service, Work Health and Safety
Workplace Mentoring and Coaching and,

RTO Licensing to Business and Individuals.

Our Business Values:

Customer satisfaction is our highest priority - it is fundamental to our business and by
succeeding in this goal, we are directly assisting our client’s to achieve their goals.

We are conscious of the trust our clients place in us, will safeguard their privacy and intellectual
property and respect their needs, skills and expertise.

Our staff is the core asset of the business, their professional and personal development is our
responsibility. We are committed to providing a safe and comfortable work environment.

Integrity, accountability and fairness are our key business ethics. Our work processes are as
important as our outcomes and we will accept responsibilities for our actions.

We are in business to make a profit - financial viability and profitability is central to our ability
to service our clients and to reinvest in maintaining our competitive position.

We recognise our community obligations; we add value and lead by example in our sphere of
influence.

We are committed to environmental responsibility and will seek to minimise our carbon
footprint and maximise sustainability.

To achieve quality outcomes we maintain an integrated Quality Environment Health and
Safety(QEHS) management system underpinned by the Standards for Registered Training
Organisations 2015. The focus of these programs is on the continuous improvement of our
business.
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Company Profile

People & Programs

Manger: Fiona Morse
Address: 26 Elizabeth Street

Launceston TAS 7250
Postal Address: PO Box 1022

Launceston TAS 7250
Telephone: (03) 6327 6666
Web site: www.learningpartners.com.au
Email: email@Ilearningpartners.com.au
ABN: 46 067 255 967

RTO Provider No: 3397

Guarantee

Learning Partners will ensure that the standards detailed in this Handbook are maintained by an
ongoing review system that addresses client and learner needs, training delivery and management
practices.

Educational Standards

LP strives to provide and maintain a learning environment that supports the achievement of successful
outcomes.

We do this by complying with policies and practices which support:

= flexible delivery
= accountability
= customised, contextualised training plans and programs
= recognition of Prior Learning (RPL), Current Competencies (RCC) & Credit Transfer(CT)
= compliance with the Standards for Registered Training Organisations (RTOs) 2015
= use of endorsed/accredited Training Packages, where appropriate
= individual programs based on needs assessments which emphasise:
= action learning or workplace based learning
= |earner input that meets user choice options
= collaborative, competency based assessment

LPs’ educational standards meet the stringent requirements of the Australian Skills Quality Authority
(ASQA).
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Access and Equity

Learners will not be disadvantaged in their education and training at LP. We are committed to ensuring
that all people have the support that they need to access, participate and achieve in their chosen
program.
We will do this by:
= ensuring that the required qualification outcomes can be met without compromise to safety
or a genuine employment outcome
= making learners aware of support programs and assistance
= ensuring education services are delivered in a non-discriminatory, open and respectful manner
= providing language, literacy and numeracy (LLN) strategies and assistance to students with
specific learning needs
= endeavouring to identify barriers to participation and developing strategies to help overcome
these barriers through our delivery of learning programs and assessments
= implementing procedures and strategies aimed at achieving equal educational and vocational
opportunities and outcomes
= ensuring assessments are equitable for all learners.

Refer to Attachments for LPs’ Access and Equity Policy

Assessment Process

Assessment means the process of collecting evidence and making judgements on whether competency
has been achieved, to confirm that an individual can perform to the standard expected in the
workplace, as expressed by the relevant endorsed industry/enterprise competency standards of a
Training Package or by the learning outcomes of a VET accredited course.

Competency means the consistent application of knowledge and skill to the standard of performance
required in the workplace. It embodies the ability to transfer and apply skills and knowledge to new
situations and environments. (ASQA2015)

Assessment can be conducted in each or any combination, of the following:
= ‘onthe job’
= ‘off the job’
= recognition of prior learning
= credit transfer
= collaborative assessment between the learner and nominated personnel.

Copies of the competencies to be covered/ program details and the methods of assessment will be
provided and discussed at the commencement of training and assessment.

Copies of Certificates and Statements of Attainments, which learners believe relevant to the training
being undertaken need to be given to the Learning Consultant at the commencement of the program.

Assessment times are negotiated between learners and an LP Learning Consultant. If learners are

employed while undertaking a program the workplace supervisor will also be included in the planning
of these times.
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Before the assessment commences the Learning Consultant will:
= make sure that learners know the time, date and venue of the assessment
= explain the assessment tasks fully
= make provision for any special support learners may need
= organise and arrange all required resources.

On completion of the assessment the Learning Consultant will:
= communicate the outcomes of assessment and provide feedback to learners and employers
= record assessment decisions and complete assessment documentation
= asklearnersto acknowledge the assessment task outcomes and feedback by signing and dating
the assessment documentation.

Assessments could include:
= Observations - While learners are performing tasks on the job; learners show the Learning
Consultant what they can do.

= Interviews & discussions — These can be conducted on or off the job. For example off the job in
small groups, or one on one, with a Learning Consultant, in the tearoom or an office where
learners tell the Learning Consultant why they do the tasks the way they do.

= Workplace tasks and documents — Tasks will be negotiated. Learners will be required to identify
the relevant documents that support the assessment.

= Checklists - These may need to be completed by either the learner or the Learning Consultant
or the workplace supervisor, or both. (Checking learners understanding of what it is they do)

= Validation - A report from the workplace supervisor or manager stating that learners do meet
the criteria set out in the qualification, consistently over time.

= Portfolio - of evidence collected from previous or existing workplaces, community involvement
including courses, training and credentials.

Sources of Evidence:
There are numerous sources of evidence that may be used to support the assessment process.

These could include, but are not limited to:
= CV/Resume/Work History/Job Description/References
= Qualifications/Credentials/Academic Transcripts
= Learner participation in workshops/Seminars/Conferences/Staff Development activities
= Work samples/Workplace Documents/Job Sheets/Logs / Training Records
= Completion of workplace tasks; negotiated or routine
= Videos/photos.

While the LP assessment activities and types of evidence can be negotiated between the Learner,

Employer and LP’s Consultant the Principles of Assessment and Rules of Evidence will be followed at
all times.
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Principles of Assessment

Fairness Fairness in assessment requires: consideration of the individual learner’s needs
and characteristics and any reasonable adjustments that should be applied.
Flexibility To be flexible, assessment should: reflect the learner’s needs, provide for
recognition of competencies no matter how, where or when they have been
acquired, draw on a range of methods appropriate to the context, competency
and the learner.
Validity The process assesses what it claims to assess:
= assessment against the units of competency
= assessment of knowledge and skills must be integrated with their
practical application
= judgement of competence must be based on sufficient evidence
Reliability Refers to the consistency of the interpretation of evidence and the consistency
of assessment outcomes. Reliability requires a standard benchmark of assessor
competence and relevant vocational competence.

Rules of Evidence

Validity

Valid evidence:
= Addresses the elements and performance criteria
= Reflects the skills, knowledge and context described in the competency
standard
=  Demonstrates the skills and knowledge are applied in real or simulated
workplace situations

Sufficiency Sufficient evidence:
= Demonstrates competence over a period of time
= Demonstrates competence that is able to be repeated
=  Complies with language, literacy and numeracy levels which match
those required by the work task (not beyond)
Authenticity Authentic evidence:
= |s the work of the learner
= |s able to be verified as genuine
Currency Current evidence:

= Demonstrates the learner's current skills and knowledge
=  Complies with current standards

(Outcome Standards 2025)

National Recognition

We follow the principles of mutual recognition for Australian Qualifications Framework (AQF)
Qualifications and Statements of Attainment and consequently recognise the Qualifications and
Statements of Attainment that have been awarded by other Registered Training Organisations (RTOs).

Credit Transfer

Credit transfer is defined in the AQF as follows:
Credit transfer is a process that provides students with agreed and consistent credit outcomes for
components of a qualification based on identified equivalence in content and learning outcomes
between matched qualifications.

If learners have an authenticated Statement of Attainment for an identical or equivalent unit, then
credit transfer is automatically given. Credit can only be given when the equivalence between the two
units is clearly stated in a national training package.
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Recognition of Prior Learning (RPL)

Recognition of prior learning (RPL) is defined in the AQF as follows:

Recognition of prior learning is an assessment process that involves assessment of an individual’s
relevant prior learning (including formal, informal and non-formal learning) to determine the credit
outcomes of an individual application for credit.

Recognition is offered to you at enrolment to your program.

The recognition process requires the following steps:
1. Deciding if you already have all, or some, of the competencies required by a qualification.
2. Identifying the evidence you have matches the standard required.
3. Organising your evidence e.g. portfolio.
4. Submitting your evidence for assessment
5. Completion of a bank of questions
6. Interviews with your Learning Consultant
7. Receiving recognition for all or part of a qualification.

The RPL process can require the need to map evidence to competency standards, where requested,
the Learning Consultant can assist. Identified gaps, means that training or learning activities will be

requested.

Refer to Attachments for LPs’ RPL and Credit Transfer Policy and procedure

Client Information, Privacy and Freedom of information

We will provide accurate, relevant and up to date information to learners prior to commencement.

All personal information collected by Learning Partners is protected by the provisions of The Australian
Privacy Principles (APPs). Any information obtained is used only for the purposes for which it was
provided. https://www.oaic.gov.au/privacy/australian-privacy-principles

We only collect the personal information that is necessary for the conduct of its business, and that it
will use that information in the manner for which it was intended.

Under its national reporting obligations Learning Partners may be required to supply learner’s
information to Government agencies for statistics, research or program evaluations. No other
disclosure will be made without a learner’s permission.

Under the APPs and the Freedom of Information Act 1982, learners can access personal information
and may correct inaccurate or outdated information we hold about a learner.

Refer to Attachments for LPs’ Privacy Policy.

Complaints and Appeals

We define a complaint as an expression of dissatisfaction with unmet expectations. The complaint may
relate to any aspect of our services.

We define an appeal as requesting a review of a decision made by a Learning Consultant on a learner’s
unit of competency after an assessment.
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Learners have a right to:
= be given access to all the facilities and the support needed to succeed
= be treated with courtesy, understanding and respect by our staff and workplace personnel
= have personal information treated as confidential
= appeal against any decision made in relation to the gaining of a qualification

The first point of contact is your Learning Partners’ Consultant or LPs’ Client Services Coordinator.

Refer to Attachments for LPs’ Complaints and Appeals Policy

Fees Charges and Refunds

Learning Partners retains $500 from the employer fees when trainees and apprentices sign up and
commence a program.

This non-refundable amount is to cover the cost of fees associated with a program such as commencing
training, reporting and issuing of a credential.

This fee is usually paid by the employer if learners are completing a workplace program.

Our fees and charges information is shared with the learner and the employer at the commencement
of programs.

Fees are influenced by the complexity of the qualification, the length of a program, distance travelled
for delivery, numbers undertaking a program, government contract guidelines, resources required etc.

Where learner and employer acceptance of a program’s fees is required, relevant documents are
signed by stakeholders confirming acceptance of these.

Duplicate, or replacement copies of credentials incurs a fee of $30.00

Vocational Education and Training (VET) student loans

The Commonwealth Government has a loan scheme designed to support learners and funds eligible
study.

For further information refer to https://www.education.gov.au/vet-student-loans

We are not registered to participate in the VET Student Loans scheme. However, we will work with learners
to arrange private payment plans, if required.

For existing government loan issues, learners should contact the Commonwealth Ombudsman,
www.ombudsman.gov.au/aboout/vet-student-loans-ombudsman/information-for-students.

Refer to Attachments for LPs’ Fees, Charges and Refunds policy.
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Learner feedback and evaluation of programs

There are potentially three different groups who will ask learners for feedback.
1. Learning Partners
2. Australian Skills Quality Authority (ASQA)
3. State or Territory training authorities

Learner comments are important to us as we strive to improve our learning relationships and
consequently our performance as an Education Provider.

1. Learning Partners Feedback
We have a learner evaluation process in place. The process is implemented throughout a program.

2. Australian Skills Quality Authority (ASQA) learner feedback; student-centred audit approach
ASQA is the government agency who register RTOs nationally. They monitor the conduct and
performance of RTOs in a structured audit program.

As part of this audit program, ASQA will survey our learners collecting information about learner
experiences from the time of enrolment through to completion of, or cancellation from, a program
with us. Learners will be asked about the training and support received, assessment experiences, and
the completion of training.

ASQA will use an electronic survey tool to administer the survey to learners. The survey asks questions
that relate to the following parts of a learner’s experience with us:

= marketing and recruitment

= enrolment

= support and progression

= training and assessment, and
= completion

The survey will also ask learners about their overall satisfaction with their training experience.
3. State and Territory training authorities learner feedback
Learners may also be approached by the relevant State or Territory government department for

feedback about experiences with us as the RTO.

Please note: Participation in LP, ASQA or State or Territory feedback evaluation activities is voluntary.
Participation does not impact on a learner’s program outcome.

Marketing & Recruitment

Recruitment of clients and learners will be conducted at all times in an ethical and responsible manner
consistent with the principles of social justice and the Standards for Registered Training Organisations
(RTOs) 2025.

Information will not be misleading or false or draw comparisons with any other provider of similar
services.

Learner and Client Handbook v4.3 Page 10 of 15



Plagiarism and Cheating

These apply to situations where learners are required to write assessments or sit an exam or test.

We understand Plagiarism to be: when you try to pass someone else's work off as your own i.e.
using someone's ideas, opinions, or theories in when completing an assessment task.

We understand Cheating to be: copying someone else's work - sharing or copying an assessment, test
or assignment, or doing someone else's assessment, test or assignment

Refer to Attachments for LPs’ Plagiarism and Cheating Policy and Procedure

Qualifications

Certificates issued by Learning Partners can only be awarded in accordance with our approved scope
of registration; refer to www.training.gov.au. A Certificate will be issued to learners within 30 calendar
days of being assessed as meeting all of the requirements of a program. All fees associated with the
program must also be paid prior to issuing a credential.

= Certificate — issued under the AQF for nationally recognised training. A certificate is issued
when the learner has completed all requirements for a qualification.

= Statement of Attainment (SOA) — issued under the AQF for nationally recognised training.
Issued when a learner is deemed competent in specific units of competency but where not all
units making up a full qualification have been achieved. Minimum achievement for a SOA is

one unit of competency.

Certificates will only be posted to learners at their nominated postal address, as per the enrolment
details. The responsibility is on the learner to ensure their address details are correct with us.

Certificates will not be sent to other parties, without the learner’s agreement.

Duplicate or replacement copies of certificates incur a fee of $30.00.

Stakeholder Rights and Responsibilities

As a Registered Training Organisation we are required to consult on the following aspects:

= selection, content and sequencing of modules and/or units of competency
= timing, location and mode of delivery

= trainer/facilitator

= conduct of assessments

= customisation of programs, units of competence and or qualifications

We will provide a quality training and assessment experience in partnership with clients and learners
and with appropriate support to achieve outcomes.

We will clearly outline the options that are available, including information on any additional charges

for customisation or additional training beyond that required for the qualification outcome to our
clients and learners.
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We will provide clients and learners with a full list of elective options where relevant to all programs.
We will make clear the options that can be offered and make arrangements for delivery.

Our responsibilities
We have responsibilities to provide learners with a quality service that will assist them as much as
possible in attaining their qualification.

We undertake to:

= treat learners in a fair and non-discriminatory way

= be professional in performing our duties

= ensure that assessment tasks/program requirements are aligned with workplace activities and
outcomes, where appropriate explore career pathway options linked to their program and
work

Learner rights
In addition to the points mentioned above, learners have the right to:

= expect that the education and training you receive will be of a quality consistent with:
- ASQA regulations
- contractual requirements by relevant State or Territory funding guidelines and
- where applicable, as negotiated with their employer

= beinformed about the collection of personal information and the right to review and correct
that information

=  be advised in writing if LP ceases to deliver any part of the training product that you are
enrolled in

= LP’s Complaints and Appeals system (refer to attachments)

= participate in negotiating all aspects of their program

Learners need to be aware that many programs are fully or partially government funded and as such,
accessing one program may prevent you from accessing further programs on a non-paying basis.

Learner responsibilities
It is the learners’ responsibility to:

= ensure that all information provided to LP is accurate

= notify LP of any changes to personal details (email, address, phone etc)

= advise LP of any difficulties or problems with their program

= ensure they are prepared to work on tasks and projects that have an outcome for the employer
and reflect continuous improvement practices (if applicable)

= make all reasonable efforts to achieve the competencies or outcomes specified in the training
plan and undertaking any training and assessment required

= attend training sessions, or supervised workplace activities, where applicable and take
advantage of learning opportunities offered

®= maintain a record of their learning in the Record Book supplied or other agreed recording
options
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Client /Employer Responsibilities
The Client /Employer must:

Provide a safe working environment
This involves:

= providing a safe workplace, free from bullying and verbal, physical, racial and sexual abuse;
= ensuring that all legislated Workplace Health and Safety requirements are addressed; and

= providing an appropriate induction to the workplace, stressing those core Workplace
Health and Safety requirements essential to workplace safety

Support structured training
This involves:

= providing opportunities for the learner to develop knowledge and skills

= participating in the development of the training plan and providing facilities and expertise
to assist in the training of the learner in the agreed qualification. This may include, but not
limited to, on-the-job training, supervision from competent people, mentoring, or time to
undertake off-the-job training

= ensuring that a record of training is maintained.

Provide supervision and support
This involves:

= providing the learner with a nominated workplace supervisor, which could involve a
coaching or mentoring arrangement

Support Services

We are committed to providing access to counselling services for learners. If a learner has any concerns
about their study, they are to discuss their concern with a workplace supervisor. If the situation cannot
be resolved then the learner should contact the LP consultant. If concerns are personal, a learner could
contact one of the following agencies.

Some of these include:

Alcohol & Drugs Foundation www.adf.org.au 1300 858 584
Beyond Blue www.beyondblue.org.au 1300 22 4636
Lifeline www.lifeline.org.au 131114
Multicultural Mental Health www.mmha.org.au 1300 136 289
Australia

Quit Smoking www.quit.org.au 137848
Relationship counselling www.relationships.org.au 1300 364 277
Gambling Help www.gamblinghelponline.org.au 1800 858 858
Eating Disorders www.thebutterflyfoundation.org.au 1800 334 673
Financial Counselling www.financialcounsellingaustralia.org.au 1800 007 007
Sexual Health Australia www.sexualhealthaustralia.com.au 0404 267 559
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Learning support

We are committed to assisting learners to get the most out of their learning program. We recognise
that at times language and literacy problems may restrict a person from achieving the competencies
required for particular qualifications. If learners require advice and support for English language,
literacy and/or numeracy they should identify this on their enrolment form so that their LP Consultant
can provide possible support options.

For more information contact:
= Reading Writing Hotline 1300 655 506 www.literacyline.edu.au

Unique Student Identifier (USI)

If a learner is undertaking nationally recognised training delivered by a Registered Training
Organisation they will need to have a Unique Student Identifier (USI).

A learner’s USI links to an online account that you can access at any time, especially if you lose your
qualification or Statement of Attainment. This online account contains all your training records and
results (transcripts) that you have completed from 1 January 2015 onwards.

The USl is free and easy for learners to create online www.USl.gov.au.

LPs policy is that Learners must provide their own USI. LP may, under exceptional circumstances create
a USI for a Learner.

Workplace Health & Safety

Work Health and Safety is a key focus area in all LP’s training programs. We focus on supporting
compliance with relevant State or Territory laws. Information on WHS will be provided to learners at
the commencement of their program.

State and Territory Training Authorities

State and Territory Training Authorities are government departments responsible for the operation of
the Vocational Education and Training (VET) system (including Australian Apprenticeships) within that
jurisdiction. Contact details for State and Territory Training Authorities are listed below:

Australian Capital Territory
Skills Canberra
https://www.act.gov.au/skills

Northern Territory

Department of Education and Training
Workforce Territory
https://workforce.nt.gov.au

Victoria

Department of Jobs, Skills, Industries and Regions
Victorian Skills Authority
https://www.vic.gov.au/victorian-skills-authority

Tasmania

Department of State Growth
Skills Tasmania
www.skills.tas.gov.au
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New South Wales
Department of Education
Training Services NSW
www.training.nsw.gov.au

Queensland

Department of Trade, Employment and Training
Jobs Queensland
https://iobsqueensland.qld.gov.au

South Australia

Department of State Development
South Australian Skills Commission
https://skillscommission.sa.gov.au

Western Australia

Department of Training and Workforce Development

Western Australian State Training Board
https://www.wa.gov.au/organisation/western-
australian-state-training-board

Page 14 of 15


http://www.literacyline.edu.au/
http://www.usi.gov.au/
https://www.act.gov.au/skills
http://www.training.nsw.gov.au/
https://workforce.nt.gov.au/
https://jobsqueensland.qld.gov.au/
https://www.vic.gov.au/victorian-skills-authority
https://skillscommission.sa.gov.au/
http://www.skills.tas.gov.au/
https://www.wa.gov.au/organisation/western-australian-state-training-board
https://www.wa.gov.au/organisation/western-australian-state-training-board

Australian Qualifications Framework

Units of Competence and Certificates from Australian Training Packages meet the AQF requirements.

The AQF provides a nationally consistent framework for all education and training qualifications issued
in Australia. http://www.aqgf.edu.au/

Level 1 _ Level 3 Level 4 Level 5
Purpose The Certificate | qualifies Graduates at this level Graduates at this level Graduates at this level Graduates at this
individuals with basic will have knowledge will have theoretical will have theoretical level will have
functional and skills for work in a and practical and practical specialised
knowledge and skills to defined context and/or knowledge and skills for | knowledge and skills for | knowledge and skills
undertake work, further further learning work and/or further specialised/and/or for
learning and community learning skilled work and/or skilled/paraprofession
involvement further learning al work and/or
further learning
gtgzlmcatlon Certificate | Certificate 11 Certificate 111 Certificate IV Diploma
Level Level 6 Level 7 | Level 8 Level 9 Level 10
Summary Graduates at this level will | Graduates at this level Graduates at this level Graduates at this level Graduates at this
have broad knowledge will have board and will have advanced will have specialised level will have
and skills for coherent knowledge knowledge and skills for | knowledge and skills for | systematic and
paraprofessional/highly and skills for professional work research and/or critical understanding
skilled work and/or professional work and/or further learning professional practice of a complex field of
further learning and/or further learning and/or further learning learning and
specialised research
skills for the
advancement of
learning and/or
professional practice
Qualification | Advanced Diploma Bachelor Degree Bachelor Honours Masters Degree Doctoral Degree
type Associate Degree Degree
Graduate Certificate
Graduate Diploma
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