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Attachments to Learner and Client Handbook 
The following LP Policies and Procedures are attached in the order they appear in the handbook 
along with information that a learner may have received from an Australian Apprenticeship Support 
Network (AASN) Provider. 

 
• Access and Equity Policy 

 
• RPL and Credit Transfer Policy 

 
• Privacy Policy 

 
• Complaints and Appeals Policy & Procedure – External Clients 

 
• Fees, Charges and Refunds Policy 

 
• Plagiarism and Cheating Policy & Procedure 

 
• USI Privacy Information 

 
 
 

The following attachment is information that a learner may have received from an AASN. 
 

• National Code of Good Practice for Australian Apprenticeships 
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Access and Equity 
Policy 

 
 

Purpose 
To ensure all Learning Partners clients can access the training, information and support that they 
need. Access and equity involves the principle of providing opportunity for each person to succeed. 

 
Scope 
This policy applies to all LP employee and contractors and will ensure that access and equity 
principles and processes in the delivery of services and working environment are in accordance with 
the following legislation: 

 
Federal laws 

 
• Australian Human Rights Commission Act 1986 
• Age Discrimination Act 2004 (Cth) 
• Disability Discrimination Act 1992 
• Racial Discrimination Act 1975 
• Sex Discrimination Act 1984 

 

State and Territory laws 
 

• Australian Capital Territory Discrimination Act 1991 (ACT) 
• New South Wales Anti-Discrimination Act 1977 (NSW) 
• Northern Territory Anti-Discrimination Act 1996 (NT) 
• Queensland Anti-Discrimination Act 1991 (QLD) 
• South Australia Equal Opportunity Act 1984 (SA) 
• Tasmania Anti-Discrimination Act 1998 (TAS) 
• Victoria Equal Opportunity Act 1995 (VIC) 
• Western Australia Equal Opportunity Act 1984 (WA) 

 

Definitions 
• Access 

o Fair and equal access to quality services 
• Equity 

o Fairness in the distribution of resources and power 
• Equality 

o Equal, effective and comprehensive civil legal and industrial rights for all 
• Participation 

The opportunity to participate fully in personal development, community life and decision 
making 
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Policy Statement 
Learning Partners (LP) is inclusive in encouraging the participation of learners in LP programs, 
including but not restricted to, groups such as women, indigenous people, people with physical or 
learning disabilities and those living in rural and remote areas. 

Learners will not be disadvantaged in their education and training at LP. LP is 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. 

 

Associated documents: 
Learner and Client Handbook Assessment Policy 
Client Feedback Collection and Analysis Policy 
and Procedure 

Complaints and Appeals Policy and Procedure – 
External Clients 

Language, Literacy and Numeracy Audit Enrolment Form 
Program Details and Training and Assessment 
Strategy Outline 

Training and Assessment Plan 
Training and Assessment Strategy 
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Recognition of Prior Learning and Credit Transfer 
Policy 

Purpose 

The purpose of this policy is to ensure: 

• that assessment including Recognition of Prior Learning (RPL) is conducted in accordance with 
the principles of assessment and the rules of evidence, and 

• Credit Transfer is granted where valid evidence is provided 
 

Scope 

This policy applies to all Learners enrolled with Learning Partners. 
 
 

Definitions 

Recognition of Prior Learning (RPL) is an assessment process whereby an assessment is completed 
which determines the individual’s prior learning, achieved through work experience, informal and formal 
training, or other life experiences to clearly identify that the applicant has achieved the level of 
competency required. This will then be appropriately recognised. 

Credit Transfer is the recognition of learning achieved through formal education and training. Under the 
Standards for Registered Training Organisations (RTOs) 2025, qualifications and statements of 
attainment issued by any RTO are to be accepted and recognised by all other RTOs. Credit transfer 
allows the unit of competency previously achieved by a student to be recognised when they are 
enrolling in a related course where those units can assist them in meeting the requirements for a 
qualification. 

Policy Statement 

In accordance with the Standards for Registered Training Organisations (RTOs) 2015, LP provides 
learners with the opportunity to have their prior learning recognised toward a qualifications or unit of 
competency for which they are enrolled. Recognition is viewed simply as another method of assessment 
and therefore is conducted in accordance with the Assessment Policy. LP employs a dynamic RPL 
methodology with learners where prior knowledge and skills are evident. 

LP acknowledges the requirement as a Registered Training Organisation (RTO) to recognise the awards 
issued by other RTOs. This is limited to outcomes that are drawn from the Australian Qualifications 
Framework being units of competence awarded and accurately identified in statements of attainment 
and qualifications. 

Learners must provide original testamurs for verification prior to acceptance of recognition and/or 
credit transfer. The issuing RTO will be contacted where appropriate to validate credentials. Learning 
Partners will record this as a credit transfer against the relevant unit(s). 
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If credit transfer is being sought for a unit of competence which has a different title or code, then it is 
necessary to establish the equivalence between the unit held and the unit being sought. Our Learning 
Consultants will obtain this information and validate claims of equivalence. 

 
 

Dynamic RPL procedure 

1. All Learners are offered dynamic RPL 
 

2. The LP consultant guides the Learners through a dynamic evaluation process 
This process may include integrated training and assessment 

 
3. Outcomes from the evaluation process contributes to assessment evidence gathering and 

informs gap training for the individual Learner 
 

RPL only procedure 

1. Learners enquire about RPL and an appointment is made for initial interview 
 

2. An initial interview is organised. The learner meets with an assessor for an initial interview 
where the RPL process will be discussed and the learner will be provided with the relevant 
documents for the RPL process e.g. self-assessments, third party evidence, unit outlines. 

 
3. The learner considers evidence from the self-evaluation process 

 
4. Outcomes from the self-evaluation and the samples of work or evidence collected is presented 

to the LP Consultant. 
 

5. The LP Consultant will review the self-evaluation materials and either arrange times for formal 
assessment or provide feedback on content and offer opportunities for further evidence to be 
provided. 

 
6. The formal assessment process will consist of the following activities: 

• An interview 
• Completion of targeted underpinning knowledge assessment questions 
• Confirmation of current competency – either via third party declarations, validations or 

observations by the LP Consultant in the workplace 
• An identification is made of any gap training needed 
• An action plan is developed for covering any learning gaps 
• Third party documents are collected relevant to the units of competency and or 

qualification. 
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7. Re-assessment will be conducted where required; this will be via one or more of the following 
options: 
• Third party validation 
• Evidence of training attended 
• The provision of workplace documents, where relevant 
• The completion of assessment questions 
• Further observations in the workplace 

 
8. All RPL documentation is collated on the learners file and an assessment decision is finalised. 

 
9. Comprehensive feedback is provided to the learner including the RPL outcome. 

 
10. The learner is asked to provide feedback on their RPL experience and is offered the option of 

lodging an appeal if they are unhappy with any aspect of the assessment process. 
 

11. Any appeal that is lodged is followed up in accordance with the Complaints and Appeals Policy. 
 

12. Credential or Statement of Attainment is issued 
 

Note: RPL only pathways are an exception to the rule due to LPs Learner Cohort. 
 

Related documents: 

Learner and Client Handbook Learning Consultants Handbook 
Staff handbook Continuous Improvement Policy 
Legislation Compliance Policy and Procedure Complaints and Appeals Policy & Procedure 

– External Clients 
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Privacy Policy 

 

Purpose 
This policy describes the practices and procedures by which Learning Partners ensures compliance 
with the Australian Privacy Principles (APPs) to protect the Personal Information and right to privacy 
of clients, stakeholders and external parties with which it conducts business. 

 
Scope 
All LP Operations 

 
Policy Statement 
Learning Partners ensures that it respects the privacy of its staff, clients and stakeholders at all times 
by implementing the Australian Privacy Principles (APPs) which form part of the Privacy Act 1988. 
The APPs set out how private sector organisations should collect, use, disclose, store, secure and 
dispose of Personal Information. The principles give individuals a right to know what information an 
organisation holds about them and a right to correct that information if it is wrong. 

 
Learning Partners ensures it operates consistently with the APPs and only collects the personal 
information of clients that is necessary for the conduct of its regular business. Learning Partners will 
only use information collected in the manner for which it was intended, and will not disclose it to 
any third parties without gaining prior permission or as required to by law. 

Personal Information 
Personal Information is information or an opinion that identifies an individual. Examples of Personal 
Information we collect include: names, addresses, email addresses, and phone numbers. Learning 
Partners collects Personal Information in many ways, including assessment materials, photographic 
evidence, written notes, interviews, feedback surveys, email correspondence, telephone calls, via 
our website (www.learningpartners.com.au), online or written application forms, and from third 
parties. When Learning Partners collects Personal Information we will, where appropriate and where 
possible, explain to you why we are collecting the information and how we plan to use it. 

 
You may unsubscribe from our mailing or marketing lists at any time by contacting us in writing. 

 
Purpose of Collecting Personal Information 

• Learning Partners collects Personal Information solely for the purpose of operating as a 
Registered Training Organisation (RTO) under the VET Quality Framework. The 
framework is administered by the Australian Skills Quality Authority (ASQA) who is the 
National VET Regulator (NVR). The requirements of the NVR may mean the release of 
client personal information for the purposes of data collection or audit. 

• The purposes for which Learning Partners collects personal information of a client or 
candidate includes the administering of the agreed program or qualification, satisfying 
any legal requirements and in keeping employers informed of the candidates progress 
in a program. 

 
Provision of Information 
Client information will not be provided to anyone unless Learning Partners has the permission from 
the client or is specifically required to provide the information by law. Client information is only 
provided to the following bodies where required: 
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• Australian Skills Quality Authority 
• State and Territory Training Authorities 
• National Centre for Vocational Education Research (NCVER) 
• Other authorised government authorities 
• Employers when they are stakeholders 

 
Third Parties 
Where reasonable and practicable to do so, Learning Partners will collect your Personal Information 
only from you. However, in some circumstances we may be provided with information by third 
parties, such as employers. In such a case we will take reasonable steps to ensure that you are made 
aware of the information provided to us by the third party. 

 
Release of Information 
For the release or use of any information for promotional purposes, Learning Partners must request 
the client’s permission in writing by supplying an Authority to Use Information form prior to any 
information being released. 

 
Website and Digital Privacy 
Learning Partners collects Personal Information you provide digitally, and via the Learning Partners 
website (www.learningpartners.com.au) solely for the purpose of the provision of services. Learning 
Partners takes all reasonable steps to protect the Personal Information you provide electronically, 
however the Internet is an insecure medium and users should be aware that there are inherent risks 
in transmitting information across the Internet. 

When visiting Learning Partners website (www.learningpartners.com.au), you do not have to 
disclose your identity. However, Learning Partners website may use “cookies” to collect anonymous 
traffic data from users who access this website. The internet server may also automatically record 
details about any computer used to access the website (such as the IP address, domain name and 
browser type), the date and time of access, and details of the information downloaded. No attempt 
will be made to identify individual users or their browsing activities except in the unlikely event of an 
investigation, where a law enforcement agency may exercise a warrant to inspect the Internet web 
server logs. 

 
Learning Partners website contains links to a number of third party websites. Learning Partners is 
not responsible for the actions, content and information of third parties, including links to third 
party websites or advertising by third parties. 

Security of Personal Information 
Your Personal Information is stored in a manner that reasonably protects it from misuse and loss and 
from unauthorised access, modification or disclosure. 

When your Personal Information is no longer needed for the purpose for which it was obtained, we 
will take reasonable steps to destroy or permanently de-identify your Personal Information. 
However, most of the Personal Information is or will be stored in client files which will be kept by us 
for a minimum of 7 years. 

Access to information 
Under the APPs, clients can request access to their personal information stored by Learning Partners 
and may correct inaccurate or outdated information about them at any time. For any amendments 
or updates, or to view other personal information, please contact your Learning Consultant or 
Learning Partners directly. 
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Further Information 
For further information about the APPs or the Privacy Act, please contact The Office of the 
Australian Information Commissioner (OAIC). 
Online: http://www.oaic.gov.au/ 
Email: enquiries@oaic.gov.au 
Phone: 1300 363 992 

 
Privacy Policy Complaints and Enquiries 
If you have any queries or complaints about our Privacy Policy please contact us at: 

 
Learning Partners 
PO Box 1022 
Launceston, Tasmania, 7250 
email@learningpartners.com.au 
www.learningpartners.com.au 

 

Associated documents: 
Authority to Use Information Form 
Access and Equity Policy 
Client Feedback Collection and Analysis Policy and Procedure 
Complaints Policy 
Legislation Compliance Policy and Procedure 
Records Management Policy and Procedure 

 

http://www.oaic.gov.au/
mailto:enquiries@oaic.gov.au
mailto:email@learningpartners.com.au
http://www.learningpartners.com.au/
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Complaints and Appeals 
Policy and Procedure – External Clients 

 
Purpose 
The purpose of this policy is to outline how Learning Partners (LP) handles complaints and appeals and 
the procedures to be taken in their resolution. 

 

Scope 
All LP Operations 

 

Definitions 
LP defines a complaint as an expression of dissatisfaction or unmet expectation, by or on behalf of a 
client or stakeholder. The complaint may relate to any aspect of LP services, performance, employees 
and contractors or any way in which LP conducts business. It may be as a result of an assessment of 
competence in a qualification. 

 
LP defines an appeal as a request for review of a decision made on assessment of competence. 

 

Policy Statement 
LP takes all complaints seriously, as we pride ourselves on delivering the highest standards of customer 
care. LP ensures that all clients have access to a fair and equitable process for lodging complaints, and 
acknowledges that they are a valuable element in understanding our clients’ views of their experience 
with us. 

 
We recognise that client’s expectations may not always be met, and encourage and promote the right 
of clients to provide us with their feedback so we are able to improve our systems and procedures. 

 
Complaints and appeals are a value to the business as they mean our client has taken time to tell us 
what they consider we are not doing to the best of our ability. 

Effective acknowledgement and handling of the issue means that we are able to restore our 
relationship with the client and minimise the likelihood of the issue re-occurring or escalating in the 
future. 

Clients have a right of appeal against any decision made in relation to assessment of competence 
and for this to be dealt with professionally – see flow chart. 
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Procedure for general complaints and appeals of assessment decisions 
 

1. Discuss the issue with your Learning Consultant 
Where possible, LP strives to resolve most issues directly between the client and the Learning 
Consultant. 
Raise the complaint with the Client Services Coordinator 
If a resolution has not been reached with the Learning Consultant, the client should contact 
the Client Services Coordinator who will investigate the issue further. This may involve a 
formal meeting between all parties. The Client Services Coordinator will formulate an 
appropriate response and aim to resolve the matter within 10 business days. All interactions 
will be recorded into the Complaints Register. 
Client Services Coordinator contact details: 
Fiona Morse 
email@learningpartners.com.au 
03 6327 6666 

 
2. Escalate the complaint to the Directors 

If an appropriate resolution is not reached, the Client Services Coordinator will escalate the 
issue to the Directors, who will review the complaint or appeal and provide an answer within 
30 days. 

3. Contact State, Territory  or national regulatory Authorities 
If the issue remains unresolved, the client has the right to lodge a formal complaint with the 
Australian Skills Quality Authority (ASQA) or the relevant State or Territory Training Authority. 
ASQA contact details: 
Online: https://www.asqa.gov.au/complaints/getting-started-making-complaint-about- 
training-provider/should-i-make-complaint-asqa 
Email: enquiries@asqa.gov.au 
Phone: 1300 701 801 

 
Please note: Issues with working conditions or other conditions of employment should be taken up 
directly with your employer or escalated to the Workplace Standards Authority or equivalent in your 
state or territory. 

 
Associated Documents 

Access and Equity Policy Evaluation Forms 
Continuous Improvement Policy Privacy Policy 
Learner and Client Handbook Work Improvement Notice (WIN) 
Complaints Register 
Client Feedback Collection and Analysis Policy and Procedure 

 

mailto:email@learningpartners.com.au
http://www.asqa.gov.au/complaints/getting-started-making-complaint-about-
mailto:enquiries@asqa.gov.au
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Complaints Flowchart 

The complaint may relate to any aspect of Learning Partners services, performance, employees and 
contractors or any way in which Learning Partners conducts business. 

 
 

 

Appeals Flowchart 

Learning Partners defines an appeal as a request for review of a decision made on assessment of 
competence. 
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Fees, Charges and Refunds Policy & Procedure 
 
 
 
Purpose 
We are committed to providing a fair and transparent policy and procedure when dealing with current 
and prospective learners in regard to fees charged and the protection of fees and refunds. The VET 
Quality Framework and Conditions of Registration require that RTOs protect fees paid in advance above 
$1500 and have a fair and reasonable refund policy. 

 
 

Scope 
This policy relates to all fees charged to clients for participation in Learning Partners programs, including 
materials and other levies. 

 

Definitions 
Clients - refers to learners who enter into a contractual arrangement for the provision of vocational 
educational services. 

Partnership Agreement – details the services to be provided, responsibilities of all parties, fees, refunds 
and payment schedules. 

Government Programs – refers to any program that is subsidised by a State or Federal Government and 
may contain specific contractual requirements for co-contribution of fees. 

 
 

Policy Statement 
Learning Partners will ensure that fees, charges and refunds are collected and administered in 
accordance with the provisions of applicable legislative and contractual requirements. 

1. Fees 
 

• Fees and Charges are advised to the client prior to or at the time of enrolment. Payment 
arrangements are aligned to programs and will vary depending upon factors such as length of 
course, student cohort or government contract guidelines. LP confirms acceptance of the fees 
and charges by clients in the relevant Partnership Agreement. 

 
• Clients engaged in training which is funded by Government programs, will be made aware of 
the funding that is provided, and any additional fees and charges if applicable. 

 
• LP does not collect fees in advance from individual learners in excess of $1,500. 
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• LP charges clients a non-refundable fee on program commencement, this fee is negotiated 
depending on the program and is documented in the Partnership Agreement. The minimum 
charge for program commencement including enrolment is $500 per person. 

 
2. Refunds 

Refunds due to non-delivery of program by LP. 
 

• Fees to be refunded in full if the program is cancelled before commencement. 

• Fees to be refunded pro-rata (less program commencement fee) if the program is cancelled 
before completion. 

 
Requests for refund must be made in writing using the Request for Refund Form. 

 
3. Other Charges 

 
• Credential reissue fee is $30 

 
• Learning Materials/Text Books – as negotiated 

 
 
Associated Documents 
Learner and Client Handbook 
Partnership Agreement 
Request for Refund Form 
Proposal Template 
Quote Template 
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Plagiarism and Cheating 
Policy & Procedure 

 

Purpose 
To clearly define the terms plagiarism and cheating and to ensure these practices are understood,  
identified before they occur, and are dealt with appropriately if they do occur. 

 
Scope 
This policy applies to all LP learners. 

 
Definitions 
Plagiarism is: when you try to pass someone else's work off as your own i.e. Using someone's ideas, 
opinions, or theories in an assignment or essay, using pieces of information, such as graphs, statistics, 
drawings, that are not common knowledge. 

 
Cheating is: copying someone else's work - sharing or copying an assessment, test or assignment, or doing 
someone else's assessment, test or assignment. 

 
Policy Statement 
Learning Partners will provide learners with information on how not to plagiarise or cheat including 
referencing. In most cases plagiarism has occurred by accident. With adequate training and support, this 
should not occur. 

 
Procedure 
The Director – Education is responsible for ensuring plagiarism and cheating practices are dealt with and  
will assign responsibilities to appropriate staff when required. 

 
Learning Consultants will explain the terms plagiarism and cheating. If they identify or suspect a case of 
plagiarism or cheating they are to first notify the Director - Education for a second opinion. After which, the 
learner will be provided the chance to defend their actions. LP does not accept either  plagiarism  or 
cheating in assessment tasks or where individual work is specified. Learners will be directed to the 
complaints and appeals procedure where appropriate. 

 
The Director – Education will work with the Learning Consultant in counseling learners who have been 
identified as either plagiarising or cheating. 

 
The consequences of being caught plagiarising or cheating may include repeating the entire unit. 

 
Persons responsible: 
The Director - Education is responsible for communicating and actioning this policy and will make the 
decision of the consequences of proven acts of plagiarising or cheating. 

 
Associated Documents 
Learner & Client Handbook 
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USI Privacy Notice 

If you do not already have  a Unique Student Identifier  (USI) and you want Learning  Partners  to  
apply for a USI to the Student Identifiers Registrar (Registrar) on your behalf, Learning Partners will 
provide to the Registrar the following items of personal information about you: 

• your name, including first or given name(s), middle name(s) and surname or family name 
as they appear in an identification document; 

• your date of birth, as it appears, if shown, in the chosen document of identity; 
• your city or town of birth; 
• your country of birth; 
• your gender; and 
• your contact details. 

When we apply for a USI on your behalf the Registrar will verify your identity. The Registrar will do  
so through the Document Verification Service (DVS) managed by the Attorney-General's 
Department which is built into the USI online application process if you have documents such as a 
Medicare card, birth certificate, driver licence, Australian passport, citizenship  document,  
certificate  of  registration by descent, ImmiCard or Australian entry visa. 

 

If you do not have a document suitable for the DVS and we are authorised to do so by the 
Registrar we may be able to verify your identity by other means. If you do not have any of the 
identity documents mentioned above, and we are not authorised by the Registrar to verify your 
identity by other means, we cannot apply for a USI on your behalf and you should contact  the  
Student Identifiers Registrar. 

 
In accordance with section 11 of the Student Identifiers Act 2014 Cth (SI Act), we will  securely  
destroy personal information which we collect from you solely for the purpose of applying for a 
USI on your behalf as soon as practicable after the USI application has been made or the 
information is no longer needed for that purpose, unless we are required by or under any law to 
retain it. 

 
The personal information about you that we provide to the Registrar, including your identity 
information, is protected by the Privacy Act 1988 Cth (Privacy Act). The collection, use and 
disclosure of your USI are protected by the SI Act. 

 

If you ask Learning Partners to make an application for a student identifier on your behalf, 
Learning Partners will have to declare that Learning Partners has complied with certain terms and 
conditions  to be able to access the online student identifier portal and submit this application, 
including a declaration that Learning Partners has given you the following p r i v a c y notice: 

 
You are advised and agree that you understand and consent that the personal information you 
provide to us in connection with your application for a USI: 

• is collected by the Registrar for the purposes  of: 
o applying  for,  verifying  and giving  a USI; 
o resolving problems with a USI; and 
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o creating authenticated vocational education and training (VET) transcripts; 
• may be disclosed to: 

o Commonwealth and State/Territory government departments and agencies and 
statutory bodies performing functions relating to VET for: 
 the purposes of administering and auditing Vocational Education and 

Training (VET), VET providers and VET programs; 
 education related policy and research purposes; and 
 to assist in determining eligibility for training subsidies; 

o VET Regulators to enable them to perform their VET regulatory functions; 
o VET Admission Bodies for the purposes of administering VET and VET programs; 
o current and former Registered Training Organisations to enable them to deliver VET 

courses to the individual, meet their reporting obligations under the VET standards 
and government contracts and assist in determining eligibility for training subsidies; 

o schools for the purposes of delivering VET courses to the individual and reporting on 
these courses; 

o the National Centre for Vocational Education Research for the purpose of creating 
authenticated VET transcripts, resolving problems with USIs and for the collection, 
preparation and auditing of national VET statistics; 

o researchers for education and training related research purposes; 
o any other person or agency that may be authorised or required by law to access the 

information; 
o any entity contractually engaged by the Student Identifiers Registrar to assist in the 

performance of his or her functions in the administration of the USI system; and 
• will not otherwise be disclosed without your consent unless authorised or required by or 

under law. 
 

Privacy policies and complaints 
You can find further information on how the Registrar collects, uses and discloses the personal 
information about you in the Registrar’s Privacy Policy 

http://www.usi.gov.au/Students/Pages/student-privacy.aspx or by contacting the Registrar on 
usi@industry.gov.au /1800 024 095). The Registrar’s Privacy Policy contains information about how 
you may access and seek correction of the personal information held about you and how you may 
make a complaint about a breach of privacy by the Registrar in connection with the USI and how 
such complaints will be dealt with. 

You may also make a complaint to the Information Commissioner about an interference with privacy 
pursuant to the Privacy Act, which includes the following: 

• misuse or interference of or unauthorised collection, use, access, modification or disclosure 
of USIs; and 

• a failure by Learning Partners to destroy personal information collected by us only for 
the purpose of applying for a USI on your behalf. 

For information about how Learning Partners collects, uses and discloses your personal information 
generally, including how you can make a complaint about a breach of privacy, please refer  to  
Learning Partners’ privacy policy which can be found in the Learner and Client Handbook. 

http://www.usi.gov.au/Students/Pages/student-privacy.aspxor
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National Code of Good Practice for Australian Apprenticeships 
Source: www.australianapprenticeships.gov.au 

 
Australian Apprenticeships, which may be referred to as apprenticeships and traineeships in some 
States and Territories, offer many benefits to employers and Australian Apprentices. Employers can 
take on an Australian Apprentice who is trained to understand the specific requirements of their 
workplace and has the skills that match their business objectives. Australian Apprentices have the 
chance to gain valuable work experience, develop skills and acquire a nationally recognised 
qualification. 

 
This Code of Good Practice has been developed to assist both parties entering into a Training 
Contract with a clear understanding of each other’s obligations and expectations. 

 
Both Parties 
Both parties understand that there is a formal agreement to train the Australian Apprentice. This 
agreement is known as the Training Contract, and it sets out the legal obligations binding the 
employer and the Australian Apprentice. 

 
Both parties enter into the employment and training arrangement with a commitment to mutual 
respect, honesty and fairness. 

 
Both parties agree to determine the qualification and the competencies that the Australian 
Apprentice is working to attain. 

 
Both parties have a clear understanding of their contractual obligations including the duration of the 
Training Contract. 

 
Both parties are clear about available dispute resolution avenues and understand what is required to 
terminate the Training Contract. 

 
The Employer will: 

 
Meet legal obligations 
This involves: 
 conforming with relevant Australian Government and State/Territory  legislation,  including 

that relating to Australian Apprenticeship arrangements. 
 

Provide a safe working environment 
This involves: 
 providing a safe workplace, free from bullying and verbal, physical, racial and sexual abuse; 
 ensuring that all occupational health and safety requirements are addressed; and 
 providing an appropriate introduction to the workplace, stressing those core occupational 

health and safety requirements essential to workplace safety. 
 

Support structured training 
This involves: 
 providing opportunities to develop knowledge and skills; 
 lodging Training Contract documentation with the relevant authorities, selecting a Registered 

Training Organisation and enrolling the Australian Apprentice within the timeframe 
determined by your State/Territory Training Authority; 

 participating in the development of the training plan and providing facilities and expertise to 
assist in the training of the Australian Apprentice in the agreed qualification (this may  include 

http://www.australianapprenticeships.gov.au/
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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; and 
 ensuring that the relevant authorities are notified on the completion of the Training Contract, 

or advising them in instances where the Training Contract is in danger of not being completed. 
 

Provide supervision and support 
This involves: 
 providing the Australian Apprentice with a nominated workplace supervisor and could involve 

a coaching or mentoring arrangement, especially for Australian Apprentices with little 
experience of work; and 

 being mindful that Australian Apprentices under the age of 18 are minors, and that their 
parents or guardians have legal responsibility for them. 

 
 

Advise Australian Apprentices of their rights and responsibilities 
This involves: 
 ensuring that Australian Apprentices are encouraged to raise issues and problems both in the 

workplace and with the Registered Training Organisation; 
 advising them of entitlements, such as wages, conditions etc; 
 ensuring that the Australian Apprentice is aware that help and assistance are also available 

from the relevant State/Territory Training Authority; and 
 providing comprehensive induction processes for commencing Australian Apprentices to 

ensure that they are aware, from the time of commencement, of the proposed training 
program, workplace safety requirements and their rights and responsibilities. 

 
The Australian Apprentice will: 
Be aware of and make a commitment to fulfil work responsibilities 
This involves: 
 attending and performing work in a professional and courteous manner in accordance with 

the employer’s requirements; 
 taking care of workplace property and resources; 
 respecting the rights of other Australian Apprentices and employees in the workplace; 
 remembering that information obtained from the employer must be kept confidential and not 

disclosed without approval from the employer; and 
 obtaining consent from a parent or guardian, if you are less than 18 years of age. 

 
Be aware of and make a commitment to fulfil training responsibilities 
This involves: 
 making all reasonable efforts to achieve the competencies specified in the training plan and 

undertaking any training and assessment required; 
 participating in the development of the training plan; 
 attending training sessions or supervised workplace activities and taking advantage of learning 

opportunities; and 
 maintaining a record of training such as a training record book. 

 
 

For further information and assistance 
Australian Apprenticeship Support Network provider in each State and Territory can provide further 
information on Australian Apprenticeships. Their contact details can be obtained by calling 13 38 73 
or by visiting www.australianapprenticeships.gov.au 

http://www.australianapprenticeships.gov.au/
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